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  Interview Checklist 

 Find out about the type of interview and confirm who are the interviewers 

 Think about how to answer the most tricky questions such as long term objectives and your 

weaknesses 

 Research the company 

 Prepare your outfit the day before, this is important even if the interview is remote (e.g. via 

skype) 

 For an in person interview, study meeting venue and route to get there on time 

 Arrive for the interview, or get online, about 10 minutes earlier 

 Request confirmation on what documents you should take with you to the interview 

 Having a copy of your CV is most of times a good idea 

 Prepare some questions to ask your interviews – this is also your chance to get to know best 

your potential employer 

 There are questions asked which might require you to stop and think for a moment – and that’s 

perfectly ok to do during an interview 

 Do not forget about observing and reading the interviewers’ behaviour and the overall feeling 

 Engage eye-contact with your interviewers – it creates empathy and helps you to focus 

 It is ok to ask about next steps after interview, if your interviewer does not explain them on 

initiative 

 If you’re not successful on the first interview with a company you really wanted to be part of, 

don’t be frustrated. You can always re-apply in the future, and on the second time you’ll be 

more prepared. Always request feedback on interview results. 

 Prepare answers to common interview questions and you can always study beforehand for 

behavioural questions related to your field of expertise 

 A smile and firm handshake are always welcomed 

 Let the interviewer lead the interview – listening is as important as speaking 

 If you are interviewing with more than one person try to make eye-contact with all, not just the 

person who placed the question 

 Avoid placing criticism on yourself or on past employers 

 Do not interrupt your interviewer 

 Do not answer questions with another question – always be objective and clear 
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