Lesson Plan #1

Title: Completing a Job Application

Objective: Students will gain experience in completing a job application.
Materials: Work Readiness Certificate Job Application and Job Application Rubric
Equipment: Document Camera, Projector and Computers

Procedures:

I Introduction
1. Talk about what a job application is
2. Ask the students what they think may appear on a job application
[l Job Application Form
i Hand out the “Work Readiness Certificate Job Application” to students
ii. Go over the main sections of the application (use document camera and
projector to project application)
1. Contact Information
2. Education
3. Employment History
iii. While you go over the application, stress how the information is to be
written
1. Notallin caps
2. Beneat
3. Answer all of the questions
iv. Students will now do a simulated on-line application on the computer
v. Have the students type-in the following website:
1. http://www.stratford.|ib.ct.us/iob/practiceapplication.html

2. If it does not load, reload the website
vi. Have the students proceed
vii. Walk around to make sure that the students are on-task
viii. Once all the students are done, inquire on their experiences with the on-line
process
ix. Lastly, have the students apply for the summer work program on-line:
http://www.hirelavouth.com/svepapplication/intro.html

1. Assessment
a. Use the “Job Application Rubric” form to evaluate the handwritten application.
b. Score needs to be at least 16 points out of 20 points (80%) to pass.

V. Next Steps
1. Transition to the resume lesson plan (Lesson Plan #2)



Employment Application — (Please type then print out this application to submit at your WRC appointment)
Applicant Information

Full Name: Mora Luis Date:
Last First M.1.
Address:
Street Address Apartment/Unit #
City State ZIP Code
Phone: ( ) E-mail Address:
Date Available: Social Security No.: XXX-XX- Desired Salary:  §
Position Applied for:
YES NO YES NO
Do you have the legal right to work in the U.S.?  [] [ ] Can you provide written proof of this if hired? ] ]
YES NO
Have you ever worked for this company? ] [] Ifso, when?
YES NO
Have you ever been convicted of a felony? ] ]
If yes, explain:
High School: Address:
YES NO
From: To: Did you graduate? U] [] Degree:
College: Address:
YES NO
From: To: Did you graduate? ] [] Degree:
Other: Address:
YES NO
From: To: Did you graduate? ] [1 Degree:
References
Please list three professional references.
Full Name: Relationship:
Company: Phone: ( )
Address:
Full Name: Relationship:
Company: Phone: ( )
Address:
Full Name: Relationship:
Company: Phone: ( )

Address:




Previous Employment

Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary:  $ Ending Salary: $

Responsibilities:

From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? ] ]
Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary:  $ Ending Salary: $

Responsibilities:

From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? ] ]
Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary:  $§ Ending Salary: $

Responsibilities:

From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? ] |
Military Service
Branch: From: To:
Rank at Discharge: Type of Discharge:

If other than honorable, explain:

Disclaimer and Signature

| certify that my answers are true and complete to the best of my knowledge.

If this application leads to employment, | understand that false or misleading information in my application or interview
may result in my release.

Signature: Date:
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Title:
Objective:

Materials:

Equipment:

Procedures:

Lesson Plan #2

Creating a Resume and Reference Page
Students will create a resume and reference page using a Microsoft template.

Blank Resume Form, Sample Resume, Blank Reference Form, Reference Sample and
Resume Writing Rubric

Computers, Printer, Projector, Document Camera

Introduction
a. Introduce students to resumes
b. Hand out the sample resume form to students

Putting together a resume
a. Goover the sections of the resume
i. Use the blank resume form (you may want to also give out the sample one)
1. Resume sections include:
a. Name and contact information
b. Objective (i.e. Seeking an entry level position in the
industry
Skills and Abilities
Experience (include volunteer experience)
Education
Communication (OPTIONAL)
Leadership (OPTIONAL)
References- DO NOT INCLUDE THIS SECTION ON THE
RESUME- Students will do a separate sheet

S®m oo o

Putting together a reference page
a. Goover the sections of the reference page

i. Use the blank reference page to go over the parts (you may want to also
give out the sample one)
1. Reference page sections include:

a. Contact information

b. Referenced individual information
i. Name
ii. Title
iii. Company/organization
iv. Address
v. Phone number
vi. E-mail



VL.

VII.

VIII.

Next Steps:

ii. Remind students to ask for permission from people who are being
referenced above.

Have students work on the resume on the computer

o0 o

o

Have students go to: http://office.microsoft.com/en-us/
Select “TEMPLATES” tab above

Type in “RESUME”

Pick a style they want

i. Recommended “Basic resume Word 2013”
Download template
Open template using Microsoft Work
Have students complete the different parts of the template (you may want to model
the process with your computer)
i. Have students delete the “references” section
ii. Additionally, more of the sections of this template may be deleted (i.e.
leadership, communication)

Walk around the room to assist

Have students work on the reference page on the computer

a.

b
C.
d

®

Have students go to: http://office.microsoft.com/en-us/
Select “TEMPLATES” tab above
Type in “Resume references Word 2013”

Pick a style they want
i. Recommended “Resume references Word 2013”
Download template
Open template using Microsoft Work
Have students complete the different parts of the template (you may want to model
the process with your computer)

Have students save and print-out the resume and reference page

Please assess the resume using the resume writing rubric form

a.

Passing is 32 out of 40 points (80%)

1. Remind the students that they will receive their resume/reference
page during the practicum lesson (Lesson Plan #4)
2. Go on to lesson on interview skills (Lesson Plan #3)



[Street Address, City State ZIP Code] | [Email] | [Telephone]

Check out the few quick tips below to help you get started. To replace any tip text with your
own, just click it and start typing.

On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to get a
custom look with just a click.

Need another experience, education, or reference entry? You got it. Just click in the sample
entries below and then click the plus sign that appears.

This is the place for a brief summary of your key responsibilities and most stellar
accomplishments.

[JOB TITLE] [COMPANY NAME]

This is the place for a brief summary of your key responsibilities and most stellar
accomplishments.

[SCHOOL NAME], [LOCATION]

& we |

You might want to include your GPA here and a brief summary of relevant coursework,
awards, and honors.

You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the
place to show how well you work and play with others.

- Are you president of your fraternity, head of the condo board, or a team lead for your

favorite charity? You're a natural leader—tell it like it is!



o R VAT T
LTHON

1234 South Main Street, Los Angeles, CA 90017 @ john.doe@yahoo.com
Seeking an entry level position in your company.

Bilingual: Spanish

Computer Software: Microsoft Word, Microsoft Excel and Microsoft Access

CASHIER- MC DONANLD’S

Accepted food orders from customers and charged them.

BABYSITTER - DOE’S BABYSITTING

Took care of infants and toddlers in my neighborhood and for my family.

CAMP ROCK HIGH SCHOOL, LOS ANGELES, CA

STUDENT OF THE MONTH- MAY 2012
MOST IMPROVED STUDENT- APRIL 2011

£ DA SR COMPLE

213-5565-1245




[YOUR NAME]
[Street Address]|
|Address 2]

[City, ST ZIP Code]
[phone]

[email]

REFERENCES

[Reference’s Name]
[Title]

|Company Name]
[Street Address]
[City, ST ZIP Code]
[Phone| | [Email]

[Relationship with reference] at [Company Name] from [Dates of

Employment]

ER B KL
(e

[Reference’s Name]
[Title]

[Company Name]
[Street Address]
[City, ST ZIP Code]
[Phone] | [Email]

[Relationship with reference] at {Company Name] from [Dates of

Employment]

[Reference’s Name]
[ Title]

[Company Name]
[Street Address]
[City, ST ZIP Code]
[Phone] | [Email]

[Relationship with reference] at [Company Name] from [Dates of
Employment]




JOHN DOE

1234 South Main Street
Los Angeles, CA 90017
213-5551245
John.doe@yahoo.com

EFERENCES

e

Frederick Sibian

Teacher

Dorsey High School

3537 Farmdale Avenue

Los Angeles, CA 90016
323-296-7120 | f.sibian@hotmail.com

Luis Galvez

Counselor

Dorsey High School

3537 Farmdale Avenue

Los Angeles, CA 90016
323-296-7120 | luis.galv3@gmail.com

Pablo Sandoval
Manager

Chuck E. Cheese

3454 West Victory Blvd

Burbank, CA 91505

818-996-8852 | p.sanchez@cec.com




'S10.443 uolzeniound ou aJie a3yl e
'S10443 |edlleWwWels ou 4. 913y ] e
'S10449 3uljjads ou aJe aiay] e

‘pauiqwod uoizeniound pue ‘Jewweld
‘Bul|ads ul 10149 SS3] 4O G dJe 3IBY L.

Jewwess ‘Buljjads ui s1041a pauIqWIOd
9J0W 10 G SUIRIUOD BWINS3Ye

‘uoilenyound pue uolyenioung
3 ‘Buijjads

‘Jewwieln

"8uniewuoy sadoud 8uisn ‘19ays a1eledas

B UO S9duaJajal papinoid sey alepipuele
"8ue|s apnjoul 10U sa0p

pue |euoissajoud S awnsal uo asendueTe
"1Se| 0} JUdJ3J 1S0W “a°1 ‘49pJo |edidojouoayd
9SJ9A8J Ul papinosd die S3LI0ISIY ||Ve
"9dUBLIadX® 921AI9S AjlunwWw 02 /1933un|oA
pue ‘sqn|3/sa1lIAloe/s||14s

‘A101s1y uoneanpa ‘Aloisiy siom ‘@a3a3lqo
‘UoI1eWIOUI 12B1UO0D S3APN|IUI SWINSIYe

‘Buniewuoy sadoud 8uisn “1aays ajesedas
B UO S9JUaJajal papinoid sey aiepipuede
"SpJoMm 3ue|s om} - U0 sapnjoul

pue |euoissajoud s| swnsal uo agensue.
"1SE| 01 1UdJ3l

1SOW “3°1 J9pJ0 [eJIS0|0UO0IYD 3SIBAS

ul papiroud J0u Si $31403S1Y 3Y3 JO BUQe

"92ualIadxa 921AI9S AlunwW03/4391UN|oA

pue ‘sqnia/saniaioe/s||is

‘A103S1Yy uoieonpa ‘Aloisiy yiom
‘@A1123[qo ‘uonewJoyul 9LV :SuIMo| 0}
9y3 JO 3UO IPN|OUI J0U S0P SWNSIYe

10U sem Zuiiew.oy 1o/pue
193ys 9lesedss e uo SaDUIYB
9plroud 10u pip 3iepIpuR).

Uey} alow sspnpoul pue [euoissajoid
10U sI swnsal uo agen3ueie

"15B| 01 Juadas 3sow “9°1 Uaplo
[e2180]0U0IYD 3519A. UI papInoId
10U 3Je S31I03SIY 3Y] JO 210W JO OM | e

9JIAIBS Ajunwiw0d/1933UN|oA

pue .mn:_U\me>_ﬁm\m___v_m ‘Aoisiy
uonednps ‘Ajoisiy yiom ‘aandaslqo
‘uonew.oyul 30e3U0 :3UIMO)|0}

9y} JO OM] 3pN|oul 30U SI0P BWINSIYe

‘2leiudoudde

‘'Sp4om 3ue|s omy

CHIIEIPEL ME]

1U9jU0)

‘paudije AjJuaisisuod aJe suoI1daS.

‘Buideds ajgnop ueyy

1334e| ou sI pue qua3sIsuod st Suideds aule
"Inoy3noiyy Ajjuaisisuod

pasn aJe pue uonewJojul 1Y3iysiy o1 pasn
aJe (3uluiaepun pue Suizidijey ‘Suipjoq se
yons) 3uniew.oy 1xa) J9Y310 pue asn 13||Nge
"Youl T 01 Z/T =4e suidie|ne

1aded Ayjenb uo pajuud si swnsaye

"Yoe|q st yut pue 3d gT - OT S! 921s 1u10d 1UOe

‘peas 01 Asea pue ‘LIqIe) 10 [euy ‘Uewoy
M3N SaWli| Se yons ‘|euoissasold sl Juoe
"Ju04 J433Je|

ul ‘awnsal ay) Jo doj ayi 1e sieadde awepe.
‘o3ed , TT X ,,§°8 9UO UO S}I} BWNSAYe

‘paudije J0uU aJe SUOIIISS Z-Te

"Buideds sjqnop ueyy 4a81e|

Ou S| pue ‘Jua3sIsuod st 3upeds aulTe
“Ajpua1sisuodul pasn ate (Suiuiapun

pue 3uizidijen ‘Suipjoq se yons)
3u111ew.0) 131 J9Y30 pue 3sn 13(|nge
"4oul T 0} Z/T 10U dJe suiSie|ne

"1aded uejn3as uo pajulid si swNsaYe
"2€|q 10U 1N 4ep SI 40j0I Ule

"1d ZT - 0T 30U S1 9z1s Juiod U0 e

‘peas 01 Asea pue ‘uqie) 0 |eldy ‘Uewoy
MB3N Sawli| Se yons ‘|euoissajold sl JuoHe
"Ju0J 493.e| ul

‘awnsal 3y} jo doj syl 1e sieadde sweNe
"9sJeds S| uoizewsoul 4o

uoI1eW.IOJUI YyoNW 00} SI 943Y1 ‘49AaMOY
‘03ed ,TT X ,,G'8 DUO UO S11} BWINSAYe

Al3uaisisuod jou ase suoiase
"8uideds a|gnop ueyy J98.e| s1u0/pue
‘Jud1sisuod jou si uideds aure
"Aj3uaisisuodul pasn aue (Buruiaapun
pue 3uiziaijey ‘Suipjoq se yans)
3u1l1eW.04 1X3) J3Y10 pue ash 13||Nge
"YUl T 01 Z/T 10U 24e Suidie|pe

"3d 2T - 0T 10U s1 9215 Jui0d U0
Asea 1o/pue [euoissajoid 10u SI JUOe

oLT X ,,G°8 U0 SPI9IX3 BWINSIYe

‘paudije

"1Yy31] 00} S1 10J0D YU[e
‘peas 0}

-98ed 3umewuod
pue soueieaddy

31005

("sd g) Juajja0x3

1

(*s1d €) j31 108 3sowy

[4

("3d T) d4om asow ap3y e spaaN

BLIDIID)

'sjuiod Jjey anssi jou 0q "Ajanizdadsal sjulod g 0 ¢ pieme Ued J9M3IASL ‘11 108 1S0WY 10 1U3||20x3 paemol ssai3oid smoys aiepipued
SU1 1843 S[934 J9MBIASI §] JUSIU0D UO Paseq G 0} T 4O 3[BIS B UO 310D Ued JaMaIAJY Juduodwod Jad 9|qissod st sjuiod § 4o [e10) v sera3d SulI0ds uo suondnIIsu|

:3WEeN S,JaM3IINDY

: awep jedpiued

:9Ms/weasoud
duqgny Sunp dwnsay Sujuiea jo Jswwing




(210w 4o z€ = buissod)
:9402¢ |e10]

"}10M3SIN0I "}40MISIN0I }40M3S4N0d palinbal

paJinbau jo Jed 1ou aJe paisi| sadualiadxe paJinbaus jo 1ed aie paisl| saoualIadxe J0 1ed aJe paisi| saouaLiadxe
‘uonsod ‘uonsod ‘uoiysod ayy o1

9y} 01 JUBAD|3J D4 Pa1SI| SADUBLIRAXTe 91 01 JUBAJ|3J 3Je pPIIsI| SaouUBIAdXTe 1UBAD|3J 10U 24 pa1sl| SaJuUaLIadXTe
‘uoiyisod ‘uoinsod ay3

"uoilisod Syl 01 JUBAJ|DJ dJE PI]SI| SBSIN0)e
‘S||13s @3en3ue| pue 4a3ndwod

J0J papndul st Aousidijoud JO [9ADTe
‘uonyisod aya

0] 1UeAS|3J 34 PaPN|DUI S3SD13UI pUE S||IYSe

93 031 JUBAD|2J 4B PI]SI| SOSIN0e
's[|s a8en3ue| so/pue 121ndwod

Jo4 papinold 1ou st Aduaidioud Jo |9ATe
‘uolisod sy} 03 Juensjal Ajiea)d

10U 24 PAPN|IUI SISBIAIUL PUE S||1)Se

0} JUBAD|3J 10U dJE P31SI| SISIN0De
's||js @3en3ue| Jo/pue sa1ndwod 10}
papinoad Jou s1 Aduaidijoud JO [9A3Te

‘uoiysod sy} 01 JueAljal
10U 3JB PapN|IUl SIS243IUI PUE S|[IYSe

A1031SIH
J991uUnjop

"sjuawystidwodoe

91e2Ipul 3 103JIp ‘9SI2U0D e S13||Nge
"9SUD] (JBA 1294400 Ul 3Je pue SqJaA
uol12e 3uoJ3s yum uidaq s1aj|nge
‘papnjoul

aJe JuswAojdwsa Jo sarep 1 ‘uoi1edo|
‘3|13 uoiyisod ‘Qweu JaAojdwFe

"sjuawiystjdwodde a3ed1pul J0uU op

pue 12841p 10 3SI2U0D 10U 3Je S13||Nge
"JU31SISUOD

SI 95U} gJaA pue 3U0J41S 3Je SQJIA UOIIDY e
"JuswAo|dws Jo salep Jo suoi1ed0| ‘9311
uoinsod ‘sweu JaAojdwa 3uissiw a1
‘a19|dwodul s AJud T 10 UOIIRWIIOU|e

‘paisy st

uollewW.I0ul PIIEPINO J0 JUBAD|DI|e
"Sjuawysidwodoe aledipul

10U Op pue ‘an3deA ‘Apiom aie s13||NGe
'S9sed

9JOW 40 € Ul JUIISISUODUI SI ASUI]
Q49N pue Yeam a.e SQJIaA UOIIdVe
“JuawAojdwa

JO S31ep 40 suo11ed0| ‘91311

uoiysod ‘aweu JaAojdwa 3uissiw
91 ‘Salua ay1 Jo 7 ul 313jdwodul
SI S91IUD 10} UOIIRWIO)U|e

S1S9431U| 13 S|IS

‘Jooyos

4oea 10) papn|oul aue duepualle JO SAle(e
‘pa1edipul

a.le a)1ep uollenpeld pue paulea 93439 e
"IN0 p3||ads Sl dweu 23483 e

"JU9234 1se3| 0}

1U323.4 1SOW WOy paziuedio S| UoIjeWIOoU]e

"|ooyas yoea

J0J papn[oul a4e dUepudlle JO Salee
‘pa3edipul

aJe 91ep uolenpeld pue paulea 3a189Qe
"IN0 p3)|ads SI sweu 93483 ©
PUESEINN-EINIBIEREY

1SOW Wouy paziuedio J0u S| UOI1BWIOU|e

"S|o0Yyos ||e 40}

papiaoad 10U aJe S91ep DUBPUSIIYe
"3uissiw S| d1ep uonenpesd

40 1IN0 pa||ads J0u SI dweu 93433
"1U923J 1se3| 0} JUIJAJ JSsow

WoJj paziuedio 10U S| UOIIRWIOU|e

A101S1Y Y40M

‘leuolissajoud S SSauppe [IBwTe

'S9SSUppe 31ISgam

|euoissajoud Sapn|dul UOIBWIOUL 1DBIUOD e
"Ssalppe |lew?

pue saqunu auoyd ‘ssaippe ‘Dweu |e39|
919]dw o :SwWal uIMoj||0} 3Y3 4O ||e sapn|dul
pue 919|dwod SI UoIIeWIOLUl 10BIUOD e

‘leuoissajoud si ssalppe [lew e
'S9SSUPPE DUSqIM

|euossad SapNjoul UOIIBWLIOLUI 19BIUOD e
‘ssalppe

[lewd pue Jaquinu suoyd ‘ssalppe ‘aweu
|eSa| 919]dw0d :Sway 3uImo||o} 3y} Jo
U0 UO uollewJsojul 3jdwodul sapiroid
10 3uIsSiw S| UOIIRWLIOJUI 19BIUOD) e

"|leuolssaj0.4d 10U SI SSaIPPE [IBW T e
'S9sSsaJppe 31isgam jeuostad
S9pN|ouUl UOIJBWIOUI 19BIUOD e
"SSJppe |lew?a pue

Jagquwinu auoyd ‘ssaippe ‘Bweu |edg)
919|dwod :swall SuIMOj||04 3yl JO OM)
uo uollewJojur 919)dwodul sapinoad
J0 3UISSIW S| UOIIBWIOJUI 10RIUOD) e

A101SIH
uoneonpj

24025

("syd g) 3uaj30x3

(*s1d €) j31 108 3sowy

(“1d ) y40m auow 33| € SpasN

uoiljewl Og:‘__
Ve

eI




Title:
Objective:

Materials:

Equipment:

Procedures:

Lesson Plan #3

The Interview Process

Students will be prepared for a job interview.

The 5-Part Interview Sheet, Interview Questions to Think About Sheet and Mock Interview

Scoring Rubric

Document Camera and Projector

Introduction

i. Ask students if they have been interviewed before?
1. Were they prepared for the interview?
2. How did it go during the interview?
ii. Why are interviews important?
1. Makes decisions for:
a. Employers
b. Colleges
c. Scholarships
iii. Need to be a good salesperson for interview
iv. Need to convince job interviewer that you are the best candidate for the job
v. Self-knowledge and good communication skills are key for good interviewing
vi. Go over job related behavior (drug and alcohol free behavior)

Go over “The 5-Part Interview Sheet”

a.

b
€.
d.
e

Before the Interview

The Start of the Interview (Beginning)
The Interview (Middle)

The Interview (End)

The Follow-Up

Interview Questions

a. Ask students to brainstorm possible interview questions

b. Pass out the “Interview Questions to Think About” sheet

. Ask students to look through the questions and have them identify the ones that may be
more difficult to answer

d. Passout the “Mock Interview Scoring Rubric” sheet

e. Go over the sheet with the students

f.  Pair the students to do mock interviews (five minutes each turn)

8. Reconvene the class and go over the positives and negatives of the experience

h.  Remind students that the same evaluation will be used for the practicum

Next Steps

a. Give each student an appointment for the interview for the next class meet (please
schedule appointments accordingly- please calculate the amount of overall time for the
next day divided by the number of students)

b. Lesson Plan #4 gives you more details on the practicum

i. Remind them to:

1. Come dressed appropriately

2. Bring their resume

3. Goover the interview evaluation form
4. Be ready to be interviewed



THE 5-PART INTERVIEW

The intervlew is when you want tp tell the employer or admissions representative about your strengths,
Skl'“S, education, and_ work experience, Knowing yourself - Positively selling your strong points - is what is
going to get you the job or admission to the college.,

6. Do your homework! Learn as much as you can about the company or college before the interview.
Do some research: ask people who work there, go to the library, look on the internet, make an
anonymous call to the secretary. Find out what services/products the company provides, how long
they have been in business, whether the Company is growing or downsizing, the company’s
reputation, etc. An interviewer will be impressed that you have made an effort to learn about the
Company or college. Read any material they send you!

Know where you are going. Drive by the site of the interview a day or two before the interview.

Arrive 5 - 15 minutes early.

Be prepared when you go to the interview. Bring extra copies of your resume, your portfolio, a

notepad with some questions prepared for the interview, and a pen.

10.  Dress for Success! Hair should be clean and combed, Fingernails must be clean with no gaudy
polish. Keep perfume, cologne and aftershave to a minimum. Brush your teeth and don't forget
deodorant,

Women: dress, skirt (not too short), or dress pants with a nice blouse or blazer. No excessive
jewelry, make-up, or “big hair.”

Men: pants (not jeans!), collared shirt, tie, Sport coat and shoes. A suit is not always necessary.
Do not wear loud clothes! Be conservative!

LN

2. THE START OF THE INTERVIEW (BEGINNING)

11.  Inform the secretary/receptionist that you have an interview, whom it is with, and the time of the
interview.

12.  When you meet the interviewer, look straight into his/her eyes, shake hands firmly, introduce
yourself, smile, be confident and wait until you are offered a seat.

13. Be positive in your communication (Remember: You're selling yourseiflt), don't slouch, try not to be
too bold or too shy. Let the interviewer lead the interview. Express that you are happy to have the
opportunity to interview.

14. When all else fails: SMILE!

15. DON'T: _

Smoke, chew gum, curse, slouch, put your hands on items on the interviewer's desk, fidget with
rings, pens, ties, change, or other things in your reach.

3. THE INTERVIEW (MIDDLE)

16.  Always face the interviewer with good posture and body Ia_nguage. '
17.  Stay positive with your attitude and your answers. Let the interviewer know about the skills,

knowledge and experience that make you a gualified candidate.



18.
18.
20,

22.
23.
24,
25.

26.

27.

28.
29,

30.
31.

32,

33.
34,

THE 5-PART INTERVIEW

Know your resume and portfolio well and be prepared to answer questions about them.
Don't be a know-it-all! Express your willingness to learn!
Be honest with all answers, Experienced interviewers can see right through “little white lies."
Be thorough with your answers. Never answer with just a “yes” or “no.” Always provide explanations
and examples.
If you don't understand the question, ask the interviewer to explain,
Pay close attention to what the interviewer is saying.
Organize your thoughts before speaking. Feel free to think for a moment about tough questions.
Silence is not a bad thing as long as you do not take an excessive amount of time.
Waitch for illegal questions, such as information about your age, religion, race, ethnicity or marital
status.
DON'T:
Emphasize your weaknesses.
Draw attention to negative attributes such as poor attendance, grades, being fired, etc.
Criticize former employers, co-workers, or school personnel.
Discuss personal issues, good or bad, which are irrelevant.
Discuss salary or benefits unless the interviewer brings it up first.
Remember that you represent a risk to the employer. A hiring mistake is expensive. Show you are
highly motivated and energetic.

4. THE INTERVIEW (END)

Ask the job-related questions you prepared for the interview.

You may be offered the job immediately. In that case, you should ask about specific salary, benefits,
and work hours. You do not have to give them an immediate answer. Ask for a day to think about it.
If you are told you will be contacted, ask about how long it will be. Offer to call in a few days to find
out the decision. This shows your continued interest,

Make sure the interviewer knows how best to contact you and that you are available for any
additional information that may be needed.

Thank the person for the interview and their interest in you as a potential employee or student,
Shake hands firmly on the way out,

5. THE FOLLOW-UP

Send the interviewer a thank-you letter soon after the interview.
Call the company or coliege about a week after the interview to find out if they have made a decision.
if they have not, find out when they expect to have a decision,

WHY PEOPLE AREN’T HIRED

Poor personal appearance

Inability to communicate clearly, poor voice, and grammar
Lack of planning for a career...no purpose or goals
Lack of enthusiasm and confidence in the interview
Condemning past employers

Failure to look the interviewer in the eye

Limp handshake

Late to the interview

Does not thank the interviewer for his/her time

Asks no questions

Lack of knowledge about the business or the position

LA G R TR T S




10.

.

12.

13.

14.

15.

16.

17.

18.

19.

20.

INTERVIEW QUESTIONS TO THINK ABOUT

Questions Often Asked By Employers
Tell me about yourself,

What are your short-range and long-range
career goals, and how are you preparing to
achieve them?

Why did you choose this career?

What do you consider to be your greatest
strengths? Weaknesses?

How would you describe yourself? How
would a friend or professor describe you?

How has your college experience prepared
you for your career?

Why should | hirs you?

How do you determine or evaluate success?

In what ways do you think you can make a
contribution to our company?

Describe the relationship that should exist
betwsen a supervisor and those reporting to
him/her.

Describe your most rewarding high
school/coliege experience.

If you were hiring for this position, what
qualities would you look for?

What led you to choose your field or major?

What have you learned from participation in
extracurricular activities?

How do you work under pressure?

Describe the ideal job/college.

Why did you decide to seek a position with
this organization and what do you know
about us?

What major problems have you encountsred
and how did you deal with it?

What criteria are you using to evaluate the
company/college for which you hope to
work/attend?

What salary do you want?

10.

11

12.

13.

14.

15.

16.

17.

18.

19.

20.

Questions Often Asked By Applicants

What are the strengths of the organization or
department?

What are the career oppartunities for someone
entering this position?

What kind of orientation and training is available
to new employees?

How large is the company/college? How large is
this particular department/major?

To whom would | be reporting and what kind of
communication channels are thera?

What are the long-range plans for this
organization?

How long was my predecessor in this position?
Why did he/she leave?

How will | be evaluated? How often?

{s there an opportunity to transfer from one
division to another?

What are the prospects for promotion in the
future? What are some of the qualities or
accomplishments you would consider important
for promotion?

What is the management philosophy of this
organization? What is the general philosophy?

In what areas of the organization do you expect
growth?

Is continuing education encouraged? Is tuition
reimbursement offered?

Can you tell me about the history of this position,
and changes anticipated?

What are your expectations of the person in this
position?

Is overtime the norm in this office?

What kind of support staff is available? What is

the ratio of support staff to professionais, and how
is work distributed?

Generally, what percentage of time will be
devoted to each of my responsibilities?

Do you work with daily, weekly, monthly, or
annual deadlines?

Does the organization have a process for sharing
creative ideas?
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Title:

Objective:

Materials:
Equipment:

Procedures:

I

Lesson Plan #4

The Actual Interview (Practicum)/Review Job Application, Resume and Reference Page

Students will experience a one-to-one interview. Additionally, student will recejve
feedback on their job application, resume and reference page.

Possible Interview Questions Sheet and Mock Interview Scoring Rubric

None

Introduction

a. Introduce yourself to the student
b. Wait for the student to respond
C. Ask the student to have a seat

The Interview
a. Ask for the resume (you should already have it)
Look it over
Proceed with questions using the “Possible Interview Questions” sheet
Let the student answer the questions completely
I If the student stays quiet, go on to the next question

a o o

ii. If the student keeps on rambling, try to move on to the next question
e.  When you have asked all of your interview questions, ask the student if they have
any questions for you
f. Once the above is over, thank the student for coming

After the Interview

a. Once you have thanked the student, notify the student that the formal interview is
over and that you are now the teacher again.

b. Go over the job application, resume and reference page with the student

c. Talk about the interview- ask the student what they think they did good and/or bad
in during the interview
d. Give your analysis of the interview
e. Ask the student if they have any general questions
f. . Once the above is done, congratulate the student for finishing the class
8. Excuse the student (let them know if they passed or not)
h. Complete the “Mock Interview Scoring Rubric”
I.  Must receive at least 24 points out of 30 points to pass (80%)
Next Steps

a. Complete the Work Readiness badging process for the student- either they have
passed or not based on your professional judgment



10.

11

12.

13.

14.

15.

16.

17

18.

19.

20,

INTERVIEW QUESTIONS TO THINK ABOUT

Questions Often Asked By Employers
Tell me about yourself,

What are your short-range and long-range
career goals, and how are you preparing to
achieve them?

Why did you choose this career?

What do you consider to be your greatest
strengths? Weaknesses?

How would you describe yoursel? How
would a friend or professor describe you?

How has your college experience prepared
you for your career?

Why should | hire you?

How do you determine or evaluate success?

In what ways do you think you can make a
contribution to our company?

Describe the relationship that should exist
between a supervisor and those reporting to
him/her.

Describe your most rewarding high
school/coliege experience.

If you were hiring for this position, what
qualities would you look for?

What led you to choose your field or major?

What have you leamed from participation in
extracurricular activities?

How do you work under pressure?

Describe the ideal job/college.

Why did you decide to seek a position with
this organization and what do you know
about us?

What major problems have you encountered
and how did you deal with it?

What criteria are you using to evaluate the
company/college for which you hope to
work/attend?

What salary do you want?

o

10.

1.

12.

13.

14.

15,

16.

17.

18.

19.

20,

Questions Often Asked By Applicants
What are the strengths of the organization or
department?

What are the career opportunities for someone
entering this position?

What kind of orientation and training is available
to new employees?

How large is the company/college? How large is
this particular department/major?

To whom would | be reporting and what kind of
communication channels are there?

What are the long-range plans for this
organization?

How long was my predecessor in this position?
Why did he/she leave?

How will | be evaluated? How often?

{s there an opportunity to transfer from one
division to another?

What are the prospects for promotion in the
future? What are some of the qualities or
accomplishments you would consider important
for promotion?

What is the management philosophy of this
organization? What is the generai philosophy?

In what areas of the organization do you expect
growth?

Is continuing education encouraged? |s tuition
reimbursement offered?

Can you tell me about the history of this position,
and changes anticipated?

What are your expectations of the person in this
position?

Is overtime the norm in this office?

What kind of support staff is available? What is

the ratio of support staff to professionais, and how
is work distributed?

Generally, what percentage of time will be
devoted to each of my responsibilities?

Do you work with daily, weekly, monthly, or
annual deadlines?

Does the organization have a process for sharing
creative ideas?
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