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This guide is written to help you prepare for an internal interview within NHS 

Golden Jubilee (GJ). It describes what you can expect from the competency and 

values based interview process along with information to support your readiness 

for interview. 

 

In response to the Coronavirus (COVID-19) pandemic, NHS Golden Jubilee 

have had to adapt the way internal interviews are conducted. You may now be 

asked to attend an interview by either: 

 telephone  

 video, or 

 face-to-face, supporting physical distancing requirements. 

Appendix 1 contains additional information/tips to support you to prepare for the 

above interview approaches. 

 

 

Competency and/or Values based interviewing is now widely regarded as the 

most popular technique for employers to use when selecting future employees. 

The aim of a Competency Based Interview (CBI) is to use specifically targeted 

questions to discover whether or not a candidate has the necessary skills and 

knowledge for the job. Values based interviewing is used to determine if the 

candidate’s attitude and behaviours reflect the organisation’s Values. 

This differs somewhat from traditional interviews which often focused on beliefs, 

professional or management style and handling of hypothetical situations. 

 

Questions were normally fairly random; for example, "What are your 

strengths/weaknesses?”, “What is your management style?”, “Where do 

Introduction 
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you see yourself in 5 years?”. These questions gather general information 

about the candidate but do not test any specific skill set or area of 

competence. 

 

Within the NHS GJ, interviewers will be asking questions to measure 

competence and values, hence Competency and Values Based Interviews. 

 

 

 

Put simply, competencies are the key skills and knowledge needed to fulfil the 

job role. They can be found within the job description and personal 

specification. 

 

There will be several competencies, depending on the post you are applying 

for.  

 

 

Our Values are a set of guiding principles. They reflect the behaviours we want 

our staff and service users to experience within the NHS GJ.  

 
Our Values are to: 

 Treat everyone with dignity and respect

 Take responsibility to do our jobs well

 Demonstrate our commitment to quality

 Work effectively with others in teams and

 Display a “can do” attitude at every opportunity

What are Competencies? 
 

What are our Organisational Values? 
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The questions will be reflective questions, designed to elicit how you behaved 

during a particular situation in the past. 

 

Reflective questioning is used as research suggests that the best predictor of 

future behaviour is to find out about past behaviour. 

 

Interviewers will therefore pose questions that ask you to demonstrate a 

particular skill or "key competence" required for the role or indeed ask you a 

question to test your approach to situations to measure if your behaviour reflected 

our Organisational Values. You will be asked to provide examples from your life 

and work experience to support this. 

 
 

For example, Interviewers may want to test candidates’ abilities to prioritise 
their workload. A competency based question to support this could be 

something like: 
 

‘Describe a situation where you had to change priorities to meet a tight 
deadline?’ 

 
 

The questions will of course vary depending on the post and the competencies 

associated with it, but most questions will start with: 

 
 “Tell me about a time when you...”

 “Give an example of a situation where...”

 “Describe a scenario you were involved in that…”
 

 

Competency and Values Based Questions – What to expect? 



 

Learning & Organisational Development 
Supporting organisational effectiveness by developing people and teams to reach their full 
potential. 

 

 

Example Questions 

 
 Describe a situation where you had to work as part of a team to achieve 

a successful outcome? 
 

 Provide an example of where you ensured a patient’s wishes and beliefs 
were considered as part of their care plan? 

 

 Tell us about a time where your actions supported an individual to 
experience dignity and respect? 

 

 Describe how you currently contribute towards your Personal 
Development Plan? 

 

 What is your experience of using computerised systems? 
 

 How do you ensure compliance with health & safety in your current role? 
 

 Please describe the process you have used to effectively delegate a 
particular task to a member of your team? 

 

 Tell us about a time you had difficulty getting others to accept an idea or 
proposal you were putting forward? 

 
 Give us an example of a change that you introduced that had a positive 

effect on the business. 
 

 Describe a time when you provided feedback to someone about their 

performance / behaviour? 

 Describe a time when you have worked with colleagues from other 

disciplines? 

 Tell us about an experience you have had dealing with major change. 

o How did you maintain your resilience? 

 Describe a situation where a conflict arose within the team. 

 What did you do? 

 Describe the most rewarding experience you have had when dealing with 
6

 

customers / patients / service users / colleagues? 
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You should also be prepared for probing questions that are used to explore your 

answers in more detail. These are designed to find out more information about the 

situation you have described in your previous answer. 

 

For example, having answered a question such as “Tell me about a time 
where you managed a complaint?” 

 
The panel may follow this with a probing question such as “You mentioned 

that the team received the complaint, can you tell me more about your role in 
dealing with this?” 

 

 

Basically if you are asked a probing question, the panel need more information from 

you to match your experience against the requirements of the role. You should 

reflect on the question and your previous answer and consider what else they need 

to know about your experience. 

 

 

Competency and Values Based Interviewing includes a scoring system. This 

supports Interviewers to be fair and objective in selecting the preferred candidate. 

 
Within the NHS GJ, interviewee’s responses are scored against two criteria: 

 
 

1. The role competency requirements – the skill and experience required to meet 

the demands of the role. 

2. Our organisational Values – displaying behaviour aligned with our Values. 

Probing Questions 

Scoring 
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Interviewers will independently ‘score’ interviewees immediately after each 

interview. At the end of all the interviews the scores are reviewed to identify the 

preferred candidate. 

 
You can expect panel members to take notes during your interview to ensure they 

capture the information you have provided and to support objective scoring at the 

end of each interview. 

 
 

The scoring system is: 

0 = No evidence / insufficient evidence 

1 = Some evidence / potential for growth 

2 = Good evidence 

3 = Strong evidence – exceeds expectation 
 
 

 
 
 

 

It is important that you prepare for a job interview. You should start by reviewing the 

Job Description and Person Specification to identify the competencies required for 

the post. You should also review Professional Body Requirements where applicable 

to the role. 

 
It may help you to list all of your skills which you can then match to the 

competencies required for the role. When you have identified these, you should 

consider real-life examples for each area of competence. 

Preparing for Interview 
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It is equally important that you consider examples of how you are demonstrating the 

Values within your current role and opportunities for promoting these within the post 

you are interviewing for. 

 
The panel will also want to hear about your achievements as these can at times be 

more relevant than your experience. 

Example 1 
“In my role as a team leader, I successfully supported the development of 

one of my team members. This individual was keen to develop and 
demonstrated a can do attitude. I supported them with their PDP which 
included inviting them to shadow me on particular tasks and eventually 
deputising for me at meetings. The member of staff’s feedback suggested 
this prepared them for promotion. This member of staff has recently been 
successful in gaining a team leader post” 

 
This sounds better than “I’ve managed and supported the development of all 
team members for over 5 years” 

 

 
 
 

Example 2 
“I like to prepare for my personal development review, at my last review I 
ensured I had examples to demonstrate the areas of work I particularly 
enjoyed as well as those I thought I needed more support with. I identified 
that I would like to be involved in the next departmental service 
improvement project as I wanted to develop skills in this area. I also had 
given thought to what I would like included within my personal 
development plan, which included attending Human Factors Training as I 
was keen to find out more about this, particularly to help improve my 
communication skills. Following the review, my line manager provided me 
with positive feedback recognising the thought and preparation I had put in 
and I left the meeting with a personal development plan that I was happy 
with” 

 
This sounds better than “I have a personal development review meeting 
every year with my line manager and we discuss my yearly personal 
development plan”. 
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This sounds straight forward, however it is very easy to give a long rambling answer 

that does not necessarily demonstrate your experience and skill set. This may result 

in the need for probing questions, or ultimately a low score, as you have somewhat 

failed to answer the question. 

 
Your responses therefore need to be relevant and sufficiently detailed to show that 

you understand and have experience to support the requirements of the role. 

 
 

The key to an effective and top scoring answer at interview lies in its structure. The 

STAR acronym can be used to structure your answers. 

 

 

S = Situation 
T = Task 
A = Action 
R = Result 

 
 

Step 1 - Situation 

Start the answer by providing the background: 

 
 

 Where and when did this take place?

 How did you find yourself in the situation?

 Who or what else was involved?

 To what extent were patients / service-users / customers involved?

 

By setting the context for the example it will help the interviewer understand the 

response. Remember to keep it concise and informative, concentrating solely on 

what is useful to the story. 

STAR 
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Step 2 - Task 

Describe the task(s) you were responsible for in that situation. Keep it specific but 

concise. Make sure to highlight any specific challenges you faced. 

 

Step 3 – Action 

This is the most important section of the STAR approach as it is where you will need 

to demonstrate and highlight the competency (e.g. teamwork, leadership, decision 

making) that the question is testing. Describe the specific action(s) you took in 

response to the task: 

 
• What options were considered? 

• What action was taken? 

• Why was it taken? 
 

Use ‘I’ rather than ‘We’ when answering.  

The panel want to know what you did. 
 

 

Step 4 – Results 

Explain the results: 

 What was accomplished?

 What was learned?

 What would you do differently?

 

Wherever relevant, quantify achievements and improvements, for example, “a 20% 

improvement in …” or “15% reduction in …” 

 
Remember to consider and reflect the organisation’s values in your responses. 



12   

 
 

Interviewers are expecting candidates to be somewhat nervous; however, it is 

important that you consider your body language during the interview process. You 

want to appear confident. 

 
1. Dress to impress 

Wear clothing that makes you feel good and that you are comfortable in. This will 

support you to feel confident and will reflect in your body language. 

 
2. Sit all the way back in your seat 

Avoid slouching as this can often be misconstrued as lacking interest. 
 

 

3. Make eye contact 

In most interview scenarios the panel members will take turns at asking the 

questions, you should aim to give eye contact to all panel members at some point 

during your responses. Be natural with your eye contact, avoid staring! 

 
4. Open gestures are helpful 

Use open hand gestures while speaking if it is something you would naturally do. 

You do not want to appear “wooden”. 

 
5. Nod while you are listening 

Aside from keeping eye contact, nodding your head while listening will show 

attentiveness. 

 
6. And breathe! 

 

Do not forget to breathe! Deep breaths before you attend for interview will help to 

control the nervous energy. Also breathe before answering each question. Take 

this time to formulate your answer, remember the STAR approach. 

Importance of Body Language 
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1. Do your research 

Take time to find out all you can about the job role, team and / or department. 

This could involve talking to the recruiting manager, other team members and / or 

the HR Team. 

 
2. Come prepared 

Make-sure you bring all the necessary documentation to your interview, including 

Photographic I.D. You might also want to bring some notes that you can refer to 

and paper so that you can make notes. 

 
3. Sell Yourself! 

If applying for an internal job where you work closely with members of the 

interview panel, do not make the assumption that as the interviewer(s) already 

know you (e.g. your skill set, experience, and your approach to displaying the 

organisational values) and that they will take this into consideration. Interviewers 

have to score objectively and will only score on the responses you provide during 

the interview. 

Prepare for the interview with the mind-set that the panel know nothing about 

your knowledge, skills and experience. 

 

What is your unique selling point? 
 

What separates you from the other candidate’s? 
 

Interview Top Tips 
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4. Be yourself 

Although it is important to sell yourself, you do not want to come off as fake or 

insincere. Interviewers can tell when someone is trying too hard to give the 

“correct” answer rather than a genuine one. Give relevant, honest and structured 

answers that showcase your experience while letting your personality shine 

through. 

 
5. Rehearse your answers 

Answers to interview questions need to be delivered in a clear, detailed and 

structured way. Rehearse your ‘STAR’ examples with a ‘critical friend’. 

 
6. Pause for thought 

During the interview if you need a moment to think, or do not understand a 

question, ask for clarification. It is also fine to take a second to formulate your 

answer, using the ‘STAR’ approach. 

 
7. Remember it is a two-way process 

An interview is an opportunity for you to find out about the job / team and / or 

department, so do not be afraid to ask questions. It shows you have done your 

homework and that you are interested. Think of two or three questions going into 

the interview. 

 
 

8. Follow up and ask for feedback 

When the interview is over and you have been informed of the outcome, ask for 

feedback. Feedback is useful as it can increase self–awareness and support your 

continuing personal development.  Feedback is particularly helpful in preparing 

for future interviews. 
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Even the most confident and experienced people can feel a little daunted at the 

prospect of an interview. Accepting this degree of anxiety as a natural reaction, is 

the first step towards successfully combatting interview nerves. 

 
So why do we feel nervous when faced with a job interview? 

 

 

It is a natural human response to any situation outside our immediate control. This 

combined with the pressure we can feel to perform when the stakes are high. It may, 

however, be comforting to know that interview anxiety is common, it’s simply that 

some people are more skilful at managing this natural response than others. 

 

Here are some steps you may wish to consider to help combat interview nerves: 

 

1. Believe in yourself 

Be your own biggest fan. Create a list of all your personal and work related 

achievements. Refer to this list just before your interview and give yourself some 

well-earnt praise. Developing this type of self-belief strategy will reduce any self- 

doubting inner voices. 

 

2. Address unfounded fears 

‘Fears’ are created by our interpretation of a situation and by applying some 

unemotional logic you can provide perspective. One effective method is to write a 

list of your potential concerns and then, by each point, counter it with a positive 

logical statement. For example, ‘Other candidates are likely to be more qualified 

than me,’ can be countered by, ‘Other candidates may be less qualified than me.’ 

Writing this may also trigger positive thoughts such as ‘qualifications are just one 

aspect of the application, experience and personal qualities also matter.’ 

 

Combatting Interview Nerves 
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3. Channel nervous energy 

Fear and excitement are closely linked emotions. If you have ever been on a 

Theme Park ride, you’ll know how quickly feelings of fear can change into 

excitement. Focus on how rewarding it will be to talk about your achievements 

and the skills you have acquired. Visualise the interview going well and feel 

excited anticipation, not fear, at the prospect. 

 
Commit this image of a positive experience to memory and recall it just before 

you are ready to go into your interview. Actors turn nerves into performance 

energy; an interview is, to a degree, is a performance too. 

 

4. Reduce stressors 

Planning practicalities and pre-empting potential problems are vital for feeling 

confident on your interview day. For example, allowing plenty of time and 

checking transport and weather updates will take away major causes of stress. 

 

5. Feel fresh and alert 

The role of health and fitness in stress reduction is well known. The night before 

your interview, having completed your preparation, concentrate on your well- 

being. Exercise, whether it’s a gym class or simply a brisk walk, will release ‘feel 

good’ endorphins and aid a good night’s sleep. Sleep will be far more beneficial 

than cramming at the last minute. 

 
Some people lose their appetite when they experience stress; others over eat. 

Plan meals in advance. Caffeine, sugar and alcohol should be avoided; any food 

or drink that is a stimulant or causes spikes in blood sugar levels will hinder a 

calm mind-set. Choose meals containing slow release carbohydrates for 

sustained interview energy. 
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6. Power of posture 

Posture effects how we view ourselves. The concept of ‘power posing’, 

harnessing the positive, psychological effects gained from adopting assertive 

‘power poses’, can provide an instant boost directly before your interview. 

 
Advocates of power posing, are likely to be found, feet slightly apart and hands 

on hips in the classic ‘Superhero’ pose before walking confidently into their 

interview. Another beneficial exercise involves standing and tensing leg muscles 

for a few seconds and then relaxing them as slowly as you can. The process of 

tensing and releasing muscles will relax your body and decrease the feeling of 

anxiety. 

 
Finally, remind yourself that you’re not jumping out of an airplane. You’re facing 

two, maybe three people, and having a conversation about your career. 

 
 
 

 
For Further Information: 

Contact the Learning & Organisational Development Department 

Ext. 5123 Email: L&ODinfo@gjnh.scot.nhs.uk 

 

  

mailto:L%26ODinfo@gjnh.scot.nhs.uk
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This section contains additional information/tips to support you to prepare for 

the different interview approaches being conducted during the Coronavirus 

(COVID-19) pandemic. 

 

Telephone Interview 
 

 Check that you have a good phone signal and a fully charged battery.  

 Find a quiet space where you won’t be disturbed and where there is no 

background noise.  

 Be prepared for the call, we suggest giving yourself 10 minutes to prepare. 

Have your phone and relevant documents to hand.  

 The interviewers will call you, it will appear on your phone as an 0800 

number.   

 You should answer the call within two to three rings and introduce yourself in 

a professional manner “Good morning/afternoon, this is Joe Bloggs”.   

 Maintain a professional tone throughout the call. Remember body language 

is not applicable here, so tone is even more important! 

 Thank the interviewers for their time before ending the call. 

 Ensure the call has ended. 

 

 

Video Interview 

 

 HR will provide you with information on which software you will be using in 

advance of the call. Ensure you download any necessary software and that 

you are familiar with it. 

 Check that your webcam, microphone and speakers are working on your 

device and that you have a good internet connection. 

 Be aware of computer's tendencies to lag and make sure you do not talk 

over the other person. 

 Think about a suitable location for your interview, if you can, set up the video 

call in a quiet room with minimal background noise and no distractions. Make 

Appendix 1 – Approach to Interviews during COVID-19. 
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sure you have adequate lighting (preferably natural) and that there is nothing 

distracting behind you. 

 Still dress to impress, in the same way as you would have dressed for a 

face-to-face interview. 

 Make eye contact by looking directly at the webcam, instead of your 

interviewer’s face or your own on the screen. Maintaining eye contact and 

nodding will show the interviewer that you are engaged and listening 

attentively. 

 

Face to Face with Physical Distancing 

 

 The interview room will be set up to ensure you and panel members are 2M 

apart from each other. 

 Do not shake the hands of the interview panel. 

 To minimise contact, you will also be asked to submit proof of ID 

electronically to HR, rather than presenting this at the interview. 

 

 


