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INTERVIEW TECHNIQUES 
 
It is exciting when you receive a letter inviting you to attend a job 
interview!  What you need to do next is to prepare for it. 
 
Make sure that you know exactly where the interview is going to be 
held.  Read your paperwork very carefully.  You might walk by the law 
firm each day and know where the company’s main reception is 
located, but is that where your interview is going to take place?  
Always allow yourself plenty of extra time.  It is far better to be early 
than to rush in at the last moment.  First impressions count. 
 
If you have already worked in a legal organisation you will have some 
idea of the tasks you will be expected to undertake.  Whatever your 
situation, make sure you have researched into the company’s 
background.  Find out as much as you can about the company prior 
to interview.  You will then appear knowledgeable and enthusiastic.  
Look at the website to find out what type of clients they deal with.  Is it 
a large firm that deals with corporate law or is it a smaller office 
where you could be expected to produce work for a variety of legal 
departments? 
 
Find out who will be conducting your interview.  There may be an 
interview panel which could comprise the firm’s partners and the fee 
earners for whom you will be working, if successful. 
 
It goes without saying that you must take extra care to look your best.  
Make sure you look smart and professional.  If you are successful 
you will be representing the company. 
 
Unfortunately, many people feel nervous at the thought of an 
interview and do not always put on their best performance.  You are 
more likely to speak too quickly if you are nervous.  Try to take some 
deep breaths to help you relax.  Make a confident entrance, shake 
your interviewer’s hand firmly and give a friendly smile. 
 
In preparation for your interview, think of the possible questions you 
could be asked.  Look carefully at the job description as questions are 
often based on this.  Study what sort of qualities and skills they will be 
looking for.  Examples of common interview questions are: 
 

• tell me about yourself 
• what are the strengths you would bring to this company? 
• why do you think you are a good team player? 
• why do you want this job? 
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Practise asking yourself these and similar questions and prepare 
suitable answers in readiness for the interview.  You will only have 
one chance at the interview so you must do your very best.  It is 
important that the interviewer can hear every word that you say.  
Speak clearly and confidently.  People will often judge you from the 
way you come across to them through your use of body language.  
Therefore do not slouch in your chair.  Good posture will help to 
generate a confident attitude. 
 
You are almost sure to be asked if there are any questions you would 
like to raise.  Give some thought to what you would like to know.  
Provided they have not already been dealt with, reasonable questions 
could relate to: 
 

• the main challenges in the job 
• promotion prospects 
• training opportunities. 

 
During the interview it is important to use eye contact effectively.  
The most important time to look at someone is at the end of your 
sentence.  This will help to reinforce the message in that sentence.  If 
you look away at that moment you could appear to be hesitant and 
your words will lack conviction.  On the other hand, be careful not to 
stare at any particular individual as this would not give a good 
impression. 
 
If possible, try to enjoy your interview.  You will send out all the 
correct signals if you look as if you are going to enjoy the experience. 
 
Acknowledge the end of your interview with a smile.  You may not be 
told there and then whether you have got the job, as other 
candidates may still have to be interviewed. 
 
If you are not successful, do not worry.  Regard the interview as good 
experience.  The more interviews you go to the better your 
performance will be. 
 
If you are offered the job, immediately confirm in writing that you 
accept. 
 
In that case, good luck with your new position! 
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