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Interview checklist 

To perform well at a job interview, 
it's important to make a positive frst 
impression and convince employers 
you would be a good ft for their 
organisation. This leafet provides 
some suggestions that will help to 
maximise your chances of success. 



  

  

 

  
  
   
  

  
  
  

   
  
  
  
  

  
 

INTERVIEW CHECKLIST 

 DO... 

 ...take your invitation letter or email which has details of the location and contact details in 
case you’re delayed or get lost. 

 ...aim to arrive at least 10 minutes early, but not so you’re waiting for too long feeling 
anxious. If your travel plans means you will be arriving early, look for a cofee shop nearby 
to relax before your interview starts. 

 ...take a list of questions you want to ask, and a pen and a notepad to write 
the answers down. 

 ...try to relax in the waiting room before your interview taking slow, deep breaths can help. 
 ...check your appearance before you go in. 
 ...enter confdently. 
 ...shake hands confdently, smile and introduce yourself. This simple technique will help 

to give the impression of self-confdence even if you're feeling nervous. 
 ...be aware of your body language, it is not just what you say that counts. 
 ...sit in an upright position but relax your shoulders, jaw and fsts if you feel tense. 
 ...maintain eye contact, frstly with the person asking the question then with the rest of the 

group if more than one person is interviewing you. 
 ...smile occasionally. 
 ...speak clearly, with reasonable volume and at a steady pace. 
 ...be positive and enthusiastic; show a genuine interest in the role and the organisation. 
 ...listen to the questions carefully. 
 ...use examples from diferent experiences and areas of your life when answering 

competency-based questions. 
 ...ask if you can return to a question later if you want extra time to think of your answer. 
 ...thank the interviewer and exit confdently. 

02 



  
  

  
  

  
  

   
    
  

  
    

 DON'T... 

 ...be late. 
 ...be rude to the receptionist or the person who greets you. Always be polite. Remember, 

they may be asked for their impressions of you. 
 ...fold your arms during the interview - this will make you look defensive. 
 ...panic if you don’t understand a question. Calmly and confdently ask the interviewer 

to repeat or rephrase the question. 
 ...ramble. Be precise and to the point in your answers. 
 ...go of on a tangent. If you can feel yourself diverting onto another topic, take a moment 

and breathe before carrying on. This will help you re-focus and show the employer that 
you are actually thinking about your answer. 

 ...give yes / no answers. 
 ...undersell yourself. 
 ...be afraid to say if you are unfamiliar with the situation in question or have no 

knowledge about an issue or subject. 
 ...be fippant. Be careful about the use of humour – take the lead from the interviewer. 
 ...Interrupt. 
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