Prepared by Reda Valiukienė, senior teacher of economics and business of Department of Domestic Services of Šiauliai Vocational Training Centre.
Topic
Job interview

Introduction


This lesson is to be given when students are already familiar with documents necessary when employer offers a job, with peculiarities of writing CV and cover (motivation) letter.


Employers select the most prospective candidates by taking into consideration candidate’s suitability for position, his/her education, curriculum vitae, recommendations, also considering if candidate’s application for a job, curriculum vitae or questionnaire given by employer is filled in neatly, error-free, there are no unanswered questions.


Therefore preparation for the interview is necessary, because employers also prepare for the interview. They prepare questions necessary to select the best candidate. During an interview employers try to collect all the necessary information about the future employee, find out his/her positive and negative qualities. The following is also watched:

· how a candidate is answering the questions, 

· if he/she formulates answers accurately and clearly

· if he/she listens to others, 

· if he/she answers with confidence, or doubts what he/she says,

· what he/she thinks about himself/herself, 

· how enthusiastically he/she speaks, 

· how reacts to pressure.


During selection employer wants to evaluate candidates as precisely as possible, therefore importance of non‑verbal messages increases substantially. For this reason candidates must try to control information given non-verbally.
Aims. After this lesson, students will be able to:

1. Properly prepare for job interview.

2. Answer questions asked by employer.

3. Formulate questions for employer.

Proceedings

1. Students are split into four groups. Each group receives 20 cards to paste correctly (preferably by order of priority) in one table:

	What should be done?
	What should not be done?

	1.
	1.


Cards:


	Arrive 5-10 min. earlier than appointed.

	Arrive later than appointed or too early (you may experience greater stress due to this).


	Arrive being properly prepared, maintain good posture and be appropriately dressed.
	Arrive not having washed up, be sluggish or wear inappropriate clothes or jewellery (jeans, old T-shirt or blouse with long V-neck, with earring in the nose, wear sneakers, etc).

	Smile and shake hands firmly with interlocutor when introducing yourself.

Maintain eye contact during interview. This way you will show that you are ready for the interview, are self‑confident and optimistic. Do not gesture wildly with your hands.
	Be shy, with no smile on your face, look at your feet or

	Speak error-free language and address the interlocutor respectfully.
	Curse, show disrespect or use slang when speaking.

	Answer the questions directly, honestly and positively, think before answering (but not for too long) and give precise answer.
	Interrupt the interlocutor, complete his/her sentences, answer thoughtlessly or meandering.

	Speak positively of your former employers or colleagues (if the interlocutor asks about your relations).
	Criticize or abase former employers or colleagues.

	Be natural, friendly, dynamic, show interest and speak convincingly.
	Pretend being what you actually are not, show that you are not interested, or not answer the questions.

	At the end of an interview it is usually allowed to ask questions. Make use of it and ask if the conversationalist did not provide you with sufficient amount of information about the job, salary or work schedule.

Ask the conversationalist when you will be informed of decision regarding employment.
	Ask questions when your conversationalist speaks. The conversationalist will answer most of your questions if you will wait patiently.

	Thank the conversationalist for his/her time and shake him/her by the hand.
	Leave not having thanked or shaken hand.

	If the employer says that you will be telephoned on a particular day, wait two or three extra days. Then, if the employer does not call, contact and repeat that you are interested in the job, ask about progress of employment process.
	Inquire about the job before the deadline set by employer. Decision may not be made yet and you will appear impertinent.


2. When students paste cards in the table we discuss all the questions.


3. Then we talk about job interview. We discuss clothes. They are a very important part of an impression. Certainly, the selecting persons are very interested in what the candidate can work, what aptitudes he/she has, but attention to clothes may be (and often is) the deciding factor. Attractive and carefully dressed candidates are usually given better evaluation than those who do not care about their appearance. Here are some of the main dressing rules:


· priority must be given to appropriate style and colour instead of the high fashion,

· you should be traditional instead of avant-garde,

· darker colours have more influence than light ones,

· your haircut should be good, hair done,

· your shoes should be clean,

· new clothes should be worn for a while before going to the interview dressed in them, so that you feel comfortable,

· as little decorations as possible,

· organization-style clothes should be worn,

· colours should match.

4. I tell about non-verbal communication and its meaning in job interview.


Body language is very powerful, therefore by giving appropriate non‑verbal signs one can achieve success. The main appropriate non‑verbal signs can be:

· perfect smile,

· nodding head in agreement when employer speaks,

· leaning forward a little bit when listening and replying,

· maintaining eye contact.


When using non‑verbal signs it is more likely for you to receive higher evaluation than those candidates who do nothing or do only some of the mentioned things. Certainly, these should not be overdone. It is also important how the candidate will sit on the chair, in what position his/her legs and hands will be when sitting. Some positions of hands and legs may signal that candidate is worried; others show his/her self‑confidence.


It is not acceptable to speak about personal achievements; however, it is a very important part of a job interview. Otherwise our future employers will not find out a lot of valuable information about our achievements, positive personal and professional qualities. In order to remain modest when praising yourself, it is advised to use the following phrases:
· People would tell that I …

· Friends told me that I know how to …

· Colleagues are always telling me …

· My supervisor once noticed that I …

· A person recommending me would tell that I …

· My experience shows that I can …

· I have some certificates confirming my…

5. We analyze the main questions that employer may ask:

1. How would you describe your previous career?

2. Why did you decide to choose this discipline?

3. Why did you enter this particular college?

4. What do you like/dislike most in this discipline?

5. How will your studies be related to work?

6. Tell about some project that you carried out.

7. What subject are you successful/unsuccessful in most? Why?

8. What is your contribution to the university/college?

9. What did you like at the university most?

10. What did you do in your previous employment?

11. What did you like/dislike in that job?

12. What new have you learnt in your previous job?

13. Why did you quit your previous job? (Be careful, do not talk too critically about your former employer)

14. Have you participated in other job interviews?

15. Who could recommend you, stand surety for you?

16. What do you know about our company? Why did you choose it? (It is advisable to collect some information about this company in advance)

17. What would you like to achieve in the job (career)?

18. What, in your opinion, strengths (weaknesses) do you have, what can you do well (not so well)?

19. What your knowledge and skills would you use in the new job?

20. Why do you think we should employ you in this position? What benefits could we expect from you?

21. Will you be able and willing to take additional workload sometimes?

22. Do you know how to have a rest and relax?

23. How do you spend your holidays? What do you do in your leisure time?

24. Do you go in for sports?

25. What is your health condition?

6. Students must also prepare some questions that they would like to ask the employer (not only about the job they would like to get, but also about, for example, production of the company, future expansion, possibilities to learn and progress, etc.).

7. I divide students into 4 groups. All students will try to be employers and future employees. One student from each group comes to another – he/she is the future employee, and the rest in that group – employers. 4 job interviews take place simultaneously. After several minutes “employees” return to their seats, and other students go to job interview. The game continues until all students have tried to “get employed”.

8. The winners of the game are those 4 students who are selected by teams as “suitable for work in their enterprise”. Giving reasons, they must explain why they selected that particular candidate.

The end


We discuss how successful was students’ acting as “employers” and “employees”. We decide that it is necessary to prepare very well before going to the interview. It must also be understood that people often remember us by the first impression we make and it is very likely that this impression will largely be a deciding factor when employer selects from two candidates having the same qualification.


































