
Preparing for a Job Interview  

1. Research and Understand the Role 

• Review the Job Description: Understand the key responsibilities, required skills, and 
qualifications for the role. 

• Identify Key Competencies: Match your experience and skills with the job 
requirements. 

2. Know the Company 

• Company Background: Learn about the company's history, mission, and values. 
• Culture and Values: Understand the company culture and how you align with it. 
• Recent News and Projects: Be aware of any recent developments, projects, or news 

related to the company. 

3. Prepare for the First Question: Tell Me About Yourself! 

-> Structure Your Self-Presentation (3min) 

  Introduction (30 seconds): Briefly introduce yourself. 

• Name and current position. 
• Relevant background information (e.g., education, field of expertise). 

  Main Body (2 minutes): Highlight your key skills, experiences, and achievements. 

• Professional Experience: Focus on your most relevant jobs. 
o Key responsibilities and accomplishments. 
o Specific examples that demonstrate your skills and achievements. 

• Skills: Highlight key skills that are relevant to the job. 
o Provide examples of how you have used these skills effectively. 

  Conclusion (30 seconds): Wrap up your presentation. 

• Summarize why you are a good fit for the position. 
• Express enthusiasm for the role and the company. 

4. Prepare Supporting Examples 

• Use the STAR Method: Structure your examples using the Situation, Task, Action, 
Result format to provide clear and concise stories. 

o Situation: Describe the context within which you performed a task or faced a 
challenge. 

o Task: Explain the actual task you were responsible for. 
o Action: Detail the actions you took to address the task. 
o Result: Share the outcomes or results of your actions. 

 



5. Practice Your Presentation 

• Rehearse Aloud: Practice speaking your self-presentation out loud to become 
comfortable with the flow of information. 

• Time Yourself: Ensure your self-presentation fits within a reasonable timeframe (8-10 
minutes). 

• Seek Feedback: Present to a friend, family member, or mentor and ask for 
constructive feedback. 

6. Fine-Tune Your Delivery 

• Clarity and Conciseness: Ensure your presentation is clear and to the point. Avoid 
unnecessary jargon or overly complex explanations. 

• Confidence and Positivity: Speak confidently and maintain a positive tone. Show 
enthusiasm for the role and the company. 

• Body Language: Maintain good posture, make eye contact, and use appropriate 
gestures to engage your audience. 

7. Practice other Common Interview Questions 

• Why This Company?: Be ready to explain why you want to work for this specific 
company. 

• Why This Role?: Clarify why you are interested in the role and how it fits with your 
career goals. 

• Strengths and Weaknesses: Identify your key strengths and be honest about your 
weaknesses, but also discuss how you are working to improve them. 

• Behavioral Questions: Prepare for questions about how you have handled certain 
situations in the past (e.g., teamwork, conflict resolution). 

 

-> Direct Communication: Be clear and concise in your answers. Germans appreciate 
straightforward and honest communication. 

 

8. Prepare Your Questions 

• Work Environment: Ask about the team structure, management style, and workplace 
culture. 

• Responsibilities and Expectations: Clarify what the day-to-day responsibilities will be 
and what is expected from you in the role. 

• Growth Opportunities: Inquire about opportunities for professional development 
and career advancement. 

• Next Steps: Ask about the next steps in the interview process and the expected 
timeline for decisions. 

 



On the Day of the Interview 

 

• Punctuality: Arrive 10-15 minutes early for the interview. Punctuality is highly valued 
in Germany 

• Bring Necessary Documents: Bring copies of your resume, cover letter, certificates, 
and a list of references. 

• Know the Location: Ensure you know the exact location of the interview and how to 
get there. Plan your route and allow extra time for any unforeseen delays. 

• Professional Appearance: Choose professional attire that aligns with the company 
culture. 

• Bring Notes: You are allowed to use notes, and take notes during the interview. 
Therefore, always bring pen and paper. 

• Positive Attitude: Arrive with a positive and confident attitude. Be polite and 
respectful to everyone you meet. 

 

Post-Interview 

• Thank You Note: Send a thank-you email within 24 hours, expressing your 
appreciation for the opportunity to interview and reiterating your interest in the 
position. 

• Follow-Up: If you have not heard back within the specified timeline, follow up with a 
polite email inquiring about the status of your application. 
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