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Preparation helps 
You cannot anticipate every question you get asked

Preparation should make some answers easier and hopefully better

Some questions are fairly standard and you should have thought about the answers 

Research into the company is essential
◦ Read the website, look for news

From the job description you can predict and prepare for some specific questions



A typical Job Description
What does it say and what can you get out of it

Look at the different sections

Pick out important points

Think about what they may mean in practice

Taken from 

http://www.cambridgenetwork.co.uk/recruitment-
gateway/permanent/39301/?&keyword=accounts



Introduction section
How do they see themselves?
◦ Dynamic, Agile, Passionate, Cutting edge

◦ So they want people to display these 
characteristics

What is their product?
◦ NETBANX, NETELLER

◦ Need to have had a look and be ready to talk 
about them

What is the job?
◦ Reconciliation agent

◦ Will need to show experience of doing 
reconciliation



Responsibilities
This list is longer than average
◦ Lists a lot of specific tasks mostly to do with 

reconciliation

◦ Should be able to talk about these areas

Mentions specific software system
◦ Navision

◦ Do you know this system if not find out what it is 
similar to

Liaison with ... 
◦ Should expect questions about how you have 

worked with other departments in the past

Holiday backup and Ad hoc tasks
◦ Will probably need to give examples of working 

flexibly



Skills
A pretty basic list
◦ Looking for someone familiar with computers

◦ Would need to be able to talk about how you 
have used computers in the past

Note the reconciliations experience is not 
mandatory
◦ Similar experience would be relevant



Education
Working to AAT qualification
◦ Need to know what AAT is

◦ Be ready to talk about what you are doing 
towards it



Other
Different countries
◦ Canada UK and Bulgaria

◦ Where is the HQ? Have you any experience in 
the countries

◦ Do you have relevant languages

Money
◦ Described as excellent

◦ Expect to be asked about how hard you will 
work and what your level of commitment will be



How Job Descriptions are Created
Generally written by someone in Human Resources 
◦ Majority are not written by a hiring manager with specific things they are looking for 

◦ Typically HR will use a template with standard language for all of their job descriptions

◦ Verbiage describing the company, their culture, the kind of people they generally like to hire (self-
starters, strong communicators, team player, people that work hard and play hard, strong written 
communication skills, etc.) are commonly copied into all job descriptions

◦ Will then add some specific information from the hiring manager or HRs understanding of the role

◦ May be reviewed by the hiring manager who will look for the key bits that matter to them



Picking out the important bits
Weed out the template parts
◦ Look for multiple job postings from that company for different jobs and find the bits with identical or 

similar wording

◦ It is likely that the main decision makers will not pay much attention to these

◦ However HR may ask about your attitude to what they have portrayed as the company culture 

Focus on the requirements
◦ More often than not, a hiring manager will have primarily communicated the essential requirements of 

the position that they want in the job description

◦ This is the area that will provide the most relevant insight to the role and what they are looking for. 

◦ It's not unusual for a hiring manager not to take the time to write a detailed description of a position, 
however, they will communicate the 3 or 4 things that they want to see from candidates

◦ Those points generally get listed as the first few items in the requirements list



Don’t forget the Common questions
See the presentation on interview questions for more, but you are very likely to get one or two 
of these 
◦ What do you know about our organisation? 

◦ Why do you want to do this job?

◦ Why do you want to work for us?

◦ Which aspects of the job interest you most?

◦ What do you think will be the main challenges of this job? 

◦ What are you doing at the moment? / Why do you want to leave you current job?


