INTERVIEW T.I.P.S. (Training to Improve Presentation Skills)
INSTRUCTOR GUIDE

LESSON TITLE: 
Interview T.I.P.S.

Method: Lecture, Guided Discussion

EDUCATIONAL OBJECTIVES: To help students market themselves well in all areas of the job search (applications, resumes and interviews) to assist them in getting a job.

SPECIFIC LEARNING OUTCOMES:

a. Discuss information to prepare job application.

b. Prepare a job application.

c. Discuss information to prepare resume.

d. Discuss information to prepare a cover letter.

e. Participate in an interview for a job/position.

f. Dress appropriately for an interview.

g. Write a thank-you letter for a real or imagined job interview.

PURPOSE: When applying for a job the first step in the process is filling out a job application.  Application forms can be confusing, so it is important to read them carefully and draft answers before filling in the final version.  Incorrect applications are usually not even considered.  Thus, this lesson will inform job candidates of the proper procedure for completing a job application.

A resume and the associated cover letter is a self-marketing tool, designed with the goal of obtaining a job interview. Information in resumes and cover letters target a career field and address the needs of a specific employer.  Students will learn how to design their resume and cover letter to best market their relevant skills, knowledge, and accomplishments.

Another purpose of this lesson is to prepare job seekers for the actual job interview.  Preparation is extremely important to the success of the interview and ultimately to securing a job.  Many people go to interviews unprepared which reduces the chance of getting a job offer.  This lesson will review the guidelines to help students be more confident when interviewing for a job.  Students will review the information and apply the guidelines by participating in a “mock” interview.

INSTRUCTIONAL AIDS: Leader’s Guide, Computer Slides, DVD

HANDOUTS: Student Handbook titled “Interview T.I.P.S”

METHOD OF EVALUATION: Post-test
STRATEGY FOR TEACHING APPLICATIONS: This lesson starts with a definition of terms related to job applications.  The students will participate in a discussion on “good” and “bad” applications and a discussion on “legal” and “illegal” questions.  The suggested questions and samples are located in the “Leader’s Guide”.  In this lesson there are lead off questions (LOQ) and follow-up questions (FUQ).  This lesson is to be a guided discussion with hands-on application of discussed strategies.  The class activities reinforce the relationship between an effective job application and a successful job search.  The timing guide outlines the timing for the main points.  Students will complete job applications and fellow students and instructor will give constructive criticism on each student’s application.

STRATEGY FOR TEACHING RESUMES: This lesson starts with a definition of terms related to resumes. There will be several different styles of resumes on hand for student is to review and discuss.  The questions are located in the “Leader’s Guide.” Each comprehension level main point describes the use(s) of different methods and techniques and explains, where appropriate, their construction. In this lesson there are lead off questions (LOQ) and follow-up questions (FUQ).  This lesson is a guided discussion.  If the students cannot answer the questions, turn the answers into questions.  The class activities reinforce the relationship between designing an effective resume and getting results in the job search process.  The lesson’s timing guide outlines the timing for the main points.  Next, the students will gather the relevant material needed and begin developing their resume with instructor assistance.

STRATEGY FOR TEACHING INTERVIEWS: This lesson starts with a discussion of common interview techniques including what makes a “good” or “bad” interview. The suggested questions and samples are located in the “Leader’s Guide”.  In this lesson there are lead off questions (LOQ) and follow-up questions (FUQ).  This lesson is a guided discussion with hands-on application of interviewing strategies.  The learning activities reinforce the relationship between an effective interview and a successful job offer.  The timing guide outlines the timing for the main points.  Students will complete “mock” job interviews after which the instructor and other class members will give accolades and constructive criticism for each student.  The students will also develop skills for writing thank-you notes after interviews and write a sample thank you letter.

SAFETY:  None

TIMING GUIDE

THE TIMES INDICATED BELOW ARE PROVIDED AS A GUIDE ONLY!
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INTRO/OVERVIEW






 
 5 MIN

MPa
 APPLICATION BASICS





15 MIN

MPb 
APPLICATION CONTENT





25 MIN

MPc 
COMPLETING APPLICATIONS




15 MIN

SECOND HOUR

MPd 
DIFFERENT TYPES OF RESUMES



15 MIN

MPe
 IDENTIFY INTERESTS AND SKILLS



15 MIN

MPf 
DIFFERENT CONTENT AREAS OF RESUMES

15 MIN

MPg 
GUIDELINES FOR RESUMES




15 MIN

THIRD HOUR

MPh 
IMPORTANCE OF COVER LETTERS



15 MIN

MPi
KNOW THE MAIN PARTS OF AN INTERVIEW


45 MIN

FOURTH HOUR 

MPj
KNOW THE CORRECT WAY TO INTERVIEW


60 MIN

FIFTH HOUR

MPj
CORRECT WAY TO INTERVIEW (continued) 


60 MIN

SIXTH HOUR

MPk
BE FAMILIAR WITH COMMON INTERVIEW QUESTIONS
30 MIN

MPl
MOCK INTERVIEWS





30 MIN

SEVENTH HOUR

MPI
MOCK INTERVIEWS (continued)




60 MIN

EIGHTH HOUR

MPm
FOLLOW UP LETTERS





45 MIN

MPn
QUESTIONS AND ANSWERS




15 MIN
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TEACHING OUTLINE

I. Objective: To help students market themselves well in all areas of the job search (applications, resumes and interviews) to assist them in getting a job. 

II. Main Points Applications:

a. Mpa.  Know the main parts of a job application.

i. Personal information

ii. Position desired

iii. Education and training

iv. Special job-related skills

v. Employment history

vi. References

b. Mpb.  Know the correct way to complete a job application.

i. Tailor to job description

ii. Make copy of form

iii. Follow directions

iv. Type if possible

v. Erasable blue/black ink

vi. Honesty

vii. All blocks completed

viii. Print

ix. Proofread

x. Sign

xi. Attach resume

c. Mpc.
Apply concepts by completing a job application.

i. First draft

ii. Second draft

iii. Final product

III. Main Points Resumes:

a. MPd. Know the different types of resumes. 

i. Define Chronological Resume.

ii. Define Functional Resume.

iii. Define Combination Resume.

b. MPe.  Students identify their interests and skills.

i. Job Features Desired.

ii. Basic Interests.

iii. Skills Developed

c. MPf. Understand the different content areas of a resume.

i. Contact Information

ii. Objective

iii. Education

iv. Work Experience

v. Additional Information

vi. References

d. MPg. Comprehend the guidelines that resumes should follow.

i. Appearance

ii. Grammar

iii. Action Words

iv. Length 

e. MPh.  Understand the importance of using cover letters.

i. Purpose of letter

ii. Taking initiative

IV. Main Points Interviews

a. MPi.  Know the main parts of an interview.

i. Preparation

ii. The Interview

iii. Follow-up

b. MPj.  Know the correct way to interview.

i. Appearance

ii. Body Language

c. Mpk.  Be familiar with common interview questions.

i. To be asked by interviewer

ii. To ask to the interviewer

d. MPl.  To get experience in a mock interview.

i. Participation

ii. Feedback

e. MPm To apply concepts in writing a follow up letter.

f. MPn  Questions and Answers

PART I, APPLICATIONS

LESSON PLAN
(COMPUTER SLIDE 1, Module Title)

(COMPUTER SLIDE 2, Lesson Title)

INSTRUCTOR NOTE: HAVE “I BELIEVE FILLING OUT JOB APPLICATIONS IS…” WRITTEN ON THE BOARD AS STUDENTS ARRIVE. 

INTRODUCTION: When you apply for a job, you are usually required to fill out a job application form.  Most employers review your application before they choose to see you.  It helps employers to form an important first impression.

INSTRUCTOR NOTE: GIVE STUDENT THE “BAD” APPLICATION TO WORK ON QUIETLY FOR 10 MINUTES.  TAKE UP AFTER ABOUT 10 MINUTES.  THE APPLICATION WILL NOT NEED TO BE COMPLETELY FINISHED. IT WILL BE USED LATER FOR DISCUSSION PURPOSES.  (Prepare job applications)
(COMPUTER SLIDE 3, Overview)

OVERVIEW: In this lesson, you will learn application guidelines to increase your chances for an interview.

STATE:  Please look at the sentence on the board.  Turn to PAGE 1 in your student handbook and finish the sentence any way you wish.

INSTRUCTOR NOTE: AFTER A FEW MINUTES, RECORD STUDENT’S RESPONSES ON THE BOARD.  DISCUSS THE POSITIVE AND NEGATIVE RESPONSES TO THE QUESTION.  ASSIST THE STUDENTS IN EXPLAINING THE REASONING BEHIND THE STATEMENTS.  ALLOW TIME FOR DISCUSSION.

TRANSITION: With that in mind, let’s have a brief discussion of items that most job applications contain.  

Main Point A:  Know the main parts of a job application.

(COMPUTER SLIDE 4, Application Basics)

INSTRUCTOR NOTE: BRAINSTORM A LIST OF WHAT THE STUDENTS THINK MOST APPLICATIONS CONTAIN.  AS STUDENTS LIST ITEMS, RECORD ON FLIP CHART.
(COMPUTER SLIDE 5, The Application)
STATE: This is a good list. We will review our list later in the class to see if we missed anything.

TRANSITION:  Applications contain important questions.  There are legal and illegal questions allowed on job applications.  Turn to PAGE 5 in your student handbook and read “Did You Know?” (Distribute extra handout.)

	LOQ:  Are all questions legal?
	Expect some answers.

	
	

	FUQ:  What should you do if there is an illegal question on the application?
	Expect some answers.


STATE:  Employers may use the application form to judge how well you follow instructions and how careful you may be as an employee.  Use this information to your benefit and just put “N/A” if you know it is illegal to ask.

TRANSITION:  We will examine each area on a job application and discuss how to best complete it.

(COMPUTER SLIDE 6, Personal Information) PAGE 6, STUDENT HANDBOOK

STATE: This is a basic part on most applications.  It is necessary to give the employer the basic information on how to reach you should they want to call or write.

	LOQ:  What should you do if you do not have a permanent address or phone number?
	Expect some answers. 

The point is to help students to think about the information they need to have beforehand.


STATE: Make sure you have the permission of someone reliable to use his or her address and/or phone number.  

	LOQ:  Why is this important?
	They could ruin your chance of getting a job if a caller requesting information surprises them.


(COMPUTER SLIDE 7, Position Desired) PAGE 6, STUDENT HANDBOOK

TRANSITION: Another basic part on the application is the desired position.  Turn to page six in the student handbook.

	LOQ:  If you do not know the title of the position, should you leave it blank?
	Expect some answers.

NO there should be no blanks unless instructed to do so.



	FUQ:  How should you answer a question if you honestly do not know and cannot leave it blank?
	Expect some answers.

Call the human resources office of the company or use the job category/type.




STATE:  It is important to remember that the employer is looking at your application to get a first impression of you.  Blanks may lead them to believe that you are hiding something or just forgot to answer the question.

TRANSITION:  While position is one thing they may ask for, remember to specify full-time or part-time, type of employment, the date you can start, and any other information asked for.  

(COMPUTER SLIDE 8, Education and Training) PAGE 7, STUDENT HANDBOOK

STATE: This is your opportunity to list academic, career/technical, vocational, and professional schools attended.  Have addresses of the schools, dates you attended, and any degrees/certificates attained.

	LOQ:  How do you respond to an education question if you do not have a degree?
	Expect some answers.

If you do not have a degree, be honest.  If you attended a school, you can put dates attended.



	FUQ:  Does a person have to have a degree to get a good job?
	No.  As long as the candidate has the abilities and skills to do the job, good jobs are available for persons who do not have degrees.


(COMPUTER SLIDE 9, Special Job-Related Skills, Training, Licenses, and Accomplishments) PAGE 7, STUDENT HANDBOOK

STATE:  Make your application stand out from the rest.  List the types of equipment and tools with which you are proficient and that relate to the position. Also, list the licenses, credentials, and/or certifications you have.  Remember to be honest; do not exaggerate your ability. Turn to PAGE 7 and complete the learning exercise.

(COMPUTER SLIDE 10, Employment History) PAGE 8, STUDENT HANDBOOK

STATE:  Always begin with your most recent job.  List employer’s name, address, phone number, supervisor, job title, dates of employment, salary, and reason for leaving.

	LOQ:  What if you have never worked?
	Be honest.  You can always explain your “N/A” answers.



	FUQ:  What are some terms to use for leaving a job?
	Expect some answers.

Promotion, reduction in force, resignation, return to school, contract completed, career change, family issues, temporary or seasonal work, or company closed.

Never use “quit” as this word has a negative connotation in business that may hurt your chances for new employment.


(COMPUTER SLIDE 11, References) PAGE 9, STUDENT HANDBOOK

STATE:  Applications have space for references.  Applicants must provide names, current addresses, and current phone numbers of people who can give good recommendations for employment.  Never use relatives as references.

	LOQ:  Who are some people that can be used as good references?
	Expect some answers.

Clergy, teachers, counselors, friends who are in business, leaders of the community, neighbors, and professional contacts, etc.



	FUQ:  What are some good guidelines to follow that relate to references?
	Expect some answers.

Get permission before listing them.  Have several references so the same person is not contacted all the time. Verify where references can be reached.  Give references a copy of your resume.


TRANSITION:  Now that we have an understanding of the information that may be on an application, let us discuss briefly some dos and don’ts for mastering application forms.

STATE: Remember that your job application form is an important first impression of you.  To increase your chances for an interview, there are some guidelines to follow.

Main Point B:  Know the correct way to complete a job application.

(COMPUTER SLIDE 12, Application Guidelines) PAGE 13 STUDENT HANDBOOK

	LOQ:  What are some things that you can do to improve the effectiveness of an application form?


	Expect some answers

(Refer to list on PAGE 13, if necessary.)

	FUQ:  What is the most common error made on a job application?
	People most often do not follow directions.


STATE:  Turn to PAGE 14 in the student handbook as we review the application checklist.

Main Point C:  Apply concepts by completing a job application.

(COMPUTER SLIDE 13, Sample Applications)

STATE:  Turn to PAGES 20-23 and work independently on filling out the sample application (Form 2).  Be sure to use the information from your resume to fill in the details as requested.

INSTRUCTOR NOTE: ALLOW TIME FOR STUDENTS TO WORK ON THE SAMPLE APPLICATION.  WALK AROUND THE ROOM AND OFFER ASSISTANCE AS NECESSARY.

STATE:  Give your application to the person to your right.  Review the application checklist on PAGE 14 & 15 and make suggestions for improvement.

TRANSITION:  Now that you have had experience filling out an application and had feedback on ways to improve, we will review the main points of filling out an application form.

(COMPUTER SLIDE 14, Summary)

STATE:  Application forms can be confusing, so it is important to read them carefully and draft your answers before filling in the final version.  Do your best to remember these points and always put your best foot forward.

PART II, RESUMES AND COVER LETTERS

(COMPUTER SLIDE 15, Lesson Title)

(COMPUTER SLIDE 16, Brainstorming Activity)

INTRODUCTION: A resume is an advertisement for who you are in terms of your skills, accomplishments, and future capabilities.  It is your primary marketing tool for opening doors of prospective employers.  The effective resume is the one that gets you an interview.

 (COMPUTER SLIDE 17, Types of Resume) PAGE 28

Main Point D. Know the different types of resumes.

 (COMPUTER SLIDE 18, Which One to Use? Chronological & Functional)
STATE: The three main types of resumes are chronological, functional, and combination.

LOQ: If “chronological” relates to time, what do you think this type of resume wants to show?

Expect some answers

STATE:  The chronological resume starts with the most recent job and works backwards.  It highlights career growth and work history.

LOQ: If chronological relates to work experience, what is a “functional” resume?

Expect some answers.

STATE: Functional resumes focus on your skills and accomplishments.  Your skills and potential can be stressed and lack of experience or possible gaps in work history deemphasized.

(COMPUTER SLIDE 19, Which One to Use?  Combination) PAGE 29, STUDENT HANDBOOK

LOQ:  What do you think a “combination” resume would look like?

Expect some answers.

STATE:  This type resume combines the functional and the chronological formats.  Turn to PAGE 29 in your student handbook.  Write down the three types of resumes.  Now get into small groups and discuss the question on page 30.

LOQ:  What type of resume would be best for you?

FUQ:  Why?

STATE:  No single style of resume has proven more effective than another style.  

TRANSITION:  Before you can write an effective resume, you must first be able to identify your skills and abilities.  We will begin with a self-assessment to identify some of your strengths.

Main Point E:  Students identify their interests and skills.

(COMPUTER SLIDE 1-11, Self-Assessment)

INSTRUCTOR NOTE: HAVE STUDENTS TURN IN THEIR WORKBOOKS TO THE SELF-ASSESSMENT EXERCISE ON PAGE 32.  THIS EXERCISE WILL TAKE SOME TIME AND INDIVIDUAL ASSISTANCE. 

STATE:  The best way to begin your job search is to identify your wants, interests, and skills.  Deciding what you want will help you explore your career goals and then gain satisfaction from your work.  Make a list of ten job features that are important to you.

LOQ:
Job security?  Advancement?  Location?  Earnings?  Benefits?

STATE:  Now, rank these items from most important to least important.  

STATE:  When you know what you want in a job, list your basic interests.  The things you like to do.  This interest inventory can help match what you like to jobs available.  Turn to PAGE 33 and complete the assessment.

LOQ:  Some of the things you like may include repairing cars, keeping detailed records, working with people, making things with your hands, etc.

STATE:  You might be surprised how many skills you have.  Let’s now list six skills you have developed in each of the following areas: education, work, internships, or volunteer/extracurricular activities.  Look at the bottom of PAGE 33-34 and complete this assessment.

LOQ:  Some skills may include time management, attention to detail, reliability, problem solving, efficiency, etc.

INSTRUCTOR NOTE: IT IS NOT IMPORTANT THAT THE STUDENTS COMPLETE ALL THE BLANKS ON THE FORM.  THE MAIN POINT OF THE SELF-ASSESSMENT EXERCISE IS TO GET THE STUDENT’S FOCUSED ON THEIR STRENGTHS.

Main Point F:  Different content areas of resumes

 (COMPUTER SLIDE 20, Objective)

STATE: The objective is one of the most important parts of a resume and cannot be overlooked.  It informs potential employers that you are moving in a certain direction, relates your work preference, and serves as a focal point from which to review and analyze your resume. 

	LOQ:  What are some requirements for the job objective?
	
	Expect some answers:


Brief


Clearly states


Consistent with skills documented


(COMPUTER SLIDE 21, Education) PAGE 35, STUDENT HANDBOOK

STATE: This category is particularly important if you have not had a great deal of work experience.  Remember that your most recent educational experience are listed first.  
	LOQ:  What things would be need in this section?
	
	Expect some answers:





STATE:  Be sure to include degrees, the name of the institution attended, date of graduation/attendance, special workshops, seminars, related coursework, etc.  Grade point average can be included also (information valued by 50% of resume raters).

(COMPUTER SLIDE 22, Work Experience) PAGE 36, STUDENT HANDBOOK

STATE:  Many people have limited paid work experience, but have been involved in volunteer experiences.  The important point to the employer is what your skills are and what you can do on the job.

	LOQ:  What should you emphasize?
	
	Expect some answers:


Title


Name of Organization


Address


Dates


Responsibilities


Achievements 


(COMPUTER SLIDE 23, Additional Information) PAGE 36, STUDENT HANDBOOK

STATE:  This category is useful for displaying information that does not fit in any other category.  

	LOQ:  What could you list here?
	
	Expect some answers:


Interests


Computer skills



Recent Civic activities


Hobbies




Awards/Honors 

 


LOQ:  What is the most important thing 

Expect some answers.

regarding references?

STATE:  Be sure to ask individuals if they would be willing to be a reference for you for specific jobs before mentioning their name so prospective employers.  Names of individuals are not usually listed on the resume (unless there is space available at the end), but you should prepare a typed list of three references to provide at the interview.

LOQ:  Where could you get references?


Expect some answers.










Friends










Family










Neighbors










Teachers

TRANSITION:  Now that we know what type of information is usually included in a resume, let’s look at some basic guidelines of resume writing.

Main Point G:  Guidelines for resumes
TRANSITION:  We will now explore some basic writing tips.

(COMPUTER SLIDE 24, Writing Tips)

	LOQ:  What do you think is the most important writing rule for resumes?
	Expect some answers.


Spelling


Grammar


Punctuation


Honesty 



	FUQ:  Why?
	Expect some answers.


Making that good first impression


Main Point H.  Understand the importance of using cover letters.

(COMPUTER SLIDE 25, Cover Letters) PAGE 40 STUDENT HANDBOOK

STATE:  Turn to PAGE 40 in the student handbook for information on writing cover letters.  Cover letters introduce your resume and are important for your resume to get the attention it needs. This information will guide you through writing a cover letter.  

TRANSITION:    After the discussion of the types of resumes, content of resumes, and writing tips for cover letters you will write now your own resume and cover letter.  

(COMPUTER SLIDE 26, Resume Summary)

STATE:  A resume is a marketing tool to help you get a job.  A cover letter is a companion document that introduces the resume.  The effort you put into your resume and cover letter has a direct impact on what you get out of it.  Let us review our discussion.

REMOTIVATION: The process of writing a resume and cover letter is a long, but fruitful one.  Remember that your resume and cover letter reflect your skills and abilities.  It is satisfying to see the finished product.

PART III, INTERVIEWS

(COMPUTER SLIDE 27, Lesson Title)

INSTRUCTOR NOTE: HAVE “THE BEST OR WORST THING ABOUT INTERVIEWS IS…” WRITTEN ON THE BOARD AS STUDENTS ARRIVE. 

INTRODUCTION: You may have thought that all the job-seeking activities up to this point were to get a job when they were simply to get an interview.  You may think the interview is mainly for you, but it is really for the company.

(COMPUTER SLIDE 28, Brainstorming Activity)

STATE:  Please look at the sentence on the board.  Turn to PAGE 58 in your student handbook and finish the sentence any way you wish.

INSTRUCTOR NOTE: AFTER A FEW MINUTES, RECORD STUDENT’S RESPONSES ON THE BOARD.  DISCUSS THE POSITIVE AND NEGATIVE RESPONSES TO THE QUESTION.  ASSIST THE STUDENTS TO EXPLAIN THE REASONING BEHIND THE STATEMENTS.  ALLOW TIME FOR DISCUSSION.

TRANSITION:  We will now discuss the components of the typical job interview. 

(COMPUTER SLIDE 29, Steps in an Interview) (PAGE 58)
TE)

 (COMPUTER SLIDE 30, What I do before the interview.) (Preparation)

INSTRUCTOR NOTE: BRAINSTORM A LIST OF WHAT THE STUDENTS THINK WOULD HELP THEM BE PREPARED FOR AN INTERVIEW.  RECORD ANSWERS.
STATE: We have come up with a good list. 

TRANSITION:  To understand interviews, we will look at three main areas, before the interview, during the interview, and after the interview.

	LOQ:  Why should you research the company?
	Expect some answers.

	
	                                                                                                                                                                                                                 

	FUQ:  Where can you find this information?
	Expect some answers.

Web sites, PR department


STATE:  Information that can prove useful in an interview is the company’s size, its history, the main products and services it provides, and current news stories.

TRANSITION:  Now that we know some company information, we will examine a few more preparation tips that should be accomplished before the interview. 

STATE: Some of these tips sound so basic, but many people forget to do them.


1.
Research the company.

2.
Double-check the time and location of the interview.  If you are unfamiliar with the location, drive there ahead of time to familiarize yourself with the directions.

3.
Review your resume and think about how your experiences support the job requirements.

4.
Prepare what you want to say in the interview.  Think about your greatest strengths and weaknesses, and your long-range goals, etc.

5. Rehearse with mock interviews.

6. Try on and prepare appropriate clothing.

	LOQ:  Why do you think preparation is so important?
	Expect some answers.

	
	Practice makes perfect.


TRANSITION: After you have prepared yourself using the steps we discussed, you are ready for the interview.  

	LOQ:  What do you think interviewers are looking for?
	Expect some answers.

	
	


Main Point J:  Know the Correct Way to Interview

(COMPUTER SLIDE 31, Interviewers look for) PAGE 61 – STUDENT HANDBOOK

STATE:  It is important to remember that the employer is forming impressions the entire time they are interviewing you.  These general impressions will include:

1. Personality type

2. Personal appearance 

3. Verbal communication skills 

4. Goals/Motivation 

The potential employer is also establishing some specific impressions including:

1. Work experience 

2. Work skills 

3. Knowledge of the company 

STATE:  We will take a closer look at some of these.  Turn to PAGE 61 in the student handbook.

TRANSITION:  Your interview begins as soon as you walk in the door.  Many employers make their hiring decision in the first few minutes of an interview.  It is imperative that you make a good first impression.  The first 7 seconds can make or break the interview.

(COMPUTER SLIDE 32, Appearance) PAGE 62, STUDENT HANDBOOK

STATE: There is power of an appropriate appearance.

	LOQ:  Describe the appropriate appearance for a job interview?
	Expect some answers.

Clean, conservative, good posture, etc.

	
	

	FUQ:  What other things communicate non-verbally?
	Expect some answers.

Jewelry, handshake, smell


(COMPUTER SLIDE 33, Positive Body Language)

STATE:  Turn to PAGE 63 in the student book to review the list.

(COMPUTER SLIDE 34, Negative Body Language)

TRANSITION:  Now that you know that even little things communicate to the interviewer, let us explore some reasons employers do not hire certain job seekers.

(COMPUTER SLIDE 35, Why didn’t they hire me?) PAGE 64, STUDENT HANDBOOK

STATE:  Turn to PAGE 64 in the student handbook.  

	LOQ:  What can you do to avoid these problems?
	Expect some answers.

Prepare, review information, practice, etc.



	FUQ:  What do you need to remember during an interview?
	Expect some answers.

Everything communicates something.


(COMPUTER SLIDE 36, Points to Remember) PAGE 65 STUDENT HANDBOOK

STATE:  Turn to PAGE 65 in the student handbook and review some important points.

	LOQ:  What is your opinion of the major reason job seekers are not hired?


	Expect some answers.

Lack of enthusiasm, poor communication, poor appearance, etc.

	FUQ:  What is the best way to ensure that you present your best side to the interviewer?
	Expect some answers.

Be prepared.

Use positive body language.

Etc.


TRANSITION:  Now that we have an understanding of how to look and act in an interview, we will focus on common interview questions.

STATE: Interviewers use various techniques when conducting interviews.  One person usually interviews job seekers but there may be occasion where more than one person will conduct the interview.  The questions asked may be broad or specific.  To prepare for an interview, practice – but do not memorize word-for-word answers.  Focus on your skills and use examples to back up your answers.  When possible, target answers to the company or organization.

Main Point K:  Be familiar with common interview questions

(COMPUTER SLIDE 37, Common Questions)  PAGE 69 STUDENT HANDBOOK

	LOQ:  What are some logical questions that are asked during a job interview?


	Expect some answers.

Job experience, goals, strengths, etc.

	FUQ:  Should your answers to interview questions be vague or specific?
	Expect some answers.

The more specific, the better.


STATE:  Turn to PAGE 69 in the student handbook and complete your answers in the learning activity.

(COMPUTER SLIDE 38, Illegal Questions)

STATE:  Turn to PAGE 70.  

INSTRUCTOR NOTE: DISCUSS SLIDE AND LIST ON PAGE 70.  KEEP DISCUSSION MOVING.

(COMPUTER SLIDE 39, Questions to Ask)

STATE:  Turn to PAGE 70 of the student handbook for a list of questions you could ask the interviewer.  

TRANSITION:  We have reviewed and discussed resume, application, and interview tips.  We will put these skills into practice.

Main Point L:  Mock Interviews

STATE: The next part of this class will be very participative.  Each of you will go on a “mock” interview.  The rest of the class will be observing your interview.  After the mock interviews, the class will discuss what went well and what areas need improvement.  There are some reminders on PAGE 74.

INSTRUCTOR NOTE: GIVE OBERSERVER SHEETS (SAMPLE ON PAGE 73) TO EACH STUDENT TO USE WHILE WATCHING THE MOCK INTERVIEWS.  LEAD A DISCUSSION AFTER EACH INTERVIEW, FOCUSING ON THE POSITIVES AND BUT ALSO ON THE OPPORTUNITIES FOR IMPROVEMENT.

STATE:  Turn to PAGE 74 to review Interview Do’s and Don’ts.

Main Point M:  Follow up letters
TRANSITION:  After an interview, good business etiquette says that a follow-up letter must be written. 

STATE:  After the interview, a follow up letter is prepared and mailed.  This letter thanks the interviewer for taking the time to speak with you and let them know that you are still interested in employment with the company.  Demonstrate your interest by describing how you could contribute to the company’s future.

(COMPUTER SLIDE 40, Follow-Up Letter)

STATE:  Turn to PAGE 77 in the student handbook and review the tips for follow-up letters.  Turn to PAGE 78 and work on a first draft of your own follow-up letter, using a clean sheet of paper or one of the notes pages in your book.

STATE:  We will review the follow-up letters to determine if improvements are needed.

TRANSITION:  Now that we have systematically gone through the interview process, let us review the major points.

	LOQ:  What are the three steps in the interview process?


	Preparation, Interview (presentation), Follow-Up

	FUQ:  Which area do you think is most important?
	Expect some answers. 

Emphasize that ALL steps are important.


(COMPUTER SLIDE 41, Interview Summary)

SUMMARY:  Remember the interview is a strategic conversation with a purpose.  The purpose is to persuade the employer that you have the skills, background, and ability to do the job and that you can fit into his/her organization.

Main Point N:  Questions and answers (DISTRIBUTE TEST)
STATE:  Let’s see how much has been learned.  Please take a few minutes to answer the 30-question test that covers much of the information we have discussed.
(COMPUTER SLIDE 42, Conclusion)

STATE:  We have covered a lot of material in a short amount of time.  Hopefully you have learned some key skills that will help you in your job search.  Remember, it’s your job to sell yourself.  No one will do it for you.  Review these materials and keep them handy.  Good luck!
Interview T.I.P.S.
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