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Quick Guide: Interview Preparation Checklist
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In any interview situation, you only have one chance to make a first impression. Use the following checklist to ensure that you have every aspect of your appearance (external and internal) ready to make a significant impact on the employer.
When planning your outfit for the interview, take into consideration the company’s dress code. When setting up your interview time, talk with the scheduler or contact the receptionist to find out this valuable piece of information.  The checklist below is divided into four specific categories: attire, grooming, confidence building (internal professional imaging), and last minute details.
)





	Interview Attire Preparation

	Description
	Completed
	In Process

	Select outfit that is appropriate for the interview: professional (suit), semi-professional (shirt and slacks), or business casual (polo and khakis).
	
	

	Analyze clothes. Check for: wear, damage, animal hair, stains, and odor.
	
	

	Try outfit on to make sure it fits appropriately (not too tight or too loose).
	
	

	Dry clean or wash outfit; store in plastic/garment bag to keep odor free.
	
	

	Appraise condition of shoes. Check for: damage, wear and shine.
	
	

	Polish shoes to rid of scuffs; take to cobbler if necessary.
	
	

	Make sure nylons/tights to be worn with skirt/dress are not damaged. Pack extra pair in case of snag/run on way to interview.
	
	

	Dress a step above existing company employees doing a similar job. Research to see what they are wearing. 
	
	

	Notes:








	Personal Grooming

	Description
	Completed
	In Process

	Color hair if it improves appearance. Choose natural tones, avoid shocking colors.
	
	

	For men: determine if facial hair is acceptable for an interview with company.
	
	

	For women: use natural toned nail polishes. Use understated makeup colors – especially with lipstick.
	
	

	Remove body jewelry and cover up tattoos.
	
	

	Avoid wearing too much jewelry – keep it simple (watch, small earrings and necklace).
	
	

	Notes:








	Build Confidence

	Description
	Completed
	In Process

	Practice approaching the interviewer and shaking hands.
	
	

	Commit to memory your work skills, personal qualities and qualifications that relate to the employer and the job opening.
	
	

	Remember things you want to get across about yourself from your 30 or 60-second commercial. Practice in front of a mirror and to others who will listen in person or by phone.
	
	

	Practice answering likely interview questions out loud. Do this with someone who will give you honest feedback or monitor yourself in a mirror.
	
	

	Review job announcement; highlight key areas that you want to address during your meeting.
	
	

	Monitor your body language, tone of voice, and eye contact in front of a mirror or ask for feedback from a friend.
	
	

	Review your resume, items in your portfolio, cover letter you wrote to the employer, and other documents submitted to the employer to refresh your memory.
	
	

	Notes:








	Day of the Interview

	Description
	Completed

	Showered
	

	Teeth brushed
	

	For men: shaved, groomed, deodorant, no cologne
	

	For women: makeup is understated, deodorant, no perfume
	

	Accessories are minimal and appropriate
	

	Organize items to take with you (purse, briefcase, portfolio, etc.)
	

	No use of chewing gum
	

	No smoking in interview clothing; make sure you are odor free before putting on outfit
	

	Check traffic; leave early for commute
	

	Turn off cell phone before entering the interview location
	

	Notes:








What should I do after the interview? Resources for writing a thank you letter to the employer.
http://jobsearch.about.com/od/thankyouletters/a/samplethankyou.htm
http://www.quintcareers.com/sample_thank-you_letters.html	
http://career-advice.monster.com/job-interview/following-up/sample-interview-thank-you-letter/article.aspx
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