
J o b I n t e r v i e w s

Learning Outcomes
The information in this career resource
will build your knowledge and
understanding of:

How to prepare for a job interview.

Career Portfolios.

How to create a positive impression at a job
interview.
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Congratulations if you have secured a job
interview! This means that your job application has
shown that you meet the requirements of the job
role and the employer. Your invitation to a job
interview is a great achievement. On average
across Australia there are 17 applicants per job, but
on average only 3 are interviewed(Department of Jobs

and Small Business, Survey of Employers Recruitment

Experiences, 2017.)

Now that you have been offered a job interview, it
is time to prepare.

Before Your Job Interview

Plan
Plan your travel arrangements. You need to be
certain that you will arrive at the interview location
at least 10 minutes early. Depending on where you
live, it may be helpful to have a trial run by using
your intended mode of transport, travelling to the
business or organisation and locating the interview
site. Based on your trial run, you may find that you
need to make an adjustment to the time that you
depart to travel to your job interview on the day. A
trial run such as this can also help you become
more familiar with the business or organisation and
the expectations around dress standards in the
workplace.

Plan what you will wear. Dress appropriately
for the industry, but as though a very important
person will be at the business or organisation on
the day of your interview. That is, ensure your
industry standard job interview outfit and your
personal presentation are immaculate.

Research
Research the business or organisation and the
industry. Locate the business or organisation
website. Find out what the business does – what
the business produces, the services provided.
Many businesses and organisations have a
statement of values. It is helpful to understand
what these are. This research will help you to
answer an interview question such as “What do
you know about our business?”

Prepare
Prepare answers for typical questions. You
can find examples of typical job interview
questions on career websites such as myfuture,
Youth Central and Skillsroad.
Prepare the questions you will ask. Towards the
end of your job interview, the interviewer is
likely to ask you if you have any questions.
Always prepare some questions to ask the
interviewer. You may be able to frame up a
question that shows that you have researched
the business or organisation. For example if you
read on the business website that it values
community involvement, you may be able to ask
question related to this.

Consider preparing a career portfolio. A
career portfolio is a personal collection of
materials that show your participation and
achievements. You can present a career
portfolio in hard copy format or you may prefer
to prepare an eportfolio. Some examples of
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