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Interview Preparation Worksheet
For engineering, manufacturing, maintenance, quality, operations, technical sales, and management candidates
Use this worksheet to prepare practical examples before an interview. The goal is not to memorize answers; it is to walk in ready to explain what you have done, how you did it, and what changed because of your work.

1. Interview Details
	Company: ____________________________
	Job title: ____________________________

	Interview date / time: ____________________________
	Interview format / location: ____________________________

	People I am meeting: ____________________________
	Recruiter / contact: ____________________________

	Directions / link: ____________________________
	Notes: ____________________________



2. Before the Interview Checklist
☐ I confirmed the interview date, time, format, and location.
☐ I reviewed the company website.
☐ I reviewed the job posting again.
☐ I understand what the company does, makes, or provides.
☐ I identified the key requirements from the role.
☐ I can explain why this opportunity interests me.
☐ I can explain why I am considering a change professionally.
☐ I prepared examples that match the role requirements.
☐ I know who to contact if I have an issue before the interview.

3. Core Message
My 3 strongest reasons I am a fit for this role: ________________________________________________________________________
1. ______________________________________________________________________________________
2. ______________________________________________________________________________________
3. ______________________________________________________________________________________
The main thing I want them to remember about me: ________________________________________________________________________


4. Work Examples to Prepare
Tip: Strong interview answers are usually specific. For each example, prepare the problem, your role, what you did, and the measurable result. Metrics matter. Use approximate numbers if exact numbers are not available.
	☐ Project or implementation example
	☐ Safety improvement, hazard reduction, or incident prevention

	☐ Technical or operational problem solving
	☐ Cost savings, efficiency gain, output improvement, or downtime reduction

	☐ Process, workflow, or production improvement
	☐ Conflict, difficult situation, or cross-functional challenge

	☐ Quality issue, defect reduction, or customer concern
	☐ Leadership, training, mentoring, or supporting a team



5. Metrics to Include Where Possible
	☐ Reduced downtime from ____ to ____ or by ____%
	☐ Saved approximately $____

	☐ Reduced scrap / defects from ____ to ____ or by ____%
	☐ Completed the project ____ days / weeks early

	☐ Improved output, throughput, or productivity by ____%
	☐ Improved safety by reducing incidents, hazards, or near misses by ____

	☐ Improved on-time delivery from ____% to ____%
	☐ Trained, led, or supported ____ people

	☐ Reduced changeover / cycle time from ____ to ____
	☐ Managed a budget, project value, or spend of $____



6. Example Bank
	Topic
	Situation / Problem
	What I Did
	Result / Impact
	Metric / Number

	Leadership
	
	
	
	

	Process improvement
	
	
	
	

	Quality / safety
	
	
	
	

	Technical problem solving
	
	
	
	

	Cost / efficiency
	
	
	
	

	Conflict / difficult situation
	
	
	
	




7. STAR Answer Builder
Use this structure for your strongest examples: Situation, Task, Action, Result. Focus most of the answer on what you personally did and what changed because of it.
Example 1
	Situation: What was happening?
	


	Task: What needed to be done?
	


	Action: What did I personally do?
	


	Result: What changed? Include metrics if possible.
	




Example 2
	Situation: What was happening?
	


	Task: What needed to be done?
	


	Action: What did I personally do?
	


	Result: What changed? Include metrics if possible.
	




8. Questions to Ask the Employer
Choose 3-4 questions that fit the interview. You do not need to ask every question.
☐ What are the main priorities for this role in the first 3-6 months?
☐ What are the biggest challenges facing the team right now?
☐ How will success be measured in this position?
☐ What systems, tools, equipment, or processes are currently being used?
☐ What are the next steps in the interview process?
☐ If appropriate, is a plant tour or site tour possible?


9. Day-of Interview Checklist
☐ I have a copy of my resume ready.
☐ I have the job posting or notes available for reference.
☐ I am dressed appropriately for the interview format and workplace setting.
☐ For a virtual interview, I tested my camera, microphone, internet connection, and meeting link.
☐ For an in-person interview, I checked directions, parking, and building access.
☐ I plan to arrive 10-15 minutes early for an in-person interview.
☐ I am ready to be myself and have a professional conversation, not just recite memorized answers.

10. After the Interview
☐ I wrote down important details from the conversation.
☐ I noted what seemed most important to the employer.
☐ I followed up with my recruiter or contact person.
☐ I confirmed my level of interest in the role.
☐ I asked about next steps if they were not already explained.

11. Post-Interview Notes
	What seemed most important to the employer?
	

	What concerns or questions came up?
	

	What parts of my experience did they respond to best?
	

	My level of interest after the interview:
	

	Next steps / follow-up items:
	

	Compensation note: If you are working with a recruiter, compensation expectations are usually discussed before the interview. If the employer asks directly, keep your answer professional and consistent with what you have already discussed with your recruiter.


Need more interview guidance? Visit jprecruitment.ca/interview-tips/
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