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JOB INTERVIEWS

The Ultimate Guide to
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3 |  Interview Stages & How to Prepare

 a. Phone Screens

 b. Exams & Assignments

 c. Video Interviews

 d. In-Person Interviews

 e. Technical Interviews

 f. Sample Interview Flowchart

Get ready to ace your interview!
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11 | After the Interview

12 | Interview Checklist

L E T ’ S  G E T  S TA RT E D

For many people, the mere mention of the word “interview” sends shivers down their 
spines. But we’re going to let you in on a little secret: when you’re informed and prepared, 
interviews become a whole lot less scary. This guide aims to provide you with everything 
you need to know to prepare for and then ace your interview. Read on, and congratulations 
— if you’ve gotten this far, that’s already a huge step!
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I N T E R V I E W  S TAG E S 

P H O N E  S C R E E N S

After submitting your application, a recruiter 
may follow up to schedule a phone interview 
as a preliminary step before you connect 
with a hiring manager. This formality has 
one goal in mind: to assess whether you 
have the right blend of personality, skills 
and experience for the position.

Recruiters and hiring managers will dive 
deep into the details eventually, but first, 
they just want to get a sense of who you 
are. Expect general, open-ended questions 
like “What makes you interested in the 
job?” and “Tell me about yourself.” You 
may also be asked to walk interviewers 
through your resume or recall specific 
moments from your work history, such as 
a time you dealt with a difficult coworker. 
If you’re talking to a technical recruiter or 
HR rep with specific expertise in the roles 
you are applying for, you will likely focus 
more on the role, its requirements and why 

How to Prepare

 • Research: Learn about a company’s industry, 
competitors, culture and more on their  
Glassdoor page.

 • Practice: Look up some of the most common 
interview questions and rehearse them with 
a friend.

 • Set the Scene: Take the call from a quiet location 
where you won’t be interrupted or distracted.   

 • Create a Cheat Sheet: Grab a notecard and write 
down a few key accomplishments and examples 
you want to bring up — you can also jot down 
questions to ask the interviewer.

Pro Tip: Don’t get caught off guard if a recruiter 

asks you what your salary requirements are. 

Hesitant to reveal too early? A perfect way to 

deflect is to say, “Great question. My top priority 

is to find the right company fit. Once that is 

established, I’d be happy to talk salary later in 

the process.”

Each stage in the interview process has distinct objectives — at every step, you’ll be 
speaking about different topics with different people. Read up on what exactly interviewers 
are looking for in each stage, and how you can set yourself up for success.

you have the skills and experience 
required for success.

https://www.glassdoor.com/Reviews/index.htm
https://www.glassdoor.com/blog/common-interview-questions/
https://www.glassdoor.com/blog/common-interview-questions/
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V I D E O  I N T E R V I E W S

If you live far from the office, or if a company 
simply isn’t ready for you to visit in  
person yet, you may be asked to interview 
via video chat (think: Skype, Zoom, etc.). 
Many of the same rules as phone screens 
and in-person interviews apply, and the 
topics you cover will likely be similar — 
why you’re interested in the job, what your 
background is and why you think you’d 
be a good fit. However, there are a few 
unique things you need to keep in mind 
before a video interview.

How to Prepare 

 • Look the Part: Interviewers may not be in the 
same room as you, but they can still see you — 
wear interview-appropriate attire and exhibit 
confident body language.

 • Choose the Right Spot: Interview from a location 
that is quiet, free of distractions and has a 
strong Internet connection. 

 • Check Your Setup: There’s nothing worse than 
technical difficulties in the middle of an interview 
— test everything beforehand to ensure things  
go smoothly.

Pro Tip: Try to establish a connection early on. This is important in any interview, but especially for video 

where the distance can create a feeling of separation. Maybe you graduated from the same university, 

grew up in the same state or have a mutual LinkedIn connection. When in doubt, asking questions is a good 

choice — people generally like talking about themselves!

E X A M S  &  A S S I G N M E N T S

Depending on the company and role, you 
may be asked to put your skills to the test 
with a technical exam or sample assignment. 
If you’re applying to a Software Engineer 
position, for example, you might be asked 
to complete challenges on HackerRank or 
submit code on GitHub; or, if you’re  
applying to be a PR Manager, you might 
be asked to draft a press release or submit 
a communications plan. There’s rarely a 
“trick” to pass this stage — you just need a 
strong command of the skills your role and 
field requires.

How to Prepare

 • Sharpen Your Skills: If you know a skills test is 
coming, do some practice exercises in advance. 
Google, for example, advises technical candidates 
to answer common coding questions and practice 
discussing complex algorithms beforehand.

 • Clear Your Schedule: Whether it’s an hour or a few 
days, all assignments will have a deadline — make sure 
that you carve out the time you need.

 • Stay Ethical: This should go without saying, but 
don’t cheat or get someone else to take an exam 
or assignment for you — even if the employer 
doesn’t find out, you’ll likely end up in a role you’re 
not ready for.

Pro Tip: There are a number of great books out there to help job seekers in specific industries. Those in the 

technical field swear by the book “Cracking the Coding Interview,” while those in finance and consulting 

flock to books like “Case Interview Secrets: A Former McKinsey Interviewer Reveals How to Get Multiple 

Job Offers in Consulting.” Look to see if a similar book exists in your field, and read up!

https://careers.google.com/how-we-hire/interview/#interviews-for-software-engineering-and-technical-roles
https://www.amazon.com/Cracking-Coding-Interview-Programming-Questions/dp/0984782850/ref=sr_1_2?ie=UTF8&qid=1519254030&sr=8-2&keywords=Cracking+the+Coding+Interview
https://www.amazon.com/Case-Interview-Secrets-Interviewer-Consulting/dp/0984183523/ref=sr_1_1?s=books&ie=UTF8&qid=1519254051&sr=1-1&keywords=Case+Interview+Secrets%3A+A+Former+McKinsey+Interviewer+Reveals+How+to+Get+Multiple+Job+Offers+in+Consulting
https://www.amazon.com/Case-Interview-Secrets-Interviewer-Consulting/dp/0984183523/ref=sr_1_1?s=books&ie=UTF8&qid=1519254051&sr=1-1&keywords=Case+Interview+Secrets%3A+A+Former+McKinsey+Interviewer+Reveals+How+to+Get+Multiple+Job+Offers+in+Consulting
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T E C H N I C A L  I N T E R V I E W S

If you’re applying to a role in the STEM 
field — science, technology, engineering 
or mathematics — there’s a good chance 
there will be a live, in-person technical 
component to your interview. This might 
involve whiteboarding, paired programming 
or just detailed questions that get to the 
heart of your technical knowledge and 
problem-solving ability. You will likely also 
be asked to explain major projects you 
worked on in the past, and what impact 
you had on them. 

How to Prepare
 
 • Take a Practice Test: Coding exercise websites and 

workbooks will help solidify your understanding of 
data structures and algorithms.

 • Don’t Rely on Google Too Much: You may not 
have access to a computer in a technical interview, so 
make sure you have fundamental concepts like binary 
search trees and breadth-first search down pat.

 • Learn Multiple Languages: Companies don’t want one-
trick ponies — they want candidates with a diverse set  
of skills who are up-to-date on the latest technologies.

 • Keep It Cool: High anxiety often leads to rushing 
through problems and making simple errors.

Pro Tip:  It’s okay not to know how to answer every question. Hiring managers want to see how you think and navi-

gate your way towards solutions. Technical interviews are often as much about the problem-solving process as they 

are about the answers.

I N - P E R S O N  I N T E R V I E W S
 

Typically, an in-person interview is the last 
stage before a candidate receives an offer 
— so making a good impression is critical. 
These interviews can take many different 
forms; you might have a series of one-on-
one interviews with several different team 
members, a panel interview or just a meeting 
with the hiring manager. Regardless of who 
you meet with, though, you’ll probably be 
asked more specific questions than before, 
like what ideas you have for the company, 
what you can offer that someone else can’t 
and what your 30-60-90 day plan would 
look like if offered the job.

How to Prepare

 • Read Reviews: Look at the company’s interview 
reviews to learn which questions the company 
likes to ask, with a special focus on reviews for 
the same role you’re applying to. 

 • Dress for Success: Choose the right interview 
outfit by finding out how employees typically  
dress (check out photos on Glassdoor for  
reference) and going one step above that — i.e. a 
business-casual outfit for a casual workplace, a 
formal suit at a business-casual workplace, etc.

 • Arrive on Time: Budget more time than you need 
and plan your route beforehand to accommodate 
for the unexpected.

Pro Tip: Research your interviewers in advance. Recruiters will often give you the names and titles 

of everyone you’ll be speaking with — look them up online to get a sense of what they do, and use this 

information to prepare thoughtful questions (three to five questions per interviewer is a good bet), craft 

insightful talking points and anticipate what topics you might discuss.

https://www.glassdoor.com/blog/9-things-to-never-do-in-a-panel-interview/
https://www.glassdoor.com/blog/starting-job-follow-306090-plan/
https://www.glassdoor.com/Interview/index.htm
https://www.glassdoor.com/Interview/index.htm
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DID YOU KNOW?  

Glassdoor data has shown  
that the average interview  
process takes 23.8 days. 

Job Offer

S A M P L E  I N T E R V I E W  P RO C E S S

Wondering what the interview process will look like? It’s a little bit different  
for each company and role, but this example can give you an idea of 
which stages are involved and when.

Use our  
checklist 
 on p. 12!

Here’s where 
you’ll dive further 
into the details of 

the role!

S A M P L E  I N T E R V I E W

P RO C E S S

Video Interview 

Technical Interview 

In Person Interview Exam or Assignment

Phone Screen with 
Recruiter

Phone Screen with 
Hiring Manager

https://www.glassdoor.com/research/time-to-hire-in-25-countries/
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You can’t prepare for every question that will come your way — but you can run through 
some of the most common ones. To help you narrow your focus, Glassdoor crunched the 
numbers and found the 50 Most Common Interview Questions. Here are a few examples 
from the list, and how you should respond. 

Q U E S T I O N H O W  T O  A N S W E R S A M P L E  R E S P O N S E

What are  
your strengths?

What are your 
weaknesses?

Why are you  
interested in 
working here?

Think of the skills and traits listed as 
requirements in the job description, and 
emphasize your proficiency in them. You 
may also want to bring up soft skills that 
aren’t easily included on your resume to 
demonstrate culture fit. Always back up 
your answers with specific anecdotes.

Share a weakness that is genuine, but not 
critical to the success of the role. Then, 
follow up with how you’ve been working to 
fix it. 

The answer should be about the company, 
not about you. Avoid mentioning superficial 
things like salary and prestige, and focus 
on more meaningful areas: the company’s 
mission, culture fit, etc.

“In my last job, I really honed my Google 
Analytics skills after I was tasked with providing 
monthly in-depth reports to senior  
leadership. I also consider myself a creative 
problem-solver — after adjusting our email 
workflow, I was able to cut production time 
down from five days to three.” 

“Sometimes I struggle with speaking up and 
sharing my ideas in meetings. I’ve definitely  
recognized this, though, and have been 
overcoming it by jotting down what I want 
to say beforehand. I don’t leave without 
mentioning at least one thing on my list.” 

“I’ve always wanted to work somewhere 
that I felt contributed to the greater good, 
and I can’t think of anything more meaningful 
than your mission to develop medications 
and technology that treat some of today’s 
most complex medical problems.”  

10 C O M M O N  Q U E S T I O N S
& How to Answer Them

Don’t repeat verbatim —  
originality will win you points,  

so make the responses your own!

Discuss your  
resume.

Don’t just read your resume word for 
word — tell a cohesive story of your career 
journey that reveals your skills, accom-
plishments and interests while ultimately 
revealing why you’re the perfect person for 
the job.

“I first became interested in PR when I studied  
Journalism at the University of Texas. From 
there, I interned at an agency that helped 
me hone my client communication, professional 
writing and critical thinking skills — I also 
worked with several biotech companies,  
so I’m very familiar with the space your 
company is in.” 

https://www.glassdoor.com/blog/common-interview-questions/


T
H

E
 U

LT
IM

A
T

E
 G

U
ID

E
 T

O
 J

O
B

 I
N

T
E

R
V

IE
W

S

8

Q U E S T I O N H O W  T O  A N S W E R S A M P L E  R E S P O N S E

What are  
your salary  
requirements?

Tell me how you 
handled a difficult 
situation.

To avoid boxing yourself in, don’t mention 
a specific number. Instead, try tactics like 
asking the recruiter what the position’s 
pay range is, emphasizing the value you can 
provide to the company and speaking in 
broad terms.

Recruiters and hiring managers want to 
know that you’re a hardworking, resilient 
person who can overcome challenges. 
Share an anecdote that illustrates a time 
when you initially struggled but ultimately 
triumphed, focusing on the actions you took 
and the subsequent results. 

“I don’t have a specific number in mind. 
I’d rather discuss what I can bring to 
the role and what you are willing to 
offer in exchange, and  
we can come to an agreement  
from there.”

“During a recent software sprint, I 
realized I wouldn’t be able to make 
deadline because the feature I was 
optimizing had more bugs than  
originally thought. However, I was 
able to persuade the project manager 
to push it back by communicating 
the challenges and pointing out  that 
taking a few more days to do it right 
would ultimately save us more time 
than pushing it out quickly and fixing 
it later.” 

“
Tell a cohesive story of your 
career journey that reveals 
your skills, accomplishments 
and interests.



T
H

E
 U

LT
IM

A
T

E
 G

U
ID

E
 T

O
 J

O
B

 I
N

T
E

R
V

IE
W

S

9
What questions  
do you have  
for me?

Tell me about a 
time when you 
disagreed with 
your boss.

What 
motivates  
you?

Tell me about 
yourself.

This is your opportunity to not only dig into 
anything that hasn’t been brought up yet or  
covered in sufficient detail, but also demonstrate 
how well-researched you are. Ask intelligent, 
informed questions about the role and 
company that will give you a fuller picture of 
what it’s like to work there and what it takes 
to be successful.

Demonstrate that you are unafraid to speak 
up when it matters, but also sensitive to the 
needs of others. Share an example of a time 
you were able to successfully change your 
boss’s mind, but in a way that worked out 
for everybody.

Employers want to know that the folks 
they hire are passionate about their line 
of work and care about doing it well. Be 
honest about what gets you excited, but 
also try to connect it to this particular job 
and company.

Briefly introduce yourself by name and 
current occupation, then succinctly walk 
employers through your work history, 
detailing what companies you’ve worked 
at, what skills you’ve gained along the 
way, why you’re interested in this position 
and why you’re a good fit, adding a few 
personal details or interests if you like.

“I read that your company is launching 
a new mobile experience soon. Can 
you tell me more about that, and how it 
relates to this position?” “What kinds of 
people are generally successful here?” 

“You mentioned your company prides 
itself on innovation — how do you support 
innovation on a day-to-day basis?”

“We were hiring a Junior Analyst and 
had narrowed it down to two candidates: 
one with outstanding hard skills but 
a standoffish personality, and one 
who was a perfect culture fit but a bit 
behind technically. My boss wanted 
to hire the first candidate, but I made 
the case that culture fit is harder to 
teach than SQL, and offered to help 
the second candidate hone his hard 
skills if hired. We ended up hiring him, 
and he’s done phenomenally — in fact, 
he just got promoted.”

“I’ve always been motivated by working 
on something bigger than myself, and  
I can’t think of anywhere better to  
do that than here, where I’d be sharing 
your message of environmental  
conservation with the masses 
through social media.” 

“My name’s Edmundo Gutierrez, and 
I’m a Marketing Manager at Smith Inc. 
I currently run the email marketing 
program, where I oversee a weekly 
newsletter that reaches tens of  
thousands of clients to drive engagement 
and sales. While I’ve learned a lot about 
Marketo, people management and 
nurture paths, I’m looking for a company 
where I can have more creative control  
over my program, which led me here.”

Q U E S T I O N H O W  T O  A N S W E R S A M P L E  R E S P O N S E

For more  
ideas,  

read here.

https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
https://www.glassdoor.com/blog/11-questions-to-ask-in-an-interview-according-to-a-hiring-manager/
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Get Specific: If asked to share anecdotes or ideas, don’t beat around the bush 
or speak in generalities — a concrete example with sufficient detail will always 
be more powerful. 

Show Impact: Recruiters, hiring managers and other interviewers love when 
candidates can thoroughly describe the results of their actions. If possible, 
cite metrics to bolster your answer.

Be Yourself: Don’t just give the answers you think the recruiter wants  
to hear — otherwise, you may end up at a company that’s not right for you.  
Remember, you’re interviewing the company just as much as they’re  
interviewing you.

Think Positive: No one wants to hire a candidate with a bad attitude. Steer 
clear of trash-talking your current company, blaming colleagues or framing 
challenges as insurmountable. 

When in Doubt, Take a Breather: Stumped by a question? Don’t rush through 
an answer in an attempt to get it over with. Say something like “That’s a good 
question, let me think about it for a second,” then take a few moments to 
think things through.

The odds are pretty good that you’ll encounter an interview question that doesn’t appear 
on the list above. But luckily, there are a few tips that can help you out no matter what 
you’re asked:

B E YO N D  T H E  B A S I C S

1 | 

2 | 

3 | 

4 | 

5 | 

Want more tips? Check out our series How to Answer the 50 Most Common Interview Questions. 

https://www.glassdoor.com/blog/most-common-interview-questions-1/
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T H A N K -Y O U  N O T E S

It may seem old-fashioned, but thank-you notes are still necessary — according to a survey 
from TopResume, 68 percent of hiring managers say that whether or not a candidate 
sends a thank-you note impacts their hiring decision. After asking your company contact 
for the email addresses of the folks who interviewed you, send them an email within a day 
thanking them for their time and then share a few honest reflections about what from the 
conversation stuck out to you the most.

F O L L O W I N G  U P

If you haven’t heard back from a recruiter or hiring manager in a couple of days, it can be 
tempting to check in with them to figure out where you stand, but you want to be careful 
not to pester them. Odds are that they haven’t forgotten — when somebody wants to fill 
an open position, it’s usually top-of-mind — but rather that they are busy with things like 
conducting other interviews, discussing with higher-ups and figuring out an appropriate 
starting salary. If it’s been a week of radio silence, or more than a couple of days from 
when they said they would contact you, shoot a quick email asking what you can do to help. 

A F T E R  T H E  I N T E R V I E W

Jenny,

Just wanted to thank you for taking the time to chat with me earlier today. I really 
enjoyed learning about your company’s current SEO initiatives and discussing ideas for 
improving the program moving forward. Everyone on your team seemed so thrilled to 
be there, which is a true testament to the workplace culture you’ve developed. Let me 
know if there’s anything else I can provide, and have a great weekend.

Cheers,
Terrence

Dear Tomás,

I hope you’re doing well. I wanted to follow up regarding the Accounting Manager role  
I applied for. I really enjoyed meeting you and the team last week, and I’m very interested 
in the opportunity. I’d love to know if there’s any further information I can provide to 
assist you.

Thanks, 
Claire

Strike a balance  
between  

 professional 
and  personable.

Don’t forget to 
spell check!

https://www.talentinc.com/press_2017-11-14
https://www.talentinc.com/press_2017-11-14
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This handy guide compiles the tips above (and then some) in one easy checklist. Use it 
before and after your interview to make sure you covered all your bases!

Learn the Basics: Look up the company on Glassdoor and online to learn 
about their industry, business model, competitors, etc. 

Research Your Interviewers: Learn the names and positions of the people 
you’ll be speaking with to help inform the conversation.

Plan Your Route: If the interview is taking place in person, figure out 
how to get there in advance, making sure to build in extra buffer time.

Come Prepared: Pack a professional-looking bag or backpack with copies 
of your resume, portfolio, notepad, pen and any other materials you 
might need.

Practice, Practice, Practice: Rehearse responses to the most common  
interview questions as well as questions you find on the company’s 
Glassdoor page. Practice with a friend, and get feedback!

Prepare Questions: Come up with a few questions to ask each interviewer 
in advance so you don’t draw a blank in the moment.

Eat & Sleep Well: You’ll be at your sharpest when you’re well-rested and 
well-fed.

Try to Relax: Interviews can be nerve-racking! Unwind by meditating, 
listening to your favorite podcast, drinking a hot cup of tea… whatever 
works for you.   
 

I N T E R V I E W  C H E C K L I S T

B E F O R E

https://www.glassdoor.com/Reviews/index.htm
https://www.glassdoor.com/blog/common-interview-questions/
https://www.glassdoor.com/blog/common-interview-questions/
https://www.glassdoor.com/Reviews/index.htm
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Send a Thank-You: Email everyone you spoke with thanking them for their 
time and mention a few memorable moments from your conversation.

Flag Your References: Choose at least three people you’ve worked with 
who can vouch for you and ask if they wouldn’t mind serving as a reference 
should an interviewer reach out.

Follow Up As Needed: If it’s been a week since you’ve heard anything or 2+ 
days from when the company said they would reach out to you, check in to 
see if there’s any more info you can provide.

Keep an Eye Out: Watch your email and phone closely — you don’t want to 
miss an important message.

Hopefully, this guide helps you nail your interview and score the job offer, but if not, try 
not to sweat it too much. When you’re an informed and qualified candidate, it’s only a 
matter of time before you land a great job. And hey, if you do land the job, make sure to 
pay it forward and leave an interview review to help out future candidates. Now go forth 
and conquer!

A F T E R

N O W,  G O  G E T  ‘ E M !

https://www.glassdoor.com/Interview/index.htm
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About Glassdoor
Glassdoor is one of the largest and fastest growing job and recruiting sites 

in the world today. Set apart by the tens of millions of reviews and insights 

provided by employees and candidates, Glassdoor combines all the jobs with 

this valuable data to make it easy for people to find a job that is uniquely right 

for them. As a result, Glassdoor helps employers hire truly informed candidates at  

scale through effective recruiting solutions like job advertising and employer  

branding products. Launched in 2008, Glassdoor now has reviews and 

insights for more than 740,000 companies in more than 190 countries. For 

labor market trends and analysis, visit Glassdoor Economic Research. For 

company news and career advice and tips, visit the Glassdoor Blog and for 

employer-related news and insights to help employers hire, visit the  

Glassdoor for Employers Blog. Visit Glassdoor.com or download our apps  

on iOS and Android platforms.

Get the latest jobs delivered to your inbox daily. Create Job Alert

https://www.glassdoor.com/index.htm
https://www.glassdoor.com/employers/products/job-advertising.htm
https://www.glassdoor.com/employers/products/enhanced-profile.htm
https://www.glassdoor.com/employers/products/enhanced-profile.htm
https://www.glassdoor.com/research/
https://www.glassdoor.com/blog/
https://www.glassdoor.com/employers/blog/
https://www.glassdoor.com/index.htm
https://itunes.apple.com/us/app/glassdoor-job-search-jobs/id589698942?mt=8

