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Preparing for an Interview
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Before the Interview

When you are invited to an interview you will probably be given the following information, however if you do not have it, it is ok to contact the employer to ask:

· How long will the interview last

· What format will the interview take

· Whether you need to bring or prepare anything specific

All employers must make reasonable adjustments for you to have an interview if you have a disability. If you need the employer to make particular arrangements, it would be advisable to contact them before the interview to make sure the arrangements can be made.
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Interview Arrangements
· Double check the time and date of your interview

· Make sure you know how to get to the interview and how long the journey takes

· Consider how you will get to the interview, if driving check nearby parking, if using public transport, check the best route to take and check for any planned works/delays

· Aim to arrive around ten minutes early 

Interview Preparation
· Re read the job advert, job description and person specification to make sure you are clear on what the job entails 

· Re read your application in case you are asked any questions relating to its content
· Research the setting. You could do this by seeing if they have a website and you can also read their recent Ofsted report on: http://www.ofsted.gov.uk/Ofsted-home/Inspection-reports/  

· Prepare for questions you might be asked, such as why you want the position, your strengths and weaknesses and experience you have relevant to the role

· Prepare some questions to ask the employer – this shows you are interested in the position

What to wear
· Dress appropriately – it is important to look smart for your interview, but you also need to feel comfortable so you can relax. Unless you are specifically told to dress informally you should wear smart business wear

· Decide what to wear in advance and make sure it is clean and ironed.

· Smokers should resist the temptation to smoke on the way to or while waiting for an interview, as the smell may be noticeable when you walk into the interview.

Things to take with you
· The interview letter (if you have one) 

· The contact number of the setting (in case you are delayed)

· A map of how to get there or a SatNav

· A copy of your CV and/or application form

· Certificates/evidence of any qualifications you have that are relevant to the role

· Proof of Identity

Important: If you decide that you are no longer interested in the position, have already been offered another position or have a change of circumstances it is polite to inform the employer of this, so as not to waste their time. We have had employers choose not to interview candidates who had previously applied to their setting, as the candidate failed to turn up to an interview, and did not make contact.

During the Interview

· Smile

· Be polite and friendly, and look the interviewer in the eye

· Try to maintain eye contact with the person or people you are talking to

· Look interested and ask questions as well as answering

· Answer questions as fully as you can, where possible avoid just saying yes or no

· Where possible provide examples to prove your skills and achievements

· Tell the truth

· If you don’t understand a question, its ok to ask

· Speak clearly

· Sell yourself – focus on positive points, avoid negative comments or telling the interviewer about skills or experience you don’t have

· Listen

· Breathe! Sometimes taking a deep breath helps to relax you and keep you focussed on the questions being asked

· Don’t panic! 

After the Interview

Relax! The hard part is over. It is easy to look back and think of things you could have/should have said, however the chances are you did your best at the time.

If you find out you were not successful, it’s a good idea, and perfectly acceptable to seek feedback from the employer so you can find out if there is anything you could change in future interviews. Sometimes it just comes down to an individual’s personality being better suited to the team, or someone with more relevant knowledge, skills, abilities or qualifications. Don’t be disheartened. Keep checking out the www.essex-eyjobs.co.uk website for other jobs of interest. New jobs are added daily!

Useful Websites

Below are some websites which may assist in your interview preparation:
www.googlemaps.co.uk for finding out where the setting is and getting directions 

http://www.theaa.com/route-planner/index.jsp for a route planner

www.nationalrail.co.uk for planning a train journey

www.ofsted.gov.uk for finding a setting’s recent Ofsted report

http://www.cypnow.co.uk/
http://www.nurseryworld.co.uk/ - for news, information on policy and best practice on working in the early years and childcare sector

http://www.cwdcouncil.org.uk/ - for information on the children and young people’s workforce

www.jobcentreplus.gov.uk/   for further interview hints and tips and jobs

www.essex-eyjobs.co.uk for early years and childcare jobs 

Interviews can be very daunting, particularly if it is your first; you have only experienced one or two or have had a bad or embarrassing experience. The main thing to remember is…don’t panic! 





The employer will have an idea of your qualifications, skills and experience from your application form so the interview is your opportunity to demonstrate your abilities and personality, as well as your chance to find out whether the setting and position is the right one for you. 





These hints and tips are designed to help you with the interview process, and help to make it run as smoothly as possible.
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