Interview Checklist
Preparation

· Complete mock interview handout sheet with sample answers
· Research the company and the position

· Think about the main points you want to convey

· Check the company’s stock closing price (if applicable)

· Plan two or three questions to ask the recruiter

· Practice; mock interviews

· Plan your attire:  dress professionally
· Select folder to take; include copy of résumé (in case recruiter doesn’t have it handy) and paper for any notes

· Prepare your voice

· Deal with nerves

The interview (bring jump drive if you want a copy of the recording)
· Be on time
· Enter the room well

· Introduce yourself to the recruiter; greet each person; make eye contact
· Note the interviewer’s name

· Sit appropriately

· Receive and answer questions effectively

· Be aware of the space and your own physicality

· Arrange a positive exit

· Be sure to leave with the interviewer’s contact information

Post Interview

· Write thank you notes or emails, as appropriate

· Get feedback as available

· Do a post game analysis

