
EMPLOYER 
 

Useful phrases. 
 

Introduction:  
 
Employer:  breaking-ice question.  
 
  Please take a seat. 

Welcome. 
I am interviewing today for the position of ….. 
I would like to ask you a few questions. 

 
 
Interviewer: How are you today?  
Applicant: I'm fine, thank you. And you?  
OR  
Interviewer: Did you have any trouble finding us?  
Applicant: No, the place isn't too difficult to find.  
 
OR  
 
Interviewer: Isn't this great weather we're having?  
Applicant: Yes, it's wonderful. I love this time of year.  
Interviewer: Did you have any trouble finding us?  
Applicant: No, the place isn't too difficult to find.  
 
……………………………….. 

Employer’s Questions  

 Why are you interested in this job?  
 When are you available to work this summer? 
 When could you start and when do you need to return to school?  
 What days and hours are you available each week? 
 Do you have summer holidays plans?  
 Tell me about yourself. / Can you tell me a little about yourself?  
 What are your hobbies? 
 Why do you think you are qualified for this position?  
 Have you ever had difficulty working with … ?  
 If I asked your teachers to describe you, what would they say?  
 Have you worked before? , what did you like best about your last job?  
 Do you have references I can contact?  
 What can you offer me that others cannot? 
   Do you have any questions for me?  

 
 



At the end.  
 
 

Closing: Well, I think we have all the information we need. 
    Thank you for your time. 
    We will inform you of our decision by e-mail. 

Employer: Find out how to contact the interviewer and remember to shake hands and 
thank the applicant the time he/she spent. 

APPLICANT (prepare your CURRICULUM VITE – see book page 146) 
 

Congratulations! You have applied for a job and now you are getting ready for that 
important job interview. Your English is excellent and you are looking forward to 
making a good impression on your future (hopefully) boss. 
 
 When you are interviewing for a job you should always look well and neatly dressed 
for an interview.  
  
When you walk in the room the very first impression you make on the interviewer can 
have a great influence on the rest of the interview. It is important that you introduce 
yourself, shake hands, and be friendly. The first question is often a "breaking the ice" 
type of question. Don't be surprised if the interviewer asks you something like:  
 

 How are you today?  
 Did you have any trouble finding us?  
 What do you think of the weather lately?  

 
Don't be surprised by the friendly tone. The interviewer wants to put you at ease (help 
you relax). Answer the question without going into too much detail. The language you 
use should be simple but polite, for example;  
 

How are you today?  
 
RIGHT 
I'm fine thank you, and you? 
 
I'm well thank you.  
 

WRONG 
So, so 
OK 
Not so well  

 
What is the most important?  
Talking about your experience and credentials (qualifications) is the most important part 
of any job interview. Your qualifications include your education from High School on 
and any special training you may have done in the past. Your experience in any work 
that you have done that is directly or indirectly related to the job you are applying for. 



 
Experience and Qualifications 
Have a list of two or three references ready to give to your interviewer, as well. 
Work experience is by far the most important topic of any job interview. Therefore, it is 
important to explain what experience you have in detail. Generally, employers want to 
know exactly what you did and how well you accomplished your tasks. This is not the 
time to be modest. Be confident, and talk freely about your accomplishments in past 
employment. 
 
The tenses you should use are the following: 
Remember that your education took place in the past. Therefore you need to use the past 
tenses. When talking about current employment be careful to use the present perfect or 
present perfect continuous. This signals that you are still performing these tasks at your 
current job, for example: 
 
 
Smith and Co. have employed me for the last 3 years as a salesperson. 
I have been creating customer contacts for 6 months. Etc. 
 
 
When talking about past employers use the past tenses to signal that you are no longer 
working for that company, for example: 
 
I was employed by Jackson's from 1989 to 1992 as a clerk. 
I worked as a receptionist at the Ritz while I was living in New York. Etc. 
 
 
Talking about Responsibilities 
 
Most importantly, you will need to demonstrate your qualifications and skills, which are 
required for the job you are applying for. The job skills that you have acquired in the 
past may not have been for the same exact job. Therefore, it is important to show how 
the capabilities you do have relate to the job you are applying for. 
 
 
To describe your skills the following adjectives are useful: 
 

accurate 
active 
adaptable 
broad-minded 
competent 
conscientious 
creative 
determined 
diplomatic 
discreet 

efficient 
energetic 
enthusiastic 
experienced 
fair 
firm 
genuine 
honest 
innovative 
logical 

loyal 
mature 
methodical 
motivated 
objective 
outgoing 
pleasant 
positive 
practical 
productive 

reliable 
resourceful 
self disciplined 
sense of humor 
sensitive 
sincere 
successful 
tactful 



 

Use these verbs and adjectives and really sell yourself. You only have a few minutes to show 
how good you really are. By using this precise vocabulary and being confident can help you 
make the best impression possible. 
 
There is no way to predict every question you will be asked during a job interview. In other 
words, expect unexpected questions - they'll come up no matter how much preparation you do. 
 
Don’t memorize answers to exact questions. You must have basic concepts and general ideas 
about what to say in each moment. 
 
Interview  preparation  
 
To give yourself the best chance of successfully getting through one you have to practice and 
prepare in detail. 
 
Do this by trying to look at the situation from the point of the employer and interviewer. Read 
the job description in detail, what sort of role are they trying to fill? Second guess what sort of 
technical or work related questions is he/she likely to ask you. You should always prepare your 
answers and have them ready and memorized. 
 

 Arrive 15 minutes before the interview. 
 Take a copy of the invitation letter with you. 
 Dress smart. 
 Make sure you know your CV inside out, just in case your asked detailed questions about 

it. 
When answering any technical or work related question try to give them a example you have 
been involved in that will help answer the question. 
 
A great interview technique is to assess your capabilities and strengths by writing them down 
and then analyzing them to see how relevant they are to the job description. 
 
One of the most common questions you may be asked is ‘Tell me about yourself’ So have a 
mini speech ready for this, emphasis your strong points that are related to the job you are 
applying for, remember they don’t want to hear your life story. 
 
If you are currently working then another question you may be asked is ‘Why are you 
considering leaving your current employment?’ Be prepared to answer this in a way without 
criticizing your current employer, be as honest as you can. 
 
Ask about promotional prospects for the successful candidate. It will engage you more with the 
interviewer and show that you are interested in doing well in the company and getting 
promoted. 
Be confident. 
 
 
 



During a interview you should 
 

 Make sure you understand the question before answering it. During the interview always 
listened carefully to the question being asked of you, then give a relevant answer. Try not 
to go off the subject being talked about. 

 Turn off your mobile. 
 Not use slang. 
 Not argue with the interviewer. 
 Keep the conversation relevant to the job, do not discuss religion or politics. 
 If you are nervous then try to use breathing techniques to calm you down. 
 Have some questions that you should ask the interviewer at the end of the interview. 
 Not slouch or make excessive head shaking or nodding movements. 
 Not smoke or ask for drinks (unless offered some).  

 
 
 


