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GUIDELINES FOR ATTENDING INTERVIEWS 


Recruitment within the University of Limerick is governed by the Universities Act, the Procedures for the Recruitment/Appointment of Faculty and Staff (available on the Corporate Secretary’s webpage) and current employment legislation.  The objective of these procedures is to attract and select excellent staff through a fair, transparent and effective procedure.  The University is an equal opportunities employer and does not discriminate against individuals. 

The University advertises a large number of posts each year and receives large numbers of applications in response to the advertisements.  Having screened and shortlisted the applications to produce a list of the most qualified candidates, the interviews are the next stage in the process.  

All candidates selected for interview come before a selection board.  Having agreed a format for the interview, the selection board then conducts the interviews, with each candidate evaluated against the same role related criteria.  The selection board make a collective judgement based on the information provided during the interview (ie. the application form, CV, cover letter, any additional material supplied by the candidate, the interview itself and, where appropriate to the role, the presentation).  Therefore, it is vital that the selection board can clearly determine from the information provided if and to what level you meet the criteria.  To ensure fairness and consistency towards all candidates, each candidate is questioned on the same core areas.  

You may be aware of the time implications surrounding an interview day, therefore, please confirm your attendance to the HR Division, arrive in good time for your interview and take into consideration the necessity for the Selection Board to allocate a similar amount of time to each candidate.

To give yourself the best opportunity at interview, we offer the following guidelines:

· Ensure you are well prepared prior to attending for interview; ensure you have researched the role and the department/faculty recruiting the position;
· Where presentations are part of the process, please e-mail the presentation to recruitment administrator three working days prior to the presentation date.  Be realistic about the amount of material and number of slides you can cover in the time allocated;

· Listen to the question being asked and gather your thoughts before answering;

· If you are unsure what is being asked for, request clarification;

· It is important to make the most of your limited time with the selection board; answers to questions should be clear and concise; check if a more detailed answer is required;

· Be honest at all times, if you do not know something then say so;
· It is vital that the selection board can clearly determine from the information provided if and to what level you meet the criteria, therefore, ensure you are able to talk about your own experiences and when/where you used any relevant skills or qualities, give examples that clearly demonstrate your strengths in the area being questioned;
· For Internal candidates: The selection board may contain external members or members from other departments, therefore, ensure you give full answers to questions and don’t assume the selection board “knows what you do”;
· Nervousness is a normal part of interview attendance; if you feel it is affecting your performance you may wish to practice relaxation/breathing techniques before the interview or conduct a ‘mock interview’ with a colleague/friend/family member;

· You may choose to bring notes or your application form/CV with you to the interview to act as a memory aid;

· Remember to switch off your mobile phone before entering the interview room.
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