Tips for Acing an Online Job Interview
*The following document is from a blog post titled, “17 Tips for Acing an Online Job Interview,” prepared by Sara Shine at Johnson & Wales University. The tips section has been adapted to include input from Dottie Nolan, Training Coordinator at the Eastern Kentucky Concentrated Employment Program. The blog post was originally done in November 2017, and most recently updated on April 10, 2025. Retrieved from: https://online.jwu.edu/blog/online-interview-tips/ 
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It may seem daunting when you receive an invitation to participate in an online job interview — in-person interviews may offer more of a personal connection, higher engagement, and other cues that could be more difficult in virtual interviews. However, there are certain steps you can take to ensure that you succeed in acing your virtual job interview.

In this blog, we have compiled helpful tips so that jobseekers feel confident and prepared for their job interviews in a virtual environment. We’ll cover all angles on how you can ace your next online job interview, from how you prepare beforehand by eliminating distractions, practicing answers, and conducting company research, to understanding video call etiquette and presenting yourself professionally during the video conference interview.
How are Virtual Job Interviews Different?
If you are preparing for a job interview (and especially if you’ve interviewed in the past), you may be wondering how virtual interviews differ from in-person interviews. https://www.dol.gov/general/jobs/interview-tips 
Job interviews have always been daunting for employees of all experience levels because they include a fast first impression and could put you on the spot to prove yourself. There is an even higher chance for things to go wrong if your prospective employer wants to chat face-to-face online.
Not only do you face potential connection issues or tech problems, but it can be harder to read someone virtually. You will have to change some of the things you think about during the interview. You may find the format is different as well. Depending on the type of online interview you are participating in, there are some instances where you are just recording your answers instead of conversing with a live person on the other end. This can be stressful for some candidates. Just remember that being brave enough to take the plunge and show initiative during an unfamiliar interview process is already a positive step in the right direction!
17 Essential Online Interview Tips
Going through an online job interview for the first time can be scary, but we are here to help! Here are 17 online interview tips to help you succeed:

1. Research the Company and Interviewer
Understanding the organization’s mission, values, and recent developments demonstrates your genuine interest and helps you align your responses to their goals. Visit the company’s website, read their latest press releases, and review their social media presence to gather relevant insights. If you know the interviewer’s name, look them up on professional networking platforms like LinkedIn to understand their background and interests. 
Pro Tip: Mentioning specific aspects of the company or interviewer’s work during your responses can create a stronger connection and make your answers more personalized and impactful.

2. Do a Test-Run with Your Computer
In this day and age, technology can be overwhelming and with online interviews especially, you need to feel comfortable using whichever method your prospective employee prefers (Zoom, Skype, Microsoft Teams, Google Meet, FaceTime, etc.). Once you’re comfortable with the program you’ll be using, it’s a good idea to test your internet connection as well as your audio and sound capabilities to make sure everything works properly. In addition, be sure to find an area with sufficient lighting so that those conducting the interview can see you clearly.
Pro Tip: Before logging on, ask the interviewer what the format is. Here are a few questions to ask to make sure you’re prepared:
· Is it a phone interview only, or will it be a video interview?
· Is there someone on the other end of the video or are the questions pre-recorded?
· If they are pre-recorded, how many chances do I get to record my answer?
· What do I do or who do I call if I start having technical difficulties?
Then, find a friend or family member you can use that platform to connect with. Most virtual platforms are pretty user-friendly, but it helps to feel familiar with the interface before you get on with your employer and realize you are trying to respond while muted.

This video has additional information about interviewing, including a section at the 8:28 mark about preparing for an online interview. 

Stand Out in a Job Interview. By The Harvard Business Review Guide. (September 3, 2024). Retrieved from: https://youtu.be/ZU9x1vFx5lI?si=cwdFDloTJSIFD3OC


3. Pick the Perfect Spot for Lighting
Make sure it isn’t too dark but also stay away from overhead lights during the interview, if you can. If possible, try to settle down near a window with your face towards the light. You always want to put your best foot (or in this case, face) forward!
Lighting Dos:
· Natural (window) light is best because it gives the best (most accurate) color.
· Turn off any overhead lights if you are able to sit by a window because they will add a yellow or blue tint (depending on the kind of bulb).
· Light on your face will highlight your eyes and facial features.
Lighting Don’ts:
· Lighting from above or behind will cause strange shadows on your face and a frizz halo out of your hair.
· Lighting from behind or the side will cause a glare, making it difficult for the interviewer to see you.
· Lighting from behind or the side can also cause a glare on your screen and make it hard for you to see the interviewer!
Pro Tip: Scope out a good spot to conduct your online meeting the day before to make sure you’re not rushing around before the interview. Make sure you have a stable table for your laptop. You don’t want it bouncing around or wobbling during the interview. You may need to use a box to lift the laptop up so that it gets from just below your shoulders to just above your head for a perfectly framed interview shot. If you are using a tablet or smartphone, use a device tripod to hold it steady.

4. Forgo Virtual Backgrounds
You may feel tempted to pick out a cute background on the platform, but don’t! Backgrounds are distracting and unprofessional for a first-time meeting. In fact, you want to choose the most professional area of your home for the interview—feel free to stage it just for the interview!
Pro Tip: Once you’ve identified the places that offer the best lighting, you will want to carefully examine the backgrounds to choose the best spot. Remove any clutter. Avoid odd things in the background like a bed or toilet. It may seem obvious, but sometimes people just don’t really think about the first impression their home is making.
Books can make you look smart, tactful home décor can give the appearance of being put together and artsy pieces in the background can make you look cultured. A blank wall is even acceptable because it keeps the focus on you.
*How to blur your background in Zoom. https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0061066 

5. Remove Distractions
Choose a quiet location for the interview and make sure to put your phone on silent mode along with all other forms of communication, including email notifications on your computer. It is rude to be interrupted during an interview unless you have an emergency situation that your potential employer is already going to be aware of.
Pro Tip: Make sure no one else is around when you are completing your interview, including pets. Interviewers have seen cats walk across the computer screen and close the session, half-clothed people walking across the room in the background or hear children screaming in the next room. Don’t jeopardize your career by not being prepared! If you can’t ensure people aren’t going to interrupt you, it might be best to either take your interview to another location or make sure your family (or roommates) can plan to be gone for the day.

6. Log on Early and Test Setup
Being on time is really being about 10 minutes early. For a virtual, first-time interview, you may want to make sure you are ready to go 15-20 minutes early. If this sounds like a lot, just remember: In a normal interview, you would probably be getting ready, driving, parking and finding the right room before the interview.
In this situation, setting up the computer and logging in is essentially the parking part of your interview process. Make sure everything works and then you can hang out until about 5-10 minutes before the scheduled time.
Pro Tip: ALWAYS act like your interviewer can hear and see everything you are doing. Getting in the habit of feeling “watched” during the session will help you not do something strange because you forget people are in the room or don’t realize your camera is on. From the moment you log in until the moment you close the screen, just assume they can hear and see everything.

7. Sit Up and Dress Professionally
Even though you’re not meeting your interviewer in person, make sure to dress for success and sit up straight. Wear clothes that make you feel like a professional from top to bottom. First impressions matter and your appearance can really make or break yours.
Pro Tip: Don’t forget to smile! Whether you are talking to an actual person or recording your answers, smile the way you would during an in-person interview. Wear clothes that are flattering and fit the job you are interviewing for. When in doubt, dress up rather than dress down (especially for virtual interviews!).
Not only will sitting up and smiling make you look more professional and engaged—they will actually help you feel more powerful and energetic!

8. Calm Your Nerves
Practice your main talking points if you’re nervous, remember to slow down—it can be easy to talk over people on online calls. You may need to be slightly louder and more emphatic than you would be in person, since the screen is going to reduce a little bit of the impact you would have face-to-face.
Pro Tip: Even though this particular interview is hosted online, don’t forget to review your traditional interview skills. You’ll want to have answers prepared to some of the more common interview questions and examples in case they ask for specifics.
Before the interview, try standing in power poses to channel your nerves into feel-good energy. 
The ‘Power Poses’ That Will Instantly Boost Your Confidence Levels. By Shana Lebowitz and Melia Robinson. (December 15, 2015). INC. Retrieved from: https://www.inc.com/business-insider/amy-cuddy-the-poses-that-will-boost-your-confidence.html 

Science has shown that these poses can help you think on the go and perform well under stress.

9. Look Your Interviewer in the ‘Eye’
In the online environment, eye contact is important—even though it isn’t true eye contact.
Instead of looking at the person on the screen, look directly into the webcam and stay engaged. It can be tricky to look at the camera when you see a person on the screen. But, looking at the screen will make you look like you are staring down (since screens are usually below cameras).
If you’ve taken a selfie before, then you probably know the deal. But, somehow, video is harder.



10. Actively Listen
It’s easy to miss something important during an interview. It’s also sometimes very difficult to interrupt without an embarrassing mess of overlapping sound bytes.
Avoid weird situations by jotting down keywords or short reminder phrases if you want to remember a point or circle back to ask a question. Try not to let your note-taking interfere with the flow of the interview. If you do miss something that was said, make sure you ask.

11. Use Engaged Body Language
Similar to the power poses, using engaged body language during the interview is going to help you answer with confidence and energy. Even if the call is just over the phone, the right posture will help you sound more friendly, open and sure of yourself.
On the flip side, slouching can cause you to feel tired and want to be done. Crossing your arms or your legs will look like you aren’t fully engaged and can actually cause a kind of mental block that makes it hard to really take in the information.
Pro Tip: Make sure you are sitting up straight with your shoulders back and head up. This is something you will want to practice when you are getting your spot picked out. Make sure that your computer or camera is positioned at eye level, so you don’t have to lean over or duck down to get in the frame. You may need to place it on a box or stand to get it to the perfect height.


12. Don’t Rely on Notes
While you might take a few notes of your own during the interview, don’t write down a list of things you want to say. Too many notes will be awkward and make the interview seem forced.
Pro Tip: You won’t want to have detailed notes, but you will want to have a few questions jotted down so you are prepared. You may even include some stats or competitor notes that you saw in your research.
Don’t feel like you need to rush into answers. Give yourself a second or two to breathe before answering the questions. Not only will the short pause give you a second to organize your thoughts, it will ensure you aren’t cutting in on top of the interviewer. Remember, when you are nervous, you are more likely to go faster than when you are comfortable, so slow it down!

13. Customize Your Answers for the Online Format
Virtual interviews require adjustments in your communication style and how you deliver your answers in a way that’s engaging and effective. Since body language is less noticeable on video, rely more on your facial expressions and voice to convey enthusiasm. Additionally, consider how the online environment can help you showcase your skills. For instance, highlight your proven ability to thrive or overcome challenges in digital/remote environments, or, if appropriate, share your screen to present a portfolio or a relevant project. Tailoring your responses for a virtual setting shows adaptability and ensures your strengths are effectively communicated. 

*See this article for additional information about organizing your presentation for an online interview, Presenting Via Zoom. Hamilton College. (2025). Retrieved from: https://www.hamilton.edu/academics/centers/oralcommunication/guides/presenting-via-zoom

Pro Tip: Structure your answers clearly, using frameworks like STAR (situation, task, action, result) to keep your responses concise and organized. How To Use The The STAR Interview Method To Get A Job. By Tracy Brower, PhD. (November 25, 2024). Forbes. Retrieved from: https://www.forbes.com/sites/tracybrower/2024/11/25/how-to-use-the-the-star-interview-method-to-get-a-job/

14. Be Genuine
You want to come across as genuine and authentic during an interview. This is your opportunity to express yourself off paper. Your resume already got your foot in the door, now you get to show who you are as an individual.
Being overly stiff is a pretty common response to nerves. Try to loosen up your mindset and take cues from your interviewer. When you choose your outfit for the meeting, for example, try to dress professionally without squashing your personal style.
Pro Tip: Knowing who you are as a professional is really important. Stop and think deeply about your personal strengths, weaknesses and traits. You can even make a list ahead of time to get your thoughts organized. These are likely going to be questions asked during the interview anyways. When you have a better feel for what you want to communicate, you’ll be better enabled to let your strengths naturally shine through.
You can take a 5 Minute Personality Quiz to learn more about yourself. Here is a link to this personality quiz. https://www.decal.ga.gov/documents/attachments/5minutepersonalitytest.pdf

15. Make a Connection
It is only natural to be nervous; however, this can take the focus away from the conversation and onto yourself.  Knowing this may happen, concentrate on the interviewer's questions, tone of voice, and facial expressions.  Be comfortable with a bit of silence; it doesn't always need to be filled with a comment.  However, you can build a connection by discussing interests, hobbies, or even the weather.  These small details can help you establish a professional relationship.
Pro Tip: Whatever season it is, ask if they are enjoying the related aspects, such as the color of the leaves in Autumn, the abundance of blooms in spring, or the chilly temperatures in Winter.  

16. Write Down 5 Questions Beforehand
Try to think of five good questions that aren’t about salary or benefits (you can have those, too, but they are too easy. They don’t let the interviewer know you’ve done your homework and you’re serious about the job.)
You want to think up five in case some of them are naturally answered along the way. Most interviewers ask at the end if you have questions and having two or three questions to ask will show you’ve put thought into this.
Pro Tip: Ask questions that show you would be an engaged and valuable member on the team, ready to get to work as soon as you are hired.

17. Follow Up Afterward
Showing your interest and dedication can go a long way in convincing a hiring manager you are the right person for the job. While you don’t want to be aggressive, desperate or obnoxious, you don’t want to come off as passive, apathetic or lackadaisical either!
Before the interview is over, ask when they will likely get back to you. If they don’t get back to you by the named day, try waiting another day or two before reaching out.
Always follow up with a brief thank you a few days after the interview. Reassert how interested you are in the position and how much you appreciated their time.
Pro Tip: Most of the time, sending an email is going to be the best way to connect with an employer because it is less demanding—they can read it in their free time. Keep your contact short and include how much you appreciated interviewing with them. Don’t use a generic boilerplate email. Personalize your “thank you” follow-up so that you come off as genuine.
Bonus Tip:
Bottom line: Don’t stress too much! Virtual interviews are used to in the first round of candidate interviews because they save the company time and money. They help level the playing field for applicants. The good news is that, unless the role is fully remote, there is more than likely going to be an in-person interview in the next round, giving you the chance to meet your prospective employer in person.
And the best part of a virtual interview? You don’t need to worry about a firm handshake!
Article updated in 2025 and originally authored by Sara Shine in November 2017.
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