
SUCCEEDING 
IN A VIRTUAL
INTERVIEW

Interviews can be nerve-wracking. You have just a few minutes to show someone that

you’re a qualified education professional, while also discovering whether the job is the

right fit for you. Now virtual interviews are adding tech challenges and household

distractions into the mix.

Prepare for
success in
all three
phases of
the virtual
interview
process.

for a job in the 
learning industry

In the learning industry and beyond,

virtual interviews are becoming a

standard part of the hiring process.

While many of the strategies for

succeeding in an in-person interview

still apply, there are a few extra factors

to keep in mind. This guide will walk

you through all three phases of the

virtual interview gauntlet so you can

stop stressing and let your natural

confidence shine through.

The fillable PDF at the end of this guide will help keep you organized at each step of

the processs. 



Keep a simple spreadsheet of

jobs applied to. It should

include the company name, job

applied for, and date applied.

You might even copy and paste

the job posting directly into the

sheet in case it’s taken down

before you get the interview.

Pro Tip
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Phase One: preparation

You may have dozens of job applications out.

It’s possible that when you receive the email

offering a virtual interview, you’re not even

sure which job this is for. Figure it out before

the interview so you can do your research on

the business and be prepared for the call.

1. Know what job you're
interviewing for

2. Research the company
Take some time before the call to research the organization. This doesn’t have to be an  

investigative report, but you should know who they are and why you’re excited to work

with them. Be ready to answer questions like "Why do you want to work with us?” and

“What attracted you to this job posting?”
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Pro Tip

You want to show your interviewer that you’re smart and knowledgeable. Try to plan

questions that will help you understand the culture of the organization. The first

interview is all about seeing if and how you’ll fit into the organization. 

3. Prepare some key questions

The first call is like a first date. You’re checking to see if you click with
the organization. Stay open and curious. Save questions about salary and
benefits for a later call or after you receive the offer letter.

Questions about industry trends and how the company has dealt with them can show

that you know the industry while giving some insight into the company. For example: 

You want to present yourself as professionally as

possible. Checking your technology beforehand will

prevent tech issues from making a bad impression. 

Your interviewer may ask you to use a conferencing

platform you haven’t tried before. If so, do a test run

before the call. Ask a friend to get on a conference

with you to test your video, audio, and lighting. Make

sure your internet connection can handle the

conference. 

4. Check your technology

To improve your

connection try moving

your computer closer to

your router, hardwiring

your connection, and

turning off devices on

the same network.

Put some thought into your background. Avoid virtual backgrounds because they

tend to be distracting. Instead, clean up your space or position your camera to avoid

the worst of the clutter. A blank wall is better than a busy backdrop.

I know many organizations are struggling to scale their courses while

maintaining quality, how is your organization tackling that challenge? 

Questions about the daily work and methods of collaboration can also be good

conversation starters. For example:

How does your team stay connected when you’re spread out across the

country?
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If your interview environment is chaotic, your interviewer will assume your everyday
life is too. Tell housemates or older children that you have an important call. Ask
them not to interrupt you unless it is an emergency. Put a do not disturb sign on
your door. 

For younger children and pets, have a plan to keep them safe and occupied. You
might need to get a sitter or give them a task to keep them occupied while you’re
on the call. Thinking about this ahead of time will avoid distractions during the
meeting.

5. Prepare children, pets, and housemates

Even though you’re interviewing from home, you should dress like you’re going to the

office. Try to dress slightly better than you would for a normal day at the office. You

can check out the company’s website and social media pages to figure out what

people normally wear to the office. 

You might only be on camera from the waist up, but you should dress your whole

body just in case. If you have to get up during the interview, your interviewer doesn’t

want to see your worn sweatpants.

Phase Two: The Call

1. Dress for an interview
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Video conferences can feel a
little stiff if you’re not used to
them. Remember to smile and
let your enthusiasm for the
position shine through. 

Listening closely and asking
good questions can make a big
difference.

2. Smile and show enthusiasm 

Video conferences can feel a little stiff if you’re not used to them. Remember to
smile and let your enthusiasm for the position shine through. Listening closely and
asking good questions can make a big difference.

3. Take notes

Your interviewer may not show a lot of emotion during the call. They may be as
uncomfortable with video conferences as you are. Remember that they’re also
trying to interact with you and take notes at the same time. Don’t stress over their
facial expressions. While the advice to mirror the interviewers energy might work in
person, over video chat, it’s up to you to bring the energy to the interview.

4. Keep your cool

If your children, pets or housemates interrupt during the call, treat the
interruption as part of the interview. While it’s better not to be
interrupted at all, interviewers will watch for how you deal with stress.

Stay calm and polite. Stop and introduce the interviewer to the person or pet and
then refocus.
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You should follow-up with your interviewer 24 to 48 hours after the call. Thank them

for taking time to speak with you. Add a note about what you’ve learned or reiterate

why you’re enthusiastic about the position or how your prior experience aligns with

the responsibilities of the role.

Remember that this first interview is the beginning of a relationship. Tell the

interviewer that you would like to stay in touch even if this position ends up not being

the right fit. If you haven’t already connected on LinkedIn, now is a good time to ask

for the connection.

Phase Three: Follow up

1. Say thank you

You can send a second follow-up if you haven’t heard a decision within two weeks.

Only follow-up earlier if the interviewer gave you a specific date when they’d have a

decision. The hiring process can be slow and they may have many candidates to

speak to. 

In the second follow-up, you can reiterate your interest and let them know you’re

looking forward to hearing from them. Again, mention that you’re interested in future

opportunities if this one ends up not being the right fit.

2. Follow up again
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What happens next

You might get a request for a second interview. In that case, you can use the same

principles to succeed. If you receive an offer letter, be prepared to negotiate benefits

and salary (but that’s another guide!). 

If several weeks have passed without any word, this could mean that they haven’t

made a decision yet. It’s also possible they’ve gone with someone else and haven’t

shared a status update. . Unfortunately, some employers don’t keep candidates

informed. Keep applying. The right job is out there.

I

Teamed staffing specializes in connecting digital
learning professionals with organizations that
need their services. Our network of education
organizations includes universities, textbook
creators, and edtech companies. Whether you’re
looking for long-term employment or your next
gig, we can help.

Become a teammate at www.teamedforlearning.com

If you find out you didn’t get the job,

keep building the relationship. Send a

letter that thanks the interviewer for

their time, offers to stay connected,

and asks them to keep you in mind

for future opportunities. Education is

a small community, and building

strong relationships is always a good

idea.

Use the fillable Virtual Interview Success Worksheet on the next page to
stay organized during your interview process. 

http://www.teamedforlearning.com/


Preparation

During the Call

Follow Up

VIRTUAL  INTERVIEW
SUCCESS  WORKSHEET

The company I'm interviewing with is: 

Do your research so your excitement can shine through.

Quick facts about them:

Questions I want to ask:

Tech check:

Audio

Video

Connectivity

Background

Plans for dealing with children/pets/housemates during the call:

Smile and show your enthusiasm!

Last-minute check:

I'm dressed professionally

My background in neat

I'm smiling

I have my notes

Send first follow-up on: 

Send second follow-up on:

Keep building the relationship.
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