
PHONE CALL FOR AN INTERVIEW (CHECKLIST) 
 
 
Company Name ________________________________________________________________  

Position you are interviewing for ___________________________________________________  

Name and title of person conducting the interview  ______________________________ 

________________________________________________________________ 

Where and when to report _______________________________________________________  

________________________________________________________________ 

Anything special to bring to the interview _________________________________________  

________________________________________________________________ 

Who is calling __________________________________________________________________   

Position of caller _______________________________________________________________   

Return phone number ___________________________________________________________   

Additional Information ___________________________________________________________ 

________________________________________________________________   

 


