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Client pre-interview observation 
Client name:
This is to enable you to easily document and later refer to your first impressions of your client following your first meeting with them.  It is only recommended to be used as an aid to help you prepare them for interviews.  
	
	Observations 

	Sitting at Reception area 
How are they sitting, slouching/alert etc  

Clothing and personal appearance 


	

	Greeting you
Standing up/sitting down

Including handshake 

Eye contact 

Ready smile 


	

	Verbal Communication 

Any shortness of breath to indicate nerves 
Talking speed 

Talking clearly

Asking questions to engage in conversation 


	

	Non Verbal Communication 
Eye contact 

Sitting position 

Composure 

Smiling
Negative or positive body language behaviours 

	


