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What is the purpose 
of an intervieW?
An interview is designed to 
give the employer/recruiter 
an opportunity to assess your 
working capacities, skills, 
knowledge and personality 
in person. The interview 
performance will be the 
deciding factor for selecting 
the most successful applicant.

hoW do i get an 
intervieW?
Research the role you are applying 
for and submit a well written 
cover letter and resume. For 
tips on writing a great resume 
and cover letter see our other 
resources on our Employment 
page for more details. 

What are the 
different types of 
intervieWs?
Formal Interviews: These can be 
either one–on-one or with a panel 
of  recruiters, asking structured 
questions. These interviews are 
popular with larger businesses. 

Informal Interviews: If  you 
are applying for a position with 
a small business, then you are 
more likely to have an informal 
interview. These are sometimes 
on the spot with the manager, 
where you may have to answer 
questions or demonstrate a 
task e.g. make a coffee.  

Phone Interviews: Some 
businesses conduct phone 
interviews, where you will be 
asked several questions over 
the phone. It is important to 
have current phone details 
listed on your resume. If  you 
can, include a preferred contact 
time on your cover letter. 

Online Interviews: This could 
be a video interview, where 
you record yourself  answering 
questions. It could also be a Skype 
interview using your webcam. 

hoW do i prepare 
for an intervieW?
Know your resume, the position 
you are applying for, and how 
your skills and experience can 
be applied to the position. 
It is very obvious when an 
applicant does not know much 
about the position or business 
that they are applying for. Not 
being able to answer questions 
regarding information in your 
resume could cost you the job.  

What is the best Way 
to ansWer intervieW 
questions?
Using the STAR interview 
technique is a great way of  
preparing for interviews and 
allows you to answer questions in 
a professional way. It encourages 
you to provide a structured 
response using work examples 
to back up all answers. 

S – Situation 
Describe the situation; this 
may encompasses the working 
environment, the time of  day, 
how many staff  are/were present 
and what the atmosphere was like. 

T - Task 
This is the physical duties you 
were preforming while in the 
situation. This can include 
managing staff, performing 
tasks and communicating 
information to staff. 

A – Action 
What you did to try and change 
the problem/issue which 
occurred, ie approaching the 
staff  member, contacting a 
supervisor, cleaning up a spill etc. 

R – Response/Result 
How were your actions received 
by the people involved and 
what did you learn from it. 
If  it went bad, what did you 
do to get further help or 
assistance in the future?  

http://www.uqu.com.au/employment
http://www.uqu.com.au/employment


e x a m p l e  q u e S t I o n 
a n d  r e S p o n S e
Interviewer: 
“Tell us about a time where you failed to 
communicate effectively with a peer on the job. 
What happened, what went wrong and what was the 
outcome?”

Applicant:

Situation 
“I was working the Friday night shift at McDonalds. 
It was around 7:30pm and in the middle of  services. 
There were about 20 staff  on to get through 
the dinner service and everyone was feeling the 
pressure.”

Task 
“I was part of  the drive through service with 2 other 
staff  members. One of  them left for the workspace 
to answer their phone.”

Action 
“I went over to this person and told them that they 
cannot just leave their work station and talk on the 
phone, which I yelled at them for. The team member 
proceeded to tell me to mind my own business and 
continued to talk on the phone.”

Result 
“At this point the shift supervisor saw what was 
happening and came over and spoke with the person 
directly. When I had finished my shift, the Shift 
Supervisor talked to me about the situation and 
offered me assistance in handling these situations in 
the workplace so I am better prepared and offered 
me further training. I completed the training and 
learnt how to be a better communicator in the 
workplace. This led me to being recognised for 
my work and I was offered the promotion of  Shift 
Supervisor a few months later.”

hoW can i make an intervieW 
Work to my advantage?
In your interview, you will be given the opportunity 
to ask your own questions about the workplace 
culture, further training and development. 
Make sure that you prepare questions.

does practicing for an 
intervieW help?
Yes. Practicing for an interview will build your 
confidence. It will also help you to prepare 
answers in advance. A mock interview is where 
you can practice answering questions based off  
the job description and selection criteria.

Where can i get a 
mock intervieW?

SHOC can hold a mock interview with you. You will 
need to make an appointment, stating that it is for a 
mock interview and email the position description, 
resume and cover letter to the SHOC employment 
advocate at least 24 hours prior to the appointment. 

The advocate will then prepare some basic 
questions for you to answer and give you 
feedback on your answers and performance.

Would you like to knoW more 
about intervieW techniques 
for industry specific 
positions?
The UQ Careers and Graduate Employment team 
have workshops, resources and appointments 
available through their website.

you can make a mock interview appointment here with one of our advocates. We do 
recommend that you have been to a resume & job search help appointment first. this 

will give you the best opportunity to understand the entire job application process. 
book a free appointment here

www.careerhub.uq.edu.au%20
https://www.timetrade.com/app/uqu/workflows/shoc/schedule/campaign%3Fwfsid%3Db07a7e17-baba97f6-b07a7e14-baba97f6-00000006-vaub4o4227b72tsuclasoeiov5h2dt7e%26locationId%3Duqu%26fs%3D1
https://www.timetrade.com/app/uqu/workflows/shoc/schedule/campaign%3Fwfsid%3Db07a7e17-baba97f6-b07a7e11-baba97f6-00000003-vaub4o4227b72tsuclasoeiov5h2dt7e%26locationId%3Duqu%26fs%3D1.%20


 

 

F r e q u e n t ly  a S k e d  I n t e r v I e w  q u e S t I o n S
“tell us about yourself?”
This needs to go beyond what is on your resume.

“What do you know about our business?”
Researching the company you are interviewing for demonstrates that you are interested and serious about 
getting the job.  

“What relevant experience do you have?”
You will need to mention all of  the experience that you have which is related to the job you are applying for.

“how would you describe your communication skills?”
This needs to include your ability to listen, communicate and work well in a team.

“do you work well under pressure?”
It is a good idea to include examples of  when you have worked well under pressure.

“describe a recent work or study-related problem. tell me about the action you took to 
solve the problem. What was the outcome?”
This gives the employer an idea about how you identify challenges and overcome them.

“What are your strengths?”
Make sure you identify strengths that are related to the job you are applying for.

“What are your weaknesses?”
Identify areas for improvement or where skills need to be further developed.

“Why did you leave your last job?”
It is important to focus on the positives. Do not speak negatively about your previous workplace.

“Why should we hire you over the other applicants?”
This shows how well you are able to present all your unique skills, experiences and attributes. 

 “What do you like to do outside of work?”
This question allows the employer to gauge more about your personality and to see if  you’ll fit into the 
company’s culture.


