
 
Telephone or Skype Interview Preparation 

 
Telephone or Skype interviews can be arranged and used for a variety of reasons and these can range from; to see how you 
come across on the phone, to cover off some crucial points or required experience about the job quickly to save time 
arranging a face to face interview at the start if there is no match, to reduce a short list of candidates down to a select few 
for the next stage interview, geographical location issues due to where people live, as well as many other reasons. 
 
A lot of people make the mistake of treating Telephone interviews or Skype interviews as just a chat over the phone and do 
not take these seriously enough.  Telephone or Skype Interviews are still a proper formal interview even if the person 
carrying out the Telephone or Skype interview has said it will be just an ‘informal chat or quick conversation’ and you 
should ensure you treat it as such.  So as with any other face to face interview you should always look to ensure that you 
prepare as much as you can and ensure that when you are taking the call that you are in a quiet place and are professional 
at all times throughout the entirety of the call.  This Phone or Skype interview is a stepping stone and a stage in the process 
to secure your face to face interview with the company and interviewer. 
 
Some things you will need to do in preparation are; 
 
Be prepared:  

 To do this we recommend that you keep a file containing your CV, details of the jobs you have applied for and 
the relevant company details close to the telephone. 

 Prepare for a phone interview just as you would for a regular interview.  

 Compile a list of your strengths and weaknesses, as well as a list of answers to typical questions 

 Do not eat, drink, smoke or chew gum whilst on the phone, they will all be heard by the caller and may even by 
magnified by the powers of modern technology. Treat the telephone call as a formal interview in this regard. 

 
Smile: 

 While the caller cannot see you if you are on a telephone interview, they will detect this in the quality of your 
voice. In addition, you will feel confident and more positive and this will also come across to the caller. 

 
Stay Calm:  

 If you are surprised and caught unawares by their call, stay calm, be positive and friendly and say ‘I’m glad you 
called and would be delighted to talk. Can you hold on a moment while I close the door / pop into my office / or 
find a quiet place in order to be able to talk to you properly?” This will give you a minute to maybe put the kids 
into another room, find a quiet place and get the file to hand and take a few deep breaths. 

 
Switch Off:  

 If you had a TV or radio on, if you were cooking or if any machinery is working in the background then switch 
them off. 

 
If Skyping: 

 Ensure that there is nothing embarrassing or un-professional behind you or on the walls that the interviewer 
could see. 

 Try to ensure that if people are in the house that they are aware what is going on and will stay out of the room 
you are in so you do not have anyone walking behind you on camera. 

 Try to ensure you are dressed as if it was a formal face to face interview so they are again able to see you are 
professional 

 
Names:  

 Use the person’s title and only use first names during the telephone interview if they ask you to. 
 
Take your time:  

 It’s perfectly acceptable to take a moment or two to collect your thoughts before answering. 
 
Listen and converse:  

 A skilled interviewer should be able to elicit detailed answers however do avoid any yes or no replies. Even 
though this is a telephone interview it is a two-way conversation so give detailed factual and honest answers. 

 
Take notes:  

 After the interview, jot down the interviewer’s name, position and any other relevant details. Notes will help if 
you are called to a face to face interview as you will have a better recollection of what was discussed, any 
questions you asked and the replies given.    



 
 
In addition: 

 Plan on being prepared for a phone conversation about your background and skills. 

 Keep your CV and job description in clear view, on the top of your desk, or tape it to the wall near the phone, so 
it’s at your fingertips when you need to answer questions. 

 Have a short list of your accomplishments available to review. 

 Have a pen and paper handy for note taking. 

 Turn call-waiting off so your call isn’t interrupted. 

 Clear the room – evict the kids, pets, family members or colleagues. Turn off the stereo and the TV. 

 If on your lunch break please find a room where you will not be disturbed and close the door. 
 
Practice Interviewing  
Talking on the phone isn’t as easy as it seems and people have always found it’s helpful to practice. Have a friend or family 
member conduct a mock interview and record it so you can see how you sound over the phone. You’ll be able to hear your 
“ums” and “uhs” and “okays” and you can practice reducing them from your conversational speech. Rehearse your 
answers to the typical questions you’ll be asked during the phone call.   
 
Typical phone of Skype interview questions about your background could include;  
 

 Name of company, job title and job description, dates of employment, current and previous? 

 What were your starting and final levels of salary or On Target Earnings? 

 What were your responsibilities 

 What major challenges and problems did you face? How did you handle them 

 Why are you leaving your job? 

 What are your salary expectations? 
 
Phone or Skype interview questions about the new job and the company itself may include; 
 

 What interests you about this job? 

 Why do you want this job? 

 What applicable attributes / experience do you have 

 Are you overqualified for this job? 

 What can you do for this company? 

 What do you know about this company?  

 Why do you want to work here?  

 What challenges are you looking for in a position?  

 What can you contribute to this company? 

 Are you willing to travel?  

 Is there anything I haven’t told you about the job or company that you would like to know? 
 
Phone or Skype interview questions about you that could also be asked are; 
 

 What are you looking for in your next job? What is important to you?  

 What is your greatest weakness?  

 What is your greatest strength? 

 Describe a typical work week? 

 How would you describe the pace at which you work?  

 How do you handle stress and pressure? 

 What motivates you? 

 Tell me about yourself. 

 Questions about your career goals. 

 What type of work environment do you prefer? 

 How do you evaluate success? 
 
 
 
We hope that you find all of this helpful, however if you have any questions about anything at all or would like any 
further support, help or guidance then please do not hesitate to get in contact with one of our Recruitment Consultants 
at Kingsley Consulting on 01327 227320 who will be more than happy to help assist you in the very best way we can 


