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This guide has been created to help you put your best foot forward; providing
you with guidance on how to prepare for your interview at the Post Officel!

Here you will find information specific to Post Office to ensure you have a good
understanding on what to expect, including top tips, interview format and Our
Behaviours.

Interviews are a key stage in the selection process. It is a two-way process
that assesses your fit for the role and allows you to decide if the role and
company is the right fit for you. It's a great opportunity for you to ask questions
and ensure you can make an informed decision.

To learn more about who we are and what we do, visit our careers site.

Good luck in your interview!

If you have any further questions, please reach out to
TalentAcquisition@postoffice.co.uk
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Interview Structure

Here at Post Office, you can expect your interview to consist of value-based
competency questions and role specific questions.

Competency based questions aim to find out how you have used specific
skills in your previous experience and how vyou approach problems
Interviews are based on our behaviours. To learn more about our behaviours
and to download example interview questions click here.

These questions will assess your suitability for the role, alongside the depth
and breadth of your experience. Whether your field is customer services,
head office roles or management roles; these questions will assess your
problem-solving skills, communication skills and ability to think under
pressure.

STAR Method

Once you have reviewed the job description, begin preparing examples of
where you have demonstrated the skills and experience required. The
STAR method will allow your answers to be structured and clear.

S What is the situation or scenario you are describing?
What was your specific task or key role in this situation?

demonstrate your skill?

What was the result of your actions? What did you achieve?

A What specific actions did you take to complete the task or to
R Where possible try to use metrics.

To read more about our typical recruitment processes click here @
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Our Behaviours

At Post Office we have a clearly defined purpose which is underpinned by
our values. Our behaviours provide clarity on ‘how’ we do things and help
guide us on what it takes to be successful. These are applicable to everyone,

regardless of role.

Customer-First We start with the customer

Curiosity We continuously learn and improve
&3
t_ ﬁ.n Prog ress We deliver results with integrity
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ﬂ Accountablllty We take ownership and follow through
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Visit our careers site to learn more about our behaviors and code of conduct

Diversity, Equity & Inclusion

We are a proud disability confident employer. If you have any questions, or
require any reasonable adjustments to complete your interview, please
contact talentacquisition@postoffice.co.uk.

To learn more about what diversity, equality and inclusion looks like at the
Post Office, click here.
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Using Al Responsibly in Interviews

At Post Office, we understand the world we work in is changing, and with this
comes with the increased use of Artificial Intelligence (Al) tools.

We believe that Al tools can support learning and preparation during a
recruitment process but should not act as a substitute for your own thinking.
During interviews, it is important to ensure you reflect your own skills,
experience, and integrity.

We value fairness, authenticity, and potential. Our goal is to understand your
unique skills, thinking, and experience. Responsible use of Al ensures a level
playing field for all candidates and helps us make fair and informed hiring

decisions.

v

Appropriate use of Al

Practicing interview questions
and refining your responses

Researching the Post Office &
learning more about the
company, role, and industry

Improving clarity, structure, and
confidence in your
communication

Developing examples using
recognised frameworks (e.g.
STAR method

Disclosing where Al has been
used in preparation, with ability
to explain your own thinking in
depth & understanding of any
submitted material

Unacceptable use of Al

Y

Using Al tools to generate or
assist answers during live or
recorded interview (e.g. via
hidden prompts, second screens,
or transcription tools that
suggest responses)

Submitting Al-generated work
(e.g. tasks, case studies, written
responses) as entirely your own.

Misrepresenting Al-generated
responses as personal
knowledge or experience

Receiving assistance from others
or tools without disclosure
where independence is required

Please note that if inappropriate use of Al has been identified during your
interview or in a way that misrepresents your work, your application may
result in disqualification:
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Interview Top Tips

N
1 Examples of typical interview questions are available to download:
click here
2 Check out our Corporate website to find out more about products,
services, and the annual report: Post Office Corporate
J
\
3 Review the job description & familiarise yourself with the job role
and key responsibilities
N
4 Check out Post Office Ltd on Glassdoor for tips on what to expect
from people who have previously interviewed at the Post Office
N
5 Dress Code — Smart attire is the most appropriate option to wear
for a Post Office formal interview
N
If your interview takes place in person, you may be required to bring
6 a copy of your Right to Work documents to your interview.
J

For in person interviews, please make sure you plan your journey
ahead of time. To find out more about our locations and planning
your route, visit the location pages on our website.

If your interview is taking place virtually, ensure to prepare the same
as you would a face to face. For more guidance on using Microsoft
Teams, watch this video

To view the full list of our Hints & Tips click here
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