






   Notes to the Teacher 

Title: Mock Interviews 
Lesson:
Interviewing Skills

Classroom Activity

Purpose:

The purpose of this activity is for the student to experience an interview.

Activity Directions:


Your teacher has invited several different managers from local agricultural operations (farming, trucking, ranching, marketing)  You will be interviewing with one of those managers for a job occupation that best suites your interests.  You will be provided with information about the job.

The night before:

On the following pages are some supplemental materials that you may find helpful.  Read through and study the example questions (pp. 731.A6) provided in preparation for your interview.  Pay particular attention to the attitudes, behaviors and personal characteristics page and the interviewing tips page.  

The day of the interview:

On the day of the interview, dress appropriately. (Remember, act as if this is a true interview).  You and your classmates will go in one at a time to separate managers for a five or ten minute interview.  If you have completed a resume in previous classes, present the manager with a copy during your interview.  

When it comes time for your interview, shake the manager's hand, introduce yourself, hand them your resume, and wait to be asked to sit down.  The manager will then begin the interview.  At the end of the interview, have your questions prepared for the manager.

Grading: 

1.
The manager will evaluate your performance during the interview.

2. 
Your interview may be taped. This will allow you and your teacher to review it at a later time.

Materials Needed:

1. Supplemental handouts.

2. Resume (if you have one).

3. Managers from several local agricultural occupations.

4. Job descriptions for each job.

5. Nice clothing (interview attire).

Note to the teacher:

We recommend that you envite sufficeint managers/employers so that each of your students can have a five to ten minute interview during the class period.  

Behind the student's copy of the activity form are some supplemental sheets that should be given to the students the day before their interview.  If studied, these supplemental information sheets will better prepare them for the interview.  Also, behind this page is an evaluation form for the managers so they can evaluate each student they interview.
Lesson: Interviewing Skills

Bank of Questions

1.
Question:

When interviewing your clothing, behavior, and grooming must be appropriate.  Choose two of the above (clothing, behavior, or grooming) and list what must be done in order for you to be appropriate for your interview.


Answer:

Some sample answers:


Clothing needs to be:

1.
professional in appearance.


2.
clean and wrinkle-free.


3.
conservative.


Behavior:


1.
Do not chew gum, smoke, or eat during the interview.


2.
Try and control nervous movements.


3.
Be pleasant in all conversation.


4.
Remember, the interview begins the moment you enter the work place and 


ends when you leave.


5.
Be professional and mature!


6.
Be positive.


Grooming:


1.
Good hygiene makes an impression.


2.
During an interview, you need to be clean.


4.
Make sure your hair (beard) is cut & neatly styled.


5.
Be conservative with cologne, after-shave,  or perfume.

2.
Question:
No matter the type of interview, certain basic principles always apply. What are



these principles?

Answer:
1.
Bring extra copies of your resume.


2.
Wait to be asked to be seated.


3.
Speak in full sentences.


4.
Keep direct eye contact.


5.
Pay attention.


6.
Be familiar with the nature of the business.


7.
Be early to your interview.  NEVER be late!

3.
Question:
There are four types of interviews.  What are they?


Answer:
1.
Formal
3.
Panel


2.
Informal
4.
Group

4.
Question:
What is a Follow-Up Letter?


Answer:
It is a thank-you letter.  It should express your gratitude for the company's 


consideration of you and your sincere wish to get the job.

5.
Question:
What should a Follow-Up Letter contain?


Answer:
1.
Appreciation for an employer's time and interest in your application.


2.
A reminder that you are enthusiastic and ready to begin work.


3.
Your phone number and times when you can be reached.





Name:_______________________

Job Interview Evaluation

1.
Appearance (attire, posture) 15 pts.




____________ pts.


Comments:

2.
Manner (eye contact, poise, confidence) 15 pts.


____________ pts.


Comments:
3.
Speech (clarity, thoughtful answers) 15 pts.



____________ pts.


Comments:
4.
Subjective Impression (general "feeling") 5 pts.


____________ pts.

Comments:


Total:

_________ pts.







                      Name:__________________

      







Date:___________________
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Supplement 1:

Questions Often Asked in a Job Interview
1.
In what school activities have you participated?  Which did you enjoy the most?  Why?

2.
How do you spend your spare time?  What are your hobbies?

3.
Why do you think you might like to work for this company?

4.
What (part-time) jobs have you held?  What did you gain from them?

5.
Why did you choose this particular field of work?

6.
What salary do you expect for this job?

7.
Are you looking for a permanent or temporary job?

8.
Would you consider moving away from this city if it were necessary?

9.
Do you prefer working with others or by yourself?

10.
What types of work do you like best?

11.
Do you plan to continue your education?

12.
For what specific position are you applying?  What makes you think you can do this job?

13.
Tell us about yourself.

14.
What kind of grades did you receive in school?

15.
Why did you leave your last job?

16.
What did you enjoy most about your last job?  What did you enjoy least?

17.
What do you consider to be the greatest strengths that you can bring to this job?

18.
What would you do if your supervisor were to make a decision with which you strongly 
disagree?

19.
If you were hiring someone for this job, what qualities would you look for?

Supplement 2:

Attitudes, Behaviors, and Personal Characteristics Valued By Employers
Responsibility

Dependability

Promptness

Eagerness to learn new skills

Attentiveness during instruction

Gets along with others

Respect

Honesty  -  Integrity

Takes pride in work

Flexibility

Not defensive when corrected

Works to capacity

Pleasant  -  Cheerful

Motivated to succeed

Take care of personal appearance

Well organized

Follow others constructively

Not a clock watcher

Supplement 3:

Interviewing Tips

1.
BE PUNCTUAL.  Never be late for an interview.  If you have an appointment at 10:00 AM, be there no later than 9:45 AM.

2.
BE CORDIAL.  Walk in with a smile (but not a grin).  A pleasant smile will get you off to a good start.  

3.
BE STRAIGHTFORWARD.  When you meet your interviewer, shake the interviewer's hand with a solid grip.  Maintain eye contact during the interview.

4.
BE CONSIDERATE.  Remember you are being interviewed by a busy executive.  Be considerate of the interviewer's valuable time.  Be direct and get to the point.

5.
BE CONFIDENT.  Do not be cocky.  When you believe in yourself, it shows.  Employers want confident men and women.  Know your strengths and weaknesses.

6.
BE PREPARED.  Learn all you can about the employer and the job you are applying for.

7.
BE NEAT.  Although some employers are becoming more liberal in their standards of dress and appearance, many employers prefer a well-groomed appearance during an interview.

8.
BE SINCERELY INTERESTED.  Show that you really want the job.  Many prospects have been rejected because the employer got the impression that he/she "didn't seem too interested in us".

9.
BE ORGANIZED.  Have a neatly prepared resume for the interviewer.  Keep it brief and well-organized.  Be sure it includes your name, address, and phone number.  

10.
SHOW GOOD BUSINESS MANNERS.  Immediately following the interview, write a brief note to the interviewer.  Thank him/her for taking time from a busy day to see you, and reinforce your interest in the job.  

11.
BE PERSISTENT.  Show continuing interest in the job.  Phone the interviewer after a reasonable time.  Follow-up with a note giving additional information that was not covered during the interview.  
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