[image: wbclogo]





Zoom Interview Tips (Candidate) 

This document outlines a revised process to reflect the need to utilise remote recruitment tools due to the coronavirus (COVID-19) outbreak. 

It is clear that until social distancing measures ease, recruitment processes and protocols will be conducted virtually in all cases.  

With this in mind, we have put together some helpful tips to assist you in your virtual interview.

Woking Borough Council will use Zoom to conduct your virtual interview. 

In the week leading up to the arranged interview date/time, you will receive an email to the address provided on your application form. This will contain a link to access the virtual meeting along with a unique meeting ID and password.

The meeting cannot start until the host begins the meeting so should you arrive first, you will wait in a ‘virtual’ waiting room until the panel join you.

To help you prepare for your interview;

Do a practice run/test your technology
You want the interview to run as smoothly as possible so it is worth checking the platform you are using is working and that your Wi-Fi etc. is all up and running as it should be.

Ensure there are no distractions
Whether that means locking yourself away in your improvised office space or moving to a quieter room, this is important so both the interviewer and interviewee can be heard. 

Be aware of your surroundings
Ideally you want to be somewhere with a blank background so as not to distract from the interview. Remove any items that may take away from the professionalism of the interview and ensure the lighting is good so you can be seen properly.

Dress for the interview
Being at home it is easy to dress comfortably and in a more relaxed way that wouldn’t necessarily wear into the office. For your virtual interview, ensure you are dressed as you usually would for an interview. Look professional, feel professional.

Be on time
Make sure you ‘arrive’ a few minutes early to your virtual waiting room. You don’t want to turn up late, and keep the interview panel waiting.

Very best wishes for your interview.
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