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CChapter 1

Resume & Cover Letter Secrets 

Your resume and cover letter are your first impression—make them count! This 
chapter will guide you step-by-step on how to write an impressive resume and 
a personalized cover letter, whether you're a fresher or an experienced 
professional. 

1.1 Resume Writing: The Basics 

A resume is your marketing document. It should be clear, concise, and tailored 
to the job you’re applying for. 

Key Elements of a Resume: 

 Header: Name, contact number, email, LinkedIn (optional) 

 Career Objective / Summary: Highlight your career goal and value 
you bring 

 Education: Degree, institute name, year of completion, 
percentage/CGPA 

 Experience: Company, role, duration, key responsibilities, 
achievements 

 Skills: Technical, soft skills, languages known 

 Certifications/Trainings: Any relevant courses 

 Projects: Especially important for freshers 

 Hobbies & Interests: Optional, but can showcase personality 
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1.2 Resume Format for Freshers 

[Sample Template] 

Name 

Phone | Email | LinkedIn (optional) 

 

Career Objective: 

A highly motivated B.Com graduate seeking an entry-level position in finance 
where I can apply my analytical skills and contribute to organizational success. 

Education: 

B.Com | XYZ University | 2023 | 76% 

12th | ABC School | 2020 | 85% 

10th | ABC School | 2018 | 88% 

 

Projects: 

- Financial Analysis of TCS: Analyzed TCS's financial performance using ratio 
analysis. 

 

Skills: 

MS Excel, Tally, Communication, Time Management 

 

Certifications: 

- Excel for Beginners (Coursera) 

 

Hobbies: 

Reading, Playing Chess 
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1.3 Resume Format for Experienced Candidates 

[Sample Template] 

Name 

Phone | Email | LinkedIn (optional) 

 

Professional Summary: 

Sales executive with 3+ years of experience in B2B sales, client management, 
and team coordination. Proven record of achieving quarterly targets 
consistently. 

 

Work Experience: 

Sales Executive | ABC Ltd. | Jan 2021 - Present 

- Increased client base by 30% within a year 

- Led a team of 5 junior sales executives 

 

Sales Trainee | XYZ Pvt Ltd. | Jan 2020 - Dec 2020 

- Supported regional sales team in lead generation 

 

Education: 

BBA | XYZ University | 2019 | 72% 

 

Skills: 

CRM Software, Lead Generation, Sales Pitching, MS Office 

 

Certifications: 

- Digital Marketing Fundamentals (Google) 
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1.4 Common Resume Mistakes to Avoid 

 Spelling and grammatical errors 

 Using an unprofessional email ID (e.g., cooldude123@gmail.com) 

 Lengthy resume (Keep it 1 page for freshers, 1-2 pages for experienced) 

 Including irrelevant or outdated information 

 Writing duties instead of achievements in experience section 

1.5 Writing a Customized Cover Letter 

A cover letter is your chance to explain why you're the right fit for the role. 

Structure of a Cover Letter: 

 Introduction: Mention the job you're applying for and where you 
found it 

 Body: Highlight your skills, experience, and why you're interested in 
this company 

 Closing: Express enthusiasm and request for an interview 

[Sample for Freshers] 

Dear Hiring Manager, 

 

I am writing to apply for the Finance Intern position at ABC Corp. As a recent 
B.Com graduate, I have a solid foundation in financial principles and hands-
on experience using MS Excel and Tally. I am excited to contribute to your 
finance team and grow professionally. 

 

Thank you for considering my application. I look forward to the opportunity 
to discuss how I can add value to your organization. 

 

Sincerely,   

Name 
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[Sample for Experienced] 

Dear Hiring Manager, 

 

With over three years of experience in B2B sales, I am excited to apply for the 
Sales Executive position at XYZ Ltd. I have consistently exceeded sales targets 
and built strong client relationships, which I believe align well with your 
organization's goals. 

 

I would welcome the chance to bring my skills and energy to your team. Thank 
you for considering my profile. 

 

Sincerely,   

Name 

 

 

For a clearer practical understanding, scan and watch the video. 
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CChapter 2 

Pre-Interview Preparation 

Overview 

Preparing for an interview is just as important as attending it. A well-prepared 
candidate stands out by showing confidence, professionalism, and genuine 
interest in the role and the company. This chapter will guide you through the 
essential steps to take before attending any job interview—from company 
research to preparing questions about your own resume. Proper preparation 
not only boosts your confidence but also increases your chances of success. 

2.1 Research the Company 

Goal: Demonstrate knowledge about the company and align yourself with its 
goals and culture. 

What to Look For: 

 Industry and competitors 

 Products or services offered 

 Mission, vision, and values 

 Recent news or achievements 

 Company culture and work environment 

 Sample Interview Question with Answer: 

1. What do you know about our company? 

Sample Answer: 

"I know that your company is a leader in [industry], with over 500 employees 
and operations in 3 countries. I was impressed to learn about your recent 
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partnership with [XYZ Company] to launch eco-friendly products. Your values 
around innovation and customer focus really align with mine." 

 

2. Why do you want to work here? 

Sample Answer: 

."What stood out to me is your commitment to employee growth and learning. 
I read on Glassdoor that you offer internal mobility and continuous training. 
I’m excited to join a company that invests in its people and aligns with my long-
term career path." 

 

3. Who are our competitors? 

Sample Answer: 

"Your key competitors include [Company A] and [Company B], but I noticed 
that your unique selling point is your personalized customer service and tech-
driven solutions, which gives you an edge in the market. 

 

For a clearer practical understanding, scan and watch the video 

 

 

 

 

 

 

 

 



8 

2.2 Prepare Question from Job Description 

How to Prepare Questions from the Job Description 

Purpose of this Section: 

Understanding how to extract interview questions from a job description helps 
you anticipate what the interviewer might ask—and prepare strong, relevant 
answers using your own experiences. 

Why This Is Important 

 Aligns your answers with exactly what the company is looking for. 

 Shows you’ve studied the role and are not applying randomly. 

 Helps you sell your skills confidently by tying them to the job needs. 

 

Step-by-Step Guide to Preparing Questions from a Job Description 

Step 1: Read the Job Description Carefully 

 Break it down line by line. 

 Highlight key responsibilities, required skills, and tools or software 
mentioned. 

 Example Line: 

"Responsible for handling customer queries via email and call, maintaining 100% 
accuracy in documentation." 

Step 2: Categorize the Key Areas 

You’ll typically find sections related to: 

 Technical Skills (e.g., Excel, CRM, programming languages) 

 Soft Skills (e.g., communication, leadership) 

 Experience Level (e.g., 2–3 years in customer service) 

 Certifications or Tools (e.g., Sales force, MS Office) 

 KPIs/Targets (e.g., meeting daily call quotas, sales targets) 
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Step 3: Turn Each Point into a Question 

Convert job description lines into likely interview questions. 

Examples of How to Convert JD to Questions 

 Job Description Line: 

"Must have experience in handling customer escalations and providing timely 
resolutions." 

 Possible Interview Question: 

"Can you tell me about a time you handled a difficult customer or escalation?" 

Sample Answer 

A customer was upset about a delayed service and no proper update. I took full 
ownership, quickly coordinated with the concerned team, and gave them a 
clear resolution timeline. I stayed in touch until it was resolved, and the 
customer appreciated the effort and stayed with us.  

 

Job Description Line: 

"Proficient in Microsoft Excel, including VLOOKUP and Pivot Tables." 

 Possible Interview Question: 

"What Excel functions are you most confident using? Can you describe a task where 
you used VLOOKUP or Pivot Tables?" 

Sample Answer 

I’m very comfortable using functions like VLOOKUP, IF, CONCATENATE, 
and Pivot Tables. One specific task was when I had to prepare a monthly 
performance report. I used VLOOKUP to fetch employee details from a master 
sheet and Pivot Tables to summarize sales data by region and team. It saved a 
lot of manual work and made the data easier to analyze and present to 
management.” 

 

Job Description Line: 

"Ability to work independently and meet deadlines." 
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 Possible Interview Question: 

"How do you prioritize your tasks when you're working on tight deadlines?" 

Sample Answer 

When I’m working under tight deadlines, I start by listing all tasks and 
identifying which ones are most time-sensitive or business-critical. I break them 
into smaller steps, set mini-deadlines, and focus on one task at a time. I also 
make sure to communicate with my team or manager if any support or 
adjustment is needed. This helps me stay organized and deliver on time 
without compromising quality 

 

Job Description Line: 

"Excellent written and verbal communication skills required." 

 Possible Interview Question: 

"How do you ensure clear communication in your emails and reports?" 

Sample Answer: 

“I ensure clear communication by being concise and structured in my emails 
and reports. I start with a clear subject line, followed by a brief introduction of 
the main points. I use bullet points for easy reading and ensure that the 
information is logically organized. I also double-check for clarity and avoid 
jargon, ensuring that the message is tailored to the audience. Before sending, I 
review for any typos or miscommunications to ensure accuracy.” 

 

Step 4: Use the STAR Method to Prepare Answers 

Structure your answer using the STAR format: 

 S – Situation 

 T – Task 

 A – Action 

 R – Result 

 

 



11 

Sample STAR Answer: 

Q: "Can you describe a time you had to meet a tight deadline?" 
A: 
"At my previous company, we had a last-minute client request that needed a detailed 
report within 6 hours (S/T). I quickly gathered the data, used Excel to create pivot 
tables for fast analysis, and collaborated with my colleague to double-check the figures 
(A). We submitted the report an hour early and received appreciation from the client  

 

Optional: Create a JD-to-Question Table 

JD Requirement Possible Question Your Answer 
Summary 

Handle customer 
queries 

Tell me about a time you 
helped an upset customer 

STAR story about 
email resolution 

Advanced Excel 
skills 

How do you use VLOOKUP 
and Pivot Tables? 

Report automation 
experience 

Strong 
communication 

How do you handle difficult 
communication? 

Client email clarity 
example 

Meet deadlines 
independently 

How do you prioritize under 
pressure? 

2-day turnaround 
project story 

 

For a clearer practical understanding, scan and watch the video 

 

 

 

 

 

 



12 

2.3  Prepare Question from Resume 

How to Prepare Questions from Your Resume 

70% of your interviewer asked questions from your resume! When preparing 
for an interview, start by thoroughly reviewing your resume. Interviewers often 
ask questions based on your education, skills, experience, and projects. 

 

Prepare Questions from Your Resume (For Freshers) 

Section-Wise Breakdown with Sample Questions 

 Education-Based Questions 

Q1: Why did you choose [Your Stream] for your graduation? 

A: I chose [Computer Science] because I’ve always been interested in how 
technology works. I enjoy solving logical problems, and this field offers great 
opportunities for innovation and learning. 

Q2: What was your favorite subject and why? 

A: My favorite subject was Data Structures because it taught me how to solve 
problems efficiently and helped me improve my coding and logic-building 
skills. 

 Project-Based Questions 

Q3: Tell me about your academic project. 

A: My final year project was an online food delivery system. I worked on the 
front end using HTML, CSS, and JavaScript. The goal was to create a user-
friendly interface for customers to order food online. It taught me teamwork, 
time management, and how to handle real-life problems. 

Q4: What challenges did you face during the project? 

A: One major challenge was integrating payment gateway APIs. I resolved it by 
studying documentation and seeking help from forums. This improved my 
research skills. 
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Skill-Based Questions 

Q5: You’ve mentioned Excel and Python. Where did you use them? 

A: I used Excel for organizing and analyzing project data and Python for writing 
basic automation scripts and logic for my mini-projects. 

Q6: How do you stay updated with your technical skills? 

A: I follow YouTube tutorials, take courses on platforms like Coursera and 
LinkedIn Learning, and practice regularly on platforms like Hacker Rank. 

Internship/Training-Based Questions 

Q7: What did you learn from your internship at [Company Name]? 
A: I learned the basics of web development and got hands-on experience with 
tools like VS Code and Git. It gave me insight into how real-world projects are 
managed. 

Certification-Based Questions 

Q8: You’ve done a certification in [e.g., Digital Marketing]. Why? 

A: I wanted to explore how online platforms work for brand building. This 
certification helped me understand SEO, content strategy, and the power of 
analytics. 

Extra-Curricular & Strength-Based Questions 

Q9: You participated in college fest organization. What was your role? 

A: I was part of the logistics team, ensuring all arrangements were smooth. It 
improved my coordination and crisis management skills. 

Q10: What are your strengths? 

A: I’m a quick learner and adaptable. I enjoy challenges and always look for 
ways to improve my performance. 

Why This Matters for Experienced 

During an interview, managers often pick questions directly from your 
resume. They look at your experience, skills, job changes, gaps, achievements, 
tools used, and certifications to ask deeper, more personalized questions. 
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Being prepared helps you speak confidently and stay consistent with your 
resume. 

 

How to Prepare Questions from Your Resume (For Experienced) 

 Read your resume like an interviewer would. 
Look at each section—especially your experience, skills, and 
achievements—and ask yourself: 
“If I were a manager, what would I ask about this?” 

 Identify points that may raise curiosity, doubts, or interest, like: 

o Career gaps 

o Job switches 

o Promotions or demotions 

o Specific tools (Excel, CRM, etc.) 

o Big achievements 

o Certifications 

o Project names or results 

 Convert those points into questions. 

Examples of Resume-Based Questions with Sample Answers (For 
Experience) 

1. Can you walk me through your resume? 

Sample Answer: 

"Sure. I started my career as a Customer Support Executive at ABC Ltd, where I 
developed strong communication and problem-solving skills. After two years, I moved to 
XYZ Pvt. Ltd for a more challenging role in handling client escalations and mentoring 
new hires. Most recently, I’ve been working with DEF Solutions, where I manage a small 
team and focus on improving process efficiency through Excel automation. Now I’m 
looking to take on a more strategic role and grow further. 
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2. I noticed a gap in your employment—can you explain that? 

Sample Answer: 

"Yes, I took a break from March to August 2023 to focus on up skilling. I completed an 
advanced Excel course and also worked on some freelance projects. It was a valuable 
time for personal and professional development. 

3. Why did you switch jobs frequently? 

Sample Answer: 

"In the early part of my career, I was focused on exploring different work cultures and 
roles to find the best fit for my skills. Each move helped me grow in a different area—be 
it client handling, Excel, or team support. Now, I’m looking for long-term growth in a 
stable organization like yours." 

5. Tell me more about this achievement/project you’ve mentioned. 

Sample Answer: 

"In my previous role, I led a mini-project where we automated the daily sales report using 
Excel formulas and macros. It reduced manual work by 80% and saved the team over 
10 hours a week. I coordinated with the sales and MIS team to make it live within 5 
days." 

6. I see you mentioned team handling experience. Can you explain what that 
involved? 

Sample Answer: 

"Yes, I was responsible for guiding 4 junior team members—helping them with daily tasks, 
training them on customer handling, and monitoring their performance. I also reported 
their progress to the supervisor every week." 

7. What was your role in [specific company/project] mentioned in your 
resume? 

Sample Answer: 

"At XYZ Pvt. Ltd, I was part of the client retention team. My role involved following 
up on service issues, maintaining records in the CRM, and ensuring a response time of 
under 30 minutes. I also assisted in preparing monthly satisfaction reports." 
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Quick Tips for Resume-Based Questions: 

 Know your resume inside-out. 

 Be ready to explain every job role, switch, and skill listed. 

 Have 1–2 success stories for every major achievement or responsibility. 

 Keep answers honest, focused, and aligned with the job you’re 
applying for. 

 

For a clearer practical understanding, scan and watch the video 
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2.4 Ready-to-use mock interview dialogues 

Why Mock Interview Preparation is Important Before Your Real Interview 

 Builds Confidence: 
Mock interviews help reduce nervousness by simulating the real 
experience. You get used to answering questions in a professional 
setting. 

 Identifies Weak Areas: 
They highlight your strengths and show you where you need to 
improve — whether it’s your body language, technical answers, or 
communication style. 

 Improves Communication: 
You learn to express your thoughts clearly, avoid filler words like 
“um,” and develop a structured way to answer questions. 

 Practice Makes Perfect: 
The more you practice, the better your performance. It helps you 
polish your answers and avoid common mistakes. 

 Gives Constructive Feedback: 
Mock interviews often come with expert feedback, so you know 
exactly what interviewers expect and how to meet their expectations. 

 Time Management: 
You learn to give concise answers and manage your time wisely 
during HR or technical rounds. 

Final Thought: 

Mock interviews are your rehearsal before the big stage. Don’t skip the practice, 
master the performance. Join Hexa Global to polish your skills and build the 
confidence you need. We’re here to prepare you for success, so you’re ready to 
shine when it’s your turn to perform on the big stage. 

Scan Here 
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CChapter 3 

The Power of First Impressions 

Your first impression in an interview can make or break your chances. From 
the moment you enter the interview room—or appear on camera in a virtual 
interview—employers begin to form an opinion about you. This chapter will 
help you master the art of making a confident, professional, and memorable 
first impression. 

3.1 Importance of First Impressions 

Studies show that interviewers often form an opinion about a candidate within 
the first 30 seconds. This impression is based on appearance, body language, 
tone of voice, and confidence. While your resume gets you to the interview, 
your presence gets you the job. 

Key Factors That Influence First Impressions: 

 Personal grooming and attire 

 Body language (eye contact, posture, handshake) 

 Enthusiasm and politeness 

 Clarity and confidence while speaking 

3.2 Greeting and Introduction 

Always greet your interviewer with a smile and confidence. Whether it's a 
handshake or a verbal greeting, be polite and professional. 

Common Greetings: 

 "Good morning, sir/ma'am. Thank you for giving me this 
opportunity." 

 "Hello, it’s a pleasure to meet you." 
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Self-Introduction Format (Freshers): 

 Greeting 

 Name & location 

 Academic background 

 Internships or projects (if any) 

 Key skills 

 Career goal or reason for applying 

 Thank the interviewer 

Example: "Good morning, sir. I’m Priya Sharma from Jaipur. I’ve recently 
completed my BBA from XYZ University. During my studies, I did a marketing 
internship at ABC Ltd., where I worked on social media campaigns. I’m a 
quick learner, organized, and passionate about marketing. I’m excited about 
the opportunity to work with your team. Thank you for this chance to 
introduce myself." 

 

Self-Introduction Format (Experienced): 

 Greeting 

 Name & location 

 Years of experience & domain 

 Current or last job role 

 Key achievements or skills 

 Reason for job change (optional) 

 Career goal or what you're looking for next 

 Thank the interviewer 

Example: "Good afternoon, ma'am. My name is Raj Mehra and I’m based in 
Pune. I have over 5 years of experience in software development, currently 
working as a backend developer at Tech Soft Solutions. I specialize in Python 
and Java with a strong focus on API integrations. I’m looking for a new 
challenge that offers growth and innovation. Thank you for having me here." 
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 Body Language Do's and Don'ts 

Do's: 

 Maintain eye contact 

 Sit straight with a slight forward lean 

 Use hand gestures naturally 

 Smile genuinely 

Don'ts: 

 Avoid crossing arms or slouching 

 Don’t fidget or tap your feet 

 Avoid looking around the room or at your phone 

 Final Thoughts 

You never get a second chance to make a first impression. Prepare, practice, 
and present yourself with confidence. Whether you’re a fresher or an 
experienced professional, how you begin your interview journey sets the tone 
for everything that follows. 

In the next chapter, we’ll dive into the most frequently asked questions for 
freshers and how to answer them effectively. 

Scan Here  
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CChapter 4 

Top Interview Questions for Freshers 

In this chapter, we will explore the most commonly asked questions to fresh 
graduates and first-time job seekers. These questions aim to assess your 
academic background, communication skills, career goals, and cultural fit. 
Mastering these answers will increase your confidence and performance in 
interviews. 

4.1 Most Frequently Asked Questions (With Sample Answers) 

1. Tell me about yourself. This is usually the first question. Keep it 
professional and relevant. 

Sample Answer: "I’m Ankit Sharma, a B.Com graduate from Delhi University. 
I’ve always had a keen interest in numbers, which led me to pursue accounting 
as my core subject. During my final year, I interned with a finance firm where 
I worked on data entry and invoice processing. I’m detail-oriented, eager to 
learn, and looking forward to starting my career in finance. 

Scan Here 
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2. Why do you want to work with us? Research the company before hand. 

Sample Answer: "Your company’s strong reputation in the IT sector and 
commitment to innovation really inspired me. I want to work in a challenging 
environment where I can apply my knowledge and grow. 

Scan Here 

 

 

 

 

3. What are your strengths and weaknesses?  

Choose genuine strengths and manageable weaknesses. 

Sample Answer: "My strength is my ability to adapt quickly and stay calm 
under pressure. As for weakness, I sometimes over think small details, but I’m 
learning to focus on the bigger picture. 

Scan Here 

 

 

 

 

4. What are your hobbies? Curiosity, Continuous learning 

Sample Answer: "I enjoy reading personal development books and exploring 
productivity tools. I’m also passionate about sketching during my free time — 
it helps me relax and improves my focus. Recently, I’ve started learning basic 
video editing, which has been both fun and creatively fulfilling. 

Scan Here  
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5. Describe yourself in one word. shows you’re flexible and can handle 
different situations. 

Sample Answer:  

Here are three words that you can describe yourself perfectly 

 Collaborative: "Collaborative" I have the quality of working well with 
others to achieve a common goal. which involves open 
communication, mutual respect, and the ability to integrate diverse 
perspectives and skills to produce better results than individuals 
working alone.  

 Visionary: I have a clear, inspiring, and forward-thinking vision for the 
future I am innovative and able to see possibilities and opportunities 
that others might not, and also characterized in creativity, ambition, 
and ability to foresee trends and developments that can shape the 
future. 

 Driven: I am highly motivated and determined to achieve success or 
accomplish goals. 

 

Scan Here 

 

 

 

 

 

6. Tell me something apart from your Resume? Make it relevant, Show 
personality, Add hobby or soft skills. 
Sample Answer: Apart from what's on my resume, I'm someone who is always 
eager to learn and grow. I genuinely enjoy taking on new challenges, even if I 
don't know everything at the start. For example, during college, I volunteered 
to organize events even though I had no prior experience. It taught me how to 
manage time, coordinate with people, and handle pressure — which I feel will 
really help me in a professional setup too. 
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Scan Here 

 

 

 

 

 

7. How would your friends describe you. It’s good to focus on qualities that 
reflect your strengths, work ethic, and personality. 

Sample Answer: My friends would describe me as dependable and supportive. 
They often come to me when they need help or advice because they know I’ll 
listen and try my best to help. They also say I’m calm, even in stressful 
situations, and that I bring a positive vibe to any group. 

Scan Here  

 

 

 

 

 

8. How did you spend your day yesterday? 

When you answer "How did you spend your day yesterday?" in an interview, 
the interviewer is not just curious about your day — they are trying to 
understand: 

 How you manage your time 

 How you prioritize tasks 

 How you balance productivity and rest 

 Whether you have a structured approach to your work or study 
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Key points your answer should show: 

 You are organized and plan your time 

 You value learning, growth, or responsibility 

 You know how to balance work and life 

 You stay proactive even during free days 

Here’s a simple structure to frame your answer: 

 Start with the morning: 

 Mention planning your day or starting early with something 
productive. 

 Talk about the main part of the day: 

 Mention work, study, practice, learning, or completing tasks. 

 Mention a little personal time: 

 Highlight a break, family time, a hobby, or exercise. 

 End with how you prepared for the next day: 

 Reflection, planning for tomorrow, or light learning. 

 

Example 1 (Professional tone): 
"Yesterday, I started my day early by reviewing my to-do list. I spent a major 
part of the day completing my current project and attending an online 
workshop to enhance my skills. In the evening, I went for a walk to refresh 
my mind and later planned the next day's tasks to stay organized. 

Example 2 (If you're a student or fresher): 
"Yesterday, I attended my classes and focused on completing a few pending 
assignments. I also took some time to revise important topics. In the evening, 
I relaxed with my family and organized my study schedule for the coming 
week." 

Example 3 (Casual but neat): 
"Yesterday was a productive day. I spent time working on improving my 
technical skills and also helped my family with some work. I made sure to 
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take short breaks to stay focused, and by the evening, I had completed all my 
planned tasks." 

Important Tips: 

 Keep it positive (avoid saying "I just wasted time" etc.) 

 Show a little balance (work + some personal care) 

 Connect it back to your growth ("I learned," "I improved," "I planned 
ahead") 

 

Scan Here  

 

 

 

 

 

9 How did you spend your spare time? 

Sample Answer: 

 Sample 1 – Balanced and Professional 

"In my spare time, I try to do things that help me grow. I like watching YouTube 
videos on communication skills, career tips, or Excel tutorials. Sometimes, I 
read short articles or blogs related to the job I’m interested in. Apart from that, 
I spend time with family or listen to music to relax. 

 Sample 2 – Focus on Learning 

"I usually use my free time to improve myself. I watch videos or take online 
courses to learn something new, especially about sales, marketing, or interview 
tips. I also practice speaking English or try mock interviews with friends, which 
helps me feel more confident. 

 Sample 3 – Honest and Simple 

"In my free time, I enjoy doing simple things like listening to music, going for 
walks, or talking with friends. I also like to watch motivational videos or learn 
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something useful online. I believe spare time is a good chance to relax and also 
become better. 

Scan Here 

 

 

 

 

10. Where do you see yourself in five years? Show ambition and planning. 

Sample Answer: "I see myself as a skilled professional with in-depth knowledge 
in my domain and possibly in a leadership position, mentoring new team 
members." 

Scan Here 

 

 

 

 

 

11. Why should we hire you? Highlight your skills and attitude. 

Sample Answer: "As a fresher, I bring a fresh perspective and a strong learning 
attitude. I’m passionate, punctual, and eager to contribute to the growth of the 
company. 

Scan Here 
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4.2 Academic and Project-Based Questions 

12. Tell us about your final year project. 

Answer: 
In my final year, I worked on a project titled [Project Title, e.g., "Smart 
Attendance System Using Face Recognition"]. The goal was to automate the 
attendance process using facial recognition technology. I used Python along 
with Open CV and trained the model to detect and recognize faces accurately. 
My role involved both coding and testing. This project helped me understand 
how to apply theoretical knowledge to solve real-world problems and enhanced 
my technical as well as problem-solving skills. 

13. Why your grades were so low in college? 

When they ask "Why were your grades low in college?", they are testing: 

 How honest you are 

 Whether you take responsibility 

 How you learned and improved from mistakes 

 Your answer should be positive, honest, and show growth. 
You should accept the fact without giving too many excuses, and focus more 
on what you learned and how you became better. 

Here’s a simple structure for your answer: 

 Accept it briefly 

 Explain the reason without complaining 

 Focus on what you learned 

 Show that you are now more responsible and hardworking 

Sample Answer 1 (Simple and Honest): "During college, I faced some 
challenges in balancing my coursework and other activities. As a result, my 
grades were not as strong as I would have liked. However, I learned a lot from 
that experience — mainly how important time management and discipline are. 
Since then, I have become much better at organizing my work and staying 
committed to my goals." 

Sample Answer 2 (If you worked part-time or had responsibilities): 
"While I was studying, I also had some personal responsibilities that demanded 
my time and focus. Balancing both was difficult initially, and it reflected in my 
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grades. However, it taught me valuable lessons in prioritization and hard work, 
which I carry with me today." 

Sample Answer 3 (If you struggled to adjust initially): 
"In the beginning of college, I struggled a bit to adjust to the new environment 
and expectations. However, once I realized the importance of consistent effort, 
I improved my learning habits significantly. Although my overall grades were 
affected, I gained strong problem-solving skills and a better attitude toward 
challenges." 

Important Tips: 

 Don't blame teachers, college, or others 

 Don't over explain or make it sound like an excuse 

 Focus on growth — interviewers want to see that you are mature now 

Scan Here 

 

 

 

 

14. Who Motivates you? 

Sample Answer: I’m motivated by people who lead by example — especially 
those who stay calm under pressure and consistently deliver results with 
integrity. For me personally, my [e.g., mentor/parent/manager] has been a big 
influence. Their work ethic, resilience, and positive attitude inspire me to push 
myself, stay focused, and keep learning no matter the challenge. 

Scan Here 
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15. What challenges did you face during your academic journey? 

Answer: 
One major challenge I faced was managing time effectively between academics 
and other responsibilities like project work, internships, and competitions. 
Initially, it was overwhelming, but I developed a habit of creating a proper 
schedule and prioritizing tasks. Another challenge was adapting to online 
learning during the pandemic, but I stayed consistent by taking notes and 
actively participating in online discussions. These experiences taught me self-
discipline and adaptability. 

16. How did you work as part of a team in your college activities? 

Answer: 
During college, I was involved in various group projects and events. For 
instance, I was part of the organizing team for our tech fest. I worked closely 
with others to manage logistics and coordinate with participants. We often had 
to resolve conflicts and make quick decisions, which taught me the importance 
of communication, collaboration, and flexibility. I believe being a good team 
player means listening actively, respecting ideas, and contributing wherever 
needed. 

4.3 Behavioral Questions 

17. Describe a situation where you showed leadership. 

Answer: 
During our final year group project, there was a phase when team coordination 
was poor, and deadlines were being missed. I took the initiative to organize a 
team meeting and divided the project into smaller tasks, assigning roles based 
on each member’s strength. I also created a shared timeline to track progress. 
As a result, we were able to submit our project on time with better quality. This 
experience taught me that leadership is not about controlling, but about 
guiding and supporting the team toward a common goal. 

18. How do you handle criticism? 

Answer: 
I view criticism as an opportunity to grow. If someone points out an area where 
I can improve, I listen carefully, analyze it without taking it personally, and try 
to learn from it. For example, during my internship, my mentor once pointed 
out that my presentation lacked structure. Instead of feeling bad, I worked on 
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improving my slides and presentation skills. The next time, the feedback was 
much more positive. Constructive criticism helps me understand my 
weaknesses and turn them into strengths. 

Scan Here 

 

 

 

 

19. Tell us about a failure and what you learned. 

Answer: 
In my second year, I failed to clear the first round of a coding competition I 
was really excited about. I realized I hadn’t practiced enough with time-bound 
problem-solving. Instead of giving up, I joined a peer coding group and started 
practicing regularly on platforms like LeetCode. A few months later, I cleared 
a more advanced competition. This failure taught me that preparation and 
consistency are key, and that every setback is a setup for a comeback. 

4.4 Tips for Freshers 

 Practice answering aloud 

 Keep answers under 90 seconds 

 Use STAR method (Situation, Task, Action, Result) for storytelling 

 Don’t memorize—understand the structure and speak naturally 

In the next chapter, we’ll focus on experienced candidates and how to answer 
deeper, job-specific questions with impact. 

Scan Here 
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CChapter 5 

Top Interview Questions for 
Experienced Candidates 

Experienced professionals are evaluated not only on their technical skills but 
also on leadership, problem-solving, adaptability, and alignment with company 
goals. This chapter covers common and critical questions for candidates with 
prior work experience. 

5.1 Commonly Asked Questions (With Sample Answers) 

1. Tell me about your current/previous role. 

Sample Answer: "I’m currently working as a Senior Marketing Executive at 
ABC Pvt. Ltd., where I handle digital campaigns, lead generation, and market 
research. I lead a team of three, and together we’ve increased brand 
engagement by 40% over the last year." 

 

2. What have been your major accomplishments? 

Sample Answer: "One of my major accomplishments was revamping our 
company’s SEO strategy, which led to a 60% increase in organic traffic within 
six months." 

 

3. Why do you want to leave your current job? 

Sample Answer: "I’ve learned a lot at my current company, but I’m now 
looking for a role that challenges me further and provides growth opportunities 
in strategic decision-making." 
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4. How do you handle pressure and deadlines?

Sample Answer: "I break tasks into smaller goals and prioritize them based on 
urgency. I also communicate proactively with my team to manage workloads 
effectively." 

Scan Here 

5. Describe a time you dealt with a difficult colleague.

Sample Answer: "In my previous job, I worked with a colleague who was often 
critical. I initiated open conversations to understand their perspective, and 
over time, we built a respectful working relationship. 

6. What is your leadership style?

Sample Answer: "I believe in a collaborative and supportive leadership style. I 
empower my team by trusting them with responsibilities while being available 
for guidance. 

7. What value will you bring to our company?

Sample Answer: "With my experience in managing cross-functional teams and 
my track record of improving performance metrics, I can contribute to both 
operational excellence and team development. 

8. What do you know about our company?

Sample Answer: I understand that your company is a leader in [industry
name], known for its commitment to innovation, quality, and customer
satisfaction. You've built a strong reputation for delivering [products/services],
and your focus on [mention values like sustainability, customer-centric
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approach, technology, etc.] really stands out. I also noticed that your recent 
projects/initiatives like [mention any known recent work, awards, or expansion 
if applicable] show your dedication to growth and excellence. That’s what 
excites me about the opportunity to be a part of your team. 

 

9. Why do you want to work with us? 

Sample Answer: I’m really impressed by your company’s reputation for 
[mention a specific value—e.g., innovation, customer service, employee 
development, etc.], and I see this as an environment where I can grow while 
contributing meaningfully. I’ve read about your recent [mention a relevant 
achievement, product launch, or initiative], and it aligns well with my skills 
and interests. I’m excited about the opportunity to be part of a team that is 
making a real impact, and I’m confident that my background in [mention 
relevant experience or skills] makes me a great fit for your goals. 

Scan Here 

 

 

 

 

 

10. How did your previous Boss describe you? 

Sample Answer: My previous boss described me as reliable, proactive, and a 
quick learner. He often appreciated my ability to take initiative, meet deadlines 
consistently, and handle responsibilities with minimal supervision. He also 
mentioned that I’m a team player who stays calm under pressure and 
contributes positively to the work environment. 
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Scan Here 

 

 

 

5.2 Technical, Behavioral & leadership Questions 

11. What tools or technologies are you proficient in? 

Answer: 
I am proficient in tools and technologies such as MS Excel, Python, and C++, 
and I’ve worked with HTML, CSS, and JavaScript during my academic 
projects. I’m also comfortable with version control systems like Git and basic 
usage of My SQL for database handling. I’m continuously learning and 
improving my skills through online platforms like Coursera and YouTube. 

 

12. How do you stay updated with industry trends? 

Answer: 
I follow relevant YouTube channels, LinkedIn posts from professionals, and 
online communities like Stack Overflow. I also read articles on platforms like 
Geeks for Geeks and Medium. Additionally, I regularly check updates on 
emerging technologies through newsletters and tech blogs. 

 

13. Can you describe a complex project you managed and its outcome? 

Answer: 
In my final year, I worked on a project called [Insert Project Name, e.g., "AI-
Based Chatbot for Student Queries"], which involved integrating natural 
language processing. The complexity was managing different modules like 
intent recognition, database connectivity, and user interface. I coordinated 
with my team, divided tasks, and ensured consistent testing. In the end, the 
project was appreciated during our department exhibition and received 
positive feedback for its accuracy and user-friendliness. 
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14. Tell us about a time when you made a mistake. What did you learn? 

Answer: 
Once during a mini-project, I accidentally deleted an important file without 
backing it up. It delayed our progress and taught me the importance of version 
control and backups. Since then, I’ve been more careful and started using Git 
for all my projects. The experience taught me accountability and preventive 
thinking. 

15. How do you motivate your team? 

Answer: 
I try to keep the energy positive by appreciating everyone’s efforts, even for 
small wins. I also ensure that tasks are distributed based on strengths, so team 
members feel confident and involved. In college group projects, I kept the team 
motivated by setting mini-deadlines and celebrating small milestones. It keeps 
the morale high and the momentum going. 

16. Describe a situation where you had to make a tough decision. 

Answer: 
During one of our group assignments, a close friend in the team wasn’t 
contributing but expected to be credited equally. It was tough, but I had to 
bring it up respectfully with the team. We discussed it together and decided on 
fair distribution based on contribution. It taught me that professionalism 
sometimes means making uncomfortable decisions for the sake of fairness and 
team integrity. 

17. Do you like to work alone or with a team? 

Sample Answer: I’m comfortable working both independently and as part of 
a team. When working alone, I stay focused and manage my time well to 
complete tasks efficiently. At the same time, I enjoy team environments where 
ideas are shared, collaboration happens, and everyone contributes toward a 
common goal. I believe the best results often come from a mix of both—
independent effort and teamwork. 
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Scan Here 

 

 

 

 

18. Why did you choose this Career? 

Sample Answer: I chose this career because it aligns with both my strengths 
and my passion. I’ve always been drawn to [mention a core interest – e.g., 
problem-solving, creativity, working with people], and this field allows me to 
apply those skills every day. Over time, I’ve realized how fulfilling it is to 
contribute meaningfully while continuously learning and growing. That 
balance of challenge and impact is what made this the right path for me. 
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5.3 How to Answer: If you are frequent switching you jobs? 

This question helps the interviewer understand your career motivation, 
professionalism, and goals. While answering: 

 Stay positive – never badmouth your current or previous employer. 

 Focus on growth – highlight what you want to learn, achieve, or 
contribute. 

 Align your reason with the new company’s role or culture. 

 Be honest but strategic – make sure your reason makes you look 
forward-thinking and mature. 

Sample Answer (for early-career or fresher-level switchers): 

“I’m thankful for the learning opportunities in my current role, but I feel ready 
for a new challenge where I can grow both professionally and personally. I’m 
looking for a position that allows me to expand my skill set, take on more 
responsibilities, and work in a team that aligns with my long-term goals. I see 
this role at your company as a great fit, especially because of your focus on 
[mention something specific about the company – e.g., innovation, training 
programs, work culture, etc.].” 

 

Another Version (if you feel underutilized): 

“In my current job, I’ve learned a lot, but I believe I’ve reached a point where 
I’m ready to contribute more and take on new challenges. I’m looking for a 
role that gives me the opportunity to push my boundaries and grow faster. 
What attracted me to your company is the learning-driven environment and 
the scope to work on diverse projects. 

Scan Here 
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5.4 Handling Salary Negotiations 

Why Salary Negotiation Is Important for Experienced Candidates: 

As an experienced professional, you bring skills, achievements, and value to 
the table. Employers expect you to negotiate — and when done right, it reflects 
your confidence, awareness, and career maturity. 

How to Handle Salary Negotiation (Experienced Level) 

1. Know Your Market Value 

Research salary benchmarks for your role, industry, experience level, and 
location using platforms like LinkedIn, AmbitionBox, Glassdoor, or PayScale. 

2. Justify Your Ask 

Don’t throw random numbers. Link your expected salary with your 
experience, responsibilities, certifications, and impact in past roles. 

3. Consider the Total Package 

Factor in benefits, work culture, growth opportunities, flexibility, and bonuses. 

4. Be Confident, Not Demanding 

Tone matters. Aim to collaborate, not bargain. 

Sample Answer 1 (Professional & Balanced): 

“Based on my experience of X years in [industry], and considering the 
responsibilities of this role, I’m looking for a compensation in the range of ₹X 
to ₹Y. However, I’m open to discussion and willing to be flexible depending 
on the overall benefits, role expectations, and growth opportunities within the 
organization.” 

 Sample Answer 2 ( If asked about current/last CTC): 

“My current CTC is ₹. Based on my skillset, performance, and the increased 
responsibilities in the new role, I am expecting a salary in the range of ₹. I’m 
confident this reflects my capabilities and the value I aim to bring to your 
team.” 

 Sample Answer 3 (If company has a fixed budget): 

“I understand if the company has a set budget. While I do have certain 
expectations aligned with my experience and market standards, I’m also 
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interested in the learning and long-term growth this role offers. I’m sure we 
can find a mutually agreeable solution.” 

 

Bonus Tips: 

  Never say "whatever you offer is fine." 

  If unsure, ask for time: "May I take a day to consider this offer?" 

  Be honest about current pay, but focus on your expected value, not 
just percentage hikes. 

 

For a clearer practical understanding, scan and watch the video. 
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5.5  Strategic Tips for Experienced Candidates 

 Use numbers to show achievements 

 Focus on impact, not just tasks 

 Be honest about reasons for job changes 

 Highlight leadership, innovation, and adaptability 

 

In the next chapter, we’ll cover questions related to HR rounds and how to 
handle tricky or unexpected queries with confidence. 
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CChapter 6

Final Round Questions & HR Traps 

6.1  What’s Asked in HR Final Rounds? 

The final HR round is less about technical skills and more about cultural fit, 
communication, attitude, and stability. Here are the most common types of 
questions with sample answers: 

1. Tell me about yourself (again)

Answer: 

“Sure! I have [X years] of experience in [industry/domain], and throughout my 
career, I've worked on improving both my technical and soft skills. I'm known 
for being a quick learner, adaptable, and a team player. My recent role was at 
[Company Name], where I [mention key achievement or responsibility]. I’m 
now looking forward to contributing to a company like yours where I can grow 
further and add value.” 

2. Why do you want to join this company?

Answer: 

“I’ve researched your company and I’m really impressed by your work culture, 
employee growth opportunities, and stability. I believe the values of your 
organization align with mine, and I see this as a place where I can learn, 
contribute meaningfully, and grow in my career.” 
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3. Where do you see yourself in 5 years? 

Answer: 

“In the next 5 years, I aim to grow professionally, take on more responsibilities, 
and evolve into a leadership or specialist role where I can mentor others and 
make a larger impact. I want to be with a company that offers long-term career 
development—and I believe this role is a great starting point.” 

 

 4. Why did you leave your last job? 

Answer Options (Choose what suits the candidate): 

 “I was looking for better growth opportunities and long-term stability.” 

 “There were some organizational changes that affected team structures 
and roles.” 

 “I’ve learned a lot, but I feel ready for a new challenge that better aligns 
with my career goals.” 

Important: Keep it positive. Avoid badmouthing previous employers. 

 

5. What are your salary expectations? 

Answer: 

“I’m open to discussion and would like a fair offer based on my experience, 
the industry standards, and the role expectations. My priority is joining the 
right team and growing with the company.” 

(If you have a number in mind, you can say: “Based on my research and 
experience, I’m looking for something in the range of ₹X to ₹Y, but I’m flexible 
for the right opportunity.”) 
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6. Are you open to relocation or working in shifts? 

Answer Examples: 

 If YES: 

“Yes, I’m open to relocation and comfortable with shift timings if the role 
requires it.” 

 If NO or CONDITIONAL: 

“I would prefer to stay in my current location, but for the right opportunity, 
I’m willing to consider relocation depending on support provided. 

 

7. Are you willing to work overtime? 

Sample Answer: Yes, I’m willing to work overtime when necessary. I 

understand that certain projects or deadlines may require extra effort, and I’m 
committed to contributing whenever the team needs support. At the same 
time, I also believe in maintaining a healthy work-life balance to stay productive 
and focused in the long run. 

Scan here 

 

 

 

 

 

 8. Do you have any other offers in hand? 

Answer Options: 

 If YES: 

“Yes, I’m in discussion with a few companies, but I’m genuinely interested in 
this role and looking forward to being a part of your team.” 

 If NO: 

“Not at the moment. I’ve been selective in my applications and this role 
matches exactly what I’m looking for.” 
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9. How much training do you think you’ll need to become a productive 
employee? 

Sample Answer: I believe I’ll need some initial training to understand the 

company’s specific tools, processes, and expectations. However, I’m a quick 
learner and highly adaptable, so I’m confident that with proper on boarding, I 
can become a productive team member in a short amount of time. I’m also 
proactive in learning on my own, which helps speed up the process. 

 

Scan Here 

 

 

 

 

 

 

10. How soon can you join us? 

Answer Options: 

 “I can join immediately.” 

 “I have a [X-day] notice period, but I can try to negotiate an early 
release if required.” 

 “I’d need about [X] weeks to transition smoothly and ensure proper 
handover at my current role. 

 

Scan Here 
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6.2 How to Answer Tricky Questions (like gaps, job hopping, etc.) 

HR professionals are trained to spot red flags. Here’s how to tackle common 
traps: 

1. Gap in Resume 

Answer Tip: Be honest but strategic. 

“I had a career break due to [family/personal/health reasons], but during that 
time I focused on upskilling myself with [certifications, freelance work, 
learning platforms]. Now I’m fully ready to re-enter the workforce with 
renewed energy.” 

2. Job Hopping 

 Answer Tip: Emphasize learning and growth. 

“While I’ve changed roles frequently, each move was intentional to broaden 
my skills and gain exposure to different environments. I’m now looking for 
long-term stability where I can contribute and grow within the same 
organization.” 

3. Why So Many Different Roles? 

Answer Tip: Show the bigger picture. 

“Each role helped me understand different facets of the industry, and now I 
have a well-rounded understanding that I’m eager to bring into a stable, 
focused role.” 

4. Why a Career Switch? 

Answer Tip: Show evolution, not confusion. 

“My interest evolved with my exposure to [new field], and I upskilled myself 
through [courses, internships, etc.]. I’m now confident this is the path I want 
to pursue long-term.” 

Scan Here 
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6.3 How to End the Interview Confidently 

Ending well leaves a lasting impression. Here's how: 

1. Express Gratitude 

“Thank you for taking the time to speak with me. I really enjoyed learning 
more about the team and role.” 

2. Reaffirm Interest 

“After our conversation, I’m even more excited about the opportunity to 
contribute to your company.” 

3. Ask a Smart Question 

“What does success in this role look like in the first 6 months?” 
(Shows you're thinking long-term) 

Close on a Positive Note 

“Thank you for the opportunity to discuss this role. I’m genuinely excited 
about the possibility of joining your team and contributing to your 
organization. I believe my skills and attitude align well with your requirements, 
and I’m looking forward to the next steps. Have a great day!” 

Alternate Versions:

 “It was great speaking with you today. I appreciate the insights you shared 
about the company, and I’m even more enthusiastic about being part of this 
journey. Thank you for your time. 

 “Thank you once again for considering my profile. I’m confident that my 
background and eagerness to grow will add value to your team. Looking 
forward to hearing from you.” 

Scan Here 
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CChapter 7 

Interview Basics for Work from Home 

As remote jobs become more common, employers want to ensure that 
candidates are prepared for the responsibilities and challenges of working from 
home. Here are some frequently questions in work-from asked -home 
interviews, along with sample answers: 

 

1. Why do you want to work from home instead of an office job? 

Sample Answer: 

I prefer working from home because it allows me to save commute time and 
maintain a better work-life balance. I find that I can focus more in a quiet, 
familiar environment and manage my time effectively. Remote work also offers 
flexibility, which helps me be more productive and efficient. 

 

2. What are the advantages and disadvantages of working from home? 

Sample Answer: 

Advantages: 

 Flexible schedule and better time management 

 No commuting, which saves time and money 

 Comfortable and personalized work environment 

 Increased productivity with fewer office distractions 
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Disadvantages: 

 Lack of face-to-face interaction with team members 

 Possibility of feeling isolated 

 More personal discipline required to stay focused 

 Dependence on technology and internet stability 

 

Scan Here 

 

 

 

 

 

3. Do you have a laptop/computer and a good internet connection at home? 

Sample Answer: 

Yes, I have a reliable laptop/computer with updated software and antivirus 
protection. I also have a stable high-speed internet connection with a backup 
mobile hotspot in case of emergencies. 

 

4. How do you ensure that your home environment is suitable for work? 

Sample Answer: 

I have a dedicated workspace with a comfortable chair and desk, free from 
distractions. I keep my surroundings organized and quiet during working 
hours. I also inform my family members of my work schedule so they respect 
my time and space. 

 

5. What would you do if you faced an internet issue during working hours? 

Sample Answer: 

In case of an internet outage, I immediately switch to my backup mobile 
hotspot or contact my ISP for a quick resolution. I also keep my team informed 
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in real time and, if needed, continue work offline and sync tasks once the 
connection is restored. 

 

Scan Here 

 

 

 

 

 

6. Do you think remote work is here to stay? Why or why not? 

Sample Answer: 

Yes, I believe remote work is here to stay. It has proven to be efficient for many 
industries and allows access to a global talent pool. Companies have also 
realized cost savings, and employees enjoy greater flexibility. With evolving 
technology and communication tools, remote work is more practical than ever. 

Additional Questions You May Be Asked in a Work-from-Home 
Interview 

7. How do you stay motivated while working remotely? 

Sample Answer: 

I follow a structured daily routine, set clear goals, and use task management 
tools to stay organized. I take short breaks to stay refreshed and maintain 
regular communication with my team to stay connected and accountable. 

8. How do you handle communication with your team when working 
remotely? 

Sample Answer: 

I use communication platforms like Zoom, Microsoft Teams, or Slack to stay 
in touch. I make sure to respond promptly to messages and attend all virtual 
meetings. I also believe in maintaining transparency and documenting updates 
regularly. 
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9. What tools or software are you familiar with for remote work? 

Sample Answer: 

I am comfortable using Zoom, Google Meet, Microsoft Teams, Slack, Trello, 
Asana, Google Workspace, and Microsoft Office Suite. I’m also a quick learner 
and can adapt to new tools as required. 

 

10. How do you manage your time when working from home? 

Sample Answer: 

I prioritize tasks using to-do lists and scheduling tools. I follow a daily work 
plan and set deadlines for each task. Time-blocking and calendar reminders 
help me stay on track and avoid distractions. 
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CChapter 8 

Bonus Section 

This chapter is packed with essential soft skills and modern job-hunting 
etiquette, often overlooked but crucial for making a solid impression in today’s 
professional world. 

7.1 Email Etiquette for Job Communication 

Mastering email communication shows professionalism and attention to 
detail. This section covers: 

1. When to Email: 

 Applying for a job 

 Following up after interviews 

 Rescheduling or confirming meetings 

 Thank you emails post-interview 

 Salary negotiation & joining formalities 

 2. Structure of a Professional Email: 

 Subject Line (clear and direct) 

 Greeting (Dear [Name] or Hiring Manager) 

 Body (concise, polite, to-the-point) 

 Closing (Thank you, Regards) 

 Signature (Name, phone number, LinkedIn/profile) 
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 3. Sample Email Templates: 

 

1. Job Application with Resume 

Subject: Application for [Job Title] – [Your Name] 

Dear [Hiring Manager’s Name], 

I am writing to express my interest in the [Job Title] position at [Company 
Name], as advertised on [Platform/Job Board]. With my experience in 
[mention relevant skills or experience], I am confident I can contribute 
effectively to your team. 

Please find my resume attached for your review. I would welcome the 
opportunity to discuss how I can be an asset to your organization. 

Thank you for considering my application. I look forward to hearing from you. 

Warm regards, 
[Your Full Name] 
[Phone Number] 
[Email Address] 
[LinkedIn Profile] (optional) 
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2. Interview Follow-Up Email 

 

Subject: Follow-Up on Interview for [Job Title] – [Your Name] 

Dear [Interviewer’s Name], 

I hope you're doing well. I wanted to thank you once again for the opportunity 
to interview for the [Job Title] position. I truly enjoyed our conversation and 
learning more about the role and team at [Company Name]. 

I remain enthusiastic about the position and am excited about the potential to 
contribute to your organization. Please let me know if you require any further 
information. 

Looking forward to hearing from you. 

Best regards, 
[Your Name] 
[Phone Number] 
[Email Address] 
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3. Thank-You Email After Interview 

 

Subject: Thank You – [Job Title] Interview 

Dear [Interviewer’s Name], 

Thank you for taking the time to meet with me regarding the [Job Title] role. 
It was a pleasure speaking with you and understanding more about [Company 
Name]'s culture and vision. 

I appreciate the opportunity and look forward to potentially working with your 
team. Please feel free to reach out if there are any next steps I should be aware 
of. 

Kind regards, 
[Your Name] 
[Phone Number] 
[Email Address] 

 
4. Email to HR for Offer Update 

 

Subject: Follow-Up on Offer Status – [Your Name] 

Dear [HR's Name], 

I hope you're doing well. I wanted to follow up on the status of my interview 
process for the [Job Title] position. I remain very interested in the opportunity 
and am eagerly looking forward to hearing from you. 

Please let me know if there are any updates or additional steps needed from 
my side. 

Thank you for your time and consideration. 

Sincerely, 
[Your Name] 
[Phone Number] 
[Email Address] 
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5. Resignation Email (Bonus) 

 

Subject: Resignation Letter – [Your Name] 

Dear [Manager's Name], 

I am writing to formally resign from my position as [Your Job Title] at 
[Company Name], effective [Last Working Day, typically 2 weeks from date]. 

This was not an easy decision to make, as I have enjoyed working with you and 
the team. However, I believe it is time for a new challenge and growth 
opportunity. 

I will ensure a smooth transition and complete any pending responsibilities 
before my last day. 

Thank you for the support and opportunities during my time here. 

Warm regards, 
[Your Name] 
[Phone Number] 
[Email Address] 

 

 Common Mistakes to Avoid: 

 Using casual language 

 Typos or missing attachments 

 Not writing a subject line 

 Using “Hi” without knowing the person 

 

Scan Here 
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Section 2: Online Interview Tips (Zoom / Microsoft Teams) 

Virtual interviews are now the norm. This section preps candidates to look and 
sound professional on-screen. 

 

1. Technical Setup Checklist: 

 Stable internet connection 

 Functional camera and microphone 

 Zoom/Microsoft Teams installed and tested 

 Professional username and display name 

 

 2. Appearance & Environment: 

 Dress professionally (top to bottom) 

 Quiet, well-lit room 

 Neutral background (avoid clutter) 

 Avoid background distractions (pets, people, TV) 

 

 3. Virtual Etiquette: 

 Be on time (log in 5 mins early) 

 Mute when not speaking 

 Maintain eye contact by looking at the camera 

 Don’t interrupt—let the interviewer finish 

 Keep a notepad handy for quick notes 

 

  4. Communication Tips: 

 Speak clearly and slightly slower 

 Use gestures naturally (but within screen view) 

 Smile and nod to show attentiveness 

 Don’t be afraid to ask for a question to be repeated 
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5. Common Online Interview Questions:

 “How do you manage remote work?”

 “Tell me about a time you handled a challenge virtually.”

 “Are you comfortable using collaboration tools like Teams/Zoom?”

Scan Here 
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Section 3 – Pre Screening phone calls 

What is a Pre-Screening Phone Call? 

A pre-screening phone call is a short, initial interview (usually 10–15 minutes) 
conducted by a recruiter or HR professional to assess whether you're a basic fit 
for the role before moving to detailed interviews. 

It’s typically the first conversation after applying for a job or being shortlisted. 

How to Prepare for a Pre-Screening Phone Call 

1.  Review the Job Description 

 Understand the key responsibilities and required skills. 

 Highlight the parts that match your experience. 

2.  Know Your Resume 

 Be ready to explain your previous roles, skills, and achievements. 

 Prepare a 1–2 minute summary of your profile (“Tell me about 
yourself”). 

3.  Research the Company 

 Learn about the company’s services, industry, culture, and recent 
updates. 

 Have a basic idea of why you want to work there. 

4.  Prepare Answers for Common Questions 

 Why are you looking for a change? 

 What are your salary expectations? 

 What is your notice period? 

 Are you open to relocation or remote work? 

5.  Check Your Tech & Environment 

 Ensure your phone is fully charged. 

 Choose a quiet, comfortable spot with good signal. 

 Keep a notepad and pen handy. 
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6.  Practice Speaking Clearly 

 Do a mock call with a friend or mentor. 

 Focus on speaking slowly, clearly, and confidently. 

7.  Prepare Questions to Ask 

 Ask about team size, work culture, next steps, or expectations from the 
role. 

 Avoid asking about salary or perks right away unless the recruiter 
brings it up. 

Common Objectives of Pre-Screening Calls (from the Recruiter's 
Side): 

 Verify Resume Information: 
Confirm your experience, qualifications, and current employment 
status. 

 Check Communication Skills: 
Assess how professionally and clearly you speak. 

 Understand Career Goals: 
See if your goals align with the job and company. 

 Evaluate Job Fit: 
Quickly check if your skills and experience match the role. 

 Discuss Availability: 
Understand your notice period, preferred joining date, and 
flexibility. 

 Get Salary Expectations: 
Make sure your expectations align with the budgeted salary. 

 

 Do’s During a Pre-Screening Call (For Candidates): 

  Answer the call professionally ("Hello, this is [Your Name]"). 

  Keep your resume and job description handy for reference. 

  Be prepared to summarize your experience in 1–2 minutes. 
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  Speak clearly, confidently, and stay polite. 

  Listen carefully before answering. 

  Research the company/role in advance. 

  Ask 1–2 smart questions if given a chance (e.g., about the team, 
work culture, etc.). 

 

 Don’ts During a Pre-Screening Call: 

  Don't take the call in a noisy or busy place. 

  Don’t interrupt the interviewer. 

  Avoid using slang or overly casual language. 

  Don’t sound distracted or unprepared. 

  Never lie about experience or salary—background checks will reveal 
it. 

  Don’t speak negatively about current or past employers. 

 

For a clearer practical understanding, scan and watch the video. 
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MMust Read Section: Secrets  
To Interview Success 

(Your quick-reference playbook for standing out,  
sounding confident, and sealing the deal) 

1. Smart Ways to Boost Your Chances of Getting Hired 

1.1 Research Beyond the Basics 

Most candidates read the company website — great candidates read between the 

lines. 
Understand the company’s values, goals, and culture before you walk in. 
Check their LinkedIn, news updates, and recent achievements. 

Sample Phrase: 

“I was really inspired by your company’s recent initiative on employee wellness. 
It shows how much you value long-term growth.” 

Pro Tip: 

Use what you learn to connect your experience to their current goals — it 
creates instant rapport. 

 

1.2 Customize Everything 

Never send the same resume twice. Tailor your resume, LinkedIn summary, 
and answers to match the specific job description. 

Use the same keywords from their job posting — it shows alignment and 
attention to detail. 

Pro Tip: 

Employers instantly notice when your responses mirror their expectations. 
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1.3 Use the STAR Method to Structure Answers 

When answering behavioral questions (“Tell me about a time when…”), follow 
this proven approach: 

 S – Situation: The challenge or background 

 T – Task: What needed to be done 

 A – Action: What you did 

 R – Result: The outcome 

Example: 

“We had recurring vendor disputes (Situation). I redesigned our tracking sheet 
(Task & Action), which reduced errors by 30% (Result).” 

1.4 Show a Growth Mindset 

If you don’t know something, don’t hide it — show eagerness to learn. 

Say: 

“I haven’t used that specific system before, but I’ve learned similar tools quickly 
and I’m confident I can adapt fast.” 

Pro Tip: 

Curiosity and flexibility often outweigh years of rigid experience. 

1.5 End the Interview with Strong Questions 

Asking insightful questions demonstrates maturity and genuine interest. 

Examples: 

 “How does this position contribute to the company’s larger mission?” 

 “What are some key challenges your team is currently focused on 
solving?” 

Avoid: 

“What are the working hours?” or “When can I take leave?” — it shifts focus 
away from your value. 
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2. Phrases and Habits That Make You Sound Confident 

2.1 Speak with Assurance 

Small word choices make a big impact. 

Weak Phrases Strong Alternatives 

“I think I can…” “I’m confident I can…” 

“Maybe I could…” “I’d be glad to…” 

“I’m not sure…” “Based on my experience…” 

Pro Tip: 

The more specific your examples, the more confident you sound. 

2.2 Use Power Words That Impress 

Employers love action-driven language. 
Sprinkle words like achieved, implemented, improved, led, streamlined, 
resolved, developed. 

Example: 

“I led a cross-functional project that increased reporting efficiency by 25%.” 

2.3 Let Your Body Speak Confidence 

 Sit upright but stay relaxed. 

 Maintain steady (not staring) eye contact. 

 Use small hand gestures to emphasize points. 

 Smile — it signals warmth and control. 

Remember: Confidence is calm energy, not over-enthusiasm. 

2.4 Show Evidence, Not Ego 

Rather than saying “I’m a team player”, share a short proof. 

Example: 

“My team often relied on me to calm client escalations — I believe clear 
communication helps everyone focus on solutions.” 
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3. What to Do When You Don’t Know the Answer 

3.1 Stay Composed — It’s Perfectly Normal 

No one expects perfection. What matters is grace under pressure. 

Say: 

“That’s an interesting question. I haven’t faced that specific scenario yet, but 
I’d approach it by first understanding the context and then evaluating possible 
solutions.” 

3.2 Think Out Loud 

Explain how you’d figure out the answer instead of freezing. 

Example: 

“I’d start by analyzing past data, then consult with the operations team to 
understand key pain points before implementing a plan.” 

Pro Tip: 

Interviewers are often testing how you think, not just what you know. 

3.3 Admit Gaps but Show Initiative 

Say: 

“That’s an area I’d like to strengthen. Could you tell me more about how your 
team uses that tool?” 

This shows openness and curiosity — both are signs of a good learner. 

3.4 Redirect Toward Your Strength 

If you don’t have direct experience, bridge to something related. 

Example: 

“I haven’t used Tableau, but I’ve built dashboards in Excel and Power BI — I’m 
confident I can apply the same logic.” 
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4. Following Up the Right Way 

4.1 Send a Thank-You Email Within 24 Hours 

Sample Email: 

Subject: Thank You for the Opportunity 

Dear [Interviewer’s Name], 

Thank you for meeting with me today. I truly enjoyed learning about 
[Company Name] and the [Position Title] role. 

I’m excited about the possibility of contributing to [specific project or goal]. 

Please let me know if I can provide any additional details. 

Best regards, 
[Your Name] 

Pro Tip: 

Personalize one line about something you discussed — it shows attentiveness. 

 

4.2 Follow Up Politely (Not Persistently) 

If you haven’t heard back in a week: 

“I wanted to check in regarding the [Position] interview. I’m still very interested 
and wanted to know if there’s any update on next steps.” 

Avoid multiple reminders — one polite follow-up is enough. 

 

4.3 Respond Gracefully to Rejection 

Rejection doesn’t mean the end — it can build future opportunities. 

Say: 

“Thank you for considering me. I truly appreciate the experience and would 
love to stay in touch for future roles.” 

Pro Tip: 

Many employers revisit strong candidates who handle rejection professionally. 
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5. Final Words: Confidence Comes from Clarity 

“When preparation meets opportunity — success follows.” 

The best interview performers aren’t the most experienced — they’re the most 
prepared and self-aware. 

Think of interviews as conversations, not tests. 

Your goal isn’t just to get hired — it’s to find a role that fits your growth, 
purpose, and energy. 

Quick Recap 

 Research the company deeply. 

 Tailor your answers to the role. 

 Speak with calm confidence. 

 Stay composed when unsure. 

 Follow up with gratitude and professionalism. 

 

Final Note 

Every interview is practice for the next one. Learn, improve, and walk into 
every room knowing that you bring value no one else can offer — your authentic 

self. 

 

Scan Here for Pro Tips 
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challenges with confidence and to ensure that education truly bridges the gap 
between potential and success. 

A firm believer in continuous learning, Mr. Rehan Aftab continues to inspire 
through his mentorship, workshops, and training programs, empowering the 
next generation to achieve excellence and make meaningful contributions to 
society.  
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CCommunity Network 

Follow Rehan Aftab on Instagram, Facebook, and YouTube for short and 
powerful videos that can transform your career journey! Our content features 
practical strategies for acing interviews, Get easy answers to tough interview 
questions, learn how to build a professional resume, and discover smart job 
search hacks. Whether you’re starting out or leveling up, these tips will help 
you land your dream job and succeed with confidence 

Scan Here to follow and be part of the journey 
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TThe Interview Mastery Course 

Stepping into the professional world can feel overwhelming the competition is 
high, expectations are unclear, and most candidates struggle not because they 
lack knowledge, but because they lack guidance, confidence, clarity, and 
structure. 

At Hexa Global, We bridge that gap. 

Our 90-Day Interview Training Program is designed to transform any 
candidate from uncertain and nervous to confident, well-prepared, and 
interview-ready. 

Our mission is simple: 

 To help you speak with confidence, present yourself professionally, and 
crack interviews with ease. 

 

Why Hexa Global? 

With thousands of successful placements, Hexa Global is not just a training 
platform it's a launchpad for your career. 

We help you build the skills recruiters look for and prepare you to stand out 
among hundreds of applicants. 

We don’t just train you  
we prepare you the way the corporate world expects you to be. 

 

In these 90 days, we help you: 

 How to answer the most common and toughest interview questions 

 How to speak confidently without hesitation 

 How to maintain positive body language 

 How to perform in virtual interviews (Zoom, Teams, Meet) 

 How to sit, how to speak, how to think — like a professional 
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 How to present your resume and experience in a powerful way 

 How to talk about strengths, weaknesses, and achievements without fear 

 How to negotiate your salary confidently 

 How to use essential computer tools (MS Office, Email etiquette & 
shortcuts) 

 

Our Promise 

By the end of these 90 days, you will not only be prepared 
you will FEEL prepared. 

You will carry confidence in your voice, clarity in your thoughts, and 
professionalism in your approach. 

Whether you’re a fresher stepping into your first job or an experienced 
candidate restarting your journey, this program will help you: 

 Build confidence 

 Improve communication 

 Strengthen interview skills 

 Become job-ready and industry-ready 

From Hesitation to Confidence That’s the Hexa Global 
Transformation 

We believe every candidate has potential. 
Sometimes, all that is missing is the right guidance, structure, and support. 

This book and this program are created exactly for that purpose. 

When you learn with us, you don’t just prepare for an interview 
you prepare for your career. 

 

Please consider yourself welcome to connect with us via call or WhatsApp 
for any continued Assistance: +91 8791507784, 6399149784 




