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ALAN MITCHELL 

 

Interviewing tips  

 

Interviewing someone is an excellent opportunity for you to find out more about them and assess 

them to see if they are right for your team.  To get the most out of this opportunity there a few 

things to bear in mind: 

 

 Prepare for the meeting – read through their CV and highlight questions you have 

 Have questions ready to ask 

 Build rapport – make the candidate feel comfortable, if they feel they can talk freely 

you will find out more 

 Know about the companies they have worked for and names there so that you can real-

ly test their answers for accuracy 

 Know about deals they have worked on for the same reason 

 

However an interview offers the opportunity for so much more: 

 

 Selling your company, team, opportunity etc. Help make sure they will accept if you of-

fer them and, of course, spread the word as to how great you are 

 Market intelligence – it is a great opportunity to find out what is happening in your sec-

tor at other companies and in the market as a whole – deal flow, strong sectors etc. 

 Reputation in the market – Corporate Finance is a small market – you want the candi-

date to leave with a good impression and spread the word about what a great company 

you are to work for. 

 Leads – you never know you might pick up something you can use to develop your own  

business 

 Networking – it is always worthwhile finding out who else they know. 
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Interviewing tips  

 

You need to ensure that you make the most of the opportunity to really get to know the person in 

front of you and truly assess them.  The following tips will help you do that: 

 

 Build rapport 

 Make them feel at ease 

 Ask them open questions – get them talking – if you ask them closed questions that they can on-

ly answer yes or no to you will not find anything out.  For example; instead of asking have you 

worked in the TMT sector, ask what deals have you worked on in TMT.  There is a very simple 

rule with interviewing called the 80/20 rule – it means they talk 80% of the time and you talk 

20% of the time.  That way you find out lots about them. 

 Do not stick to purely work orientated questions – find out about the whole person – what moti-

vates them, what hobbies they have, what they do outside of work etc. 

 Really test them – do not make the interview too easy for them.  You need to assess their resili-

ence and commitment to the job as well as their work ethic.  Ask hard questions – ask them ex-

actly what they did on a deal, ask them their billing/production levels and where they rank in 

their team.  Test them – give me an example of a financial model you prepared and how you did 

it.  Another useful questioning technique to use is scenario questions – if you were faced with 

……………… what would you do? 

 Probe – never take an answer at face value.  Always dig deeper.  For example, I am brilliant at 

networking and business development – ask them – what makes you say that?  Give me an ex-

ample of this? 

 Summarise – to avoid misunderstandings always summarise what you have taken away from the 

meeting.  For example, So you are interested in this role because it offers you an opportunity to 

work in the FIG sector, would involve more client contact and a salary increase? 

 Conclude – so that they know where they stand and what the process will be going forward 

 Close them – if you like them in particular you need to pull out any reservations they may have 

about your company or role and test them to see if they are interested.  For example, it has been 

lovely meeting you, do you have any reservations? ………….. I am sure we will be keen to meet 

you for a 2nd time – when can you do?  If they seriously consider when then they are interested! 
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Interviewing tips  

 

Questioning Techniques 

 

The way in which we ask for information – the way we phrase our questions – has a big impact on 

the types of response we get.  Follow the conversation and find out as much as you can.  Make sure 

your questions are: 

 

 Relevant 

 Showing interest 

 

Make sure you LISTEN to the response and always tag on a “is there anything else you think I should 

know”? 

 

Open 

 

Used to ‘open’ people up and get detailed, expansive answers, not ‘yes’ and ‘no’.   

 

Typically start with:  Who, What, Why, Where, When and How but can include “Tell me...” 

“Explain...”  “Give me..” “Describe...” 

 

Closed 

 

Used to close people down, particularly wafflers and people who stray from the main points.  Used 

for control, test commitment, to clarify and to gain closes; yes or no. They are also effective follow-

ing a summary – to double-check what the candidate has said in order to ensure that both parties 

have the same understanding of the issues or the situation.  

Typically start with do, can, does, will, could, should, would, have, are, is ... 
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Interviewing tips  

 

Probing 

 

Designed to delve deeper into a previously given answer (or information on a CV).  Stops people giv-

ing surface level answers to ensure they can do what they say they can do or have done what they 

say they have done.  Usually open but can be closed. 

 

Probing and listening are two sides of the same coin. It’s impossible to listen actively without know-

ing how to probe and there is little value in probing if you are not prepared to listen to the respons-

es.  

Probing and listening encourage people to consider what you are suggesting and appreciate how it 

may affect them – seeking first to understand, then to be understood.  

To help you formulate these questions first of all listen then paraphrase it back and include works 

like: 

 

 Specifically 

 Exactly 

 Precisely 

 

Hypothetical questions 

 

These questions invite someone to imagine themselves in a particular situation and ask what they 

would do.  

 



 5 

ALAN MITCHELL 

 

Interviewing tips  

 

Structuring the interview is very helpful to ensure you cover all the bases and do not miss anything.  

The following structure may help: 

 

Interview Structure 

 

This structure can be used whether you are interviewing face to face or over the phone: 

 

 Plan 

 Introduce and link - Introduce yourself, ask them friendly informal questions and out-

line the interview. 

 Probe - Question them to find out what you need to know. Background, experience, 

qualifications, Education, motivations etc. What are the candidate reasons for leaving/

moving? 

 Summarise 

 Sell/Present -Your company, the opportunity, your sector, your team etc. 

 Question - Let them ask you questions (although this may happen at any stage 

throughout the process with some candidates). 

 Conclude and action - Tell them what will happen next and take positive actions 

straight away.  

 

Always remember an interview is a 2 way process.  It as much the interviewee’s opportunity to 

make an assessment of the opportunity as it is the interviewer’s opportunity to assess the candidate.  

So do make sure you check if they have any questions and take the time to tell them why your op-

portunity and company are great! 


