Interview Preparation Checklist
Tick each box as you go. Print it or keep it open on your phone.
	Role
	

	Company
	

	Date and time
	

	Format
	Phone  /  Video  /  In person

	Interviewer(s)
	



One week before
☐ Re-read the job posting and highlight the skills it asks for most
☐ Research the company: mission, products or services and recent news
☐ Look up your interviewers on LinkedIn, if you know their names
☐ Prepare your answer to "Tell me about yourself" (about one minute)
☐ Prepare three to five STAR stories that show the skills in the posting
☐ Write three questions to ask the interviewer
☐ Practise out loud, ideally with a friend or by recording yourself
The day before
☐ Confirm the time, the location or video link and the interviewer's name
☐ Plan your route and travel time, or test your camera, microphone and internet
☐ Prepare your outfit
☐ Print two or three copies of your résumé and pack a pen and notepad
☐ Get a good night's sleep
On the day
☐ Arrive 10 to 15 minutes early, or join a video call 5 minutes early
☐ Silence your phone
☐ Bring your résumé, a list of references and any work samples
☐ Greet everyone politely, including reception staff
During the interview
☐ Listen to each question fully before you answer
☐ Use STAR: Situation, Task, Action, Result
☐ Give specific examples, with numbers where you can
☐ Ask your prepared questions
☐ Ask about the next steps and timing
After the interview
☐ Send a thank-you email within 24 hours
☐ Write down the questions you were asked and how you answered
☐ Follow up politely if you haven't heard back by the date they gave
My STAR stories
	Skill it shows
	Situation and task
	What I did (action)
	Result

	
	
	
	

	
	
	
	

	
	
	
	



Questions I will ask
1. ____________________________________________________________________________________
2. ____________________________________________________________________________________
3. ____________________________________________________________________________________
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