Personal Interviews

UNIT:

Employment Skills
TASK:

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 or more
MATERIALS:
Application forms (completed in an earlier class session), interview question bank, camcorder, VCR
PROCEDURE:

1. Before you start the interviews, make sure students have completed applications supplied by local businesses.

2. Discuss interviewing guidelines–body language, speaking clearly, being prepared.  

3. Give students a list of common interview questions and have them write their answers before they actually participate in the interview.  Give students time to practice but do not allow students to use the paper with their answers during the actual interview.

4. Arrange room with chairs and desks as desired or secure space appropriate for interviews.  Set up the camera and other equipment as needed.

5. Appoint a student camera operator or have “interviewee” turn on the camera and then approach and greet the “interviewer.”

6. At the conclusion of the interview, turn off the camera and have students switch roles.

7. Use the guideline on the following sheet for questions, allowing students to add one or two questions of their own.  Caution students about questions that are not allowed in an interview.

8. Allow students to watch the interviews.  Give them a critique sheet and have them list anything they would change before a real job interview.

ENRICHMENT:
Have students write a follow-up or thank you letter to the interviewer after the interview.

 Common Interview Questions 

1. What are your future career plans?
2. What are your weaknesses?
3. What are you strengths or special abilities?
4. Do you prefer working with others or by yourself?
5. In what school activities have you participated?  Why?
6. What school courses did you like best?  Least?  Why?
7. Why do you think you would like this particular type of job?
8. Are you willing to relocate where the company wants to send you?
9. What can you do for this company?  Why do feel you are qualified?
10. What are your ideas about salary?
11. Where have you worked before?
12. Tell me a little about yourself.
13. Do you have any questions about our company or the job opening?
Job Interview Rating Form

Applicant’s Name 











Job Applied For 











Directions:  Put a check in the box of the correct answer.

	
	YES
	NO
	COMMENTS

	The applicant was well groomed.


	
	
	

	The applicant was courteous.


	
	
	

	The applicant was calm and at ease.


	
	
	

	The applicant made eye contact.


	
	
	

	The applicant answered the questions honestly and appropriately.


	
	
	

	The applicant answered with more than a yes or no.


	
	
	

	The applicant waited for the appropriate time to mention salary or benefits.


	
	
	

	The applicant asked questions about the company or the job.


	
	
	

	The applicant left the interview at the appropriate time.


	
	
	

	Would you hire this person?  Why or why not?


	
	
	


What did you learn about yourself?  What would you do differently next time?

