
 
 

Telephone interview techniques 
 
The telephone interview is just like a face-to-face interview, but shorter and without the 
benefit of non-verbal communication. Since it is most often used by employers to narrow 
the field of candidates, it can be one of the most challenging aspects of the job application 
process. The telephone interview can be used to your advantage. If you take it seriously, 
prepare thoroughly, listen carefully and respond effectively, you should achieve the 
objective of getting a face-to-face interview. 
 
An initial telephone contact will validate statements made on the CV or application form 
and be used to assess the candidate's personality, oral communication skills, and level of 
interest in the employer and the opportunity. 
 

 Have your CV by the phone. Using a landline can help to avoid problems 
associated with mobile phones.  

 

 Have a list points you would like to communicate and questions to ask. 
 

 Have a glass of water by the phone. Be ready five minutes early and in a quiet 
place. 

 

 Sit or stand with good posture. Although your interviewer cannot see you, good 
posture increases your confidence and improves how you communicate. Posture 
can affect the impression you create.  

 

 Using your voice effectively is essential for a phone interview. Speak slowly and 
clearly, with moderate volume and plenty of enthusiasm, positive energy and 
inflection. Keep your mouth about an inch away from the mouthpiece, to prevent 
breathing sounds being audible. Do not eat food, chew gum, or smoke. If you need 
to drink or wet your mouth take small, occasional sips of water.  

 

 Always answer the phone in a professional manner – you never know who is 
calling.  

 

 After the initial introductions and pleasantries, open with a positive expression of 
your interest based on what you have learned about the opportunity and the 
organisation.  Be prepared to start with a brief "commercial", summarising your 
strengths and accomplishments, tailored to the position you are seeking. 

 

 Use interesting, descriptive language and proper grammar-not slang, for example, 
"yes" instead of "yeah". 

 

 Avoid fillers such as "ums" and "errs". Try to avoid yes or no answers; answer in 
short, complete sentences. 

 

 Let your interviewer know you are listening.  Periodically use their name (their 
surname until invited to do otherwise). Say "yes" or "I see", repeat their words, ask 
follow-up questions. 



 

 Do not rush, interrupt, or contradict the interviewer. Listen carefully and ensure you 
understand the question before replying. 

 

 If the interviewer is interrupted, say, "we were discussing . . . " 
 

 Compliment the organisation and its achievements (this shows you've researched 
the organisation) and agree with the interviewer where appropriate. 

 

 An excellent technique for establishing rapport is to match the interviewer's rate of 
speech, volume and pitch in a natural way, according to your personality.  

 

 Never say anything on the telephone you would not say in person. Avoid chitchat; 
stay focused, be alert and avoid becoming too relaxed or over-familiar with the 
interviewer. Never be negative about your current or past employers too. 

 

 To conclude: summarise your qualifications and ask for a face-to-face interview. 
Say something like, "This seems to be an interesting and challenging opportunity. 
With my background and expertise, I believe I could make a valuable contribution to 
your organisation. Would it be possible to meet to discuss the position in further 
detail?" 

 

 Remember, the best way to get a real feel for an organisation is through a face-to-
face interview. Therefore, even if you are not excited about an opportunity at the 
end of the telephone interview, do not speculate conclusions. It could be that the 
caller is not a good phone interviewer. Or you may not have all the information you 
need to make an informed decision.  

 

 Confirm any agreements and thank the interviewer for their time and consideration.   
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