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TIPS ON ATTENDING AN INTERVIEW 

1.  Arrive on Time 

(Or better still 15 minutes early!).  Make sure you know how to get there. If you have the time, take a trial run 
to the office and familiarise yourself with the route. 

2.  Ensure your cell phone is switched off before entering the reception area 

3.  Research the Company and its business 

Google the company beforehand in order for you to be well prepared as to what the company does. 

4.  Review your CV 

Go through your CV to and be sure to be ready to talk about any aspect of your career, your qualifications etc. 
In particular make sure you talk through aspects of your experience which will be of benefit to your new 
employer. 

5.  Do not discuss salary unless it is brought up in the interview 

6. Dress smartly and act positively 

Always ensure you are dressed appropriately for an interview.  Don’t EVER wear jeans or casual clothes to an 
interview.  Handshakes are important too, a firm but not crushing handshake is required. 

7. Do not ever smoke before an interview.  Do not use overpowering perfume or wear flashy “over the 
top” jewellery or heavy make-up. 

8.  Listen carefully to the questions and answer questions directly 

Do not feel that you have to speak when there is a pause in the conversation! 

9.  Remember, the interview is a two-way process 

Work out what you want to know about the role and be confident in asking questions. 

10.  If you do not know an answer say so 
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11.  Be yourself  

When you get the job you might disappoint if you cannot live up to the “tiger” you presented at the interview 

12.  It’s your job to sell yourself 

If you don’t do it, then you can be sure that no one else will. Most of us understand this, but that doesn’t mean 
that we’re all comfortable with it. There is no need to bloat your accomplishments or make false claims, but 
there is every need to paint the best picture of yourself. 

WISHING YOU THE BEST OF LUCK!! 

FOR MORE INFORMATION ABOUT OUR SERVICES 

SERVICES OFFERED BY VCA 

• Skills Development Facilitation 

• Training Interventions 

• Skills Audits 

• Employment Equity Consulting 

• B-BBEE Consulting 

• Outsourced HR 

• IR Services 

• Adult Education and Training (AET) 

• Health and Safety Consulting 

• Recruitment 

• Vendor / Supplier Audits 

VCA CONTACT DETAILS 

Tel:    (011) 425-3575 
Fax:   (086) 531-4688 

Email:    vca@veldcooper.com  
Website:  www.veldcooper.com 
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Physical Address:      Postal Address: 

39 Greybe Street | Rynfield | Benoni, 1501   PO Box 16384 | Atlasville | 1465
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