
 

Phone Screening Checklist 
Preparing for a Successful Interview 

A phone screening is often the first opportunity to make a positive impression on a potential 
employer or even an independent recruiter screening. This crucial step helps companies and 
recruiters narrow down their list of applicants, assess qualifications, and gauge interest. Here's 
a comprehensive checklist to help you prepare for a successful phone screening interview: 

Before the Interview 

Environment Preparation 
● Choose a quiet, private room with good acoustics (carpeted if possible). 
● Ensure the area is free from pet noises and other household distractions. 
● Test your phone setup (headset or speakerphone) for sound quality. 
● Have a clock visible to monitor time without disrupting the call. 

Technical Considerations 
● Use a landline if available for reliability. 
● Ensure your mobile phone is fully charged if using one. 
● Test your chosen device with a friend to check the audio quality. 

Personal Preparation 
● Be well-rested and fully awake before the interview. 

● Recognize you could sound groggy or lethargic (or worse!) unless you are wide 
awake and prepared. 

● Dress professionally, as it can affect your mindset and confidence. 
● Have a glass of water nearby. 
● Prepare notes, your resume, and the job description for reference. 
● Use a job skills matrix to align your skills to each element of the job description and 

have it printed out for the interview. 
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During the Interview 

Communication Etiquette 
● Speak clearly and use proper English, avoiding slang.548833 

● Do not speak too quickly. 
● Respond concisely – don’t ramble. 
● Avoid “yes” and “no” answers. Always give examples! 

● If “yes,” give details surrounding why the answer is yes. 
● If “no,” tell them about something you have done that is similar, or let 

them know you are open to learning new things. 
● Make sure you are talking in the first person. 

● Ex: “I was responsible for XYZ, etc.” 
● Make it clear what you yourself are doing. 

● As you answer questions, avoid using negative terms. An interview is not a good 
time to talk about past problems or negative feelings about a past employer or 
co-worker. 

● Take advantage of the opportunity to sell yourself. Do not brag but let them 
know how you can help them and their group. 

● Answer questions with SPECIFIC examples – avoid generalities. 
● Answer with what you have done, not what you would do. 

● Practice active listening and avoid interrupting. 
● Use a short pause before responding to ensure the interviewer has finished speaking. 
● Address the interviewer with proper titles unless instructed otherwise. 
● Remember that first impressions are important. 

● Never yell. 
● Refer to the Environment Management section to be prepared. 
● If you must place the call on hold, ask for permission first.  

Interview Techniques 
● Smile while speaking to convey enthusiasm. 
● Take brief notes during the call. 
● Be prepared to discuss your background and interest in the position. 
● Have questions ready to ask about the role and company. 

● Do not bring up any pay or benefits unless the interviewer brings them up. Know 
what the pay should be. 

● End the interview strong. 
● When you are wrapping up the interview, thank them for their time. Then in a 

way that is comfortable for you, let them know that you would be interested in 
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becoming a part of their team. Let them know that you’re excited about this 
opportunity! 

Time Management 
● Be ready at least 5 minutes before the scheduled time. 
● Account for time zone differences if applicable. 
● Manage the interview flow to ensure you have time for your questions. 

After the Interview 

Follow-up 
● Your goal with follow-up is to show respect and differentiate yourself from other 

candidates. 
● Interviewers find that after multiple interviews, candidates can begin to run 

together. 
● Send a thank-you email or note within 24 hours. Overcoming Job Transition strongly 

suggests a handwritten note. 
● Reiterate your interest in the position. 

● If you have something specific you really like about the opportunity, state it as 
you express your interest. Focus on their needs and how your interests align, not 
yours. 

● Briefly mention a key point from the conversation to help the interviewer remember you. 

Self-Assessment 
● Review your performance and note areas for improvement. 
● Prepare for potential next steps, such as an in-person interview. 

Additional Tips 
● Conduct a mock interview with a friend or family member to practice.  

● Check out apps like Yoodli | Free Communication Coach to practice interviews 
and prepare for recording interviews when asked. Even for phone interviews, 
work on smiling and facial expressions to add life to your voice-only interviews. 

 
● Research the company thoroughly before the interview.  

● Check out the company website, use tools like Perplexity and ask for 
information about the company and news for the previous two years.  
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https://ojttulsa.org/
https://yoodli.ai/
https://www.perplexity.ai/


● Prepare concise answers to common questions like "Tell me about yourself" and "Why 
are you interested in this position?" 

● Prepare your Greatest Strength and Greatest Weakness star stories.  
● Prepare yourself to answer the question “Why should we hire you?”  
● Prepare a job skills matrix aligned to each line of the job description aligning 

your skills and experiences to each job requirement, admitting to your gaps if 
you see any. Gaps may or may not be critical and you may disqualify yourself, 
but honestly assessing your fit is good for you and shows them your honesty 
and objectivity. 

● Prepare your core 4 stories so they can be used to answer multiple questions.  
● Have your calendar ready in case the interviewer wants to schedule a follow-up. 

 

By following this checklist, you'll be well-prepared to make a strong impression during your 
phone screening interview. Remember, thorough preparation is key to showcasing your 
qualifications and advancing to the next stage of the hiring process. 

Related AI prompts: 

“What are some advanced tips for acing a phone interview?” 
“How can I improve my phone interview etiquette?” 
“What are the most common mistakes to avoid during a phone interview?” 
“How should I prepare my environment for a phone interview?” 
“What are some effective follow-up strategies after a phone interview?” 
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