
TELEPHONE INTERVIEW ADVICE

Telephone interviews have become a common preliminary step in the hiring process,
allowing employers to screen candidates efficiently before inviting them for in-person
interviews. This report provides valuable advice for interviewees to excel in telephone

interviews, highlighting key strategies to make a positive impression, effectively
communicate, and increase the chances of progressing to the next round of interviews.

1. Pre-Interview Preparation:
a. Research the Company: Familiarize yourself with the company's mission, values, products,
services, and recent news. This knowledge will help you tailor your responses and
demonstrate genuine interest.

b. Review the Job Description: Understand the key responsibilities and qualifications for the
role. Prepare examples of your relevant skills and experiences that align with the
requirements.

c. Prepare Questions: Have thoughtful questions ready to ask the interviewer about the
company culture, team dynamics, and role expectations. This showcases your engagement
and enthusiasm.

d. Create a Quiet Environment: Choose a quiet and distraction-free location for the interview.
Inform housemates or family members to minimize interruptions.
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2. Effective Communication:
a. Clear and Professional Tone: Speak clearly and confidently. A professional tone reflects
your commitment to the interview.

b. Positive Attitude: Express enthusiasm and a positive attitude throughout the
conversation. Smile as you speak to infuse warmth into your voice.

c. Active Listening: Pay close attention to the interviewer's questions and comments. This
ensures you provide relevant responses and engage in a meaningful conversation.

d. Avoid Interruptions: Let the interviewer finish speaking before responding. This
demonstrates respect and good communication skills.

3. Structured Responses:
a. STAR Technique: When answering behavioral questions, use the STAR (Situation, Task,
Action, Result) method to structure your responses. Provide a specific situation, describe
the task, explain the action you took, and highlight the positive result.

b. Quantify Achievements: Whenever possible, quantify your achievements with numbers
or percentages. This adds credibility to your accomplishments.

c. Tailor Responses: Customize your answers to showcase how your skills and
experiences align with the specific role and company.

4. Time Management:
a. Be Punctual: Treat the telephone interview with the same seriousness as an in-person
interview. Be ready a few minutes before the scheduled time.

b. Manage Time: Be concise in your responses while providing relevant details. Avoid lengthy
explanations that may lead to time constraints.

5. Technology and Logistics:
a. Test Technology: Ensure your phone is fully charged and has good reception. Test your
headset or speaker to avoid technical glitches.

b. Have Necessary Materials: Keep a copy of your resume, the job description, and any notes
you've prepared within reach.

6. Follow-Up:
a. Thank You Note: After the interview, send a thank-you email expressing appreciation for
the opportunity and reiterating your interest in the position.
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Conclusion:
Telephone interviews are crucial stages in the hiring process that require adequate
preparation and effective communication skills. By conducting thorough research,

maintaining a positive attitude, structuring your responses, managing time well, and
addressing technological aspects, you can increase your chances of making a

favorable impression and advancing to the next stages of the interview process.
Remember that telephone interviews are not only about showcasing your

qualifications, but also about demonstrating your professionalism and interpersonal
skills.

and finally don't forget...

We are here for you to answer any questions or concerns you have and to provide any
help...

Good Luck!

The Team at Lucy Walker Recruitment


