
 

 

Telephone Interview Tips 

Many companies begin their screening process by conducting interviews over the 
telephone. In a phone interview, your goal is to stand out from the crowd and get 
invited to an on-site interview. Listed below are a few tips to follow to successfully 

interview on the phone. 

Be Prepared 

➢ Have a copy of the job posting, as well as your application, resume and cover letter in 
front of you while you’re talking with the interviewer. 

Be Responsive 

➢ Address the interviewer(s) by name, smile (it “shows” on the other end of the line), speak 
clearly and express enthusiasm. 

Answer Questions Clearly and Completely 

➢ Just like in a face-to-face interview, give evidence of your skills and qualifications. If you 
aren’t sure you heard the question correctly, ask the interviewer to repeat it. If you aren’t 
sure the interviewer understood your answer, say something like, “Did I answer your 
question?” 

Avoid Discussing Compensation 

➢ A telephone interview is a preliminary interview (or a pre-screen). This is not the time to 
bring up salary or benefits. If the employer asks what you hope to make, you can answer 
with, “I’d like to learn more about the opportunity before I discuss that with you.” 

Thank the Employer 

➢ Thank the employer for taking time out of his/her day to speak with you. Let the 
interviewer know he/she may contact you with additional questions or to schedule 
another interview. 

Attend to Details 

➢ Make sure your cell phone is regularly charged in case you get a call for a second 
interview. Also, be sure to record a professional personal greeting on your phone. You 
don’t want to be screened out because the first thing an employer hears is a song with 
questionable lyrics, or another inappropriate type of message. 

 

To schedule a 1-on-1 mock interview, contact Twana Miller at Twana.Miller@equusworks.com. 
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