
Name:_____________________________ Date:    

Worksheet 1: Interview Preparation 

The best way to prepare for an interview is to practice with friends, relatives or a Career 
Counselor.  Using this checklist to prepare yourself prior to any interview situation will help 
you stay calm and focused during the session.  List 2 to 3 under each question. 

Directions:  Prepare answers for the following questions.  You can either type or handwrite, 
but they are due tomorrow. 

Know Yourself 

1. What functional skills do you have to offer (e.g. organization, leadership, 
communication, analysis) 
 
 
 
  

2. What specific content skills you have to offer?  (e.g. bookkeeping, financial planning, 
computer knowledge) 
 
 
 
  

3. What 2 or 3 adaptive skills do you have which will increase your value as an 
employee? (e.g. dependability, flexibility, creativity, sense of humor) 
 
 
 
  

4. What are your weaknesses and what have you done to successfully overcome these 
weaknesses and improve yourself? 
 
 
 
  

5. What aspects of your relevant experience contributes to your qualifications for this 
particular position?  (Include any volunteer work, special training, labs or community 
experience.) 
 
 
 
 
  

6. What special interest or activities do you participate in which indicate your further 
capability to perform the job.  (Overall career goals, clubs, organizations, outside 
interests) 

  

  



Know The Employer And The Position 
Directions:  Prepare answers for the following questions.  You can either type or handwrite 
NEATLY, but they are due tomorrow. 
Worksheet 2: Job Interview 
1. What do you know about the company? 

2. How large is the company?  

3. What are its products or what does it do?  

4. Who are its customers?  

5. Have there been recent layoffs?  

6. What training programs are offered? 

7. What are your favorite subjects at school? Why? 

8. What did you do in your last (work) position? 

9. Do you have any future studies in mind? 

10. What are your hobbies, interests and social activities? 

11. Tell us about a significant accomplishment in the past and how you achieved it. 

12. Why do you think you would be good at the position? 

13. Why did you leave your last position? 

14. What are your ambitions for the future?  

15. Where do you see yourself five years from now? 

16. When can you start work? 

17. Why should we give you the position? 

18. Have you ever had part-time work?  

19. How will this company benefit by your participation at this workplace? 

20. What is your current career goal? What do you know about the work and what do you need 

to do enter this job? 

21. What kind of people do you enjoy working with? What kind of people do you find difficult? 

How do you manage being with people you find difficult? 

22. What do you think are your greatest strengths and weaknesses as an employee? 

23. Tell us about a time when ... (you had to deal with a difficult person/things did not go 

according to plan, etc.). 


