
Phone Interview Checklist    Page 1 
© Career3D    All Rights Reserved    www.Career3D.com  

 
Less Struggle.  More Support.  Better Results. 

 
 

Phone Interview Checklist 
 
This phone interview checklist provides you with a quick worksheet to review when you are 
preparing for a phone interview.  A phone interview has many differences from an in-
person interview, which is why it has its own checklist.  Check out the Career3D In-Person 
Interview Checklist for your in-person interviews. 
 
Mastering the phone interview has become more important in recent years because 
recruiters and hiring managers have to leverage their time due to the increase in 
competition for each position.  In the past, you would have been called in for a face-to-face 
interview, but now they have to get through the screening process more efficiently and that 
means more phone interviews. 
 
A phone interview, which typically takes place earlier in the interviewing process, is mostly 
a pass/fail proposition.  Either you will move on to the next phase of the process, or you 
won’t.  So, I want to make sure you do everything you can to pass! 
 
This is a very thorough checklist and I recommend you review it IN ADVANCE of any 
potential phone interview to make sure you complete all the checklist items before your 
phone interview! 
 
If you have any questions about any item on this checklist, don’t hesitate to contact me! 
Good luck! 
 

 
Brenda@Career3D.com 
720.989.8743 
 
 
 
 
 
 
 
 
 

mailto:Brenda@Career3D.com
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Before The Interview 

□ Know who you’re going to be talking to during the phone interview: name, position, title.   

□ Check out the interviewer’s LinkedIn profile and/or ‘Google’ them. 

□ Know who’s calling who and confirm time and phone numbers. 

□ Research the organization you’re interviewing for, understanding what they do, who 

their competitors are, what their current struggles and challenges are. 

□ Create flash cards to practice answering your prepared interview questions. 

□ During your practice, pay attention to your voice, tone and inflection. 

□ Audio record your prepared interview answers so you can hear what you will sound like 

to the interviewer. 

□ Prepare questions for the interviewer. 

□ Prepare a great closing statement indicating your interest in the position and reminding 

them why you’re the perfect candidate. 
 
 

Prepare Your Environment 
 

□ Be in a quiet place with no distractions: no kids, pets, T.V.’s, radios. 

□ Turn off your cell phone. 

□ Use a landline (wired) phone, not a cell phone or wireless phone and do not use the 

speakerphone feature. 

□ Have a glass of water with no ice available. 

□ Throw out your gum, put out your cigarette and put down the sandwich. 

□ Have blank paper and a pen ready for note taking. 

□ Have your resume, the job description, company research documents and flash cards 

in front of you for easy access. 

□ Dress for the phone interview like you would dress for an in-person interview, except, 

remove all jewelry that could interfere with your phone or desk (watch, earrings, 
necklaces, bracelets). 

□ Take 5 -10 minutes before the call to relax, focus and center yourself. 
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During The Interview 
 

□ Answer the phone stating your name.  It eliminates the caller having to ask for you and 

gets the call off to a professional start. 

□ Be prepared for some initial small talk such as “How was your weekend?”, but follow 

the interviewers lead. 

□ Smile!  It does affect the sound of your voice and your increased energy comes through 

over the phone line. 

□ Watch your breathing.  There is nothing more distracting on the phone than listening to 

someone breathing.  Make sure your mouthpiece/microphone is more towards your 
chin than your nose and mouth. 

□ Remember that the interviewer can’t see you and they will only hear ‘what’ you say and 

‘how’ you say it. 

□ Listen for the interviewer to complete their question/comment/thought before you begin 

to talk. 

□ If you don’t understand the question, ask for clarification. 

□ Take your time answering, so you know where you’re going with your answer. 

□ Speak slowly and clearly, use concise answers. 

□ Use the Mute button if you need to.  Rather than having the interviewer hear you cough, 

take a sip of water or handle an interruption, it’s OK to push the mute button.  Typically 
the caller can’t hear when you’re pushing the button. 

□ Keep it conversational. 

□ Do not multi-task during the conversation – no checking email or making a sandwich. 

□ Be: yourself, honest, friendly, enthusiastic, engaged, awake and positive! 

□ At the end of the interview, if you don’t have the interviewer’s contact information, ask 

them for it. 

□ If the phone interview is a screening interview/first interview with the recruiter/company, 

ask the following at the end of the interview: What are their next steps, When can you 
expect to hear from them.  

□ Use your closing statement you previously prepared indicating your interest in the 

position and reminding the interviewer why you’re the perfect candidate. 

□ Thank the interviewer. 
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After The Interview 
 

□ Write a thank you note to the interviewer.  Send via mail and/or email. 

□ Record your notes about the interview into your job search organization tool: who you 

talked to, their contact info, items discussed, information you learned and follow-up 
info. 

□ Put a ‘follow-up’ reminder in your calendar to contact interviewer if you haven’t heard 

from them.  
 


