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This guide will provide some general tips to make you feel more comfortable and prepared for 
Interviews.

The topics this guide will cover are:



TEST OUT YOUR TECHNOLOGY BEFOREHAND
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• Familiarize yourself with any features of the systems you will be using (i.e. how to mute and unmute yourself and
adjust your sound/video settings)

• Give yourself time to reach out to the recruiter if you
encounter any issues that require troubleshooting

• Ensure no updates are scheduled to occur on your computer during your interview time
• Close any applications that may be running in the background, which may cause a distraction



PREPARE YOUR DEVICE’S AUDIO-VISUAL 
SETTINGS

Test out your audio
Use the settings of the required system to test
your sound and ensure there is no echoing and
that your microphone is functioning properly

If you notice some feedback when you speak, try 
utilizing a headset or mute yourself when you 

are not speaking

Test out your video
Make sure your camera is centered appropriately so 

that your face is not cut-off by the frame of your 
webcam

If you find the camera is too high or low, try propping 
the computer on some books to help maintain contact 

at eye-level
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DRESS PROFESSIONALLY AND REMEMBER 
BODY LANGUAGE

• Dress as you would for an in-person interview
• Virtual interviewing creates some limitations in terms of communicating with body language.

In lieu of that remember these tips:
• Maintain eye contact- look at the webcam NOT the images of interviewers on the

screen
• Mind your pace and tone of voice- there may be

delays with sound due to internet connection
• The traditional handshake will not be possible virtually but there are other ways you

can demonstrate excitement and greet others
• Give a simple wave
• Smile!
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SIGN ON EARLY AND PREPARE THE SPACE

• Just as you would with an in-person interview, it would be best to sign on to the videoconference
application you are using for the interview a few minutes early

• This gives you time in case you experience unexpected technical issues
• Allows you to greet the interviewers

upon their arrival
• Give the background space you will be interviewing in a quick clean-up- make sure it looks

professional and has good lighting
• Try to interview in a room that is quieter and will not have frequent interruptions from members

of your household or pets
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DO YOUR RESEARCH ON THE COMPANY
• Managers, Directors, the CEO and general structure of the organization
• This information can usually be found on the “About” section of a 

company’s website

Key members of the 
company

• You can learn more about an organization’s culture by looking at their
social media sites and reading about their mission/values

Company’s mission, values,
and culture

• Use LinkedIn to find out more about who will be interviewing you 
(their position within the company, their background etc.)The interviewers

• Familiarize yourself with specifics about the company so you are well 
informed of what they offer and who their clients are

Products and/or services 
offered by the organization

• Do a Google search on recent news surrounding the organization. You 
should also check their GlassDoor site for employee reviews and 
potential interview questions that other candidates have been asked.

Recent news about the 
company
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PRACTICE INTERVIEW QUESTIONS
Below are some examples of common questions you may be asked during your 

interview. These questions may vary depending on the role and company you are 
interviewing with.

Tell me about yourself.

What are your strengths and/or weaknesses? 

How does this job align with your career goals?

How have your current skills and experiences prepared you well for this role?

Why do you want to work for this company? What do you know about the company?

Tell me about a time when...

• You worked on a team or led a team project.
• You had to juggle multiple priorities. How did you organize yourself?
• You made a mistake. How did you go about resolving it?
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ASK QUESTIONS TO THE INTERVIEWERS

• What does an average day look like for someone in this role?
• How do you measure someone’s success in this position?
• What does the career path look like for someone in this role?

Questions to ask about the 
job you are interviewing for

• What opportunities does your company offer for professional 
development/training?

• How would you describe the company culture? What do you enjoy
most about working here?

Questions to ask about the 
company itself

• What can I expect from the rest of the recruitment/interview process?
• When can I expect to hear back regarding your decision?

Questions about the 
recruitment process
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It is important to remember to ask your interviewers questions at the end of your interview to 
demonstrate your genuine interest in the role and the company. Keep the following questions in 

mind to bring up at the end of your meeting:



FOLLOW-UP WITH THE RECRUITER 
AND HIRING MANAGER
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• Leave a lasting final impression after your interview by following-up
with a “Thank You” email to the recruiter and hiring managers

• If you do not have contact information for the hiring manager, ask
your recruiter to pass along a note of appreciation

• You can also use this time to briefly reiterate your enthusiasm for the 
role and any relevant skills or experience you can bring to the table

• It is best to send this email within 24 hours of your interview.



FOLLOW-UP WITH THE RECRUITER AND HIRING 
MANAGER

Below is a sample email that may be sent to the recruiter and/or hiring manager following your 
interview. Make sure to personalize your message to show your enthusiasm for the role and the 

skills you bring to the table.

To: Recruiter and Hiring Manager 
Subject: Thank You!

Hello ,

I just wanted to take this time to thank you for meeting with me today. It was so great to learn more about the 
company and the many interesting projects your team is working on. Our conversation made me even more 
enthusiastic about this position and I believe the skills and experience I have gained from my previous roles have 
prepared me well for this opportunity.

If you have any further questions, feel free to reach out to me by phone or email. I look forward to hearing from you 
soon!

[Your Name]



REVIEW
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Test out your technology 
ahead of time and familiarize 

yourself with the 
videoconference application 

you will be using for the 
interview

Dress as you would for an in-
person interview

Pay attention to your body 
language

Prepare your interview space

Take some time to practice 
interview questions and do 

your research on the 
company

Remember to ask your 
interviewer questions and 

send a “Thank You” message 
to the recruiter and hiring 
managers within 24 hours 

after your interview
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