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INTERVIEW SKILLS 
Getting it Right First Time 

INTRODUCTION 

How we work 

Our approach to training is simple … 
it’s all about you! 

We will be in touch well before your 
course even starts to ask you about 
your work and what you want to 
achieve - then shape your training 
accordingly. 

Working with small groups gives us 
time to look at each person’s role 
and the issues they face.  We can 
then help you find solutions to 
problems and improve workplace 
performance. 

All our courses are ‘hands on’ and 
interactive, using exercises and case 
studies to help you relate the theory 
to your real life role. 

Our aim is that you will walk away 
from the course equipped not with 
only new or better skills, but the 
confidence and focus to put them 
into practice at work. 

DURATION 

½ day or 1 day format 

FEE 

£250/£375 
 

AIMS 

This course focuses on developing the skills, knowledge, and 
confidence necessary to recruit and select the right team 
member for the job – and save the time and cost of repeated 
recruitment by getting it right first time. 

OBEJECTIVES 

By the end of the course, you will be able to: 

 Prepare effectively and structure interviews  
 Create and use behavioural/competency based 

questions 
 Actively listen and assess responses objectively 
 Project a positive and professional image to the candidate 
 Adopt best practice to identify and avoid potential 

problems 
 Make objective selection decisions  

CONTENT 

Best Practice in Action 

 Benefits of an objective approach 
 Identifying potential problems 

Interviewing for Competence 

 Developing competencies/criteria 
 Creating effective questions 

Structuring the Interview 

 Importance of Structure 
 Building a logical path 
 Working through the structure 

Opening the Interview 

 Establishing credibility and building trust 

Key Skills: Questioning & Listening 

 Getting to the information we need   
 Non-discriminatory questioning 
 Receiving the whole message 

o Words, tone, body language 
 Recognising our assumptions 
 Evaluating responses – Hard vs soft evidence 
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Providing Information 

 Presenting the role & the company 
 Making next steps clear 
 Closing on a positive note 

Making the Decision 

 Assessing the results 
 Filtering through the profile 
 Making the final selection 

CONTACT 

01481728248 

 

WEBSITE: 

www.select-training.co.uk  

 

EMAIL: 

contact@select-training.co.uk  

 

WHO WILL BENEFIT? 

Any manager supervisor or team leaders who is involved in the 
recruitment process 

. 


