Eight Tips to Answering Interview Questions
Be Brief. Each question, no matter how complex should be answered in 90 seconds or less. Anything beyond that loses the interviewer’s interest and probably involves too much rambling. Be concise, focused, and specific.

Be Positive. Interviewers try to unearth negatives in your background or personality by asking negative questions. These questions are designed to get you to spill the beans about things better left unsaid. Remember, you do not need to answer negative questions negatively. Put a positive spin on everything. 

State Your Case. All answers should relate to the heart of the issue. Look at each question as an opportunity to present your case.

Use Examples. Don’t forget that an integral part of presenting your case is proving that you are qualified for the job, not just telling them that you are. This means using examples of past successes to demonstrate your potential for future success.

Identify Results. Not only must you relate a selection of the wonderful things you have done in past, but you must also identify the results of the wonderful actions. Identify specific ways that your accomplishments and ideas benefited the company and the more specific and quantified your answer is the better.

Maintain Relevance. The answers you give to any question should reflect the needs of the company and that you are a terrific team player.  Listen carefully to what is wanted and needed and address those needs specifically in your answers. 
 
Answer Questions with Questions. A savvy communicator knows that it is not always necessary to answer a question with a direct answer. Some times it is better to return the question with a question of your own, especially if you would like to have clearer information before venturing a hasty reply. Asking a
question about the question not only shows that you are intelligent and confident but that you think things through before opening your mouth to speak.  This is a valuable trait in any job.
 
Break It Down. Interviewers like to see that you can think logically and can break a complex problem down into manageable parts. This works especially well when answering those hypothetical situation questions. Talk about the different areas that need to be addressed and how you would handle them.

