& 1 Practice following the flow of an interview.

& 2 Act as an interviewer and check others’ interview performance using the checklist below.
& 3 Note comments given by others in the comment column below.
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[Interview Checklist] / [EEBIAE]

« Were clothes and appearance appropriate

1. and well-groomed for the interview?
Clothes / manner « Were there any inappropriate actions when
teringfleaving the room or greeting?
B, 38 e
v BEEREESEEMEE?

v BHEMRNHEEHITEE?

« Did you clearly understand the person’s

strengths?
" Did you clearly understand the reasons for
2. applying?
Contents " Did the person research the company and
AE expressed why he/she wanted to work for
them?

v T EBRHRHEALE?
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v TEBIMAEMA UL AR T

« Did the person speak with the appropriate
voice volume?

3. « Was the rate of speech appropriate?
Way of speaking . Did the person speak politely?
wEAS v EEEBAD?

v BEEAET
v RiEETSAILR?

" Was the person’s posture appropriate while

4. sitling?

Posture / eye .+ Was the person looking at the interviewer's
contact face?

£, W v RERSET

v HEEEEHEGE?

5. Checklist on the day before an interview / EREI—XEES

[ Did you make sure you have prepared everything you need? Let’ s check! .

IrESEExE raE v

[] Are your clothes and grooming well-prepared? (suit, shoes, bag, hair, nails)

[ ] Did you check how fo get to the venue for the interview, a means of fransportation, and required time to get there?

[ Do you have everything you need including a copy of your resume and writing implements?

[] Do you have a memo with the name and contact information (telephone number) of the person in charge of the interview at the
company?
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LESSHA. TEASAFARE, SRiATE?

[ REFFRANENFnEicsEE?

[ Z&0F FEERELAERANEERRT I (BiESHE ?

* Mever be [ate for an interview. Should you be late due to transportation trouble,
such as train delay, be sure to call the contact person in charge.
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