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Managing Your Telephone Interview 

Telephone Interview Advice 

Telephone interviews are on the up and there is comfort in interviewing from your own home rather than face to face.   

The phone interview is usually used to narrow down candidates for a face-to-face interview when an employer has 

received many applications. It is also a way of cutting down on travel expenses if recruiting nationally or internationally.  

Making contact 

Most employers or recruiters will contact you beforehand to arrange a time slot for your phone interview however; 

there are a handful of employers who prefer the element of surprise. These employers will call you out of the blue and 

interview you right there and then.  

Here’s a telephone interview survival guide with some useful (and not so obvious) hints and tips: 

The Survival Guide 

1. Do your research –The more you know, the more confident you will be. Find out about the company, visit their 

website. Understand about why you want the role and how it fits in with your career needs. 

2. Prepare, prepare, prepare – There is no such thing as too much preparation. If you can find out the interview 

structure so you know what to expect. For more on interview preparation, check out our Interview Preparation 

Guide found in our Job Seekers section at www.famerecruitment.com 

3. Technology troubles - If you’re using mobile, use headphones if you can and try to be hand-free to write notes. 

If you’re not 100% confident about your mobile signal, use a landline.  

4. Practice makes perfect – Doesn’t matter how you do it or with whom, but make sure you practice. This will help 

you come across well and judge whether you’re speaking too quickly or quietly.     

5. Make yourself look smart – Getting dressed and looking smart will put you in a better frame of mind and boost 

your confidence.  

6. Find a quiet location – Avoid being interrupted and turn off the radio or TV. Avoid public places with 

surrounding noise and try not to have a conversation on the train as being cut off while going through a tunnel 

is disrespectful and annoying. 

7. Smile before you dial – You’ll forget about your nerves and your confidence be felt down the telephone line.  

8. Sit next to a table or desk – This will allow you to have your notes, copy of your application or CV, interview 

details, pen and paper to hand. Set them out so you can refer to them easily and avoid the shuffling of papers.  

9. It’s only words and words are all you have – They can’t see you so there are no body language signs to back up 

what you are saying. Make sure you use active listening skills – use phrases like ‘right’, ‘ok’, ‘mhmm’.  Speak 

slowly, clearly and don’t interrupt the employer. 

10. Pause – Don’t be afraid to take some time to think.  Ask for clarification or ask for some time to reflect on the 

question – this will buy you time so you can get your thoughts together and answer the question effectively. 

For examples of the type of questions you may be asked, take a look at our Competency Based Interview Questions 

Guide found in our Job Seekers section at www.famerecruitment.com 

Bad habits to stay well away from during your telephone interview 

• Eating your lunch or drinking 

• Taking other calls or responding to texts 

• Replying to emails 

• Slouching on the couch 

• Checking your Facebook or posting a tweet 
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Managing Your Telephone Interview 

Hopefully you will follow our survival guide get a call back for a second interview but if not, don’t be afraid to phone 

your recruiter or interviewer for feedback. The more you learn the more effective and successful you will be next time. 

Good luck 

There are loads more helpful guides, hints and tips for your job search in the Job Seekers area of our website, just visit 

www.famerecruitment.com 

 

Looking for a new opportunity?  Review our latest jobs or register your CV at www.famerecruitment.com  

You can also contact one of our consultants on 020 8209 1858 or at info@famerecruitment.com 
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