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THE SALES LEADER’S 5 STEP 
GUIDE TO CONDUCTING THE

PERFECT INTERVIEW
Tips from experts on conducting great interviews and 

how to get the best to say ‘yes!’
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You’ve reached the most crucial stage in your recruitment process – your candidate interviews. It’s an 
exciting time as you get to meet a host of new sales professionals who all have the potential to take your 
results from ‘ho hum’ to ‘wow’. 

But it can be stressful too. Just how do you spot THE one amongst a large talent pool?

This step-by-step guide will help. It includes all you need to know about the important interview process, 
and how to structure yours so you can pick your best fit AND get them to say ‘yes’! 

CONSIDER YOUR TOTAL CANDIDATE RECRUITMENT EXPERIENCE

In the competitive sales arena, the best salespeople often have their pick of job offers. But for many, 
they’re turned off from considering a potential workplace before they get anywhere near the offer stage. 
This is why it’s vital you create an outstanding candidate recruitment experience, from start to finish. 

The first tip is to have one central contact point throughout the interview process. This helps the 
candidate build a relationship from the get-go, and reduces the chances of misinformation and/or 
confusion.

This person should also be a master nurturer, letting potential hires know exactly what to expect from 
your interview process – who will attend, where and approximate timelines for each stage (interviews 
and follow-ups). 

STEP 1. DO SOME PREP WORK WELL BEFORE YOUR INTERVIEWS

Any good boy or girl scout knows success comes down to preparation. There’s plenty you can do before 
interviews begin to ensure you get the most out of them. 

TO PREPARE: 

DECIDE ON YOUR RECRUITMENT TEAM                                                                            

You can go it alone, or invite another key salesperson from the team to join you. There are also merits in 
asking a senior member of the company to attend as this shows candidates how important the position 
is within the organisation, plus demonstrates a ‘bottom-up’ management approach (provided that is 
what you have). 
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REVIEW YOUR POSITION DESCRIPTION                                                                      

All those present at interviews should know your PD inside and out. This ensures everyone is on the 
same page when it comes to spotting applicants with the requisite skills, qualifications and desired 
attributes. 

RESEARCH EACH APPLICANT                                                                     

Delve deeply into each applicant’s resume, cover letter (if they submitted one) and professional 
profiles such as LinkedIn. These will give you a rounded picture of the person you will meet, and 
enable you to develop personalised questions to glean the right information to decide if they’re a 
good fit. Personalised questions also show the candidate they’re not just another number in the 
applicant pile. 

You might also consider doing a quick survey of the candidate’s social media. It can be a good way to 
get a feel for their personality and interests, but at the same time, may throw up a red flag or two. 

BE PREPARED FOR QUESTIONS THEY’LL ASK YOU                                                                     

Your potential hire uses the interview process to review you as their would-be boss and/or team, just 
as much as you review them for the position. 

In all likelihood, they would have done their research due diligence by visiting your website and 
social accounts, and complied some questions to determine their alignment. Be prepared to answer 
questions about your culture, work practices such as lead generation, measures to rate success, 
challenges your sales team faces, scope for progress and so on. 
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STEP 2. ENSURE YOUR INTERVIEWS RUN SMOOTHLY AND EFFECTIVELY
 
Essentially, your interviews have two broad aims – to work out if the person is a good match for your 
current sales team, and to showcase what’s great about working with you. 

To meet these goals, aim for an interview that is more conversation, than interrogation. Any good 
journalist will tell you that putting your subject at ease is vital to encourage open and honest dialogue. 
This in turn, should produce a goldmine of information you wouldn’t otherwise get with a nervous or 
stressed subject. 

Some general interview etiquette tips: 

• Be punctual (your interviewee will be naturally nervous so don’t keep them waiting for excessive 
periods)

• Be friendly & enthusiastic 
• Turn off all tech (mobiles, computer notifications etc.)
• Practice active listening (see below for more on this)
• Invite them to tour your office & meet key team members
• Always follow-up after interviews to keep them in the loop

Now, let’s go a little deeper into two further ways to help you conduct great candidate interviews:

• Utilising your active listening skills
• Asking the right questions 

ACTIVE LISTENING  

Active listening involves displaying characteristics, both verbal and non-verbal, that show the 
interviewee you aren’t just passively taking in what they are saying. Rather, you are absorbing and 
seeking to understand more. 

There are a number of ways to actively listen: 

ENGAGE WITH YOUR EYES AND BODY  

What you say non-verbally holds just as much weight as the words you speak. A slight frown, the set 
of your mouth or a slump in your shoulders may make the interviewee feel you’re bored, frustrated or 
irritated. Non-verbal signals are also a way to feedback to the interviewee that you understand what they 
are trying to convey. Back up what you are saying with natural eye contact and positive body language. 
Things like nodding, angling your body in their direction and smiling. 
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TALK LESS

It can be very easy to over-talk - rather than actively listen - about the role you have on offer. You love 
your team and the work you do so that’s only natural. 

But knowing when to talk and when to listen is a crucial component of active listening. After all, the 
more you talk, the less you learn. The whole point of an interview is discovery, so it makes sense you will 
achieve this if you talk less. 

Developing the skill of effectively silencing yourself takes just as much practise as that of becoming 
a great speaker. Striking the balance between giving the candidate enough prompts to talk freely, and 
coming across as abrupt, is difficult. But with time, you can improve this skill and put it to good use 
during the interview process. 

ACTIVATE YOUR LISTENING

When the candidate is talking, you must listen and absorb. But it’s all too easy to get distracted by what 
you want to say next. 

Persistently doing this means you may miss golden opportunities to ask follow-up questions. You may 
even miss crucial information that results in a misunderstanding about what an interviewee is trying to 
convey. Both of these outcomes are dire in this pivotal stage of hiring.

It takes an ordinate amount of concentration and discipline to stay focused when someone is talking. 
Experiment the next time you’re in a sales meeting. Pay attention to how much effort it takes to continue 
to attend to the presenter. Take particular note when you find your mind drifting, or you begin fidgeting, 
discreetly checking your email or phone, or mentally rehearsing what you want to say next. It will likely 
happen much faster than you might think!

 DON’T INTERRUPT OR ‘SENTENCE STEAL’  

When an interviewee is responding to a question, avoid jumping in and interrupting or ‘sentence stealing’ 
(where you finish the interviewee’s sentence for them). 

It’s easy to fall into this habit. Perhaps you want talk as you don’t want to risk losing your train of 
thought while waiting for the other person to finish. Or you may be conscious of staying on time, 
particularly as you will likely have many more interviews to get through.

If you’re worried about forgetting, keep a notepad handy and jot down any follow-up questions so you 
can let them finish their answer without cutting them off. Should you run over time, let the candidate 
know in-between questions. Be honest with them about needing to wrap up soon.
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MAKE SURE YOU FULLY UNDERSTAND THE INTERVIEWEE’S ANSWER

It’s easy to make snap judgments about a person based on what they are saying. Our personal belief 
system will often cloud our judgement and misinterpret meaning.

This is why asking clarifying questions is important. If the candidate says something that seems odd or 
unexpected, ask them to elaborate. For example, “Can we go back to what you said about XXX? Can you 
tell me again what you meant?”

Another technique is to paraphrase their answer by saying “So I think this is what you’re saying …. Am I 
correct?” This gives them ample opportunity to restate to ensure their meaning gets across.  

SUMMARISE AND REFLECT BACK

Another good way to show the listener you have been active listening is to summarise their point and 
repeat it back to them. It also gives them the chance to correct you if you got it wrong, or perhaps add 
another little nugget of information they may have forgotten.

It might be overkill to do this for all questions you ask, so opt for the most important ones. 

THE RIGHT QUESTIONS

It’s now time to craft the right set of interview questions. What follows is a reduced list to give you an 
idea of what angle each question should come from: 

SKILL BASED INTERVIEW QUESTIONS: 

• What are your current revenue budgets and how have you performed to these over the last couple of         
quarters?

• How do you keep up to date on your target market?
• In your last sales position, how much time did you spend nurturing customer relationships as 

opposed to prospecting for new clients, and why?
• What are your favorite questions to ask prospects?
• What’s your go-to approach to handling customer objections?
• How do you research prospects before a call or meeting? What information do you look for?
• In your opinion, what do you think our company/sales organisation could do better?
• What’s something you’ve taught yourself lately?
• What are the three most important qualifying questions you ask every prospect?
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SITUATIONAL BASED QUESTIONS:  

• How would you approach a short sales cycle differently to a long sales cycle?
• When do you decide to stop pursuing a client?
• How do you keep a smile on your face during a hard day?
• Have you ever turned a prospect away? If so, why?
• Have you ever asked a prospect who didn’t buy from you to explain why you lost the deal?- What did 

they say, and what did you learn from that experience?
• Describe a time when you had a difficult prospect, and how you handled that situation to win the 

sale.
• What’s the best way to establish a relationship with a prospect?
• Sell me something.

FIT AND MOTIVATION BASED QUESTIONS: 

• What’s worse: Not making quota every single month or not having happy customers?
• What’s your least favorite part of the sales process?
• What motivates you?
• Who are you most comfortable selling to and why?
• What’s your opinion of the role of learning in sales?
• Describe your ideal sales manager. Why?
• What core values should every salesperson possess? 

 

After compiling your question list, spend a little time reviewing it to identify areas where you could 
naturally speak about your role and company, highlighting your attractive points of difference. For 
example, if they say they’d love to do further training in a particular sales system, you could speak about 
the training budget each rep has a part of their package. 

STEP 3. FOLLOW-UP AFTER APPLICATIONS AND INTERVIEWS

The recruitment process is tough on sales candidates. They put a lot of time and effort into crafting their 
applications and attending interviews. It can be extremely disheartening if it takes forever to hear back 
from a potential employer, or worse yet, if they never do. 

The ball is 100% in your court when it comes to the timing of your follow-ups. By being on top of 
this process, it not only shows respect to candidates, but can also serve to enhance your company 
reputation. A streamlined candidate recruitment experience is very impressive, and a stark contrast to 
ones that aren’t. The positive impression and praise that results is well worth the time it takes to get 
back to each applicant, whether they were successful or not.
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STEP 4. PREPARE AN OFFER THAT IS HARD TO REFUSE

You’re now at the stage where you know which candidate is the one. It’s time to develop an offer they 
won’t likely turn down. 

A great offer is not always all about the money, even though that is a crucial component. The key is to 
get the candidate’s emotional buy-in, which means aligning your offer with their passions and desires. 
And you’ll know all about them from conducting your awesome interviews!

Loop back and use your interview data to personalise your offer. Perhaps you spoke about a particular 
sales project during the interview that got them excited, or they mentioned they have children? In your 
offer, you should mention assigning them to that project, or include flexible work hours to allow them to 
do the school run.

AS YOU PUT TOGETHER THE JOB OFFER, ASK YOURSELF: 

• Have you personalised the salary, commission, benefits package and perks in a way that will appeal 
to the candidate (don’t forget about a training/mentorship program!)?

• Have you benchmarked the salary against competitors and industry standards?
• Have you built in a degree of flexibility to allow them to negotiate (salary, start date, perks, benefits, 

etc.)?

If you did an offer tour (and hopefully you did as many studies show employees’ opinions about their 
workplace culture far outweigh those of management), invite your potential hire in to present the offer in 
person. 

Tack on a casual ‘drinks and nibbles’ meeting afterwards with their probable team as it’s just another 
opportunity for the candidate to get a further feel for your organisation and envision their place within it. 
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STEP 5. CLOSE THE DEAL

Once you’ve extended the offer, there are a few things you can do to help seal the deal. The first is to be 
enthusiastic about why you feel they are ideal for the role. Don’t be shy in letting them know how much 
you want them to say yes.

It’s also a good idea to welcome and address any questions arising from the offer. This might also be 
the time to be a little flexible, engaging in a little ‘give and take’ to entice that important salesperson to 
come on board. 

So those are five crucial steps to fashioning your interview process and give your candidates an 
amazing recruitment experience that makes it very difficult for the right one to say no. 

Should you need further assistance with any part of your recruitment campaign, we would love to help. 

With over 25 years of experience in sourcing amazing sales professionals for companies in need, we’re 
well placed to help you in your search. 

Get in touch with bta Sales here.
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bta Sales is a specialised recruitment agency 
with national reach and a strong network of 
candidates and clients. We work with businesses 
and individuals as a consultant to find the perfect 
match for both parties.    
     

Our sales specialisation is largely unrivalled 
within the industry and takes in many disciplines 
and levels ranging from junior sales level to senior 
management appointments across all market 
sectors.      
   

bta is sales recruitment. It’s our passion. It’s what 
we live and breathe. In fact, it’s all we do. So our 
interest and focus equal yours.   
  

bta Sales

14 Hill Street, Cremorne, VIC, 3121

www.btasales.com.au

1300 282 725

ABOUT bta Sales


