
	  

 
 

Interview Preparation 
 
 
Preparation is the key to a successful interview. It is often the most simple and obvious things that 
make all the difference.  
 
Research 

It is always a good idea to research the company prior to the interview. The internet and annual 
reports provide a good source of information.   
 
Research ideally needs to include; 

• products and services 
• future growth potential 
• history 
• main competitors 
• reputation in the market 
• size of the company 
• rating 
• locations 
• recent and relevant announcements 

 
Prepare questions to ask the interviewer 
The interview is a two-way process and an excellent opportunity to exchange information 
demonstrating an interest. Prepare at least 8-10 questions to ask at interview, chances are many will 
be answered during the course of the interview. Questions ideally need to address everything that is 
important to you and could include; company support to training and education, company/team 
culture, computer systems, team dynamic, company growth plans, KPI’s, portfolio size, challenges of 
the role, main competitors, management style, career progression opportunities, what attributes they 
are seeking. 
 
Potential interviewer questions 
For each responsibility or capability noted in the position description, ensure you write down at least 
one example of your experience or transferrable skill that you can easily discuss and demonstrate at 
interview. 
 
In addition, prepare your answers to the following potential questions. Each response should ideally 
be no longer than 1-2 minutes. 
 

• Tell me about yourself? (interests, where you grew up, family (kids, married), key personality 
traits, how you got into insurance, qualifications, years of experience) 

• Talk me through your career history? (restrict this to 3 minutes if possible) 
• What is your understanding of this company? 
• What is your ideal role? 
• What is your understanding of this role? 
• What interests you the most about this role? 
• Reason for leaving each company? 
• What do you enjoy about your current/previous roles and company/s? 
• How do you respond to pressure, give an example? 
• Can you give me an example of a difficult client you had to deal with and what was the 

outcome? 
• When/how have you extended yourself for a client or colleague to get the job done? 



	  

 
• How do you describe yourself as a person? 
• How do you measure your own performance? 
• What is your biggest career achievement to date? 
• How do you keep track of what you have to do? 
• What are your key strengths? 
• How do you build rapport with unfamiliar people in a work situation? 
• When have you showed initiative in the work place? 
• How successful have you been in developing new business? 
• What kind of people do you find difficult to work with? 
• What motivates you at work? 
• What management style do you prefer? 
• What value can you bring to this team/company/role? 
• What is the biggest obstacle you have had to overcome to get you to where you are today?  
• What skills or attributes do you wish to improve? 
• Which part of this role is least appealing to you? 
• What are your career aspirations for the next 5 years? 
• Why should I offer you this role? 
• What reservations should I have about offering you this role? 
• What are your salary expectations for this role? 

 
Presentation 

First impressions count. Making an effort to dress professionally will be noticed. Keep it simple, 
corporate, conservative and neat.  
 
Women        

• conservative suit      
• closed toe shoes and stockings 
• minimal and simple jewellery 
• remove all facial rings if applicable 
• wear some makeup, not excessive 
• neatly ironed clothes 
• well groomed nails and hair 
• minimal or no perfume  

 
Men 

• conservative suit, shirt and tie 
• remove all facial and earrings if applicable 
• well groomed nails and hair 
• neatly ironed clothes 
• clean polished shoes 
• avoid freshly sprayed aftershave 
• well groomed facial hair 

 
Attitude 
A positive and enthusiastic attitude is important. Most companies value attitude over technical skills, 
as attitude is not easily taught. 
 
Be on time 

Ensure you check the address and look up the exact location on a map. Allow for unexpected travel 
delays. Aim to arrive 5-10 minutes early to give you a few minutes to relax and calm your nerves and 
turn off your mobile before entering the premises.  



	  

 

During the interview 

• When you are introduced to each person, remember their names and address them 
accordingly where appropriate. If they extend their hand, use a firm handshake (not too 
strong or weak). 

• Eye contact is very important; it shows confidence and interest.  
• Smile as much as appropriate. 
• Sit up straight and avoid slouching or fidgeting. 
• Do your best to speak clearly, concisely and positively.  
• If you are nervous, let them know as they will often find a way to calm you. 
• Answer all questions honestly. 
• Be sure to include how your skills and experience match the position description. 
• Avoid answering questions with just a “yes” or “no”. 
• Avoid asking about salary, company hours and leave benefits. 
• Avoid long-winded responses or stories and be mindful of the interviewers time. 
• Speak positively; avoid saying anything negative – particularly about past or present 

employers. 
 
Closing the interview 
In the closing of the interview, most interviewers will ask if you have any questions. This is the time to 
ask those prepared questions, if they haven’t already been answered.  
 
If you are interested in the role, this is the time to communicate your interest.  
 
Ensure that you thank the interviewer/s for their time and make a point of showing them you 
remember their names. 
 
After the interview 
Please call Jo Limbourn within an hour of the interview finishing. In most cases the company wants to 
know your feedback prior to providing their comments and feedback.  


