New Employee Orientation

ACTIVITY SUBMITTED BY JO LAWSON, PEA RIDGE MS

UNIT:

Employment Skills
TASK:

6.2.3 
Complete sample application forms 


6.3
List factors that contribute to a successful interview



6.3.1
Demonstrate successful job interview skills

ACTIVITY TYPE:
SCANS
APPROXIMATE TIME:
Three class periods
MATERIALS:
Different blank application forms from local businesses, new employee packet from local employer, pens
PROCEDURE:

1. Discuss guidelines for completing applications.  Distribute blank applications and explain the importance of a neat, correct document representing the applicant.

2. Use class time to complete the applications.  Collect the documents and ask an administrator, counselor, or local human resources manager to select the best five.

3. Go over the guidelines for an effective interview.  Recruit the students whose applications were selected to participate in practice interviews.  They may need plenty of reassurance and support to feel comfortable doing this.

4. Ask the person(s) that reviewed the applications to come to the classroom and conduct a mock interview with the selected candidates.

5. Congratulate the applicants, and distribute a sample new employee packet to each student.  Encourage the students to look through the packets.  Discuss any documents they are not familiar with.  Were there any documents or employee rules and regulations that surprised them?

ENRICHMENT:
Divide students into small groups.  Assign each group a fictitious business.  Have each group write an “Employee Code of Conduct” for their business.  Share their document with the rest of the class.  How were they different?  The same?  Why were there differences?
