Interview Rubric
	Before the Interview
	Homework 1
	Name of Interviewer is known.   Location of interview and time it takes to arrive even in heavy traffic.  

	
	Homework 2
	You have researched the company, you know what the company does.  You know some of the company’s recent developments (internet, news papers).

	
	Homework 3
	You know what position is being offered and you know what skills the company is looking for to fill their needs.  You have prepared a web of your skills and accomplishments which target those required for this position.

	
	Appearance
	You checked your clothes the night before.  You are dressed appropriate for the position: no jeans, pressed, clean, neat, fresh breath.  You arrive 10 minutes early, and alone.

	
	Materials brought
	Copies of Resume, cover letter, references, samples of work, licences, certificates, awards, anything ask for...


	During the Interview
	Greeting
	Smile, Make eye contact while offering your hand and make a firm hand shake.  Make small talk on the way to the interview room.

	
	Education
	You can relate your educational background to the needs of the employer.  You may provide names of teachers to verify your claims.

	
	Work Experience
	Relate your work background to the needs of the employer.  Provide names of employers who can verify your claims.

	
	Oral Communication Skills
	You answer the questions in an efficient manner, using good grammar, no slang, long pauses, or often repeated words like “like, um, you know what I mean, etc.”  Use professional language.

	
	Impact
	You make a positive first impression.  Look and act like you fit in.

	
	Independence
	You act and think on your own.  You are asked difficult questions and you handle them in a positive and professional manner.

	
	Initiative
	You have examples from your past which shows your ability to perform the skills required for the position.

	
	Motivation
	Show enthusiasm for the position, the company, and show commitment to staying. With examples from your past.

	
	Broad Range of Interests
	Show that you have interests beyond work.  Hobbies, volunteer organizations. ...

	
	Work Standards
	Show that you have personal goals and internal standards of excellence.  You do not settle for less and you expect the same of yourself as you expect from others.  (Work ethic: punctuality, commitment to the job, completing work once started, you have a desire to do a good job and hard work).

	
	Focus
	Your focus to inform the interviewer that you are the person they should hire.  You want the job.  Ask questions to ensure they know you are interested.

	
	Body Language
	You are a good listener – you lean forward when asked a question, you make eye contact especially when answering questions, you do not fidget or slouch.  You look relaxed.


	After the Interview
	You know the names of the interviewers, you have their business cards, and you write a thank you note, be sure to include anything you promised to send, and state when you will call for a follow up on the interview.


