
Phone/ Virtual
Interviews



Thank you for choosing to 

attend our 

Phone/Virtual Interviews
workshop brought to you by 

the Arapahoe/Douglas 
Works! Facilitation team. 

We facilitate all our workshops as if they 
are in a live classroom setting. Please be 
respectful and mindful of your camera if 
your video is on.



Objectives

Learn how to...

Prepare for a phone interview

Communicate successfully

Handle tough questions

Ask strong questions

Gear up for a virtual interview



Getting prepared

Have information about the job ready

Dress for success

Reserve a room at the library

5ƻƴΩǘ ƛƴǘŜǊǾƛŜǿ ŦǊƻƳ ȅƻǳǊ ŎƻǳŎƘ

Find a quiet place

No barking dogs, kids crying, or toilets flushing



Environment

Free yourself from distractions

Find a quiet, well lit room

Open book test

Have relevant materials in front of you 

Job posting, resume, cover letter, research

Be on a reliable connection



Once the call starts

Be ready to talk about every job 
transition

HR Screeners will want you to walk them through 
your resume

Have a copy of the SAMEresume you sent them

¢Ƙƛǎ ƛǎ Ƨǳǎǘ ŀ ŎƘŜŎƪ ƭƛǎǘ ŦƻǊ ǘƘŜƳΣ ŘƻƴΩǘ ƻǾŜǊ ǘƘƛƴƪ 
it



Job transitions

Be confident in your reasons for leaving
previous positions

άL ǿŀǎ ǊŜŎǊǳƛǘŜŘ ŦƻǊ ŀƴƻǘƘŜǊ Ǉƻǎƛǘƛƻƴέ

άL ƭŜŦǘ ŦƻǊ ƎǊŜŀǘŜǊ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎέ

άL ǿŀǎ ŀ ǇŀǊǘ ƻŦ ŀ ƭŀǊƎŜǊ ŎƻƳǇŀƴȅ ǊŜǎǘǊǳŎǘǳǊŜέ 



Provide details

Be able to explain every bullet from 
your resume

Too much detail, you could lose them

Have a brief, less than 60 seconds, 
story to help explain bullets

They want to see if you know your stuff



Things not said

Interviewers are trained to understand
tone and hidden meanings

Keep an even tone and show your personality

Speak with confidence and convey 
that you trust your abilities



Red flags

The thing that you are afraid to talk
about will most likely come up

Control the perspective and stay factual

Be ready to address issues like age, 
employment gaps, and job hopping

Practice what you want to say, more importantly, 
how you want to say it


