Student _________________________________________________________________
Work Site _______________________________________________________________
Work Supervisor _________________________________________________________
CHAPTER 4: Test Your Interview Knowledge
1.
List five things you should not do at an interview

a.


b.


c.

d.

e.

2. A conservative dress code is generally best for an interview. Write a paragraph to describe a conservative business dress code.

3. The cover letter is described as a paper handshake. What does this mean? Why is it important to have a well-written cover letter?

4.
There are a wide variety of resumes. Which type of resume is best suited for a young student who has little or no work experience? Why?

5.  
Thank-you letters sent after an interview can influence which person will be selected when more than one highly qualified individual fits the needs of the company or the internship. Create a business thank-you letter to follow up the interview you had for your internship.

6. During the interview, potential sponsors will ask about your skills and strengths. List three of your strongest skills and/or strengths and provide examples of how you can successfully incorporate these skills in your internship.

	Personal Skills or Strengths 
	How I Can Incorporate These Skills/Strengths in My Internship

	
	

	
	

	
	


7. What type of screening process is used by your workplace to determine which candidates are granted an interview and which candidates are offered internships?

8. Does your sponsoring company/organization conduct group interviews? Explain the advantages and disadvantages of a group interview from both the intern’s and sponsor’s perspective.
Reality Check: Making the Internship Cut

You have just received a telephone call requesting you to participate in a group interview for the internship you really want. You realize that 40 students have been invited to the group interview and only 10 students will be selected for a personal one-on-one interview.

     This is the first time you will participate in a group interview, and you want to make an impression that stands out from all other candidates. Advance preparation will help you land the second interview. Now is the time to make your preparation list. Complete the following three steps to prepare for a successful group interview.

a. Research the company where you want to land an internship and list 20 facts about the company.

b. What is the dress code for your chosen company? Describe the professional outfit you will wear to the interview.

c. Answer the following questions that may be asked at the group interview.

i. What benefits do you bring to the company?

ii. What do you expect to gain from your internship experience?

iii. Why are you interested in this industry?

iv. Describe your listening skills.

v. Explain your viewpoint about teamwork.

CHAPTER 4: Test Your Interview Knowledge

Purpose:  This activity will help students prepare for an interview. By answering the questions in the activity, students will address common issues that arise during the interview process.
Possible Solutions:

Answers to Question 1 will vary. Some good answers include not arriving late, not chewing gum, not having the cell phone on, not being dressed too casually, and not being a good listener to the interviewer’s questions.

Answers to Question 2 include navy or grey business suits, white starched shirts/blouses, and leather shoes with the appropriate socks/hosiery. 

Answers to Question 3 should indicate that the cover letter may be the first contact that students have with their prospective sponsor. The letter should make a good impression because it may determine who gets an interview.

The answer to Question 4 should be the functional resume because it emphasizes education and skills rather than work experience.

The thank-you letter for Question 5 should explain why the candidate is best suited for the internship. It should highlight reasons why the internship would be a good fit for the company. The letter should thank the interviewer for his or her time.

Answers for Question 6 will vary. Students should relate personal characteristics that are beneficial to their internship. This activity requires students to determine how they can be assets in their internships.

Answers for Question 7 will vary. This question makes students aware of how the screening process takes place and why they must have impressive resumes and portfolios.

Answers for Question 8 will vary. Students should be aware that more companies are conducting group interviews to help narrow down the list of candidates. Students should consider the advantages and disadvantages of group interviews and develop strategies to succeed in group interviews.

Reality Check: Making the Internship Cut
Purpose:  This activity makes students aware of the competitive nature of the workplace.
Possible Solutions:

a. Answers will vary.

b. Answers will vary.

c. Answers will vary. Students should provide honest answers. 
