


Job Application and Interview Workshop:

Applying for Success



When you only have one chance 

to make the right impression, it is 

important to get it right. 



Course overview

This course is designed for anyone applying or looking for a new 

role. It will be of particular interest to those in the early stages of 

their career, or those who are out of practice and need to update 

their skills.

Improve your chances of success in getting shortlisted and 

interviewed for a job. 

Develop a better understanding of your strengths, skills and 

key selling points to tackle interviews with confidence. 

Identify what questions you may be asked at interview, and 

how to approach answering different types of interview 

questions.



Icebreaker

What do you hope to get out of the 

session?

Type of interview you have had in the 

past eg formal/informal/video/panel

Best interview and why?

Worst interview and why?



Job applications

What do you need to do to be shortlisted?

What do you think you need to do to write a 

good job application? 

What do you do to get prepared for writing a 

job application?

How do the panel shortlist?



Shortlisting

The main criteria for being successfully short listed:

Matching the essential and desirable qualities of 

the role you are applying for

Ensuring that you evidence your suitability for the 

role with examples

Carefully tailor your application to match the job 

description and person specification

Answer every point on the person specification

Make it easy for the shortlisting panel



Typical shortlisting Stages

Employer will start with the number of candidates to interview –

this will tell them how much they need to deviate from their 

‘ideal criteria’

Stage 1, minimum criteria – educational, professional 

qualifications and experience minimums.  Each candidate is 

ranked based on the essential factors and results recorded

Stage 2, inconsistent applications are excluded – vague 

unemployment history, frequent job changes, candidates 

wanting part-time and role is full-time

Final Stage, filtering – if there are still too many interview 

candidates in the shortlist the employer will begin to filter them 

through the ‘desirable’ non essential qualities for the job

Most people use a scoring system to demonstrate 

transparency



The application form should make the employer want to meet 

you to find out more and demonstrate your skills. 

Personal information - give basic details, such as name and email 

address.

Educational background - provide information on your academic 

achievements, including the institutions you've attended, courses taken 

and qualifications gained.

Work experience - list your employment history and describe your main 

duties and responsibilities in each role, emphasising those most closely 

related to the job you're applying for.

Competency-based questions - give specific examples of times when 

you've demonstrated the skills required for the role. Avoid being vague, 

and don't waste space writing about skills you have that aren't relevant

Personal statement - write a well-structured, well-argued case that you 

are the right person for the job, again referring to the person 

specification set out in the advert.

Don't be afraid to sell yourself. Demonstrate your passion for the 

company or job and any past achievements you can relate to the role



How good a match are you?

The applicants that most closely match the specification will 

be those that are shortlisted 

How do your skills and experience outlined in your previous 

work history match the requirements for the post?

What about your duties and responsibilities – how do they 

match what the role requires?

Always adapt it to show you meet the person specification of 

the post you are applying for!

Skills Abilities Knowledge Experience



Successful personal statements consciously try 

to answer the following questions: who you are, 

what you can offer, and what you’re aiming for in 

your career.

Use action verbs.  For example ‘co-ordinated the 

stock control process,’ and ‘developed a range of 

smoking cessation drop-in sessions’.

Use words that are descriptive and precise; for 

example, ‘effective relationships’ is better than 

‘good relationships’.

Use bullet points if you have to

Be mindful of the amount of space available 

Don’t underestimate the importance of good 

spelling, grammar and punctuation 



Example Skill: Proven ability to work as 

a key member of a team

What they’re looking for:

Evidence you can work as part of a team 

Evidence you’re able to make a contribution on an individual level 

Reflecting on a work-based task, can you learn from the 

experience and apply this to future career/role?

What you might say:

“During a particularly busy period when one member of the team 

was on long-term sick, I worked with my other colleagues to meet 

team targets set by head office. It was important that all members 

of the team were positive and remained enthusiastic even though 

we were extremely busy. I contributed by meeting all of my 

personal targets and in some cases and helping my colleagues 

achieve theirs. I learnt that helping out team members rather than 

simply focusing on my own goals improves productivity and makes 

for a happier work environment.”



Example answer: when you don’t have 

direct experience

Even if you haven't had any direct experience, you can still 

highlight any transferable skills that relate to the role. Turn your 

answer into a positive one by making it clear that you want the job 

in order to gain experience in the area.

Example answer:

Although I haven't had the chance to gain work experience at an 

advertising agency yet, I have already created high level concepts 

that have been used by leading brands such as Marks & Spencer. 

At university, I was the copywriter for a number of students' union 

marketing campaigns and have generated interest in my work 

through my website, which I designed myself.



Example of when you have worked 

under pressure

You need to prove that you've handled deadlines successfully in 

the past. Describe how you overcame obstacles that you had no 

control over.

Example answer:

During my work placement last year I faced various conflicting 

demands on my time due to the fact that my role was inter-

departmental. One particular week, the pressures did threaten to 

get overwhelming as a number of key staff members were off sick. 

However, this allowed me to show that I could rise to the challenge. 

I left the company with praise from my peers as I always gave my 

best no matter what.



Sell yourself 

Example personal statement: 

A highly competent, motivated and enthusiastic 

administrative assistant with experience of working as 

part of a team in a busy office environment.  Well 

organised and proactive in providing timely, efficient 

and accurate administrative support to office managers 

and colleagues.  Approachable, well presented and able 

to establish effective working relationships with a range 

of different people.  Possessing a proven ability to 

generate innovative ideas and solutions to problems.







Remember 

Check closing date carefully

Some employers will remove vacancies as 

soon as they have received enough 

applications

Have all your information ready to cut and 

paste

Adapt it to the job so don’t cut and paste 

everything



Job Interview

Job interviews come in all sorts of 

different formats and styles and as a job-

seeker, it is important that you know 

about and are prepared for all of them.



Be prepared for anything!!

If you were an animal, which one 

would you want to be?



Different kinds of interviews

face-to-face with one person

panel interview - face-to-face, with 2 or more people and can 

include a presentation

telephone - often the first stage in recruitment and used when 

there are a lot of applicants

group discussion - usually part of an assessment centre day 

with other candidates 

video interview - you’re sent interview questions in advance 

and you provide your answers in a video recording

online interview - you’re interviewed online, using an 

application like Skype/Zoom/Teams



One to one interview

More likely with a smaller company. 

It’s slightly less formal than panel interviews but that doesn’t 

mean you should let your guard down! You are more likely to 

be directly questioned by the boss – or at least the person in 

charge of deciding whether ‘You’re hired’

The bonus to this type of interview is you only have to impress 

one person. 

Make sure you’ve practised and are prepared and try to build 

up a friendly rapport with your interviewer, while keeping it 

professional. 

After all, people buy people – if they like you as a person then 

you’re in with a better shot than if they just think you might be 

good at the job but won’t fit in with the team…



The Structured Interview

This kind of interview is formal and structured, and can include 

several interviewers assessing you (a “panel interview”)

This is the most common type of interview and it usually starts 

with a few icebreaker questions to warm you, leading into more 

in-depth and formal questioning.

The interviewer may take some time to describe the company, 

the position and industry to you before asking a set number of 

questions.

At the end, the interviewer may ask if you have any questions, 

in which you should have some on hand.



The Panel Interview

These are popular with larger companies and involve a group of 

interviewers taking turns to ask you their questions. 

This can be a scary experience, especially if you haven’t done one 

before, and it’s vital that you really prepare for your interview in 

advance.

From your point of view, you should treat this the same as any other 

interview – but just remember to keep eye contact and answer 

questions to everyone, rather than focusing on one person.

The trick is to treat all of the people on the panel with equal respect as 

you may not know who is really in charge, and they will all have an 

opinion about you and can decide whether or not you get the job. 

When answering difficult interview questions focus on the person 

questioning you at the time, involving the other panel members by 

making eye contact with everyone in turn.



The Unstructured Interview  

“The Chat”

This kind of interview is more laid-back and focuses on 

getting to know you on a more casual basis.

You may be lead through a series of open ended questions 

and the tone tends to lean toward conversational, in a bid to 

make you feel more comfortable.

When you’re faced with this kind of interview, it is important 

you don’t forget, this is still an interview.

Maintain professionalism and a positive tone about your 

qualifications for the job.



The Stress Interview

This style of interview is often used when the job in question 

involves a fair level of day-to-day stress.

The interviewer may ask similar questions to in a normal 

(unstructured or structured) interview, but they may have a very 

different demeanour – perhaps nonchalant or even a little 

aggressive.

They may ask difficult questions such as brainteasers and 

curveballs to really test your nerve.

This is done on purpose to assess whether or not you can 

withstand the pressure of indifference and stress, so do try to 

remain cool and collected.  Focus on the question, rather than 

how it is being asked.



The Working Interview

Sometimes, you may be asked to complete a job task as part of 

the interview process.

This typically happens in sectors where skills are easy to 

assess like the creative, engineering and sales industries.

Interviewers want to see that you can do the job you claim you 

can do, so be prepared and familiar with what kind of tasks 

they may ask you to complete.

You could even get invited to do a trial day at work (although 

this is rare) so, as you can imagine, it’s absolutely essential 

that you are ready and prepared to impress.



The Group Interview

Although group interviews are not common, they do occur 

occasionally.

In a group interview, you will be interviewed with other people 

and pitted against them in a race to impress the interviewers.

Here are some tips:

Remain calm

Show you can get along with people

Put your ideas forward 

Be respectful of others

Involve everyone

Be yourself

Listen to others



Interviews with role play

Role play help selectors assess a range of 

competencies such as verbal communication skills, 

ability to persuade, logical thinking and self-

confidence.  

Selectors usually give advance notice of the topic 

(usually closely related to the job role) and give 

details of the presentation (eg length, visual aids 

available, the audience to expect)



Interviews with presentation
Interview presentations allow your employer to see the following 

key skills:

Your communication style (verbal and written)

Your ability to engage with your audience

Your job and sector knowledge

Your ability to follow a brief

Your organisational skills

Your attention to detail

Do your research

Practice

Keep to time 



Employers use different types of 

questions when interviewing.
competency-based - the focus is on the things you can do, so you’ll be 

asked to give examples to show you have the skills needed for the job

strengths-based - these explore what you enjoy doing or do well and 

is used to check things like your practical or team working skills, or 

how you work under pressure

technical - for jobs in science, IT, engineering, finance or law - they 

test your job-related knowledge and understanding of work processes

situational judgement - test how you would react in typical work 

situations and check things like your ability to solve problems, make 

decisions or work with others

values-based - commonly used for health and care jobs, particularly in 

the NHS, to confirm that you share the values and understand the 

culture of the organisation

motivational - these help an employer to see what drives you and to 

make sure you’ll fit in with their company



Behavioural / Competency 

Interview

Competency interviews are increasingly popular and usually 

follow a strict set of questions, so the opportunity for ice-

breaking chatter is reduced. This type of interview focuses on 

your work-related skills and abilities rather than questions 

about your personality, and they can be trickier to answer as 

you have to use examples to demonstrate your answers…

Examples of these questions may include

“Tell me about a time you had to deal with conflict…”

“Share an experience where you demonstrated leadership…”

“Describe a time you had to work as part of a team. What role 

did you take?”



Competencies

The most common competencies assessed are: teamwork, 

leadership, communication, technical abilities, administration, 

motivation and flexibility.

Prepare by reading the job description and person specification 

carefully as the core skills mentioned usually make up the 

questions asked.

Analytical competencies

These assess your decision-making abilities and try to unearth 

innovation, analytical skills, problem solving, practical learning 

and attention to detail. 

A typical question would be: “Tell me about a time when you 

identified a new approach to a problem”



Interpersonal competencies

These assess social competence. Many workplaces function 

on project teams, so the more collaborative a candidate is, the 

more likely they will thrive in the company. 

A typical question would be: “Describe a situation where you 

got people to work together”

Motivational competencies

These assess the level of drive and examine your energy, 

motivation, result orientation, initiative and quality focus. 

A typical question might be: “When did you work the hardest 

and feel the greatest sense of achievement?”



A non-exhaustive list



A thorough answer should use 

the STAR Method

Situation 

Task 

Action 

Result



Situation / Task

Describe the situation that you were confronted with 

or the task that needed to be accomplished. With the 

STAR approach you need to set the context. Make it 

concise and informative, concentrating solely on 

what is useful to the story. 

For example, if the question is asking you to 

describe a situation where you had to deal with a 

difficult person, explain how you came to meet that 

person and why they were being difficult. If the 

question is asking for an example of teamwork, 

explain the task that you had to undertake as a 

team.



Action

This is the most important section of the STAR approach as it 

is where you will need to demonstrate and highlight the skills 

and personal attributes that the question is testing. 

Now that you have set the context of your story, you need to 

explain what you did. In doing so, you will need to remember 

the following:

Be personal, = talk about you, not the rest of the team, what did 

you do? What was your role in the task?

Go into some detail. Do not assume that they will guess what you 

mean.

Steer clear of technical information, unless it is crucial to your 

story.

Explain what you did, how you did it, and why you did it.



Example

When discussing a situation where you had to deal 

with conflict, many candidates would simply say: “I 

told my colleague to calm down and explained to 

him what the problem was”

However, it would not provide a good idea of what 

drove you to act in this manner. How did you ask 

him to calm down? How did you explain the nature 

of the problem? 

By highlighting the reasons behind your action, you 

would make a greater impact. 



Example

“I could sense that my colleague was irritated

and I asked him gently to tell me what he felt

the problem was. By allowing him to vent his

feelings and his anger, I gave him the

opportunity to calm down. I then explained to

him my own point of view on the matter,

emphasising how important it was that we found

a solution that suited us both."



Result

This is probably the most crucial part of your 

answers.  Interviewers want to know that you are 

using a variety of generic skills in order to achieve 

your objectives.  

Explain what happened eventually – how it all 

ended.  

Also, use the opportunity to describe what you 

accomplished and what you learnt in that situation.  

This helps make the answer personal and enables 

you to highlight further skills.



Interviewee ratings



Preparing for Interview

Fail to plan, plan to fail. You are certain to be asked 

specific questions about your potential employer, so 

make sure you’ve done your homework on what 

they do or offer. 

What is your understanding of the company?  What 

is your understanding of the role you are applying 

for?

Nothing is as disappointing as when a candidate 

oozes enthusiasm and then doesn’t even know the 

most basic facts about a company. 

If you are asked to bring certificates, references, etc. 

get them ready well in advance



Preparing yourself

Have a mock interview with a friend based on the common 

interview questions you’re likely to face.

Be sure you know the time, date and location of the interview!!

Decide how you will get there and when you need to set off to 

arrive in good time, anticipating any delays. Do a dummy run if 

necessary. 

If you look good, you tend to feel good too. Avoid any last 

minute panic by preparing what you’re going to wear the night 

before. 

Don’t go into the interview with lots of baggage - psychological 

or physical. Take the bare minimum with you so you can 

concentrate on the interview, and nothing else. 



Online search

The company’s website is the best place to start. It shows the 

company as it would like to be seen and the products and 

services they offer. You’ll get a feel for the corporate style, 

culture and tone of voice. Check out the annual report and 

look for a press or company news page. 

As you filter all this information, consider how the role you’re 

applying for relates to the company’s mission. 

You should spend some time looking online for any other 

information you can find about the company. Put their name 

into Google News to see if they’ve had any recent interesting 

stories written about them. 

It’s also worth searching for your own name to see what crops 

up – your potential employer may be doing the same thing!



Exercise - Question Time 

What are your weaknesses?

Why should we hire you?

Why do you want to work here?

What are your goals?

Why did you leave (or why are you leaving) your job?

When were you most satisfied in your job?

What can you do for us that other candidates can't?

What are 3 positive things your last boss would say about you?

What salary are you seeking?



What questions are you going to ask?

"While Researching the Company, I Stumbled on X and Was 

Intrigued. Can You Expand on That?“ 

This shows the interviewer that you've done your research on the 

company and have taken the time to learn about its history. Just make 

sure "X" is something they would want to expand on

"Do You Have Any Examples of Projects I Would Be Working On?“ 

While this presents you as someone that is interested in diving head-

first into the position, it also gives you a better idea if this is a role you 

can see yourself handling. 

“I’m interested in progressing within the service, what opportunities 

might there be?”

Shows that you are interested in the business and are thinking long 

term

“Why do you work for XXXX?” 

You are interviewing them to see if you want to work for them!



At the interview

make sure your phone's turned off

use breathing techniques to calm yourself - try to 

remember, a few nerves are normal

smile and greet your interviewer confidently

ask for some water if you need it

listen carefully to questions and think before you 

begin your answers

if you do not understand a question, ask the 

interviewer to repeat it or explain further



What not to do in an interview

Speak negatively about last job or supervisor

Overhype (lie) your abilities or credentials

Lack confidence in your own abilities

Present yourself poorly

Talk too much (about the wrong things)

Not ask questions

Ask about salary – a good interviewer will 

state this at the start 



Useful Resources

https://www.youtube.com/watch?v=Vw1JqbvgZCc

https://www.youtube.com/watch?v=CwFDm2KiKpI

https://www.monster.com/career-

advice/article/boost-your-interview-iq 

https://nationalcareers.service.gov.uk/careers-

advice/interview-advice 

https://www.reed.co.uk/career-advice/interview-

techniques/job-interview-tips/ 




