
 

Know yourself  
Do I understand my strengths and skills? 
Yes  ☐                            No ☐ 
Can I talk about my personality traits (e.g.,
creative, organised, team player)? 
Yes ☐                             No ☐ 
Have I thought about what type of job
interests me? 
Yes ☐                             No ☐ 
 
 Prepare your application  
Is my CV or application clear and
accurate? 
Yes ☐                           No ☐ 
Have I included examples of my skills
(projects, work experience, volunteering,
hobbies)? 
Yes ☐                           No ☐ 
Did I check my spelling and grammar? 
Yes ☐                           No ☐ 

 

Recruitment
confidence checklist 

Show confidence 
Am I dressed appropriately for the role? 
Yes ☐                          No ☐ 
Will I smile and make eye contact? 
Yes ☐                          No ☐ 
Do I plan to listen carefully and speak
clearly? 
Yes ☐                          No ☐ 

Understand the role 
Do I know what the job involves? 
Yes ☐                            No ☐ 
Have I checked the skills and qualities needed? 
Yes ☐                            No ☐ 
Do I understand the working hours and contract
type? 
Yes ☐                            No ☐ 

Get ready for the Interview 
Do I know where and when the interview is? 
Yes ☐                          No ☐ 
Have I prepared answers for common questions (e.g., “Tell me about yourself”)? 
Yes ☐                          No ☐ 
Can I give examples of teamwork, problem-solving, or reliability? 
Yes ☐                          No ☐ 
Do I have questions to ask the employer? 
Yes ☐                          No ☐ 

Before you apply or attend an
interview, check these points: 

Before attending your interview, revisit any points you
checked as “No” in this checklist. Take time to address
these areas to boost your confidence and ensure you’re
fully prepared. This will help you present yourself at your
very best!


