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 (
Overview
)Training Process: Interview Preparation Checklist
Policy/Mandates informing this training process:
1. Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
Important Facts About Preparing for an Interview:
1. In any interview situation, you only have one chance to make a first impression. 
2. 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. If you want to investigate yourself, take notice of employees leaving for lunch to see how they are dressed (hint: avoid Fridays as this may be a casual clothing day at their workplace).
3. This is a personal preparation checklist that covers the following topics:
a. Interview attire preparation – clothing for your first impression
b. Personal grooming – physIcal ‘to do’ list for your first impression
c. Building confidence – mental preparation for your first impression
d. Day of the interview – getting out the door and to the interview location
4. Your attire enhances your presence at an interview – but the true winner here is the confidence you bring to the table. The scection of the checklist entitled “Build Confidence” is designed to do exactly that – practice your responses, review documents that you submitted to the employer, and more.

5. Keep the employer’s perspective at the forefront of this training segment. The impression that you leave the employer with during an interview should answer the biggest HR question of all “why should I hire this person – are they the best fit for this job opening?” Enthusiasm, professionalism, and confidence are the keys to success. If however, you lack grooming and attire to match these keys, the employer will not be left with a good impression. 

a. Note: Industries that require a public presence will be highly critical of your appearance, professionalism, and ability to communicate.
b. Occupations that are in a production, industrial or construction environment more than likely do not require a suit, but do require you to be clean cut for the interview. Business casual (khakis and a polo shirt) will more than likely be the best attire option.
c. Dressing appropriately for an interview is a show of respect for the employer – and it is guaranteed they will notice, for good or ill.

Training Process Aids:
1. Seeker Services SKIES Staff User Guide: Adding individual attendance for Job Hunter participation.
2. Group Service(s) SKIES Staff User Guide: Adding group attendance for Job Hunter participation.
3. Quick Guide: Interview Preparation Checklist: Customer handout that supports this process document.
4. Interviewing from the Employer’s Perspective: http://poole.ncsu.edu/pdfs/career_resources/Interview%20Questions.pdf 
5. Monster’s Interview Advice Center: http://career-advice.monster.com/job-interview/careers.aspx
6. Quintessential Career’s Interviewing Tips Center: http://www.quintcareers.com/intvres.html

Trainer Key Points

The learning objective for this unit: Plan attire, grooming, confidence and day of interview steps that will lead to a successful interviewing experience. Use the Quick Guide: Interview Preparation Checklist to strategize these impression-based factors.
The expected outcome (short and long term) of this unit: Gain confidence and eliminate nervousness while preparing for an interview by utilizing the Quick Guide: Interview Preparation Checklist. 

Comparing your knowledge, skills, abilities and achievements (KSAs) to an employer’s job listing is the key element to creating targeted documents that focus on actual company needs. Interviewing is the first opportunity for an employer to match your advertising packet (resume, cover letter, application, etc.) with a living, breathing human being. In short, it puts a face with a name. Make every second count be preparing for your interview days before you walk through the employer’s front door. Throughout this 10 to 30-minute training segment, it is vital that you convey the following points: 
1. Job seekers should prepare their outfit 2-5 days in advance of the interview. This gives time to make any adjustments due to stains, fit, tears, etc. Use the Interview Attire Preparation checklist to review all the steps to make your outfit a success.
2. Job seekers should take care of all grooming needs starting 2 days before the interview. This includes hair, nails, face and more. Use the Personal Grooming checklist for the days leading up to the interview; use the Day of the Interview for those last minute morning details.
3. Mentally preparing for an interview takes time, patience and practice. This process – when time allows – should begin 5-7 days before the scheduled appointment. This gives you time to think over: 
a. how you will respond to common interview questions such as “tell me about yourself” (which involves the job seeker’s 60 second commercial), 
b. review the documents that were submitted to the employer, 
c. reread the job announcement to ensure that your attitude and answers are geared towards the employer’s stated needs, and
d. practice interviewing with a friend, a WorkSource representative, or in front of the mirror; monitor body language, tone of voice and eye contact.
4. The day of an interview can be stressful. Use the fourth checklist in this set – entitled Day of the Interview – to run over last minute details such as checking for traffic, gathering all items you need to take with you (that you couldn’t pack in advance), and getting out the door without stress or panic.
5. Keep these questions in your mind as your prepare for your interview:
a. What image do I want to present to the employer?  Will this image be a match for the company’s culture, mission, vision and values?
b. Reflecting back on other interviews I have had in the past, what specific things about myself and my performance would I like to change?  How can I practice these performance changes before the interview? 
c. Are there specific appearance issues that I need to address before the interview?  What resources can I utilize to take care of these appearance issues?
d. Is my interview outfit appropriate for the job and company?  Does my attire and grooming fit the job I am applying for? If not, why not? Have I consulted with friends or a WorkSource representative to make sure I am on track?
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