Job Interview Preparation Checklist
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	Stage 01

	Preparation

	☐	Read least twice your / Application form

	☐	Work out Clothes to wear

	☐	Prepare the question to be asked

	☐	Make rehearse of interview

	☐	Work out a strategy to deal with pressure

	☐	Try to anticipate the obvious questions

	☐	Read about vacancy details- what they are and what they want

	☐	Know about the location where interview will be conduct



	Stage 02

	First Impression

	☐	Make your arrival in good time

	☐	Make a positive entrance

	☐	Eye contact- Hand Shake - Body Language

	☐	Smile



	Stage 03

	The Interview

	☐	Be honest

	☐	Be yourself

	☐	Prepared for talk but don’t over talk

	☐	Explain your answer with examples

	☐	Don’t be hesitate to ask for clarifications

	☐	Be interesting 

	☐	Be ready to sell yourself




	Stage 04

	Final Stage

	☐	After the completion of interview try to read employer body language

	☐	Thank him or her for his/her time

	☐	Lear from your job interview experience – ask for feedback if essential
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