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How to Impress Them into an In-Person Meeting 

The phone rings and on the other end a voice says, ―Thank you for expressing interest in job 

openings with XYZ Company. Your resume is impressive. Can we schedule an initial phone interview 

this week?‖  

 

The common mistake made here is to think the job is yours and not properly prepare for what will 

likely be your only remaining chance to land an in person opportunity to impress with your savvy 

dress, winning smile, and slick portfolio.   

 

During the phone interview, you will likely speak with someone in human resources who is tasked to 

gain basic information about multiple candidates and make initial judgments about personality, 

temperament, communications style, salary expectations and more.  Their recommendation helps 

the hiring manager to decide which candidates to bring in for a more serious discussion.  

 

The telephone interview is do or die. You’re a voice on the phone, and you need to come across as 

professional and personable with none of the advantages of a great appearance and open, friendly 

body language. It’s natural to be nervous, but if you follow these techniques, you’ll be fine.  

 

 Know whether you can take the call when it comes. 

 

Sometimes you are given the opportunity to prepare for a telephone interview, but more 

often than not, you will answer a call and hear something like… ―Thank you for expressing 

interest in job openings with XYZ Company. Your resume is impressive. I’d like to gather 

some additional information to pass on to the hiring manager who is making decisions on 

who to interview in person.‖ 

 

If you get a call without an advance warning, say you’re delighted to talk to the interviewer, 

but could you speak later, and suggest a time. Even if it’s just 15 minutes later, you need to 

gather your résumé, your notes and your thoughts. 

 

 Use a Land Line 

 

There are few things more embarrassing, unprofessional, and generally frustrating than 

trying to conduct a telephone interview, only to have your cell drop the call or have so much 

interference on the line that you are difficult to understand. Use a land line. If you’re one of 

those people no longer has a land line and prefers exclusive cell service, go to a friend’s 

house - borrow a land line. 
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 Stand up and smile. 

 

Standing knocks your energy level up a notch. When you smile, it affects the tone of your 

voice and can make a more favorable impression.  Some find it useful to dress nicely, to put 

them in a professional state of mind. Place a mirror by the phone and make a point of 

looking into it and smiling while you are talking on the phone. Start now, so you can 

become comfortable with it. You will find that you sound more upbeat and engaged when 

you do this which makes for a positive interview 

 

 Keep your resume and files your research on the company at your fingertips. 

 

When you’re asked in a telephone interview about your employment history, the last thing 

you want to say is ―Umm ….‖ You want to be able to provide names, contacts, job 

descriptions, and dates of employment without hesitation. Remember, you’re in a virtual 

meeting, and you need to be prepared.  Similarly, having easy access to the company and 

job information will allow you to confidently respond to questions without fumbling.  

 

 Speak Considerately and Clearly 

 

Be vigilant about not talking over or interrupting your interviewer. It’s rude. You want a 

balanced conversation, not one where it’s apparent that you just can’t wait to be heard. 

Also, be sure to speak clearly—no mumbling. Avoid slang. Keep it professional!  You must 

remember that the words you use (language) and the motivation you put forward (tone, 

modulation, enthusiasm) will determine your outcome. Speak clearly, stay upbeat, and use 

positive language. Be sure to paint visual pictures with your words by telling stories that 

demonstrate results. Answers that express who, what, when, where, how, and why have 

more punch because they make you stand out.  

 

 Ask Questions 

 

This applies just as much to a phone interview as it does when you’re face to face. The 

employer wants to know that you’re interested in the organization, so ask about their vision 

for the future, what challenges they’re facing in today’s economy, and how your specific 

skills can best be used to your mutual benefit. 

 

 Don’t hang up without asking for the next step. 

 

The interviewer is bringing the call to an end but there has been no talk of a next step. 

Speak up – express your enthusiasm for moving forward and ask about the next step. Find 

out if you can follow up with the employer and ask for contact information if you have yet to 

receive it.  
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 Say thank you, in writing. 

 

Sure, it was a telephone interview but that is no reason for not taking the time to exercise 

simple but powerful courtesies. Treat the follow-up for a phone interview the same way you 

would an in-person interview. Write a thank you letter and mail it, unless your main 

communication has been through email with the interviewer. Don’t just say thank you but 

make a point of reiterating strengths and including several concrete, specific ways you 

would contribute to the company if you got the job.  

 

Bottom Line: A phone interview seems so informal on the surface that it can be easy to fall 

into the trap of "phoning it in" -- i.e., not preparing for it as well as you would for an in-person 

interview. Don't get caught with your guard down. Be sure to research the company, study the 

job description, and practice your responses to anticipated questions, just as you would for any 

other interview. These steps will guide you successfully through the telephone interview. 

Remember, do not leave your interview to chance – prepare now for success!  

 
 

Does one of these describe you? 

 You have recently interviewed for a position and every time the interviewer asked 

you a question, you froze and couldn’t think of one clever, relevant or useful answer 

that would dazzle the interviewer or showcase your skills. 

 You’re new to interviewing and the only stories you’ve heard about interviewing are 

about things called stress interviews, panel interviews, marathon interviews and 

seemingly unproductive interviews. 

 You believe the interview begins when you’re sitting across from the interviewer. 

 You have not interviewed in years, if ever, and you need update your interview skills 

for an upcoming interview. 

 You’re shy or humble and talking about yourself feels like bragging. 

 There is not enough (pick one: air to breathe, antiperspirant, places to hide) to get 

you through an interview. 

Interview Skills Coaching may be the answer for you! 

Contact us today to schedule a mock interview session: 

  www.TheResumeButler.com  Consultants@TheResumeButler.com 

http://www.theresumebutler.com/
mailto:Consultants@TheResumeButler.com

