
Student Name: Date: Interview Subject/Target:

Assessment Key: 1=No evidence available; 2=Additional practice needed; 3=Satisfactory performance; 4= Exceptional performance

1 2 3 4

Resume

The resume is typed and professionally formatted. There are no typographical errors. Candidate brings extra

copies in a folder.

1 2 3 4

First Impressions

Candidate* arrives early (5-15 minutes) and notifies appropriate personnel of their arrival and purpose.

Candidate waits patiently without using cell phone and shakes hands confidently when introduced. Candidate is

enthusiastic and engaging.

1 2 3 4

Attire & Personal Appearance

Candidate is dressed appropriately in clean and professional attire. Clothing fits well, is clean, and is not

revealing or torn. Shoes/boots are clean. Hair is clean and hat is removed. Excessive jewelry and fragrance are

not worn. Facial hair is neatly trimmed. Piercings and tattoos are hidden/not distracting.

1 2 3 4

Preparation & Interview Questions

Candidate shows evidence of researching the company/organization and the position. Candidate relates their

training, skills, and appropriate experiences to the position. They are able to answer conversational questions

confidently (e.g., “Tell me about yourself”). Candidate’s preparation is demonstrated by asking thoughtful

questions to the interviewer.

1 2 3 4

Body Language

Candidate maintains appropriate eye contact throughout the interview. Their posture is poised, not slumped.

Candidate does not overly gesticulate or fidget.

1 2 3 4

Responses & Articulation

Candidate responds to questions in a clear, concise manner using correct grammar and appropriate vocabulary.

Candidate limits uses of fillers (e.g., “Um”). Candidate does not interrupt the interviewer and laughs

appropriately when warranted.

1 2 3 4

Closing

Candidate successfully conveys their interest in the position and the company/organization. Candidate thanks

the interviewer for their time and follows up with a thank you email if appropriate.

*In reverse interviews candidate becomes interviewer and interviewer becomes interviewee; some criteria may not apply.
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