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I N T R O B Y  C A R E E R  L I B R A R Y

Interview Preparation Checklist
Everything to cover before, during and after a professional interview.

HOW TO USE THIS
1.  Print this page or keep it open on your phone as soon as the interview is booked.

2.  Work top to bottom — the sections are timed to the days before your interview.

3.  Tick items off as you go; anything still unchecked the day before becomes your priority.

4.  Complete the final section within 24 hours of the interview while details are fresh.

Checklist: 1 week before
• ■ Research the company's mission, recent news and competitors.

• ■ Map 5 PAR stories to the job description's top requirements.

• ■ Prepare a 60-second “tell me about yourself” answer.

• ■ List 3 thoughtful questions for the interviewer.

Checklist: day before
• ■ Confirm time, time zone, location or video link.

• ■ Test camera, mic and lighting for virtual interviews.

• ■ Print or save your resume and your Digital ID link.

• ■ Plan your outfit and route.

Checklist: after
• ■ Send a tailored thank-you within 24 hours.

• ■ Note questions asked and how you answered.

• ■ Add each interviewer as a contact with a follow-up date.


