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NTERVIEW CHECKLIST
Prepare well. Walk in with confidence.
	1. KNOW THE ROLE
☐  Read the job advertisement again and highlight the key skills and responsibilities.
☐  Review the position description and selection criteria.
☐  Identify the 3-5 things the employer is most likely looking for.
☐  Prepare examples that show how your experience matches the role.



	2. RESEARCH THE EMPLOYER
☐  Know what the organisation does, who it serves and what it values.
☐  Read the organisation's website and recent news or updates.
☐  Understand why you want to work there - not just why you want the job.
☐  Prepare a clear answer to: Why do you want to work with us?



	3. PREPARE YOUR EXAMPLES
☐  Prepare 4-6 strong examples from work, study, volunteering or life experience.
☐  Include examples of teamwork, problem-solving, communication and initiative.
☐  Prepare one example of a challenge, mistake or setback and what you learned.



	4. PRACTISE KEY QUESTIONS
☐  Tell me about yourself.
☐  Why are you interested in this role?
☐  What are your strengths?
☐  Tell us about a time you solved a problem.
☐  Tell us about a time you worked as part of a team.



	5. GET THE DETAILS RIGHT
☐  Confirm the interview date, time, location or video link.
☐  Plan what you will wear and have it ready the day before.
☐  Bring copies of your resume, relevant certificates and a notebook.
☐  For online interviews: test your camera, microphone, internet and background.
☐  Aim to arrive 10-15 minutes early.



	6. QUESTIONS TO ASK THEM
☐  What would success look like in this role after the first 6 months?
☐  What does a typical day or week look like?
☐  What do you enjoy most about working here?
☐ How long have most people in this team been with the organisation
Choose 2-3 genuine questions. Avoid asking something that is easily answered on their website.



	FINAL REMINDER
You do not need perfect answers. Be prepared and be yourself.
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