	INTERVIEW PREP SHEET



	Company:

	Email:


	Address:



	Directions (location/cross streets):


	Office “set up” / environment:



	Interviewer’s name & title:


	Interviewer’s personality / physical description:



	Interviewer’s “hot buttons”:


	Company history overview, products, services:



	Proper attire:


	Proper way to fill out application:



	TESTING PROCEDURES

(if applicable)

	


REMIND YOUR CANDIDATE TO TAKE A CLEAN RESUME WITH HIM OR HER
TYPICAL QUESTIONS FROM THE INTERVIEWER (and answers he/she wants to hear):

	                           Questions                            
                                           
	Answers

	  1.


	  1.



	  2.


	  2.



	  3.


	  3.



	  4.


	  4.



	  5.


	  5.




	                           Questions                            
                                           
	Answers

	  6.


	  6.



	  7.


	  7.



	  8.


	  8.



	  9.


	  9.



	10.
	10.




REMIND CANDIDATE TO NEVER BRING UP $, BENEFITS, OR PROMOTIONS
# OF INTERVIEWS IN PROCESS: ___________TIME FRAME: _______
QUESTIONS THE CANDIDATE SHOULD ASK THE INTERVIEWER:  

(Remember to ask candidate what questions they plan to ask the employer)
	  1.

	  2.

	  3.

	  4.

	  5.

	  6.

	  7.

	  8.

	  9.

	10.


ADDITIONAL INFORMATION
	SHARE ANY ADDITIONAL IMPORTANT INFORMATION:




	SHARE COMPANY “HOT BUTTONS” THAT HAVE HELPED “CLOSE” PAST HIRES:




	PREPARE THEM ON HOW TO “CLOSE” THE INTERVIEW AT THE END:



REMIND CANDIDATE TO CALL YOU IMMEDIATELY FOLLOWING OR RETURN TO YOUR OFFICE! ALSO REMIND HIM OR HER TO SEND A THANK YOU NOTE TO EACH PERSON THEY INTERVIEWED WITH, AND OFFER HELP WRITING IT. (Make sure it is done professionally, with NO errors!)
DON’T FORGET TO ATTACH ANY ADDITIONAL COMPANY INFORMATION TO THIS SHEET THAT YOUR CLIENT GAVE YOU FOR REFERENCE.
Account Executive:

Date Updated: 

