Top Tips for Successful Telephone Interviews

Many telephone interviews are arranged when time is short thus allowing less time for preparation.    You want to get the best possible result out of the telephone interview so it is important to remember that you can take some simple steps to ensure a smooth and structured virtual meeting.     

In general, you can expect any interview over the phone to be shorter.  It may be more intensive than the face to face interview as the interviewer will not have the benefit of reading your body language. 

Telephone interviews are as important as face to face meetings so make sure you know how to make the best of them when the phone rings!

    * Arranging the Interview 

Make sure that you are free of any pressing appointments when arranging the interview.   Many interviews run overtime so leave enough time so you are not hurried should it run over schedule. 

    * Time of Day

When do you perform at your best?  Try to arrange a time that suits your natural rhythm.  If this is not possible then allow yourself time before the interview to get yourself in a good frame of mind.

    * Choose your Environment

You need to make the call in a place where you will be undisturbed.  Make sure that you turn off your mobile phone or pager if the call is being made on a land line.

    * Allow the telephone to ring 

Take a deep breath and get ready.  You will sound calmer.  It can be an unpleasant experience for both parties if the telephone is answered too quickly, the caller may not hear it ring at all!

    * Answering the call

Answer with "Good morning/afternoon/evening,…..Jane Smith speaking."

As previously mentioned, you do not have the benefit of body language or eye contact during the call so use your voice.  Smile, it can be heard.  Do not speak too quickly, start at a medium pace, then as the conversation proceeds, match your speed and pace to that of your interviewer.  Use the same facial expressions as you would on a face to face interview.  Your voice will change and the interviewer will be able to pick up on that.  

    * Listening Skills

When people say they listen, they often mean they're silent; they don't interrupt, they let the other person speak. That's polite, it may even allow them to hear, but it's not active listening.   Use active listening skills to show the interviewer that they have your attention.  Do not be afraid to ask for clarification if necessary.

Keep your answers factual and clear.  In giving answers that are too long you could lose the interviewers attention.  Keep the answers short, or break them into segments of no more than 90 seconds allowing the interviewer to respond. 

    * Prepare Questions

As in face to face interviews be prepared to ask questions of your interviewer.  Research the company.  It will show that you are interested and intelligent.  

Keep your  questions short, to the point and and make sure that they can be answered relatively easily and quickly by the interviewer.

    * Conference Calls

Conference calls needn't pose a problem.  Our advice is to treat the call as a series of one to one calls.  Greet and handle each interviewer in the same polite manner.  

    * Ending the Call

Any interview can be misleading.  It is easy to misread signals so never assume either that you have got the position, or that you have been rejected.

Be very positive about your self and your skills throughout the call.  Your parting impressions should be ones of enthusiasm, competence and openness. Parting impressions are almost as important as opening impressions.  Therefore, smile when you say goodbye to leave the best impression.

