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Interview Preparation Checklist 

I. Research and Company Understanding: 

☐ Company Research: 

    Research the company's history, mission, values, products/services, recent news, and any notable 

achievements. 

☐ Industry Research: 

    Understand the industry trends, competitors, and challenges the company might be facing. 

☐ Interviewer Research: 

        If possible, research the interviewer(s) on professional platforms like LinkedIn to understand their 

background and role within the company. 

 

II. Self-Reflection and Assessment: 

☐ Skills and Achievements: 

    Identify your key skills, accomplishments, and experiences relevant to the job. 

☐ Strengths and Weaknesses: 

    Reflect on personal strengths and weaknesses, and prepare examples to demonstrate them. 

☐ Behavioral Examples: 

     Prepare specific examples of past experiences that showcase skills like teamwork, leadership, 

problem-solving, and adaptability. 

 

III. Common Interview Questions: 

☐ Traditional Questions: 

    Practice answering common questions like "Tell me about yourself," "What is your greatest 

strength/weakness?" and "Why should we hire you?" 

☐ Behavioral Questions: 

    Practice answering situational and behavioral questions using the STAR method (Situation, Task, 

Action, Result). 

☐ Role-Specific Questions: 

     Prepare for questions related to the specific job role and industry. 
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IV. Communication and Body Language: 

☐ Verbal Communication: 

    Practice clear and concise verbal communication, avoiding jargon or overly technical language. 

☐ Non-Verbal Communication: 

    Practice good posture, maintain eye contact, and offer a firm handshake (if applicable) to create a 

positive impression. 

☐ Active Listening: 

    Practice active listening skills, nodding to show understanding, and asking relevant questions during 

the interview. 

 

V. Attire and Appearance: 

☐ Dress Code: 

    Dress professionally, adhering to the company’s dress code if available. 

☐ Grooming: 

    Pay attention to personal grooming, ensuring clean hair, nails, and attire. 

V(a). Technical/Practical Preparation (if applicable): 

☐ Technical Skills: 

    Brush up on technical skills relevant to the job, such as software proficiency or coding languages. 

☐ Portfolio/Work Samples: 

    Prepare a portfolio or work samples if applicable to showcase skills and previous work. 

 

VI. Logistics and Preparation: 

☐ Interview Logistics: 

    Confirm the date, time, and location (or video conference details) of the interview. 

☐ Travel Arrangements: 

    Plan the route if an in-person interview is scheduled, accounting for traffic and potential delays. 

 ☐ Interview Materials: 

   Bring multiple copies of your resume, a notepad, and a pen for taking notes. 
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VII. Post-Interview Preparation: 

☐ Follow-Up: 

    Send a thank-you email within 24 hours of the interview expressing gratitude for the opportunity and 

reiterating your interest in the position. 

☐ Self-Reflection: 

    Reflect on the interview experience, identifying areas of improvement for future interviews. 

 

Preparation and confidence are key to a successful interview experience. Good luck! If you need 

additional support with interview preparation, please contact our company.  

 


