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Teachers' notes

Time
One hour
Purpose
Prepare students for interviews.
Rationale

The purpose of an interview is to give the interviewers the opportunity to meet prospective candidates for a position in a workplace or course or volunteer organisation, and to discuss their interest in the work and ability to meet the work’s requirements. They can compare the abilities of the short-listed applicants and choose the best. It provides the opportunity for people to promote themselves and hopefully win the position.
Activities

You will need assistance from another adult (or well briefed student) to do the introductory activity. Select a realistic job that students may consider doing as a basis for the interview role play.
1. Begin this lesson by role playing a bad and a good interview. For demonstration purposes, attributes and actions can be exaggerated.

e.g. Bad interview – enter the room slouching, mumble, don’t make eye contact or shake hands, answer the interviewer’s questions with ‘yes’ ‘no’ answers and generally have a don’t know, don’t care attitude.

Good interview – enter the room confident, friendly and respectful, shake hands, be clearly spoken, answer questions appropriately, demonstrating that you have researched the organisation and have the necessary transferable skills.

2. Students should note down positives and negatives during the interviews.

3. Follow up with a class discussion of Interview dos and don’ts. Work through the Interview dos and don’ts handout and get students to add any others that have come from their discussion.

4. Divide students into groups. Get each group to select from the following topics and research and report back to the class:
a. What information should I get about the employing company? How can I get this information? What questions should I ask?

b. How should I present myself at an interview? Include appearance, appropriate dress standards, body language etc.
c. What should I take to an interview?

d. How do I demonstrate my interest in the job?

Students combine the information from all the groups to develop a “Tips sheet for job applicants”.

5. Students should think about questions they may be asked at interviews. Distribute the handout on interview questions. Get students to discuss and add any questions the interviewer may ask and write some questions they as interviewees should ask?

Further activities

· In small groups, students list reasons for rehearsing for an interview and being prepared to answer interview questions. Groups report back and discuss as a class.
Resources

· Copies of Interviews dos and don’ts sheet for each student

· Copies of Interviews questions sheet for each student

· Youth Central website at http://www.youthcentral.vic.gov.au/
· Doing step in the My guide section of the myfuture website at http://www.myfuture.edu.au
· Job Guide – in print or online at http://jobguide.dest.gov.au/
Victorian Essential Learnings (VELS)

Level 5 and 6

	Strand
	Domain
	Dimension

	Physical, Personal and Social Learning
	Interpersonal Development
	The individual learner

Building social relationships

	
	Personal Learning
	Managing personal learning

	Discipline-based Learning 
	The Humanities – Economics 
	Economic knowledge and understanding

	Interdisciplinary Learning 
	Communicating
	Presenting

	
	Thinking Processes
	Reflection, evaluation and metacognition


Interview dos and don’ts

Do
· Research the employing company – contact the human resources or personnel section of the firm, and access their website if they have one.

· Think of ways you can demonstrate your knowledge of the company and prepare relevant questions to ask about the organisation

· Read the advertisement carefully (and the position description if available) and make sure you can address all criteria.

· Take a copy of the advertisement and your application with you

· Make sure you know how to get to the interview, and plan to arrive early. If you are unavoidably delayed, telephone to explain if possible and apologise. (Have a trial run of getting to the interview venue if possible.)

· Dress appropriately for the interview. Even if you know the position might require you to get dirty or untidy, dress conservatively. (If the job is in the clothing industry, dress to suit the style of that company)

· Make sure your portfolio is up to date and relevant, with spare copies of your resume, school reports and references in case you are asked to leave copies.

· Prepare your questions.

· Practise your interview with a friend or your family.

· Make sure your hair, fingernails and shoes are clean. Employers and panel members tend to notice these details.

· Be ready to talk about yourself. Do not use ‘yes’ or ‘no’ answers, but try to expand your answers into relevant statements about your strengths and attributes. Where possible, link your experiences and skills to match the position.

Other Dos

Don’t

· Be late

· Be unprepared

· Be sloppy or dirty

· Dress inappropriately

· Use only yes or no answers

Other Don’ts
Interview questions

Here are some possible questions an interviewer may ask:

· What do you know about the company?

· Why do you want to work for this company?

· What do you know about the work and what do you need to do enter this job?

· Tell me about your work experience up until now.

· What are your favourite subjects at school? Why?

· What did you do in your last job?

· Do you plan on studying in the future?

· What are your hobbies, interests and social activities?

· Tell us about a significant accomplishment in the past and how you achieved it.

· Why do you think you would be good at the position?

· Why did you leave your last position?

· What are your ambitions for the future? or What is your current career goal?

· Where do you see yourself five years from now?

· When can you start work?

· Why should we give you the position?

· Have you ever had part-time work? 

· What skills do you have to offer this company?

· How will this company benefit by your participation at this workplace?

· What kind of people do you enjoy working with? How do you manage working with people you find difficult?

· What do you think are your greatest strengths and weaknesses as an employee?

· How would you deal with a difficult customer or client?

· How do you manage if things don’t go according to plan?

Other possible interview questions

It is important for you to prepare some questions to ask the interviewer during the interview (usually at the end). What questions might you ask of the employer?
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