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Job Search Information Resources

Getting a job is the result of how well you sell yourself during the job interview.  One of the essential parts of that selling job is making a good impression.  Choose your interview clothes carefully.  They should be dressier than you would wear at school.  Males should wear a shirt and tie and a jacket.  Females should wear a skirt or dress.  Polish your shoes.  Keep jewelry, makeup, perfume, or cologne to a minimum.  Gum chewing during an interview tends to leave a poor impression.

Pay close attention to cleanliness and neatness.  Bathe, wash your hair, and make sure that you are well groomed, especially your fingernails.  Press your clothes and check everything in the mirror before you leave home.  If you have long hair, wearing it pulled back tends to look neater and looks better to most interviewers.
Be on time for your interview.  It is much better to be early than late. Usually 15 minutes is appropriate.  Besides, if someone cancelled or didn’t show up, your interviewer will appreciate being able to take you early.  If you have a cell phone, make sure it’s turned off prior to your interview. 
When you meet your interviewer, introduce yourself clearly, look directly at him or her, and shake hands.  Your body language communicates a great deal about you to the interviewer.  First impressions are vitally important to obtaining a job.  You only have a half-hour or so to convince this employer that you are going to help him/her make money.

Packaging the Product

· Sit up, look alert, and respond enthusiastically to what the interviewer is saying.  Leaning slightly forward demonstrates that you are an attentive person.

· If you slouch, chew gum, smoke, or stare out the window, you will make a bad impression.


· If you have a cell phone, turn it off prior to your interview.

· Answer questions in a polite and courteous way.  Try not to answer with just a “yes” or “no.”  Explain your answers.

· Show flexibility – you can adapt to new methods and change.

· Try to convey the fact that you are responsible.

· Be positive about your abilities.  Stress your skills.

· Take time to think about your responses.  Be relaxed and thoughtful.

· Try to establish a rapport with the interviewer.  Give the impression that you are a 
“team” player.

During the Interview

The human resources manager, or whoever interviews potential employees for any company, is trying to determine if your skills and qualifications match the company’s needs.  To help him/her determine this, your answers to the questions should be related to the job.  Don’t discuss personal problems and try not to make any negative remarks about others.  Always tell the truth, but don’t volunteer any negative facts about yourself.

One thing that the interviewer is trying to determine is how well you would fit in with the other employees.  A warm, friendly personality will often get you a job over equally qualified competitors.  Be warm, enthusiastic, and friendly, but maintain your composure.  
Don’t be phony.

The interviewer wants to determine other things about you.  She/he must decide whether:

1. You will make money for the company.

2. You will save money by being efficient and quick.

3. You will save the company time.

4. You will improve customer relations.

5. You will increase customer service.

6. You will improve the product.

7. You will improve employee relations.

To impress the interviewer that you possess these qualities, you can ask questions about the company.  Have the confidence and enthusiasm to let him/her know that you have researched the company, but you need information about training, challenges, and advancement.

It is very appropriate for you to ask questions about the company during the interview.  This allows you to control parts of the interview instead of just answering a set of questions.  Below are some questions that might prove helpful in learning about a prospective employer:

· Why is this position open?

· What are the job duties?

· How will I learn my job duties?

· What are the hours of employment?

· Would my work hours also include overtime?

· Are there any union or other membership requirements?

· What fringe benefits are provided by the company?

· May I have a tour of the work site?

· What are the opportunities for future advancement?

Potent Advice for Job Seekers from Ann Landers

DEAR ANN:  Before we know it, fall will be here, and a lot of high school graduates who have been having fun swimming, bicycling, sunning and loafing will be out looking for jobs.


Some of them will go to 10, 15 or 20 places and get turned down.  They will tell you the world is against them and that life is mean and unfair.  They will swear they tried their darndest to find something, walked their feet off, and “there just aren’t any jobs out there.”

Please, Ann, print this little essay that I found in an old book in our family library.  It was handwritten and I have no idea who wrote it. It could be a member of the family or some well-known person.  No matter who the author is, this piece deserves to be seen by large numbers of young people who will be job-hunting soon.  Go get ‘em.








A READER IN ELMIRA, N.Y.
DEAR READER: Thanks for sending this excellent piece my way.  Here it is:

DEAR KID: Today you came to me for a job.  From the look of your shoulders when you walked out, I suspect that you’ve been turned down before.  Or maybe you believe that nobody wants to hire a kid just out of high school.


Well, it happens that I did hire a teenager today.  He had a big smile on his face and he wore a necktie.  What was so special about that kid?  Experience?  Not really.  He didn’t have any.  It was his attitude that put him on the payroll instead of you.  Attitude, son.  A-T-T-I-T-U-D-E


He wanted that job bad enough to put on a clean shirt and take the time to find out something about our company before he came down here.  He did his best to impress me.  That’s where he edged you out.


You see, kid, folks who do hiring look for young people who have a spark.  They want someone around who looks energetic, eager and rarin’ to go.  Your first questions were, “What are the hours?” “How many vacations would I get?” and “How much do you pay?”  I knew when you asked those questions that you weren’t going to get a job here.


I couldn’t care less that you’re behind in your car payments.  That’s your problem.  What I needed was someone with enthusiasm who’d keep his eyes open and work for me like he’d work for himself.  If you have even the vaguest idea of what I’m trying to say, let it show the next time you go looking for a job.  If you do, you’ll be head and shoulders above the rest.


You may not believe this, but all around you there are employers who are looking like crazy for smart, alert, energetic young people.   When they find one, they can’t wait to get him or her on their payroll.  If you paid a dime’s worth of attention to what I’ve said today, you’ll land a job pretty darned soon.  Good luck.  You’re going to need it.

SETTING UP AN INTERVIEW

Telephone Script

(Note:  Summer Internship students may substitute the name of your program instead of using    your high school’s name.)

(To initial contact)

Hello, this is    your name   .  I’m calling about the __________ position.  I’m a student at ___________High School.  May I speak to______________?

(To person you asked for)

Hello, this is      your name   .  I’m calling about the ​​​​​​​​​​​​​​​​​​​​​​​​​​​____________ position.  I’m a student at_________High School .  I’m very interested in _________ and I would like to set up an interview.  When would be convenient for you?

(answer)

Great.  I look forward to meeting you on ___________ at ____________.  Thank you. 
Good-bye.

Be prepared for some confusion on the part of your initial contact (receptionist, clerk,
 Be specific.
In-Person Script

(Note: Summer Internship students may substitute the name of your program instead of using your high school’s name.)
(To initial contact)

Hello, my name is _____________. I’m here to apply for the _______________ position.  I’m a student at_____________High.  I was told the contact is __________.  Is     he/she    available?

(To person you asked for, or their replacement)

Hello, my name is ____________. I’m here to apply for the __________ position.  I’m a student at_________ High School.  I’m very interested in _____________.  Here is my employment portfolio; including my résumé, certificate(s) of proficiency, and letter(s) of recommendation.  Is this a convenient time for you to talk with me about the __________ position?

Be prepared to find out that the job may have already been filled.  Let the contact person know that you would like to leave your résumé for future openings.
When you go for your interview –

Information to take with you:
· Social Security number
· Driver’s License (If you have one) or Photo Identification
· Employment application (If you haven’t already turned one in – if possible, have another person proofread your application to make sure you haven’t made any errors.)
· Resumé (Although not all positions require a résumé, it’s probably the best way for you to furnish the interviewer with information about your previous employment or education.)
· Certificates (Your Work Preparedness Training Certificate, any ROP, typing certificates, etc. that apply to the specific job opening.)
· Portfolio (This is probably the best way to present a complete package of yourself.  Note:  Your high school is requiring a senior high exhibition/portfolio.  Have you started yours?  Your portfolio is a great opportunity to show the rewards and merits of your high school experience just what most potential employers are looking for!)
Tests: 
 Some employers require that you take a test prior to your employment.  It’s always a good idea to bring a small pocket calculator just in case.  In the event of a test, read each set of instructions and each question carefully; write clearly and legibly, budget your time wisely, and don’t stay on one question too long.

Preparation:   Learn something about the company.  Have specific jobs in the company in mind; be prepared to answer questions about yourself and your qualifications.  Review your job application and your résumé.

Time:
 Arrive for your interview appointment early.  Usually 15 minutes is appropriate.  While you are waiting, review your portfolio, résumé, or your interview questions from this unit.  This shows that you’re organized and will help with your last-minute nervousness and will keep your energy focused on the interview.

Interview Questions:  During an interview, two types of questions are asked.  One is informational (these are questions that ask for facts).  The other type is situational, which requires thinking, problem solving, and sometimes your opinion.  Can you identify the two types of questions on this page and in the mock interview section on pages 7 and 8?  Which type can you expect?  Some questions asked by most employers are listed below.  Study them and review them several times so you can answer each of them in a clear, concise manner.

· Tell me a little about yourself.

· Why should we hire you?

· What makes you a good worker?

· What kind of work are you looking for?

· What are your long-term career goals?

· How do you spend your spare time?

· What are your strengths?

· What are your weaknesses?

· What can you do for this company?

· What did you gain or learn from your last position?

· What do you expect this company to do for you?

· What do you know about this company?

· If a conflict came up between you and some of your co-workers, 
how would you handle it?


· What course did you like best in school?

· Is there anything you’d like to add?

Ending the Interview:  Closing the interview is an important part of the interview process.  Be certain to use good manners; thank the interviewer for the time taken with you, and also thank the secretary or receptionist.  His or her opinion of you may also count in the hiring process.  Be sure to ask for a business card.  Try to make arrangements to call the employer back at a specific time to find out about his/her decision.  In that way, the employer will be expecting your call.

Do not stay to talk after the interview is finished.  It might make the interviewer think you have nothing better to do.  When you return home, be certain to send the interviewer a “Thank You” note.  This will not only show good manners, but will also remind the employer of you.  A sample “Thank You” note is on the following page.

Sample “Thank You” Note

September 24, 2006
Ms. Nancy Jefferson

Personnel Director

ATOM SYSTEMS

4350 Mission Valley Road

Sioux Falls, SD  55555
Dear Ms. Jefferson:

I appreciate the time you took with me last Monday about the part-time computer programmer position with ATOM.  It is exactly the kind of position I am seeking.

Your company is doing some very exciting research in computer graphics and I would like to be involved in that field.  I feel that my experience in keyboarding in computer applications qualify me perfectly for the position you have made available.

I hope your decision on Friday will allow me to join your company.

Sincerely,

Guy Nelson
Guy Nelson
gnelson@midco.net

1234 Orange Avenue

Sioux Falls, SD  55555
Mock Interview

If your class has time to do the activity on mock interviews, it is a great practice lesson.  Video taping these interviews is a great way to provide feedback.  If there is no time in class, do a mock interview with someone at home.

Directions:  Take a few minutes to read the following questions.  Pretend you are applying for a job and answer the following questions in writing.  Find a partner to engage in a mock interview with you.  Ask each other the questions and evaluate each other’s responses (try not to read
your responses).

Mock Interview Questions

Company/Organization: _______________________________________________________________________

Position you are applying for: ___________________________________________________________________

Tell me a little about yourself. ___________________________________________________________________

___________________________________________________________________________________________

Why should we hire you? ______________________________________________________________________

___________________________________________________________________________________________

What makes you a good worker? ________________________________________________________________

___________________________________________________________________________________________

Tell me about a time when you worked with a team to accomplish a common goal. _________________________

___________________________________________________________________________________________

What are your long-term career goals? ____________________________________________________________

___________________________________________________________________________________________

How do you spend your spare time? ______________________________________________________________

___________________________________________________________________________________________

What are your strengths? ______________________________________________________________________

___________________________________________________________________________________________

Identify a weakness and explain what you are doing to improve it. _______________________________________

___________________________________________________________________________________________

What skills and abilities can you contribute to this company? ___________________________________________

___________________________________________________________________________________________

What did you gain or learn from your last work experience? ____________________________________________

___________________________________________________________________________________________

Describe a difficult situation you have encountered and how you dealt with it. ______________________________

___________________________________________________________________________________________

What do you know about this company? ___________________________________________________________

___________________________________________________________________________________________

If a conflict came up between you and some of your co-workers, how would you handle it? ___________________

___________________________________________________________________________________________

What courses have you had in school that would relate to your ability to do this job? ________________________

___________________________________________________________________________________________

Is there anything more you would like to add?_______________________________________________________

Practice Interview Questions

Good Answers and Bad Answers
1. What job do you want to apply for?

Good Answer:
I’d like to apply for the shipping clerk position.

Bad Answer:
Well, I don’t know.  I guess I’ll take anything you have open.

2. Why did you leave your last job?

Good Answer:
I felt I would be better suited to working in a smaller company.

Bad Answer:
I had a terrible boss.  She couldn’t get along with anybody, especially me, so I decided to quit.

3. Have you had any courses or training to prepare you for this job?

Good Answer:
Yes.  Here is a list of courses I’ve taken.  I’d be glad to explain what each one 
was about.

Bad Answer:
I had some night courses.  I can’t remember the names or exactly what they 
were about.

4. What hours will you be available for work?

Good Answer:
I can adjust to the needs of the company, although I prefer to work in the daytime.

Bad Answer:
I don’t like to work at night or on the weekends or early in the morning.

5. How many days did you miss on your last job?

Good Answer:
I missed several because of illness and two days because of a death in the family.

Bad Answer:
I missed a lot.  I was sick a lot because I disliked my job.
Points to Remember

1. Employer area of concern:

A. What kind of person are you?

B. What kind of worker are you?

C. How well will you fit in?

2. Pay particular attention to your dress.  First impressions are important.  Wear appropriate, clean, neatly pressed clothing.  Clean hair and a neat appearance go a long way.

3. Practice the following in order to feel confident:

A. Walk erect.

B. Establish and maintain eye contact (don’t stare).

C. Handshake is important.

1) Male – wait for the interviewer to offer his/her hand to be shaken.

2) Female – you make the first move if the interviewer is a male, but if interviewer is a female, wait for her to offer her hand to you to be shaken.

D. Wait for the interviewer to ask you to sit down.  When you do sit, lean slightly forward.

E. Don’t cross your legs.

F. Relax!

G. Confidently answer questions after thinking about your answer.  Ask for clarification if you don’t understand a question. 

4. Listen to how the employer describes the duties and responsibilities of the job and to the information they offer about the company.

5. Don’t take friends or relatives to your interview.  They can only distract from the main objective and your ability to impress a potential employer.

6. Most interviews are usually concluded with a question by the interviewer (e.g., "Do you have any questions you’d like to ask?"  This is the perfect time for you to ask about benefits, etc.)  A great question to ask would be, "If I do a really good job for this company, what type of advancement 
could I expect?"

7. Be open and flexible.

Why People Do Not Get Hired

Positive Reasons:

1. Too many applicants

2. An old employee changed his/her mind and decided not to leave

3. Your skills are more than needed for the position

4. Cannot pay you what you are making now

5. Looking for more experience

6. Looking only for a certain “type” person

7. Only accepting applications for a future need

8. Lack of experience on part of applicant

9. Trying only to fill a temporary position

Negative Reasons:

1. Poor personal appearance

2. Overbearing, overaggressive, know-it-all attitude

3. Inability to express yourself clearly, poor voice, poor grammar

4. Lack of planning for career; no purpose or goals

5. Lack of interest and enthusiasm; passive, indifferent

6. Lack of confidence and poise; nervous, ill at ease

7. Overemphasis on salary; interest only in dollar offer

8. Poor grades, just did well enough to pass

9. Unwilling to start at the bottom; expects too much too soon

10. Makes excuses for past work record

11. Fails to look interviewer in the eye

12. Limp, fishy handshake

13. Sloppy application

14. Wants job for only short time

15. Late to interview without good reason

16. Never heard of company; knows nothing about it

17. Failure to express appreciation for interviewer’s time

18. Asks no questions about the job

19. Gives indefinite responses to questions

20. Brings other people with them to the interview
21. A ringing cell phone can be disruptive
Follow-Up to Cinch a Job Offer

Follow-up tips to keep job leads from fizzling out:

1. Polite Persistence – After sending a résumé with a cover letter, call to find out if you can arrange for an interview.

2. The Basic Thank You – Thank all the people who help you find a job:
A. Career planning and placement counselor(s)

B. Recruiters

C. Interviewers

D. Teachers

E. Friends/Relatives

Write a short message expressing your appreciation.  An example:  “I appreciate your giving me the opportunity to meet with you and hear about some possible job openings.  Thank you again for your time and interest in my job search.

3. Interview Follow-up – Send a letter expressing your interest in the job.  Enthusiasm can buy you a big advantage in today’s competitive world of job hunting.  Your follow-up note does not need to be long, but it is important to mention something meaningful from your interview.

Timeliness is critical.  Get your note in the mail right away, not six days later.  You may change the employer’s impression with a well thought-out follow-up letter.

4. Don’t Give Up!  Keep Trying!
5. Good Luck!
Student Name ____________________
School _____________________

Date_____________________
Proficiency #6
Interview Skills Test

Examination

True-False Questions

1. T
F
Arrive for your interview right on time; don’t be early.

2. T
F
During the interview, try not to answer with just a “yes” or “no” response.  
Explain your answers.

3. T
F
You should ask questions about the company during the interview.

4. T
F
Discussing your personal problems shows you’re human and know how to deal

with stress.

5.       T
F
During the interview, sit up straight or lean slightly back.

6.
T
F
If you have long hair, wearing it pulled back tends to look neater and better 
to most interviewers.

7.
T
F
Gum chewing is acceptable during a job interview, if the interviewer is chewing 




gum too.

8.
T
F
Getting a job is the result of how well you sell yourself during an interview.

9.
T
F
A mock interview is a practice interview.

10.
T
F
Body language is mainly how you use the English language.

______  =   ______%









 Successful Completion ________________

          Teacher’s Initials









            Date ________________

Exhibition

Call to set up an interview with your internship supervisor between _____ and _____.  You must interview before the first day of your internship. Prepare for the interview following the guidelines above.  After the interview, type or write a thank you letter.  Show me the letter before mailing.
Successful Completion 














     Teacher’s Initials









      
         Date 




Interviewing Skills Activity


1.  Go to www.unitedstreaming.com
2.  Enter Username:   karinrenner

3.  Enter Password:  kxaci5

4.  In Search box, type “Job Interviews” and Click Go

5.  Click on Job Connection: Make the Interview Count: Six P's of Job Interviews (22:00)a

6.  Click on “Play” and watch this 22 minute video.

7.  After you finish this video, click the back button to see the list of options that came up when you entered “Job Interviews.”  Scroll down to 

Job Skills: Interview Tips from a Recruiter: How to Win the Job You Want
8.  Click on “Play” and watch this 25 minute video.

9.  When you finish both videos, open up a word document and do the 4-line info block in upper left (Your name, teacher, class date).  Title the document “Interview Reflection” and then write a 6-8 sentence reflection about what you just watched.  You might answer questions like:  What did you learn that you might not have known?  What tips will you take with you to your next interview?  What are the most important things to remember when preparing for a job interview or when at the job interview?  What are some important things to remember about the follow up?
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