INTERVIEW
PREPARATION
CHECKLIST

Preparing for an interview can be the key to making a lasting
impression on potential employers. This checklist provides essential
steps to ensure you're ready, confident, and well-prepared to showcase
your skills and experience: From researching the company to finalizing
your outfit, this guide will help you approach your interview with focus
and professionalism, giving you the best chance for success.

Interview Preparation Checklist

Research the Company:
o Understand their mission, values, and recent news.
o Familiarize yourself with their products, services, and

culture.

Know the Job Description:
o Review the skills, responsibilities, and requirements.
o Prepare examples of how your experience matches the

role.

Practice Your Responses:
o Answer common questions (e.g., strengths, weaknesses,
why this role).
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Dress Appropriately:
e Choose attire that aligns with the company’s culture and the
role.

Bring Important Documents:
¢ Print multiple copies of your resume, cover letter, and

references.

Prepare Questions:

e Have thoughtful questions about the company and role ready.

Mind Your Body Language:
e Maintain eye contact, give a firm handshake, and sit up
straight.

Be Punctual:;

e Arrive 10-15 minutes early for the interview.
Follow Up:

¢ Send a thank-you email within 24 hours, expressing gratitude
and reiterating interest.
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