CANDIDATE'S
GUIDE TO
REMOTE
INTERVIEWS

GETTING READY
PREPARING FOR A
REMOTE INTERVIEW
Treat the interview as you would a
normal face-to-face interview,
including dressing appropriately.
Where possible, use a laptop or iPad
rather than a mobile phone, as mobiles
aren't always compatible with
Microsoft Teams.
Have your notes and questions
prepared in front of you and familiarise
yourself with these beforehand.

FINDING A LOCATION

GETTING READY

Set up in a quiet, clutter free and well-lit
location, avoiding an empty room to
prevent any sound echoing on the call. If
you're at risk of external noise, use
headphones.

Ensure that your laptop is fully
charged or plugged in to prevent
the battery from running out.

Remove distractions and reduce the
chances of people in the background, or
pets making an appearance. If you're at
risk of these, position yourself in front
of a plain wall.
Let anyone around you know that you
will be interviewing, to ensure that they
don't interrupt.

Close any software on your
computer that might sound
notifications and place your
phone on silent mode.
Ensure that your webcam is an
arm's length away from where
you are sitting and that it is at eye
level (use books or a box to raise
the height of your screen if
necessary).
Set up your device at a suitable
angle to ensure that the
interviewer can see you clearly.
Test your technology by checking
your internet connectivity and
that your camera and microphone
are working.

USING MICROSOFT TEAMS

DURING THE INTERVIEW

You won't need to install anything to
join the interview. Follow the "Join
Microsoft Teams Meeting" link in your
invitation, then select "Join on the web
instead", as shown below. This will
take you through to the remote
interview via your web browser.

Be yourself, relax and take your time to
consider the questions and provide
answers. If you're nervous, it can be
easy to rush what you're saying so
remember to speak as clearly as
possible.
If there are any technical glitches, for
example if you can't hear the questions
very well, don't struggle through as you
won't put in your best performance.
Mention the problem, as it may easily
be corrected.

When you join, you might automatically
go into the "Lobby". The interviewer will
invite you into the meeting when they
are ready.

The interviewers will be taking notes
during the interview so don't feel
worried that they are not engaged or
listening to what you are saying.
At the end, the interviewers will give
you the opportunity to ask any
questions.

Ensure that you activate your webcam
so that you can be seen via video and
unmute your microphone so that you
can be heard.

GOOD LUCK!

