REMOTE INTERVIEW PREP CHECKLIST

Prepping for a remote interview? With hiring moving online, you need to be ready to put your
best foot forward, virtually. Use this checklist to make sure you’re ready.

TECHNOLOGY & YOUR SPACE

A Make sure your space is well-lit

A Make sure there’s no clutter in the camera view

A Test using the software the employer provided before the interview
[ Ensure it’s quiet for the block of time needed. Lock up those pets!
A Log on 10 minutes early and be ready

PRESENT VIRTUAL CONFIDENCE

[ Don’t forget to smile!

A Make sure you know where to look to make virtual eye contact

[ Dress as if you were in person - button-up and jacket or button-up and tie,
or a nice top with blazer

[ Be articulate so that your response comes through clearly over video.
Repeat the question if needed.

A If there’s any unexpected background noise (construction, dogs barking,
etc) mute your microphone while you’re not talking - if you think there’s a
risk of this happening, let the interviewer know ahead of time

A Send a thank you note via email within 24 hours (the sooner the better)

[ If you don’t have the contact information for the person you met with, send
the thank you to whoever set the interview up and ask them to forward it to
the hiring manager

A Thank the interviewer again for their time, reference something specific
from your interview, reiterate your interest in the position

A Thank them and reiterate how you think you’re an excellent candidate for
the position after learning more today

A Clarify next steps and follow up at most once a week
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