
 
 

Using Microsoft Teams to Nail Your Virtual Job Interviews 
 

Microsoft Teams is a collaborative online platform that allows team members to stay connected and 
organized with the ability to chat one-on-one or in groups, partake in interactive video calls and easily 
find, share and edit documents. Because of its popularity, it has also become a common tool for virtual 
interviews and meetings. Check out the below tips on how to get started and nail your interview on 
Microsoft Teams. 
 

Getting Started with Microsoft Teams 

There are a couple of ways to access Teams. 

 

1.  If your interviewer sent you a calendar invite, it likely has a link to join the meeting in Microsoft Teams. 
Click on the link in your calendar invite and you will join the meeting via your web browser. 
 

2. You can download the desktop version of the app. The desktop version offers more features, like the 
ability to take notes, change your background or share your screen. Download the app for either Mac and 
Windows-based systems or on your smartphone through the Apple App Store or Google Play store. 
 

Once you join the meeting, you may be in a “waiting room” for a few minutes. This means your interviewer 
has not yet started the meeting. If you have waited more than five minutes and have not been let into 
your meeting, you may consider calling or emailing your point-of-contact. 

 

https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/group-chat-software
https://go.microsoft.com/fwlink/p/?LinkID=869428&clcid=0x409&culture=en-us&country=US&lm=deeplink&lmsrc=groupChatMarketingPageWeb&cmpid=directDownloadMac
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app#desktopAppDownloadregion
https://apps.apple.com/us/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams


 
 

 

 

Making your virtual interview a success 

Becoming comfortable and familiar with Teams is critical to ensuring a successful interview. Here are a 
few tips to prepare you for a seamless experience: 
 

1. Before the interview, pick out an appropriate outfit and ensure that your area is well lit. We 
recommend joining the meeting about 5 minutes early to make sure your settings work properly. 

 

2. There can always be connectivity problems, so check that 
your network is strong, the app is updated. Close out of any 
other programs that might be running on your computer, so 
you can ensure a strong connection. Simple click your profile 
picture in the top right, and in the dropdown menu select 
“check for updates.” 

 

 

 

 

 

 

3. When you click on the link to join a 
meeting on Teams, you will see a preview 
of your camera view. Make sure it is on, and 
that you are in a well-lit area with a clean 
background. You can also take this moment 
to make sure your camera is on, you’re 
unmuted, and you have the right audio 
source. 

 

 

 

 



 
 

 

 
4. While in the preview screen, you can 
decide to select a “virtual background” to 
create a more professional setting and 
avoid your interviewer seeing your personal 
space. 

 

 

 

 

 

5. Once you're all set, you can click to join the meeting. Remember that you can mute yourself at any 
time when you are not speaking. This is helpful when you have background noise. You can also shut 
your camera off at any point, share your screen if you are presenting, or access the chat function if 
you need to share a URL or a text with your interviewer. The taskbar on your Teams screen allows you 
to select any of these functions.  

 

 

 

 

 

 

 
 

6. Finally, it’s always helpful to have a test run with a friend so you can avoid any first-timer mistakes – 
you do not want tech issues to be the reason why a company chooses not to schedule a follow-up 
interview! 
 

7. You’re all set! Remember to bring your best self to nail the interview. Be yourself, and let the thought 
of being on camera deter you from letting your personality shine through. Good luck! 

 

 

 

[Use the taskbar buttons to turn your camera off, share your screen and to mute your mic] 


