
	Interview Preparation checklist 
Goal: To feel confident, prepared, and make the best impression on interview day.


Part 1: Before the interview – research and preparation
	Understand the company and goal

	

	

	
Company Research: Visit the company’s website, "About Us" page, and blog. Understand their mission, values, and services/products. 
	
	

	Job Description Decode: Read the job description again. Highlight key skills and requirements. You will need to connect your skills to these points.


	

	Recent News: Search for the company on Google News or LinkedIn. Be ready to mention a recent achievement or campaign you admire.
	
	

	Social media: Check their LinkedIn, Facebook, and Instagram to understand their brand voice and audience.


	
	
	
	
	



	Prepare Your Stories (The Star method) 

	
	
	
	
	

	
	· Situation: Briefly describe the context.
· Task: What was your goal or responsibility?
· Action: What specific steps did you take? (Use "I", not "we").
· Result: What was the outcome? Quantify it if possible 
(e.g., "improved efficiency," "learned a new skill").
· Prepare 3 – 5 STAR stories from your capstone project, previous work, or volunteer experience. Focus on examples that show:
· Problem-solving
· Learning a new skill quickly
· Working in a team
· Handling a challenge




	Prepare Answers for Common Questions 

	
“Tell me about yourself” (Prepare a a 60-second pitch about your background, training at @ASK, 
and why you're interested in this role)
"Why are you interested in this role/our company?" (Connect your research to your skills). 
"What are your strengths and weaknesses?" (For weaknesses, mention one that is real but not a deal-breaker, and explain how you're working on it). 
"Where do you see yourself in 5 years?" (Show ambition and a desire to grow with the company). 
"Why should we hire you?" (Summarise your unique value: your training, passion, and fresh perspective).


	












	Prepare Your Own Questions to Ask 

	

	Prepare at least 3-5 thoughtful questions. This shows you are engaged.  
Examples: 
"What does a typical day look like in this role?" 
"What are the biggest challenges the person in this position will face?" 
"How do you measure success for this role in the first 3-6 months?" 
"Can you tell me about the team I would be working with?" 

	




PART 2: the day before, and of the interview
	Logistics

	
· Confirm Details: Double-check the time, date, location (or online meeting link), and the interviewer's name(s).
· Plan Your Journey: For in-person interviews, do a test run to know the route and travel time. 
Aim to arrive 15 minutes early.
· For Virtual Interviews:
· Test your technology (camera, microphone, internet connection).
· Check your background is clean, tidy, and professional.
· Ensure good lighting (face a window or use a lamp).

	What To Bring/Prepare

	

	· Physical Copies: Bring 2-3 copies of your resume and your @ASK Training certificate.
· Portfolio: If applicable, have a link ready to share (e.g., Google Drive folder with project work).
· Attire: Choose professional attire. When in doubt, it's better to be slightly overdressed





PART 3: During the interview – Making a great impression
	Mindset & Etiquette

	
· Be Polite: Greet everyone you meet, from the receptionist to the interviewer.
· Body Language: Offer a firm handshake (if in-person), make eye contact, and sit up straight. Smile!
· Listen Carefully: Take a moment to think before you answer. It's okay to pause.
· Be Authentic: Be yourself. Let your passion for digital marketing/IT shine through.
· Answer Confidently: When discussing your skills you’ve gained, speak about them with pride. You worked hard for those skills!





PART 4: After the interview – the follow up
	
· Send a Thank-You Email: Within 24 hours, send a personalised email to each interviewer.
· Thank them for their time.
· Briefly reiterate your interest and mention one specific point from the conversation.





Example: 
"Dear Ms Tan, thank you for the opportunity to discuss the Junior Digital Marketing Executive role yesterday. I enjoyed our conversation about [mention a topic, e.g., your upcoming content strategy] and am even more excited about the possibility of contributing to your team. My training in SEO and content creation aligns well with your needs. I look forward to hearing from you."

Bonus Tip:
An interview is a two-way conversation. 
It's not just about them judging you; it's also your chance to see if the company is a good fit for you. 
Be prepared, be professional, but most importantly, be yourself!
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