
 



Telephone Interview Tips 
 

Why a Phone Interview? 

Phone interviews are typically used to screen candidates before in-person interviews.  
o Getting to know the candidate 
o Determine if the candidate meets the minimum qualifications for the job 
o It enables the interviewer to evaluate your communication skills, knowledge and 

interest in a specific position. 

Before the Interview: 

• Charge your phone! 
• Plan the location where you will do the interview. Make sure it’s a quite place with reliable 

phone service. 
• Research, research, research! Know about the organization you are interviewing with and 

the job role. 
• Gather materials needed for the interview: 

o Copy of your resume, certificates/licenses, etc. 
o Paper and pen for taking notes 
o Any correspondence you have had with the employer – including any organization 

info/details 
o Copy of your personal calendar/schedule 

• Prepare questions to ask at the end of the interview. 

During the Interview: 

• Answer the phone in a pleasant and professional manner. 
o If you answer the call in a noisy location, ask the interviewer to wait a moment, then 

quickly move the phone to a quieter location, turn off music, ask roommates to be 
quiet, etc. 

• Avoid using a speakerphone for an interview. 
• Posture while on the telephone can affect your voice.  

o Slouching or laying down can cause your voice to be more casual and harder to 
understand.  

o Sit as you would in an actual interview or at a desk with your notes in front of you. 
• If you receive another call during the interview, do not stop to take the other call. 
• Avoid chewing gum, eating, drinking or smoking while on the telephone interview. 
• Energy and enthusiasm need to come across in your voice.  

o Try to occasionally smile, talk slowly and clearly during the telephone interview. 
• Ask for time when you need it, rather than stuttering. If you are asked a question which will 

take you a couple of minutes to gather your thoughts - ask for it! There's nothing more 
frustrating for the interviewer when you are thinking aloud in 'mmmmm' or 'ahhh'. 

• Be sure to express interest in the company and appreciation for the telephone interview. 



Ending on a Positive Note 

• Establish next steps: the interviewer will usually explain what you can expect to happen 
next: an email or another phone call from the interviewer or someone else in the company. 
If not, ask. 

• Before the telephone interview is ended, be sure you have the interviewer’s name, title, and 
contact information. 

• Treat all telephone calls from any company contact as equally important. 
• Send a brief thank you note by email. Refer to the interview, mention one or two items that 

were discussed, and reiterate your interest in the position and their organization. 

Commonly Asked Interview Questions: 

• Tell me a little about yourself. 
• What made you decide to pursue a career in this field? 
• What do you know about our organization? 
• Why do you want to work for us? 
• Why should we hire you over other candidates? 
• What sort of hobbies do you have? 
• How do you work in a team? 
• How do you take constructive criticism?  


