Interviewing for Jobs, Colleges, or Scholarships

Recommended Sequence
· Prior to writing a “Thank You” letter or “Letter of Resignation”

· After Applications, Resume, Cover Letters, and Letters of Recommendation sections have been covered

Objective(s)
· To prepare students to be successful in a variety of interviewing situations

· To provide practice in a variety of interviewing situations

Materials Needed
Students can document their work either in the “My Career Preparation” folder or in a computerized version of the Professional Development Portfolio

· Company information, pen, pencil, paper

· Magazines, crayons/colored pens, flip chart/large pieces of paper, video camera and player
· Black-line Masters:

· “Who Will You Call for an Informational Interview?”

· “Questions to Ask in an Informational Interview”

· “Research on a Business/Agency”

· “How Will You Respond?”

· “What Will You Ask?”

· “Dress for Success: How Will You Look?”

· “Checklist of Interview Do’s & Don’ts”

· “Post-Interview Reflection Form”

Suggested Process

Suggested Process (Cont.)

Suggested Process (Cont.)

Suggested Process (Cont.)

Suggested Process (Cont.)

Suggested Process (Cont.)

Suggested Process (Cont.)


Discussion:

· Have students discuss what steps they think would need to occur before an interview can be scheduled.  Keep in mind that some businesses may interview casually or immediately when an application is turned in.  But, we need to also prepare them for the other businesses that have a process and selection criteria prior to scheduling an interview.

· Application forms and resumes are important to getting to the interview stage.  But, once the opportunity for an interview is secured, more preparation must take place.

· An interview might be scheduled to get information about a company to:

· network with people in an industry

· obtain names for further contacts, to pursue a specific job that is of interest

· discuss college plans with a college or program Admissions officer

· pursue scholarship or financial aid opportunities

· Whatever type of interview, PREPARATION is important to realize the desired outcome of the interview.
Types of Interviews:
Informational Interviews
· An informational interview is used to network and gather information in the search process.  Do not use this as a way to ask for a job!

· Informational interviews can be a way of networking and getting a “foot in the door” for future opportunities.  These interviews help students gather valuable information about training, careers, and employment opportunities.  

· It is best to have a plan for who will be contacted and a goal for the information desired.  Keeping a record of who is contacted, their business card, pertinent information in case this person needs to be contacted again or be referred to when contacting someone else, and notes from the interview is important.  This information can be kept in a card file or on sheet(s) of paper (“Who Will You Call for an Informational Interview?”).

· Be considerate of the person being interviewed.  They are being asked to give up a part of their workday to spend time with someone.  Be well prepared for the interview, have the questions prepared and written out, and stay focused on the purpose and goal of the interview.
Activity: “Questions to Ask in an Informational Interview” form

· In teams, ask students to look over the 25 questions on the form.  They may choose to add questions to this list.

· Have students conduct an informational interview using the questions they have selected.

· Remind them that during the interview they won’t have time to ask all these questions, so they will need to pick the five they feel are the most important ones.

· Have students list the interviewer’s responses to the questions and place a copy in the Portfolio.
Activity:

· Have students role-play an informational interview with their team.  Let them practice with each other.  Each partner should be an interviewer and an interviewee.
· If you have a video camera available, you may want to tape the students during their interviews so they can critique themselves.

· Guest speakers (or even other adults in your building) can be arranged to come in and play the role of the person being interviewed to add more credibility to the practice.
Portfolio Activity:

· Have students complete “Who Will You Call for an Informational Interview?” for their Portfolios.

· Have each student conduct an informational interview.

· Have students write a thank you letter to the person they interviewed
Preparing for an Interview
· When picking up an application form, it is important to be well dressed, have a resume and documentation available, and be prepared for a possible immediate interview.  It is important to know that some companies have receptionists take notes on someone’s conduct and appearance when they walk into an office for an application.  Also, the interview could be the same day that someone stops in to pick up an application.  So, be ready!
· Several companies do various types of interviews.

· Many use the traditional one-on-one interview.

· Some will do group interviews where the applicant will meet with a group of several people.

· Some will conduct interviews which include a group of applicants.

· Some companies will do telephone interviews.  You may be asked to respond to questions by pushing specific buttons on the phone.

· Production companies might expect you to assemble something to demonstrate your manual dexterity, mechanical ability, spatial skills or other desired traits.  Manipulatives, such as Legos® will be provided in this segment of the interview process.  You might also be observed as you do this with a group of other applicants.
Discussion:

· Have the students discuss the purposes of an interview and the different ways they would need to prepare in order to be successful in a variety of interviews, such as the following:
· Purposes of an Interview:  It would be very rare for someone to be hired for a position without an employment interview.  The interview is a necessary and critical component of your job campaign strategy.  An interview serves two purposes:
· The employer has an opportunity to meet you in person and to evaluate your attitude, appearance, personality, confidence, and knowledge about yourself.

· You have an opportunity to meet the employer, to look over the company in person, and to evaluate the specific job for which you are applying.

· Types of Interviews:  Many organizations are now conducting various types of interviews.  Students should not be afraid to ask what type of interview they can expect.  Don’t be surprised if they are put in one of the following situations:
· One-on-One or Small group interview with two or three interviewers.

· Large group interview with four or more interviewers.

· Structured interview where they will only respond to questions.  No interaction with the interviewer.

· Questionnaire interview where written answers are scored.

· Simulation interview with situations to solve within a specified time, either orally, written or with manipulatives to demonstrate manual dexterity, mechanical ability, spatial skills, or other desired traits.

· Social interview during breakfast, lunch, or dinner.  Be sure to be up on your manners!
· Presentation interview that requires a spur-of-the-moment or prepared presentation.

· Multiple interviews where several candidates are interviewed simultaneously and must compete to answer questions.

· Video interview where responses and reactions are taped for later review.

· Telephone interviews that may be in person or responses made by pushing specific buttons on the phone.

· Setting Goals for an Interview:  Have students discuss possible goals for an interview.  It is important for students to know what they want to accomplish in the interview.  An interview is a two-way communication process to match an employee/student with an employer/college.
· Convince the interviewer that they are the right person for the desired position.  Does the interviewer believe that their skills, abilities, personality, and interests match the job requirements?  What evidence do they have to support this belief?  (Purpose of the Portfolio)

· Evaluate the job, workplace, employer, co-workers, company and college.  Do they really want to work for this company or attend this college?

· Demonstrate how the employer will benefit by hiring them or the college will benefit from admitting them or giving financial aid.  Their portfolio has documentation of skills they will want to share with the employer.  They are at the interview to discuss the employer’s needs and how they have the skills that match those needs.
· Activity: Researching a Business or Agency:  Have students conduct research on one or more businesses and or agencies.  Have them use an information sheet or index card for each business or agency.  A suggested format is included as “Research on a Business/Agency.”

· Employers are impressed by applicants who know about their business.

· Many jobs are in small businesses.  Obtaining specific information on a small business may be difficult.  Try a direct contact with the small business.  Information may be obtained about larger businesses on the company’s web site, in the newspaper, or in the library.  For additional information, call the Chamber of Commerce, the Business Journal, or the company’s marketing department.

· Another source might be annual reports from local businesses.  You could have the students practice finding the information from these reports to prepare for an interview.

· Sources are available to find information about government offices and non-profit agencies as well.

· The information requested on the form should be relatively easy to obtain through routine sources.  This is valuable information to have for an interview.

Preparing Responses to Interview Questions
Discussion: 
· Ask students to think about what the interviewer would want to know about a prospective employee.  In partners, ask them to brainstorm 2 or more questions that might be asked during an interview.

· Record their responses on a flip chart or board and discuss why an employer might want to know this information.  Some information may be restricted, such as age or marital status.  Discuss how an employer might obtain this information voluntarily during an interview.
Follow Up Discussion and Activity:
· Interviewers usually have standard questions they will ask.  A list is provided on “How Will You Respond?”  How did the student-generated questions compare with this list?  Students should be prepared with answers to the most frequently asked questions.  It is suggested that they create responses to at least the first ten questions.

· For each question the student needs to contemplate why the interviewer would ask this question.  What is he or she trying to learn about them during this process?  To formulate the best response to the question, suggest the student write what they think the employer wants to know about them by asking that question.
· Students should give examples of when they demonstrated the quality or use documentation from their portfolios in response to these questions.

· Ask students to be prepared to answer all questions.  Some are job specific so they may be difficult to answer until they are actually applying for a specific job.  Several of the questions can be difficult, so responses should be carefully prepared.

· The student’s possible responses should be neatly prepared and placed in their Portfolio for future reference.
Optional Enrichment Activity:
· Bring in a Human Resource Manager to review the responses.  They give good insight into appropriate responses.
Questions to Ask an Employer or College During the Interview

· Ask the students to think about what they would want to know about the business, the job opening, and the work environment during an interview.  This is also very important if someone is trying to select a college and/or program major.  Record their responses on the flip chart or board.  Then have them design questions they might ask during the interview to get this information.

Activity
· Have students compare their list to “What Will You Ask?”

· Do any of the questions discussed earlier need to be added to the list?

· Asking questions can be just as important as answering them.  Students need to refer to this list and select several questions that they will want to ask during an interview.

· Discussing salary may be an uncomfortable topic.  Discuss this with them before their interviews.  Stress the following points:

· They should expect to earn at least minimum wage.

· A wage survey is available at www.wa.gov/esd/lmea.

· The pay should be posted.  If it is not, find out the range.  Otherwise ask, “What is the starting wage for this position?”

· Write “negotiable” on the application when asked about salary.  Know what your salary range is before going in.

· In the interview, ask other questions before asking about salary.

· Look at the entire benefit package.  For instance, full insurance coverage, tuition reimbursement, and/or bonuses may offset a lower starting salary.

Activity:

· Have students type a list of questions they plan to ask at an interview.  Place these questions in the “My Career Preparation” folder.
Dress for Success: Making a Good Impression in the Interview

· How the students look in an interview is important.  They may not yet understand how very important this is.

· Before the students go for any interviews, it will be important to discuss with them how they should behave and what to wear.
Activity:

· Give each group of 3 or 4 a flip chart page.  Ask them to list the type of job that each of them would like to apply for.  Then they should list, draw, or cut out pictures of appropriate clothing for an interview in that field.

· You may want to ask one group to list, draw, or cut out pictures of what NOT to wear for an interview.

· When they are finished, hang their posters.  As a group, review each, and solicit comments as necessary.

· Use this as an opportunity for them to evaluate their personal values.  For instance, they may choose to have a beard or mustache.  However, facial hair may not be allowed in some businesses.  They need to assess their values and make appropriate choices.

· Now it’s time to make this exercise personal.  They need to think about what’s in their closets.  What could they wear to an interview if they had one tomorrow?  Could they borrow the needed attire from a friend, parent, or neighbor if they don’t have everything they need?

· Stress how important it is to make the first impression a positive one.

“You never get a second chance to make a first impression.”

· Note:  Consider who can help if you have a student who doesn’t have the appropriate attire.  For example: Other students loan something to wear if that is appropriate or taking a shopping trip to Goodwill or other second-hand clothing stores.
Interview Etiquette: What To Do (and NOT Do) in an Interview

· Ask students to list what they think would be good (and bad) things to do in an interview.  Write their comments on a flip chart.  Discuss the items on this list and the reasons why something should or should not be done.

· Ask students to complete the “Checklist of Interview Do’s and Don’ts” individually and then compare their answers with a partner.  Because some businesses have different policies, some answers may have more than one choice.

· After students have completed the checklist, review each item with them, such as:

1. (DO) Arrive early by about 15 minutes.  Allow for traffic and time to find a place to park.

2. (DO) Call to confirm.

“Hello, Ms. Brown.  It’s Mary Swenson.  We have an appointment at 2:00 this afternoon and I just wanted to call and confirm that this is still a good time for you.”

If Ms. Brown says it’s not a good time, ask to set up another appointment.

Note: You may want to ask during the initial phone call if you should call to confirm the appointment and make sure it is still a good time to meet.

3.  (DON’T) Stay longer than the allocated time.  Only do so if you are encouraged to stay.  Gracefully end the interview.

“Ms. Brown, I don’t want to take any more of your time than we agreed.  Thanks for your help and I really appreciate the time you spent with me.”
4. (DO) Do research.  Check out the company on the Internet, at the library, or in the newspaper.  Find out how large they are, how many employees, the products they make, etc.

5. (DO) Be prepared with your questions.  Take them with you.  You may even want to type them and leave spaces for the person’s responses.

6. (DO) Maintain good eye contact.  Practice this with the students if necessary.

7. (DO) Bring a copy of your resume.  Remember, you’re not applying for a job, but if the person asks for one, you want to be prepared.

8. (DO) Shake hands.  Practice this too.

9. (DON’T) make yourself comfortable before the other person sits down.  Let him or her offer a seat first.
10. (DON’T) Address the individual by his or her first name.  Only if encouraged.

11. (DON’T) Bring your pop with you.  You don’t want to have to handle too many things.  It’s acceptable to have a beverage if it is offered to you.

12. (DON’T) Chew gum.

13. (DON’T) Ask what the company does.  You should already know this from your research.

14. (DON’T) Ask a friend to come with you.  Do this solo.

15. (DO) Send a thank you note.  And within 24 hours. (See portfolio information)

16. (DON’T) Ask for a job.  You’re there to gather information, not to get a job.

17. (DO) Ask for referrals for your network.  It’s easy.  “Do you know anyone else who might be able to talk with me about this career?  Could I use your name?”
18. (DO) Bring a notebook and pen.  It shows you’re serious and prepared.

19. (DO) Dress as though you were applying for a job with this company.  You need to make a good impression here.

20. (DON’T) Cut off another driver in the parking lot.  Don’t throw garbage or cigarette butts in the parking lot either.

· Have students place this form in their portfolio for future reference.

· Role play an interview with them.  Ask one of the students to be the interviewer (or interviewee).

· Ask the students to informally critique the role play.  What was good? What could have been better? Did they speak clearly?

· Let them practice with each other.  Each partner should be an interviewer and an interviewee.

· If you can get guest speakers (or even other adults in your building) to come in and play the role of the interviewer, this will add more credibility to the practice.

· If you have a video camera available, you may want to tape the students during their interviews so they can critique themselves.
Activity:

· Complete the “Post-Interview Reflection Form” after each informal or formal interview.

