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This e-book, Job Interview Aren’t That Scary: Job Interviews for
Dummies, is designed to help polytechnic students prepare for
real-world job interviews with confidence. Many students
struggle with how to present themselves, what to say, and how
to respond to interviewers’ questions. This guide provides
simple,  practical advice in clear English that’s suitable for ESL
learners. It supports classroom learning and can also be used
for independent study.

The topics are organized to build knowledge step by step. You’l l
start by understanding the purpose of interviews, then learn
how to prepare for one, including what to wear,  what to bring,
and how to research a company. You’l l  also practice answering
common interview questions and learn what questions you can
ask at the end of an interview. Lastly,  the book includes a short
quiz and writing task to reinforce what you’ve learned.

This e-book aims to build your confidence and communication
skil ls so you're ready to respond appropriately in a job interview
situation.
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A job interview is a formal meeting between a candidate seeking employment
and a potential employer. During this process, the employer evaluates the
candidate's qualifications, skills, experience, and overall fit for the position.
Similarly, the candidate has the opportunity to learn more about the
company, the job role, and to showcase their abilities.

Job interviews can take various formats, such as one-on-one interviews,
panel interviews, group interviews, phone interviews, or video interviews. The
interview typically involves a series of questions aimed at assessing the
candidate's suitability for the role. 

It's crucial for both parties to prepare thoroughly for the interview to
ensure a productive and informative exchange. The ultimate goal of a job
interview is for the employer to find the best candidate for the job and for
the candidate to secure the position that aligns with their career goals and
aspirations.

P r o v i d e s  y o u  w i t h  a  f a c e  t o
f a c e  o p p o r t u n i t y  t o  s e t

y o u r s e l f  a p a r t  f r o m  y o u r
c o m p e t i t i o n  a n d  e x p a n d  o n  t h e

i n f o r m a t i o n  t h e  e m p l o y e r
a l r e a d y  k n o w s  a b o u t  y o u  f r o m

y o u r  r e s u m e .
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Job interviews are often viewed as intimidating and nerve-wracking experiences,
but they don't have to be scary. With proper preparation and a positive mindset, job
interviews can actually be exciting opportunities to showcase your skills and
qualifications to potential employers. 

One way to ease your nerves is to thoroughly research the company and the position
you are applying for, so you can confidently discuss how your background aligns with
their needs.

Practicing common interview questions with a friend or in front of a mirror can also
help you feel more comfortable and articulate during the actual interview. Remember
to dress professionally, arrive early, and bring extra copies of your resume and any
other relevant documents. By approaching job interviews with confidence,
preparation, and a positive attitude, you can transform what may seem scary into a
valuable chance to make a great impression and land your dream job.

Start by researching the
company and the position you

are applying for to understand
their values, goals, and

requirements.

Practice common interview
questions and prepare your

answers, highlighting your skills
and experiences that are

relevant to the job.

Dress professionally, arrive on time,
and bring extra copies of your

resume and any other necessary
documents. 

During the interview, maintain eye
contact, listen actively, and ask

insightful questions to show your
interest and enthusiasm.

 Follow up with a thank-you
email expressing your

gratitude for the opportunity
to interview.

Preparing for

a job

interview is

crucial to

increase your

chances of

success.
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Overall, job interviews play a crucial role in the hiring process by

enabling both the employer and the candidate to assess each other

and determine if there is a good fit for the position. It is a two-

way street where both parties have the opportunity to learn more

about each other and make an informed decision about moving

forward in the recruitment process.

Job interviews serve several important purposes for both the
employer and the candidate.

For the employer, a job interview allows them to
assess the candidate's qualifications, skills, and
experience in person. It provides an opportunity
to delve deeper into the candidate's resume, ask
specific questions, and evaluate how well they
would fit within the company culture.
Additionally, interviews help employers gauge
the candidate's communication skills, problem-
solving abilities, and overall demeanor.

On the other hand, for the candidate, a job interview is
a chance to showcase their skills and experience,
demonstrate their enthusiasm for the role, and make
a positive impression on the hiring manager. It also
allows candidates to learn more about the company,
its values, and the working environment to determine
if it aligns with their own career goals and
aspirations. Furthermore, job interviews provide
candidates with an opportunity to ask questions and
clarify any doubts they may have about the role or
the organization.
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A job interview format refers to the structure and type of
interview process a candidate may encounter. Various formats
are used depending on the role, industry, and employer
preferences. Here are the common job interview formats:

Phone Interview:
Purpose: Initial screening to assess qualifications
and fit.
Format: Typically a 15-30 minute conversation
focused on basic qualifications, experience, and
interest in the role.
Preparation: Have your resume and job description
in front of you; ensure a quiet environment.

Video Interview:
Purpose: Similar to phone interviews but allows for
visual assessment.
Format: Conducted via platforms like Google Meet,
Zoom, Skype, or Microsoft Teams. May include pre-
recorded questions.
Preparation: Test your technology, choose a
professional background, and dress appropriately.

4

In-Person Interview:
Purpose: Detailed assessment of candidate’s
suitability for the role.
Format: Face-to-face meeting, usually lasting from
30 minutes to an hour or more. May involve multiple
interviewers.
Preparation: Bring copies of your resume, prepare
answers to common questions, and dress
professionally.



Panel Interview:
Purpose: Assess candidate from multiple
perspectives.
Format: Candidate is interviewed by several
interviewers simultaneously, each asking
questions.
Preparation: Research panel members if possible,
practice managing group dynamics, and address
each interviewer during responses.

Group Interview:
Purpose: Evaluate candidates’ teamwork and
interaction skills.
Format: Multiple candidates are interviewed together,
may involve group tasks or discussions.
Preparation: Practice active listening, collaborative
communication, and stay confident while respecting
others.
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Second/Follow-Up Interview:
Purpose: Deeper assessment after initial screening.
Format: May involve more in-depth questions,
meetings with higher-level executives, or additional
technical assessments.
Preparation: Reflect on the first interview, prepare to
discuss more detailed aspects of your experience and
how you can contribute to the company.

Understanding these interview formats helps candidates prepare
more effectively, tailor their preparation to the specific format,
and perform confidently during the interview process.



When preparing for a job interview, researching the company is crucial to

demonstrate your interest and understanding of the organization. 

Start by visiting the company's official website to explore their mission, values,
products or services, and recent news or press releases. 

Look into the company's history, culture, and any awards or achievements they have
received. 

Additionally, check out their social media profiles to gain insights into their brand
personality and engagement with customers.

Dig deeper into the company's industry position by reviewing annual reports, industry
publications, and analyst reports. 

Understand the company's competitors, market trends, and challenges they might be
facing. 

Consider how your skills and experience align with the company's goals and how you
can contribute to their success.

 Lastly, reach out to current or former employees on platforms like LinkedIn to gain
insider perspectives and valuable insights that can help you stand out during the
interview.
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Understanding the job description and requirements is crucial for successful job interview
preparation. Here’s a guide to help you analyze and comprehend these elements effectively:

Key Elements of a Job Description

Job Title:

Indicates the level and type of position (e.g., Senior Software Engineer, Marketing
Manager).

Company Overview:

Provides insight into the company’s mission, values, culture, and industry.

Role Summary:

A brief description of the main purpose and scope of the job.

Key Responsibilities:

Detailed list of tasks and duties you will be expected to perform.

Required Qualifications:

Education, certifications, and specific qualifications needed for the role.

Experience:

Number of years and type of experience required.

Skills:

Specific technical, soft, and hard skills necessary for the job.

Competencies:

Behavioral attributes and competencies important for success in the role (e.g., leadership,
teamwork, communication).

Location:

Job location, potential for remote work, and travel requirements.

Salary and Benefits:

Information on compensation, benefits, and perks offered by the company.
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Practical Tips for Aligning Your Preparation

1.Tailor Your Resume and Cover Letter:

Highlight relevant experience, skills, and accomplishments that align
with the job description.

2. Prepare Relevant Examples:

Use the STAR method (Situation, Task, Action, Result) to prepare
examples that demonstrate your competencies and how they match the
job requirements.

3. Update Your Online Profiles:

Ensure your LinkedIn and other professional profiles reflect the skills
and experience relevant to the job description.

4. Develop Questions for the Interviewer:

Prepare insightful questions about the role, team, company culture, and
career progression opportunities.

5. Practice Role-Specific Skills:

If the job requires specific technical skills, practice them to ensure you
can demonstrate your proficiency during the interview.

8



Creating and updating resumes and cover letters are critical steps in the job
application process. Here’s a detailed guide to help you craft effective and
updated documents that will make a strong impression on potential employers:

Creating and Updating Resumes

1. Choose the Right Format:

Chronological: Lists work experience in reverse chronological order. Best
for those with a consistent work history.
Functional: Focuses on skills and experience rather than chronological
work history. Ideal for career changers or those with gaps in
employment.
Combination: Blends chronological and functional formats. Good for
those with strong skills and a solid work history.

2. Resume Structure:

Header: Include your name, contact information (phone number, email
address), and LinkedIn profile or professional website.
Summary/Objective: A brief statement (2-3 sentences) summarizing
your qualifications and career goals. Tailor it to each job application.
Experience:

Job Title, Company Name, Location: Include dates of employment.
Responsibilities and Achievements: Use bullet points to describe key
duties and accomplishments. Start with action verbs and quantify
results (e.g., "Increased sales by 20% through targeted marketing
campaigns").

Education:
Degree, Major, University Name, Location: Include graduation date.
Relevant coursework, honors, and extracurricular activities (if
applicable).
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Skills:
Technical Skills: List relevant software, tools, and technologies.
Soft Skills: Highlight skills like communication, leadership, and
problem-solving.

Certifications and Training: Include any relevant certifications or
professional development courses.
Optional Sections: Add sections like "Volunteer Experience,"
"Languages," or "Publications" if relevant.

3. Tailor Your Resume:

Customize your resume for each job application. Highlight the most
relevant experience and skills based on the job description.

4. Use Keywords:

Incorporate keywords from the job description to pass Applicant
Tracking Systems (ATS). Focus on specific skills, qualifications, and
industry terms.

5. Proofread and Edit:

Ensure there are no typos, grammatical errors, or inconsistencies.
Consider using tools like Grammarly or asking someone else to review it.

6. Keep It Updated:

Regularly update your resume with new experiences, skills, and
accomplishments. Ensure it reflects your most recent and relevant
qualifications.
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Creating and Updating Cover Letters

1.Cover Letter Structure:

Header: Match the header with your resume for a cohesive look. Include
your contact information, date, and the employer’s contact information.
Salutation: Address the letter to a specific person, usually the hiring
manager. If you don’t have a name, use a generic greeting like "Dear
Hiring Manager."

2.Introduction:

Opening Paragraph: State the position you are applying for and how you
found the job listing. Briefly mention why you are interested in the role
and the company.

3.Body:

Second Paragraph: Highlight your relevant experience and skills. Use
specific examples to demonstrate how your background aligns with the
job requirements.
Third Paragraph: Explain why you are a good fit for the company.
Discuss your understanding of the company’s goals, values, or culture,
and how you can contribute.

4.Conclusion:

Closing Paragraph: Reiterate your enthusiasm for the role and the
company. Mention your availability for an interview and thank the reader
for their time and consideration.

5.Signature:

Use a professional closing like "Sincerely" or "Best regards," followed by
your name. If submitting electronically, you can include a scanned
signature.
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Tips for Both Resumes and Cover Letters

1. Be Concise:

Keep your resume to one or two pages. Cover letters should be no longer
than one page.

2. Use Action Verbs:

Start bullet points and sentences with strong action verbs (e.g.,
"Developed," "Managed," "Led").

3. Quantify Achievements:

Whenever possible, use numbers to quantify your accomplishments (e.g.,
"Increased efficiency by 15%", "Managed a budget of RM100,000").

4. Highlight Relevant Experience:

Focus on the experience and skills most relevant to the job you are
applying for.

5. Maintain Professional Appearance:

Use a clean, professional layout and font (e.g., Arial, Calibri). Avoid overly
fancy designs that may distract from the content.

6. Show Enthusiasm:

Convey your genuine interest in the role and the company in your cover
letter.

7. Customize for Each Job:

Tailor each resume and cover letter to the specific job and company,
highlighting the most relevant skills and experiences.
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Pre-interview preparation is crucial for presenting yourself confidently and effectively. A
comprehensive self-assessment helps you understand your strengths, weaknesses,
skills, and experiences, and how they align with the job you’re applying for. Here's a
detailed guide on how to conduct a pre-interview self-assessment:

1.Evaluate your skills and qualifications

2.Review your experience and achievements

3.Assess your educational background

4.Analyze your strengths and weaknesses

5.Align with the job and company

6.Plan your career goals and aspirations

7.Prepare for common interview questions

8.Gather supporting materials such as resume, cover letter and portfolio.

9.Prepare questions for the interviewer.
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Preparing a professional portfolio can be an excellent way to showcase your skills,
accomplishments, and experience, particularly for creative or project-based roles.

1. Determine the Purpose of Your Portfolio

2. Select the right format

3. Gather your work samples

4. Organize your portfolio

5. Create detailed work samples and case studies

6. Design your portfolio

7. Create a digital portfolio

8. Include additional information

9. Review and update regularly

10. Prepare for presentation



When introducing yourself
during a job interview,
it's important to make a

positive and lasting
impression on the

interviewer

Start by stating your name clearly
and confidently.

You can then provide a brief
overview of your professional
background, highlighting key

experiences and skills that are
relevant to the position you are

applying for.

 It's also a good idea to mention
your enthusiasm for the role and
the company, showcasing your
motivation and interest in the

opportunity.

Remember to keep your
introduction concise and focused,

aiming to capture the
interviewer's attention and set a

strong foundation for the
conversation to follow.

By presenting yourself in a
confident and engaging manner,
you can make a memorable first
impression that sets you apart

from other candidates.
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Research and Preparation:
Example: "Before my interview, I

thoroughly researched the company’s
history, products, and recent news. I
also reviewed the job description to
align my skills and experiences with

the role requirements."

Professional Attire:
Example: "I dressed in formal business
attire, ensuring my clothing was clean,

pressed, and appropriate for the
company’s culture."

Punctuality:
Example: "I arrived at the interview

location 15-30 minutes early to
account for any unforeseen delays. I

used the extra time to compose myself
and review my notes."

Active Listening:
Example: "During the interview, I

actively listened to the interviewer’s
questions, nodding to indicate

understanding and maintaining good
posture to show engagement."

First Impressions and Greeting:
Example: "I greeted the interviewer

with a firm handshake, made eye
contact, and smiled to convey

confidence and respect."
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DURING THE INTERVIEW

BEFORE THE INTERVIEW

Effective Communication:
Example: "I answered questions clearly

and concisely, providing specific
examples from my previous work

experiences to demonstrate my skills
and qualifications."

Asking Thoughtful Questions:
Example: "I asked insightful questions
about the company’s future goals and
the team dynamics to demonstrate my

genuine interest in the position and
company culture."

Professionalism and Courtesy:
Example: "Throughout the interview, I
maintained a professional demeanor,

showing respect for the interviewer’s
time by avoiding interruptions and

unnecessary distractions."



Thank-You Note:
Example: "Within 24 hours of the

interview, I sent a personalized thank-
you email to the interviewer,

expressing my appreciation for the
opportunity and reiterating my
enthusiasm for the position."

Follow-Up:
Example: "After a week of not hearing
back, I sent a polite follow-up email to

inquire about the status of my
application and express continued

interest in the role."

Respecting Interviewer’s Space:
Example: "I did not place my belongings

on the interviewer’s desk and
maintained a respectful distance

during the interview."

Cell Phone Etiquette:
Example: "I ensured my cell phone was
turned off or set to silent mode during
the interview to avoid any distractions

or interruptions."

16

ADDITIONAL TIPS

AFTER THE INTERVIEW

These examples illustrate how to demonstrate
proper interview etiquette before, during, and
after the interview process. Adhering to these

practices can help you make a positive
impression and showcase your professionalism to

potential employers.



Don’t cross your arms or clutch a bag
in front of you.

Do keep your arms casually to your
side and show your palms.

Don’t slump over or show poor posture. Do stand up straight and roll back your
shoulders to slightly open your chest.

Don’t frown or look uninviting. Do share a welcoming smile.

17



Dressing appropriately for a job interview is crucial as it forms a significant part of
the first impression you make on a potential employer. The key is to dress
professionally and to align your outfit with the company culture. 

For a corporate environment, opt for a well-fitted suit or a conservative dress with
neutral colors. Make sure your clothes are clean, pressed, and free of wrinkles.
Accessories should be minimal and conservative.

In a more casual work setting, you can choose smart casual attire such as tailored
pants with a blouse or a collared shirt. 

It's important to pay attention to grooming as well. Keep your hair neat, nails
trimmed, and avoid overpowering scents. Ultimately, dressing appropriately not only
demonstrates respect for the company and the interview process but also boosts
your confidence, allowing your skills and qualifications to shine through.

First impression

Convey professionalism, confidence and respect for the
opportunity

Shows that you are serious and you have made the effort to
present yourself well 

Demonstrates that you understand and respect the company's culture
and values. It indicates that you can adapt to different environments
and that you are aware of the expectations in a professional setting.

Boosts your confidence during the interview, helping you to feel more
composed and focused on showcasing your qualifications and skills. It
sets a positive tone for the interaction and can leave a lasting
impression on the interviewer.
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Choosing the right outfit for a job interview is crucial as it directly influences the
first impression you make on your potential employer. Here are some general
guidelines and considerations for selecting an appropriate job interview outfit:

General Guidelines:

1. Research the Company Culture:

Formal vs. Casual: Determine whether the company culture leans towards
formal business attire or is more casual. This can usually be assessed
through the company’s website, social media presence, or by asking
employees.

2. Dress One Step Above the Company Norm:

Conservative Approach: If unsure, it’s generally better to dress
conservatively in formal business attire. You can adjust based on what you
observe during your research.

3. Ensure Cleanliness and Neatness:

Well-Maintained Attire: Ensure your clothing is clean, pressed, and free of
wrinkles or stains. Pay attention to details like loose threads or missing
buttons.

4. Comfort and Confidence:

Fit: Choose clothing that fits well and makes you feel comfortable. Avoid
overly tight or loose clothing.
Confidence: Your outfit should make you feel confident and ready to present
yourself professionally.
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Recommended Outfit for Men:

Suit: A two-piece suit in a neutral color like navy blue, charcoal gray, or black is
typically appropriate. Opt for a single-breasted suit with a matching jacket and
trousers.

Shirt: A long-sleeved dress shirt in a solid color or subtle pattern (like stripes or
checks) that complements your suit.

Tie: A conservative tie in a solid color or simple pattern that coordinates with your
suit and shirt.

Shoes: Classic leather shoes in black or brown. Ensure they are polished and in good
condition.

Accessories: A belt that matches your shoes, minimal jewelry (watch, wedding ring),
and a professional briefcase or portfolio to carry your documents.

Recommended Outfit for Women:

Suit: A tailored two-piece suit with a matching blazer and skirt or trousers. Neutral
colors such as navy, charcoal gray, or black are appropriate.

Blouse: A conservative blouse or button-down shirt in a solid color or subtle
pattern. Avoid low-cut tops or flashy patterns.

Skirt: If wearing a skirt, ensure it is knee-length or slightly above, paired with
neutral-colored stockings.

Trousers: If opting for trousers, choose a well-fitted pair that complements your
suit jacket.

Shoes: Closed-toe heels or flats in a neutral color such as black or nude. Ensure
they are clean and polished.

Accessories: Simple and minimalistic jewelry, such as stud earrings and a
wristwatch. A professional handbag or briefcase to carry your essentials.
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Additional Tips:

Grooming: Pay attention to grooming, including neat hair, trimmed nails, and subtle
makeup (if applicable).
Avoid Strong Fragrances: Skip heavy perfumes or colognes to avoid overwhelming
the interviewer.
Weather Considerations: Consider the weather and dress appropriately while still
maintaining a professional appearance.

Example Outfit:

For Men:
Suit: Navy blue two-piece suit
Shirt: Crisp white dress shirt
Tie: Solid color or subtle pattern tie in coordinating colors
Shoes: Black leather oxford shoes
Accessories: Black leather belt, watch, and a professional briefcase

For Women:
Suit: Charcoal gray tailored suit with a matching blazer and trousers
Blouse: Light blue button-down blouse
Shoes: Closed-toe black heels
Accessories: Simple stud earrings, wristwatch, and a professional handbag

By following these guidelines and examples, you can ensure that your job interview
outfit is professional, appropriate, and reflects your readiness for the role. Adjustments
can be made based on the specific company culture and industry norms, ensuring you
make a positive and lasting impression.
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careeraddict.com/interview-dress-codes

22



23



24



1. Tell me about yourself

Tip: Your interviewers will likely start out
with a question about yourself and your

background to get to know you. Start out
by giving them an overview of your
current position or activities, then

provide the most important and relevant
highlights from your background that
make you most qualified for the role.

2. How would you describe yourself?

Tip: When an interviewer asks you to talk
about yourself, they’re looking for

information about how your qualities and
characteristics align with the skills they

believe are required to succeed in the
role. If possible, include quantifiable

results to demonstrate how you use your
best attributes to drive success.

3. Why do you want to work here?

Tip: Interviewers often ask this question as a
way to determine whether or not you took the

time to research the company and to learn why
you see yourself as a good fit. The best way to

prepare for this question is to do your homework
and learn about the products, services, mission,

history and culture of this workplace. In your
answer, mention the aspects of the company
that appeals to you and align with your career

goals. Explain why you’re looking for these things
in an employer.

4. What interests you about this role?

Tip: Like the previous question, hiring managers
often include this question to make sure you

understand the role and give you an opportunity
to highlight your relevant skills. In addition to

thoroughly reading the job description, it can be
helpful to compare the role requirements against

your skills and experience. Choose a few things
you particularly enjoy or excel at and focus on

those in your answer.

5. What motivates you?

Tip: Employers ask this question to gauge
your level of self-awareness and ensure
your sources of motivation align with the

role. To answer, be as specific as
possible, provide real-life examples and

tie your answer back to the job role.

6. Why are you leaving your current job?

Tip: There are many reasons for leaving a
job. Prepare a thoughtful answer that will

give your interviewer confidence that
you’re being deliberate about this job

change. Instead of focusing on the
negative aspects of your current or

previous role, focus on the future and
what you hope to gain in your next

position.
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7. What are your greatest strengths?

Tip: This question allows you to talk about
both your technical and soft skills. To
answer, share qualities and personal

attributes and then relate them back to
the role for which you’re interviewing.

8. What are your greatest weaknesses?

Tip: It can feel awkward to discuss your
weaknesses in an environment where you’re
expected to focus on your accomplishments.

However, when answered correctly, sharing your
weaknesses can show that you are self-aware
and want to continuously get better at your job
—traits that are extremely attractive to many

employers. Remember to start with the
weakness and then discuss the measures you’ve
taken to improve. This way, you’re finishing your

answer on a positive note.

9. Where do you see yourself in five years?

Tip: Understanding how you imagine your
life in the future can help employers

understand whether the trajectory of the
role and company fits in with your personal

development goals. To answer, provide
general ideas about the skills you want to
develop, the types of roles you would like
to be in and things you would like to have

accomplished.

10. What is your salary range expectation?

Tip: Interviewers ask this question to make
sure your expectations are in line with the

amount they’ve budgeted for the role. If
you give a salary range exceedingly lower

or higher than the market value of the
position, it gives the impression that you

don’t know your worth. Research the
typical compensation range for the role. Be

sure to let the hiring manager know if
you’re flexible with your rate.

11. Do you have any questions?

Tip: This might be one of the most important
questions asked during the interview process
because it allows you to explore any subject
that hasn’t been addressed and shows the

interviewer, you’re excited about the role. By
this point, you’ll likely have already covered

most of the basics about the position and the
company, so take time to ask the interviewer

questions about their own experiences with the
company and gain tips on how you can succeed

if hired.

INDEED.COM
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The STAR format is a widely used technique in job interviews to help candidates
structure their responses effectively. STAR stands for Situation, Task, Action, and
Result. Here's how you can use this format to answer interview questions:

1. Situation: Start by providing context for the situation you are going to talk
about. Describe the background or setting to help the interviewer understand
the scenario.

2. Task: Explain the specific task or goal that needed to be accomplished in that
situation. Be clear about what was expected of you or what the challenge was.

3. Action: Detail the actions you took to address the task or situation. Focus on
what you did, how you did it, and why you chose that particular course of action.

4. Result: Finally, share the outcome of your actions. Describe the impact of your
efforts, whether it was a success or a learning experience, and any measurable
results or achievements.

By using the STAR format, you can provide structured and detailed responses that
showcase your skills and experiences in a clear and concise manner during your job
interview.
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Practicing before attending a job interview is crucial for several reasons. 

Firstly, it helps you become more familiar with common interview questions and
develop thoughtful responses. This preparation can boost your confidence and
reduce nervousness during the actual interview, allowing you to present yourself in
the best possible light. 

Secondly, practicing can help you refine your communication skills, body language,
and overall presentation. By rehearsing your answers and practicing with a friend or
mentor, you can receive valuable feedback on areas that may need improvement. 

Lastly, practicing before a job interview demonstrates your commitment and
dedication to the position. Employers appreciate candidates who have taken the time
to prepare and are more likely to view them as serious contenders for the role.

Following up after a job interview is a crucial step in the hiring process that can help
you stand out from other candidates. 

Sending a thank-you email or letter to your interviewer is a professional way to
express your gratitude for the opportunity to interview and reiterate your interest
in the position. 

Make sure to personalize your message by mentioning specific details from the
interview that resonated with you or highlighting your qualifications that align with
the job requirements.

In your follow-up message, you can also take the opportunity to address any
additional information or questions that may have come up during the interview. This
is a chance to further showcase your enthusiasm for the role and demonstrate your
proactive communication skills.

Remember to keep your tone professional, concise, and respectful, and don't forget
to proofread your message before sending it. A well-crafted follow-up can leave a
positive impression on the hiring manager and increase your chances of landing the
job.
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Whether you’re going for your very first or twelfth interview, companies may want
to have a look at your official academic transcripts, certificates and supporting
documents (e.g., awards, co-curricular certificates). This is to ensure that you
have the relevant qualifications for the job you are applying to. Documents you
should bring along include:

• Official SPM results and transcript
• Official pre-university transcript and certificate
• Official university transcript
• Official degree certification

Additionally, your co-curricular certificates and awards may also help you secure
the job — it reinforces some of the skills you have reiterated to your interviewer,
such as leadership and being a team-player.

Your resume
Even though you would have already enclosed a copy of your resume during your job
application, it pays to bring 1-2 copies to the interview.
Depending on the company you are interviewing with, you may go through the
interview process with more than one person. Not every interviewer will have a
copy of your resume on hand, so it doesn’t hurt to have spare copies for your
interviewers’ convenience.

So you’re a fresh graduate stepping into the workforce for the very first time and
you’ve managed to bag yourself an interview — congratulations! You are ready to take

on the world, one job interview at a time!

While interviews can be a nerve-wracking experience, it’s all about being prepared —
the more prepared you are, the more flawless the execution!

OFFICIAL ACADEMIC TRANSCRIPTS AND
CERTIFICATES
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If you graduated from the creative fields such as design, advertising, journalism,
architecture or video production, you may be required to showcase some of your
abilities and talents to your potential employers.

While it’s true that you lack professional work experience, university assignments and
projects can also serve as testament to your budding skills. So, bring along samples of
your work that you can present to your interviewers.

Your identification card (IC)

Double check if you have this with you before you leave the house. Although you should
be carrying your IC with you at all times, there is still a possibility leaving this behind
if you decide to take a different bag to your interview. You will need your IC as you
may be required to register at the building lobby or provide proof of identity. You don’t
want to fail an interview just because you never made it through the front door!

Passport-sized photos

There are some instances where the company is already keen on hiring you (yes, it’s
possible!), and the interview process is only a formality. So, you may want to carry
several copies of your passport-sized photos in case you are offered the job on the
spot and require it for HR purposes.

A notebook and a pen

Going into an interview prepared with these items may impress your interviewer. While
you may only need the pen to fill out employee detail forms, having a notebook and a
pen ready in front of you during the interview shows that you are prepared to take
notes should the need arise. This shows that you are detail-oriented and that you are
really interested in the job.

DON’T FORGET...
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Non-verbal communication plays a significant role during job interviews.

Your body language, facial expressions, posture, and gestures can convey a lot about
your confidence, professionalism, and interest in the position. It's essential to make a
positive impression through non-verbal cues to complement your verbal responses.

Maintaining good eye contact shows that you are attentive and engaged. 

A firm handshake at the beginning and end of the interview demonstrates confidence.
Sitting up straight portrays interest and alertness, while nodding your head and
smiling appropriately can show agreement and enthusiasm. 

Avoiding fidgeting or crossing your arms can help you appear more open and
approachable. Remember that non-verbal cues can speak volumes, so be mindful of
how you present yourself during the interview.

In summary, non-verbal communication is a powerful tool that can influence how you
are perceived during a job interview. 

By paying attention to your body language, gestures, and facial expressions, you can
enhance your communication skills and make a positive impact on the interviewer.
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Asking appropriate questions to the interviewer shows that you're interested
in them as a person—and that's a great way to show your utmost interest and
eagerness to work in the company along and showcase your knowledge.

1. Ask about the job itself

a. What are the most immediate projects that need to be addressed?
b. Can you show me examples of projects I’d be working on?

2. Ask about training and professional development

a. How will I be trained?
b. What training programs are available to your employees?

3. Ask about your performance

a. What are the most important things you’d like to see someone accomplish in
the first 30, 60, and 90 days on the job?
b. What metrics or goals will my performance be evaluated against?

4. Ask about the company

a. What can you tell me about your new products or plans for growth?
b. What are the current goals that the company is focused on, and how does
this team work to support hitting those goals?

5. Ask about the team

a. Can you tell me about the team I’ll be working with?
b. Who will I work with most closely?
c. Who will I report to directly?

6. Ask about the culture

a. What’s the company and team culture like?
b. How would you describe the work environment here

7. Ask about the next step 

a. What are the next steps in the interview process?
b. Is there anything else I can provide you with that would be helpful?
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