INTERVIEW CHECKLIST

Week Before Interview:
· Find out the name, address & phone number of your interviewer.

· Figure out how you’re getting to the interview (doing a “dry run” will help you know where you’re going, how you’re going to get there, and how long the trip will take).  Create a “Plan B” in case you run into transportation problems with “Plan A”.
· Find out as much as possible about the company/organization you’re interviewing with.

· Find out as much as possible about the job you’re applying for.

Day Before Interview:
· Lay out your interview clothes & polish your shoes.  Don’t forget to wash, iron & try-on what you plan to wear.
· Call to confirm that your appointment hasn’t been cancelled or rescheduled.
· Put your application, resumé copies, working papers, 2 pens and a pencil in a folder so they’re ready to go.
· Think about your answers to questions you’re likely to be asked, such as:
1. Tell me about yourself.

2. How would your teachers describe you?

3. Why should I hire you?

4. What do you like best about school?
· Figure out how much time it’s going to take for you to wake-up, get ready, and travel to your interview so you know what time you need to wake-up.
· Get a good night’s sleep.
· Don’t forget to set your alarm clock!
Day of Interview:
· Wake-up early.
· Eat breakfast.
· Groom yourself carefully.
· Pack lunch or get lunch money if necessary.
· Take water.
· Don’t forget your folder with important papers!
· Leave yourself plenty of time to get there early.
· Don’t forget to thank the interviewer with a firm handshake.
· Don’t leave the interview without finding out what’s next (When will the next communication take place?  Do you need to call them or will they call you?  Will there be a second interview?).
Follow-up:
· Write or e-mail a “thank you” note to your interviewer.

· Call a day or two after you expect to hear from the company if you haven’t heard from them.
