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 (
Overview
)Training Process: Interview Preparation Checklist
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
5. Monster's Interview Career Advice Center
6. Quintessential Career's Interviewing Tips

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 (résumé, 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?



Trainer Facilitation Steps
1. Handout desk aid Quick Guide: Interview Preparation Checklist to participants.
2. Introduce topic with the following (or similar) statements:
a. In any interview situation, you only have one chance to make a first impression. Use the four checklists to ensure that you have every aspect of your appearance (external and internal) ready to make a significant impact on the employer. The four checklists are:
i. Interview attire preparation – clothing for your first impression
ii. Personal grooming – physcial ‘to do’ list for your first impression
iii. Building confidence – mental preparation for your first impression
iv. Day of the interview – getting out the door and to the interview location
b. Keep the employer’s perspective at the forefront of this training segment. Your first impression must reflect professionalism, respect for the company, and enthusiasm to secure the position. Starting with your first eye contact, every movement, every action and every word builds towards “you’re hired” or “no thanks.” 
3. Ask participants how preparation (internal and external) makes a difference during the interview. (Solicit volunteer responses.)
a. The key here is thinking about taking extra steps that will benefit their reemployment efforts and help them become more focused and at ease with interviewing. 
b. Additional question: why is it equally important to prepare ourselves physically and mentally for an interview? How do the two balance each other out?
4. Introduce this thought: an employer doesn’t know you, what you look like, or what you offer their company. Your documents (résumé, supplemental questionnaire, application, and cover letter) have landed you the interview, but now you must make a good impression face-to-face with the hiring team. 
5. Refer to the Quick Guide: Interview Preparation Checklist and walk through each section separately:
a. Why use this checklist?
i. In any interview, your attitude and appearance enhance the employer’s impression and helps to answer the question “will this person be a fit with our company?”
ii. Take time to make sure that you will be taken seriously be presenting yourself as a calm, collected, enthusiastic and professional individual.
iii. You want to be noticed for being appropriate, which means eyes should be on you as a speaker - not on your outfit, hair, or accessories.
iv. Take the jitters out of the days leading up to the interview by preparing and focusing on what’s most important – your presentation to the employer.
v. The checklist focuses on mental and physical preparation – up to a week in advance. By eliminating stressors such as what you will wear up front, you will have more time to prepare your potential answers to interview questions, review the job listing and the documents you submitted, and do it all without feeling rushed or panicked.
b. Review the Interview Attire Preparation checklist on the top of pg. 1.
i. clothing for your first impression 
· should be appropriate for the environment where you are interviewing
· example: lumber mill yard worker: khakis and a polo or button down shirt – no tie or sport/suit jacket (too formal)
· inspect your outfit for any defects (soiled, ripped, etc.)
· do the same with shoes and accessories (purse, briefcase, etc.)
· try on your outfit to make sure that everything fits properly and looks appropriate when put together
· always dress one step above employees already doing the job onsite
· if they dress in a button down shirt and slacks, wear a tie with your outfit or a suit
c. Review the Personal Grooming checklist on the bottom of pg. 1.
i. physcial ‘to do’ list for your first impression 
· keep it simple – very little makeup, no flashy colors, very few accessories
· for men, groom nails and facial hair (is it appropriate to have facial hair for this interview? In some industries, facial hair is unacceptable – a safety risk).
· No cologne or perfume – you never know who has chemical sensitivity at the company where you will be interviewing.
d. Review the Build Confidence checklist on the top of pg. 2.
i. mental preparation for your first impression 
· firm handshake practice for confidence booster
· rehearse your KSAs (knowledge, skills and abilities) that relate to the employer’s job opening – start thinking how you can use these statements while responding to interview questions
· practice your 30 or 60-second commercial in front of a mirror until you are comfortable with it – then practice it some more until it feels natural
· practice answering likely interview questions (based on the position requirements/qualifications) out loud; if you have a friend or WorkSource representative that can provide feedback, seek their help.
· Review the job announcement and highlight (if you haven’t already) keywords and phrases that match your KSAs – pack this with you to take to the interview (nothing wrong with having the employer’s job announcement with you!)
· Stand in front of a mirror and pay attention to your body language as you give your 30/60-second commercial. Listen for your tone and pace of speech. 
· Review your résumé, portfolio, and other items that you will take with you – and use - at the interview. Take extra copies to hand out to the employer (at least 5 if it is a panel interview).
e. Review the Day of the Interview checklist on the bottom of pg. 2.
i. getting out the door and to the interview location 
· Double check all the basics to make sure you are ready to head out the door with time to spare in case traffic is bad.
· If you are using public transportation to get to your interview, make sure to plan your trip so that you will arrive ahead of schedule.
· It’s okay to chew gum – just don’t spit it out in the parking lot (get rid of the gum before you get out of your vehicle)
· Bring along a bottle of water to keep from having that dry mouth sensation during your interview. A small bottle can easily fit in a purse or brief case
· Breath mints before an interview, not during
· No smoking
· Turn off your cell phone
f. Review the thank you letter development/samples websites at the bottom of pg. 2.
i. Thank you letters are the finishing touch on a great first impression. For specific examples of what a thank you letter for an interview should include, look at these three websites:
· Sample thank you letters from About.com: About.com Sample Thank You Letters
· Sample thank you letters from Quintessential Careers: Quintcareers.com Sample Thank You Letters
· Sample interview thank you letter from Monster’s Career Advice Center: Mmonster.com Sample Thank You Letters


After reviewing the Quick Guide: Interview Preparation Checklist using step 5 above, allow participants time to work individually or in teams to review the checklist to determine if they are currently “interview ready” or if there are items they need to work on. By giving the opportunity for immediate reflection, learners are more likely to improve their appearance (internal and external) long term. 
Policy/Mandates informing this training process:
Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
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