Interviews are a very important part of getting that dream job and in order to get it, you should be prepared for facing the interview. While it is not possible to list all the questions that are commonly asked in an interview, the following are some of the important questions.

Q. Tell us something about yourself?
A. This is an important question where you should ensure that you state your qualifications and experience in a concise manner, using very few words and highlighting on your achievements and skills.

Q What is your experience in this field?
A. it is important to relate your exact experience in the field using concise words. However, remember never to falsify information, especially if you do not have relevant experience. Try and talk about things that are close to the industry.

Q. What are your strengths and weaknesses?
A. this is another favourite with employers and it is important to state both as they are. However, while stating weaknesses, ensure that you also talk about the steps taken to overcome your weaknesses.

Q Tell us how you will be an asset to this organisation?
A. this is a question where you should highlight your strong points and talk about what you can offer to the organisation. For answering this question, it is important that you have all the requisite information about the company and its affairs.

Q. Have you ever had to fire an employee and how did you feel about that?
A. this is an important question and should be answered with all seriousness. State that while firing an employee is never a happy moment, one should always weigh the circumstances against the good of the organisation and should always strive to protect the organisation from any harm.

Q. Do you have any questions?
A. It is important to be well prepared for this question and you should ask intelligent questions like the kind of projects you will be assigned or where does the interviewer think you will be an asset etc.

Most employers use telephone interview as a mode to screen potential employees, especially if there are many applicants to a post. A telephone interview should be treated in exactly the same way as any other type of interview. It is important to follow certain etiquette while facing a telephone interview.

Always be prepared for the interview. It is important to prepare beforehand the anticipated questions and their answers. It is important to keep your resume handy for reference as well as make a list of your strengths and weaknesses as well as your accomplishments.

While on a telephone interview, it is essential to ensure that you are in a quiet place, where there is no noise and you can talk without being disturbed. Moreover, if you have children or pets, it is best to send them out of the room and lock yourself inside. Always make sure that there call waiting is discontinued when you are on the line.

It is important to remember to have a glass of water nearby, while facing a telephone interview, in order to wet your lips if they become dry. However, remember never to let the interviewer know that you are drinking water. Moreover, it is essential that you do not eat or chew gum during the interview as this will create a bad impression.

Speak clearly and slowly so that the other person can understand. If you do not understand a question or have not heard it properly, then it is important that you ask the person to repeat the question, instead of assuming. Time is of essence in a telephone interview therefore be concise with your answers.

Lastly, it is important to thank the interviewer and once you have put down the phone, take notes of all that was asked and your responses to those questions.

