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Language for           

Interview Success 

 
Make a good first impression on the 

interviewer by managing your          
body language. 
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Who is This Guide For?  

 

Going on a job interview? This guide is for job seekers who want to make a great 
first impression and connect with the interviewer.  

 

Why do you need the Manager Foundation                                        

Guide for Managing Your Body Language in a Job Interview? 
 

It takes just a quick glance, a few seconds, for a hiring manager/ recruiter to evaluate 
you when you meet for the first time. In this short time, they form an opinion about 
you based on your appearance, your body language, your demeanor, your 
mannerisms, and how you are dressed.  

 “A candidate can give out thousands of non-verbal cues within the 
first minute of meeting a hiring manager, and those messages make 
more of an impact than the words that you use during the interview.” 

- Patti Wood 

Body Language Expert 

With so many things to prepare before going on a job interview body language might 
be the last thing on your mind. But neglecting to manage it could cost you the job. 

 
 

What will the Manager Foundation                                                       

Guide for Managing Your Body Language in an Interview do for you? 
 

Making a good first impression on the interviewer is incredibly important, because 
you only get one shot at it. This guide will show you how to: 

- Make a positive first impression and, 
- Manage your body language for interview success. 

 

 

How to Manage Your Body 

Language for Interview 

Success 
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Recruiters hire people they like. They want their new hires to be able to do the job 
and they want to know that they’ve made the right decision. This is why the 3 steps 
to successful interviewing are: 
 

1. Connect 
2. Competence 
3. Close 

 

 

#1 Connect 
 

 
 

 

It’s no surprise that recruiters want to hire people they like. But you only get one 
chance to make a first impression. The first step to interview success is all about 
making a personal connection with the interviewer and building rapport. 

 
 

 

#2 Competence 
 

 

 

 

Recruiters want to know that you can do the job. To show that you are a good match 
for the position you need to demonstrate your skills and competencies. 

 
 

 

#3 Closing 
 

 

 

Hiring is a big decision. Doubt delays decision-making and there is a lot of 
competition. Just like any good sales person closes a sale, to convert a good 
interview into a job offer you need to do the following: 
 

- Take control of the hiring process, 
- Remove any doubt that the interviewer may have and, 
- Confirm that you are the best candidate for the job. 
 

 

 

 

The 3 Steps to Interview Success 
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1. Connect 

 1.1 Body language & building rapport 

 1.2 Managing anxiety & improving self confidence 

 1.3 Company & interviewer research 

 1.4 Writing a winning CV and CV cover letter 

 1.5 Using an interview checklist 

2. Competence 

 2.1 Behavioral interview questions 

 2.2 What interviewers expect you to prepare for 

 2.3 Answering difficult interview questions 

3. Closing 

 3.1 Finding & communicating your USP 

 3.2 How to use psychometric tests to identify your strengths. Get the 
solution here: (http://bit.ly/1umJsDu) 

 3.2 Best interview questions to ask  

 3.3 Closing techniques 

 3.4 What to do after the interview 

4. Other Post Interview Solutions 

 4.1 Salary negotiation. Get the solution here: (http://bit.ly/1qwbx8B) 

 PS – don’t have the full Interview Success Program? Get it here: 
(http://bit.ly/1AdifTN) 

 

You are here 

Interview Success Index 

http://bit.ly/1umJsDu
http://bit.ly/1qwbx8B
http://bit.ly/1AdifTN
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Additional Related Resources: 
 

 

New Job Fundamentals: NEWJ101  
( http://bit.ly/1lRbSgC) 
 

A new job is one of the most complicated life transitions you can make. Don't let a 
good job turn bad. 
 

 Find out what your boss really wants, 

 How to work smarter, not harder and get your work recognized, 

 How to integrate well into the organization, 
 Identify and avoid new job pitfalls. 

 

Managing Your Relationship With Your Boss: BOSS101  
(http://bit.ly/1hQ5lRk) 
 

Starting a new job? We’ll show you how to manage and build the most important 
professional relationship you have:: 
 

 The 6 things you need to do to understand your boss’s priorities, 

 How to get what you want from the employee/boss relationship, including better 
pay and work that is fulfilling, developmental and uses your skills. 

 How to implement the change, 

 Tips and insights to work smarter – not harder. 
 

 

 

 

 

Special Mention – New Job Fundamentals 

http://bit.ly/1lRbSgC
http://bit.ly/1hQ5lRk


Page 6                                                                                   © Manager Foundation 2014 

 

 

 
 

 

 

 
 

 

Interview Preparation:  
The Key to Getting the Job You Want 

 
 

 

Interviewing for a job is difficult, stressful and it's a winner take all competition. We 
don't practice interviewing very often which means our skills are not as good as they 
could be. So preparing for interviews is essential not to seem like a weak candidate. 
This guide will improve your interview skills but the fact is that the best interview 
preparation is to have interview coaching from a professional interview coach 
(http://bit.ly/1pDbFlR) 

Interview Coaching is the Difference Between Getting the Job and 
Waiting for the Call That Never Comes. 

Skills Required for Interview Success: 
 

Interviewing is complex. To succeed you need to do well in many different areas 
such as: 
 

1. Communicate strengths and stand out from the competition 

2. Control interview anxiety and negative body language 

3. Answer technical questions to prove your skills 

4. Answer difficult interview questions 

5. Build rapport with interviewers and much more 
 

Per Wikipedia: "Research has shown that how well an applicant does in the interview 
can be enhanced with coaching". Manager Foundation trains managers how to 
interview so we are in a unique position to know how recruiters will evaluate you. 
Professional coaches can do something better than anyone else: They can give you 
discreet, unbiased, constructive feedback and can identify mistakes that you may be 
making. 
 

Being Good at Your Job Doesn't Mean You Will Interview Well. 
 

Coming second in an interview doesn't get you the job offer. Professional interview 
coaching is what successful job applicants do. Interview coaching is a small 
investment compared to improving your employability. To find out how interview 
coaching will improve your interview success, click here. (http://bit.ly/1pDbFlR) 

 

 

 

How to Succeed at Interviews and Get the Job You 
Want 

http://managerfoundation.com/interview-coaching
http://bit.ly/1pDbFlR
http://managerfoundation.com/interview-coaching
http://bit.ly/1pDbFlR
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“Your work is going to fill a large part of 
your life, and the only way to be truly 

satisfied is to do what you believe is great 
work. And the only way to do great work is 
to love what you do. If you haven't found it 

yet, keep looking. Don't settle.” 

- Steve Jobs 

 

 

 
  

 

Other Interview Preparation Methods 
 
 

 

This guide will improve your interview skills but is only part of the solution. 
Interviewing is complex and to succeed you need to do well in a number of skills. If 
you do not have the budget to invest in interview coaching or prefer more of a "self- 
service" solution then download “The Complete Interview Success Guide to Get the 
Job You Want" (http://bit.ly/1AdifTN) 

 
 

 

 

How to Succeed at Interviews and Get the Job You 
Want 

www.managerfoundation.com 

http://managerfoundation.com/complete-interview-success-guide-to-get-the-job-you-want
http://managerfoundation.com/complete-interview-success-guide-to-get-the-job-you-want
http://bit.ly/1AdifTN
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Here are a few simple techniques that you can use to make a positive first 
impression on the interviewer by managing your body language: 
 
 

 

1. Body Language Basics 
 

 

 

“Body language reveals your true thoughts and 
feelings despite yourself.” 

- Anonymous 
 

Remember the old saying, “A picture paints a thousand words,”? Research shows 
that only a small percentage of communication (10%) involves actual words. What 
we don’t realize is that 50% of communication is visual (body language, eye contact 
and gestures) and 40% is vocal (pitch, speed, volume and tone of voice). 
 

So whether we like it not, judgments are made about us by the way we look. These 
decisions will usually be made within the first few seconds of meeting with you. Even 
before you speak, your interviewer will be absorbing non-verbal clues about you. You 
will be judged by how you stand, how you walk, how you shake hands, how you 
smile, and how you sit. That’s why it’s important to think about your body language. 
 

So how do you avoid making body language mistakes? What can you do beyond a 
firm handshake to really impress the interviewer? The key is knowing what positive, 
confident body language is and using it during your interview. 
 
 

 

Top Tips: 
 

 

 Practice entering and leaving a room. Nothing contributes more to an 
impression of confidence than good posture. So make a conscious effort to 
walk with your head high and shoulders back, and sit with a straight back 
(while remaining relaxed and natural). You don’t want to skulk into an 
interview with stooped shoulders and your head down, then slouch down 
in your chair. You might as well be wearing a sign saying, ‘I don’t deserve 
this job.’ 

 Maintain an open but professional stance and sitting position, 
 

 

 

 

Managing Your Body Language  
for Interview Success 



Page 9                                                                                   © Manager Foundation 2014 

  

 

Top Tips for Managing Body Language Continued: 
 

 

 
 

 No matter how nervous you may be feeling. Avoid fidgeting in your chair or 
with your hands. It’s highly distracting and will make you look nervous and 
anxious. Avoid touching your hair, face, neck or mouth, or playing with 
your jewellery, cufflinks or handbag. Maintaining an air of relaxed 
calmness will create the best impression.  

 If you are unsure of what to do with your hands, rest them, loosely clasped 
in your lap or on the table. Control your hands by being aware of what you 
are doing with them. 

 Remember not to cross your arms as this creates the perception that you 
are closed and defensive, 

 When trying to project good job interview body language, how you say 
something often is more important than what you say. Monitor your 
speaking voice to ensure you're conveying the right message. When in 
doubt, don't deviate from your regular speaking style. Secure applicants 
have relaxed voices and are comfortable speaking directly,  

 Drink some water (bring a bottle with you) before you go into the interview 
room so your mouth isn’t too parched. It’s hard to speak confidently, or 
speak at all, when your mouth is as dry as the Sahara Desert. 

 Don’t forget that how you dress for the interview contributes to the 
perception you create. Feeling good about your appearance will give you 
more confidence, thereby minimising any negatives that would normally 
come through in your body language. 

 Try video recording yourself or ask for feedback from a professional interview 
coach.  To find out how interview coaching will improve your interview success, 
click here. (http://bit.ly/1pDbFlR) 

 

 

 

Managing Your Body Language  
for Interview Success 

http://bit.ly/1pDbFlR
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2. Maintain Good Eye Contact 
 

 

 

“The eyes are the window to your soul.” 
- William Shakespeare 

 

That’s why eye contact is the most important interview techniques to master. You 
can verbally tell the interviewer absolutely everything they want to hear, but your 
eyes can subconsciously tell a completely different story. 
 

Good eye contact doesn't come naturally to many people, especially in nerve-
wrecking situations such as interviews. But it affects how we are perceived in almost 
all of the face-to-face interactions we have in our lives. 
 

Those who maintain good eye contact when communicating show that they are 
paying attention and engaged in the conversation. They are also perceived as more 
confident, trustworthy and likeable. Which are all characteristics that you should want 
to portray in a job interview.  
 
 

 

Top Tips: 
 

 

 

The best thing about eye contact is that it is actually incredibly easy to 
master. It's simply down to practice. The more you willingly try to make eye 
contact with people, the quicker your confidence levels will rise. 
 

 Practice interview answers in the mirror. Take note of your eye contact. 

 Remember to naturally look away every now and again, too (you don’t want to 
stare the interviewer down either.)  

 Get your family to ask you interview questions and to give you feedback on 
your eye contact afterwards. Take their feedback on board and keep practicing 
until it's perfect.  

 Build eye contact into your answering routine. Every time you finish answering 
an interview question make a point of making eye contact. This will also help 
you to get some feedback on your answer from the interviewer’s facial 
expressions. 

  
 
 

 

Managing Your Body Language  
for Interview Success 
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3. Smile 
 

 

 

“Smile and the world smiles with you.” 
- Stanley Gordon West 

 

A genuine smile gives the people who see it an insight into all the best parts of your 
personality. A warm smile exudes confidence, instils trust and convinces those 
around you that you are approachable and open. These are all desirable qualities for 
a colleague and employee.  
 

Smiling also makes a great first impression. Did you know that it takes the average 
person just seven seconds to form a first impression of someone? When it comes to 
job interviews, that’s a startling fact. We all know how important it can be to put 
forward a great first impression when we are interviewing for a new role, but one 
thing which you can do to dramatically improve those first few seconds of meeting 
your interviewer it is to smile. You’ll come across as easy to talk to and enthusiastic 
about the opportunity, immediately. 
 
 

 

Top Tips: 
 

 
 

 While a genuine smile has a host of benefits during an interview it’s vital 
that you don’t force it. A false smile may be more detrimental to your 
interview than not smiling at all. Studies have found that the human 
brain easily recognizes a false smile as different facial muscles are used 
to create it compared to a natural one.  

 As forced smiles are often used to mask negative emotion, you could 
achieve the opposite reaction to what you were hoping for. The 
interviewer may feel uncomfortable and you could come across as 
insincere.  Relax and keep your smile natural. 

 Did you know that our behavior affects the way we feel? This means 
that the sooner you start smiling the sooner your mood and your 
confidence will increase. A somewhat bizarre technique that’s effective 
is people who kept a pencil in their mouth in such a way that it pushed 
the edges of their lips back to simulate a smile – soon improved their 
mood! To put this into practice (in a way that isn’t weird) you can have a 
pen/ pencil in your mouth as you are doing a last-minute, pre-interview 
revision of your CV. Reading a document with a pen in your mouth 
looks totally natural. 

 
 

 

Managing Your Body Language  
for Interview Success 
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4. Mirror the Interviewer 
 

 

 

“Mirroring the interviewer is a way of increasing 
rapport and making them more receptive towards you.” 

- Glen Wilson 
 

Mirroring/ synchronizing body language is the practice of adopting another person’s 
behaviors, mannerisms, and ways of speaking. When performed well, it’s as if you 
become a mirror image of the other person. Here’s why it’s important: 
 

 Subtly mirroring the interviewer’s body language is a good way to build rapport 
and, 

 People trust those who are similar to themselves. It puts them at ease and 
makes the conversation run more smoothly. 

 
 

 

Top Tips: 
 

 
 

Mirroring is NOT mimicking. It’s subtle.  
 

The person to whom you’re speaking should never feel that you’re copying 
them.  Also - don’t get distracted. You want to notice and reflect back your 
interviewer’s mannerisms, but don’t pay so much attention to what they’re 
doing that you stop hearing what they’re actually saying. 
 

What to Mirror: 
 

 Language: If the interviewer says “soft drink” instead of “soda,” you should do 
the same. Listen to their phrasing, language, and sentence structure and try to 
recreate it in your own language patterns. 

 Positive speech and body language: If the interviewer seems angry or 
annoyed, that’s a behavior you don’t want to take on yourself. In cases like this, 
try to be positive and friendly, and you may help them open up. 

 Pace of speech: If someone speaks quickly, excitedly or animatedly then so 
should you. 

 Volume, Intonations: In general, speaking loud and clearly increases 
understanding and perception of confidence. Similarly, decrease your volume if 
you are speaking to someone who speaks softly. 

 Legs, Arms and Posture: The idea is to do this subtly. If the interviewer  
 

 

 

Managing Your Body Language  
for Interview Success 
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Top Tips for Mirroring the Interviewer (Continued): 
 

 
 

 

Understanding Behavior Profiling Will Show you how to Read and Understand 
People Better so that you can Adapt Quickly: 

 

People are different. We all have different behavior and communication preferences.  
And these behavior differences can manifest into flawed communications. 
 
Insight to behavior profiling (personality testing) will show you how to: 
 

 Identify a person’s dominant behavior style based on their verbal and non-
verbal cues so that you can, 

 Adapt or synchronize your own body language and communications to be more 
effective in your interactions with them. 

 
You've probably heard of names like Myers Briggs and DISC profiles. Choosing a 
test can be challenging. My experience is that there are a lot of good (reliable, 
accurate) personality models. I recommend the DISC system because: 
 

 It's validated (tested as consistent, accurate, reliable), 

 It's simple enough to put into practice - you don't need to be a psychologist, 

 Yet powerful enough to provide practical, useful recommendations. 
 
What will a DISC Assessment do for You? 
 
Doing a personal DISC assessment will give you insight to your own dominant 
behavior style and communication preferences. It will also show you how to identify 
other people’s dominant styles and preferences based on their verbal and non-verbal 
cues. When you understand the interviewer’s preferred communication style you will 
be able to synchronize your own style to make a stronger connection with them. Get 
your DISC assessment here: (http://bit.ly/1umJsDu)  
 

 
 

 

Managing Your Body Language  
for Interview Success 

http://bit.ly/1umJsDu
http://bit.ly/1umJsDu
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The Manager Foundation Guide to Managing Your Body 

Language for Interview Success will make sure that you: 

- Make a powerful and positive first impression and, 

- Interview with confidence. 

Good luck with your interview preparation.  

 
Do you have any comments or suggestions? Please share 

your interview tips with us so we can get better. 
 

 

  

www.managerfoundation.com 

 

 

Good Luck… 

http://managerfoundation.com/how-to-answer-interview-questions
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Relevant Solutions For This Resource 
 

 

Interview Preparation ( http://bit.ly/1qo2Xso) 
 

 Professional interview preparation and coaching from the people that train the 
recruiters. 

 

Resume Review Service (http://bit.ly/1yqFJlA) 
 

 Does your resume match how awesome you are? Don’t miss out on your dream 
job because of resume errors or a weak resume. Have a professional review 
your resume. AKA – CV Service. 

 

New Job Fundamentals: NEWJ101 ( http://bit.ly/1lRbSgC) 
 

A new job is one of the most complicated life transitions you can make. Don't let a 
good job turn bad. 
 

 Find out what your boss really wants, 

 How to work smarter, not harder and get your work recognized, 

 How to integrate well into the organization, 
 Identify and avoid new job pitfalls. 

 

How to Negotiate Your Salary: NEWJ090 (http://bit.ly/1qwbx8B) 
 

The best time to increase your salary is in a job transition. Negotiation can create the 
package you want – whether it’s pay, healthcare benefits, extra vacation time, 
development or flexible working conditions. This guide will show you: 
 

 What your salary package should look like, 

 How a salary negotiation works, 

 The secrets to negotiating with confidence and, 

 Tactics to get the salary you want. 
 

Managing Your Relationship With Your Boss: BOSS101 (http://bit.ly/1hQ5lRk) 
 

Starting a new job? We’ll show you how to manage and build the most important 
professional relationship you have:: 
 

 The 6 things you need to do to understand your boss’s priorities, 

 How to get what you want from the employee/boss relationship, including better 
pay and work that is fulfilling, developmental and uses your skills. 

 How to implement the change, 

 Tips and insights to work smarter – not harder. 
 

 

 

Relevant Solutions and Resources in This Series 

http://bit.ly/1qo2Xso
http://bit.ly/1yqFJlA
http://bit.ly/1lRbSgC
http://bit.ly/1qwbx8B
http://bit.ly/1hQ5lRk
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Relevant Solutions For This Resource (Continued) 
 

 
The Complete Interview Success Guide to Get The Job You Want: 
 

 Guidance for writing a winning CV, 

 How to answer behavioral interview questions, 

 How to answer difficult interview questions, 

 Interview checklist and more 
 

Get this solution here: http://bit.ly/1AdifTN 
 

 

 

Additional Free Resources in This Series: 
 

 

 CV Template ( http://bit.ly/1poMCD8) 

 Interview Checklist for Job Seekers (  http://bit.ly/1kyuqGU) 

 How to Answer Difficult Interview Questions Guide ( http://bit.ly/1mFjEKm) 

 Behavioral Interview Question and Answer Guide ( http://bit.ly/1oGjGBF) 
 

 

 

 

Relevant Solutions and Resources (Continued) 

http://managerfoundation.com/complete-interview-success-guide-to-get-the-job-you-want
http://bit.ly/1AdifTN
http://bit.ly/1poMCD8
http://bit.ly/1kyuqGU
http://bit.ly/1mFjEKm
http://bit.ly/1oGjGBF
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The Mission of Manager Foundation is to Make Work a Better 
Place: 

 

The mission of Manager Foundation is to make work a better place: 
 

 Helping employees to find job satisfaction; 

 Helping managers with a difficult job and; 

 Improving employee performance through better engagement. 
 
We do this by providing management systems, resources and training for managers 
that focus on: 
 

 Proven time saving techniques; 

 Motivating employees by tapping into employees internal motivators which 
improves performance and;  

 Support & resources for managers. 
 

 

Make Managing Easy: 
 

 
Sign up for the free “Make Managing Easy” email series and find out about how 
the Management Sweetspot can: 
 

 Make the lives of Managers easier; 

 Make employees happier and; 

 Make companies more profitable 
 

www.ManagerFoundation.com/signup 
 

 

www.managerfoundation.com 

 

 

About Manager Foundation 

“Managing Made Easy” 

http://www.managerfoundation.com/inspiring-quotes
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Become a Manager Foundation Super User: 
 

 

Help Us to Spread the Message:  
 

Work, isn't working if:  
 

 Staff are unhappy at work; 

 Managers are stressed and; 

 Company profits suffer.  
 

The vision is to work towards a place where: 
 

 Employees are engaged and get job satisfaction from intrinsic motivators; 

 Managers have effective, time-efficient ways to manage staff and; 

 Companies are productive and profitable.  
 

If this is a vision that you feel is worth spreading then please help me to spread the 
message because I can't do it on my own.  
 

Join: http://managerfoundation.com/super-users/ to become part of the community 
and find out more. 
 

 

 

About Manager Foundation (Continued…) 

“People, Performance, Profits” 

www.managerfoundation.com 

http://managerfoundation.com/super-users/
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Copyright and Licence Agreement: 
 

 

These materials are licences for the use of the license holder only. They may be 
amended as wished but if you do so you must credit the original source. The licence 
holder is the person who received the document as part of a purchased 
module/training course or as a promotional download.  
 
If you are not a licence holder and wish to get your own copy then see the Manager 
Foundation website www.managerfoundation.com for more information. 
 

“Managing Made Easy” 

www.managerfoundation.com 
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