
   
 

Online/Telephone interview tips 

 

PREPARE:  

Do everything that you would do for a face-to-face interview: research the company, 

prepare questions to ask the interviewer and practice answering interview questions 

you expect to be asked, have contact details to hand.  

Prepare paper and pen in case you need to take notes during the interview, know the 

name of the person who is interviewing you and at what time.  

Have a glass of water nearby in case your throat gets dry during the interview but 

keep it away from the computer in the case of spillages. 

 

TEST:  

Do a test call with friends or family first.  

Make sure that you can easily make and answer a call. Check to see if your 

microphone and camera work. Practise getting comfortable looking at the camera.  

Check the screen and camera are at eye level. 

 

LIGHTING:  

Check that you have enough lighting to avoid any heavy shadows. Make sure the 

lighting is not too bright.  

Check this during your practice test. 

 

BACKGROUND: 

Prepare where you will sit during the interview 

What the background will look like that the interviewer will see? Choose a blank wall 

or door for your background or if the video calling app has the function select a 

background but keep it professional - no beach / party scenes.  

An untidy background can be a distraction & a negative reflection on you. 

 

NOISE: 

If you live with other people - tell them about your interview, so you won't be 

distracted or interrupted.  



   
 

Ensure all TVs, music, appliances such as washing machines are off / doors closed. 

Choose a room which you can close the door and not be interrupted  

If you have children or pets, ensure they are being looked after by someone else to 

enable you to focus on the call. 

 

DRESS CODE: 

Wear what you would wear to any face to face interview. Think about the top half of 

your body, as this will be the focus 

BODY LANGUAGE: 

As the interviewer speaks, nod your head to show understanding and agreement. Sit 

up straight-this will make you look more professional.  

Give eye contact to the interviewer, smile and demonstrate enthusiasm for the role. 

Be aware of where you are looking - very tempting to look at your own image on the 

video call - focus on the hiring manager/s. 

 

TECHNOLOGY: 

Check your internet connection before the call, if it’s an early one, check the night 

before giving you enough time to inform the company that you are struggling and 

giving everyone time to have a plan B.  

If there are any problems with the technology during the interview, don’t panic - 

remain calm. If it is the visual, let them know you are going to switch the camera off 

and continue the rest of the call with just the sound. If there is a complete breakdown 

in signal, terminate the videocall, call them back using your phone and complete the 

rest of the call by telephone. This situation is a live example of how you can problem 

solve and not give up in the face of adversity. 


