CHECKLIST FOR A SKYPE INTERVIEW

TASKS COMPLETED DATE/NOTES

PREPARATION:

Content
e Conduct research on the company
e Check the want ad and review the job description
e Read up on the latest company and industry news
e Anticipate possible questions and answers to common
interview questions

Note down your answers or prepare a script if you need it
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e Prepare questions for the interviewer

Equipment
e Download and install Skype. Test video and audio.
o Use a headset
e Choose a professional-sounding user name
e Set-up in a quiet room/reserve room at the library
e Set your computer and table near an electrical outlet
e Prop your laptop on top of books/a box to get the camera at
eye level

e Set up your lighting
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e Clear up clutter, get a plain, clean background

Practise with a friend
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e Test Skype - pay particular focus on audio and video

e Check if headset is working
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e Hold a “dress rehearsal” to see how your oultfit will look like

on screen.

DAY OF THE INTERVIEW

You should have:
e A copy of the job ad
e Your resume
e Cover letter

e Note pad and pen
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Dress professionally. Wear tops and bottoms

Remind everyone in your house of the time the interview will be
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held to prevent interruptions

Do a final check on your surroundings, lighting & computer set-up 0
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CHECKLIST FOR A SKYPE INTERVIEW 2

TASKS COMPLETED DATE/NOTES

Turn off unnecessary programs and apps on your computer (you
may want to leave the company site open for your reference).

Be online15 minutes before the interview time. Q

DURING THE INTERVIEW

e Sit with a good posture, lean slightly forward

e Greet the interviewer wamly as you would in a face-to-face
interview

e Use proper body language
e Listen actively and speak clearly

e Thank the interviewer and note down the next step of the
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process.

AFTER THE INTERVIEW

Send a thank you note or email one to two hours after the interview a
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