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Strategies for Successful Job Interviews
Preparation Checklist
Use the checklist below to track your job interview preparation in the three areas of research, practice, and logistics. Remember to start preparing before you get invited to a job interview.
Research
☐ Closely review the job ad including all the listed responsibilities and skills.
☐ Scan the organization’s website, recent news, and social media presence.
☐ Look up title and any other relevant information of people I will meet.
☐ Determine my key strengths and experiences relating to this position and organization.
Practice
☐ Schedule consistent blocks of times each week to practice answering interview questions.
☐ Develop an answer to the introductory “Tell me about yourself” question using the Present-Past-Future structure.
☐ Develop stories using the CAR framework in key skills categories (use the provided handout as a guide). Practice and time your stories to feel confident telling them in interviews. 
☐ Prepare a list of your questions that you plan to ask in the interview. Remember to have more questions ready than you will likely get to ask.
Logistics
☐ Try on my interview attire and get new clothes as needed.
☐ Test my virtual setup for lighting, eye level, and functionality. Download new software and/or check for updates.
☐ Look up my travel route to the job interview. If possible, do a test-run for timing.
☐ Collect items to bring to the interview including note paper, writing utensil, other relevant evidence of my work, and prepared questions you want to ask.
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