	Pre-interview preparation
	(
	Actions to improve my performance

	Did I research the company and the service it provides?
	
	

	Have I verified the interview address and planned my travel, parking, etc?
	
	

	Did I identify my strengths and how they relate to the advertised position?
	
	

	Have I prepared answers for the questions I might be asked?
	
	

	Did I prepare questions for the interviewer?
	
	

	Was my portfolio well organised and include appropriate resume, references, certificates and work samples?
	
	

	Did I practice my presentation sufficiently?
	
	

	Have I thought about how I want to be presented and prepared appropriate dress/personal appearance?
	
	


	Performance during the interview
	(
	Actions to improve my performance

	Did I begin the interview confidently and courteously?
	
	

	Did I present myself persuasively and respond with interest?
	
	

	Did I listen carefully and clarify when necessary?
	
	

	Were my replies to questions full, positive, and include examples drawn from my experience?
	
	

	Did I focus on my most relevant skills and illustrate how these skills have been effectively applied in the workplace in past jobs/experiences?
	
	

	Did I summarise my positive attributes at the close of the interview?
	
	

	Did I thank the interviewing panel, and address them by name?
	
	

	
	
	

	Review of  interview performance
	(
	Actions to improve my performance

	Did I ask for feedback on my interview performance from the Recruitment Agency (if applicable)?
	
	

	Have I developed a list of everything I did well and not so well?
	
	

	Have I identified what experiences were unpleasant, awkward or challenging?
	
	

	Did I follow-up with a letter of inquiry after 2 weeks?
	
	


