Sectiond: Interviewing

Job interviewings challengingeven for those who have been on several intervie@snstantly
meeting new peopleY | NJ S G A \sils, andaéhsvaringmany questions while staying
enthusiastic can be tiresomehdre are ways to make a jomterview much less stressful
however,such asrivesing a little preparationtime prior to the interview Clientsare taught in
this sectionthat the ke to effective interviewingare to project confidence, stay positive, and
be able to share examples of workplace skiilst coincide with the jolqualifications.Practice

HIGHER, A TECHNICAL ASSISTANCE PROGRAM: Lutheran Immigration and Refugeei\eh&225,000
through competitive funding through the U.S. Department of Health and Human Services, Administration for
Children and Families, Grant #90RB0029 The project is financed 100 percent with federal funds. The contents of
this website are alely the responsibility of the authors and do not necessarily represent the official views of the U.S.
Department of Health and Human Services, Administration for Children and Families.
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can reduce the anxiety many feel about job interviewing. An effective strategyetoing clients
more comfortable is tanvite volunteers toask questions anbelp clients practice interviewing

Clients favor interview workshops because the workshops are interactive and practical. This
section provides opportunities to practice Enlli@and learn the physical and spoken
requirements of job interviews in the U.S. Teaching appropriate body language, clothing, and
hygiene isasimportant asteaching clients how to answer interview questions.

Instructors should work withob developers tacreatea bank of common interview questions
that employer partnersnay use When working with the Renaissance Hotel in North Carolina,
for examplethe HR Manager always asked these five questions:

1. What country are you from?

2. What jobs have you previouslghi?

3. What experience do you have with hotels?

4. What hours and days are you hoping to work?
5. Where do you see yourself in five years?

Add these question® G KS G/ 2YY2y LYUSNIASGg vdzSadAizyas
employer partners.

LearningObjectives
After completing the activities iBectiond: Interviewing participants wilbe able to

w ldentify positive interview behaviorscluding what time to arrive, what to bring, and
how to dress

w Model professional body language appropriate for joterviews and workn the U.S.

w Successfullyrsswer common interview questions

w Tell storieghat reflect their experience antheir character wheransweing behavioral
interview questions

Key Vocabulary

Interview: conversation to learn if someone iggaod match for the job

Body languagehow we communicate nonverbally thugh our gestures and
movements

Hygiene:maintenance of health and cleanliness
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IncludedActivities

4.1 | What is an Interview?A Good Interview Example
/ KNR &G Ay Si-WorkshéetNII A S & 4.1A
4.2 | What to Bring: Preparing for an Interview
YI al Yo A CResufnd Y LI S 4.2B
What to Bring- Photo Cards* 42C
What to Bring to an InterviewWorksheet 42D
4.3 | What to Wear Professional Clothing in the U.S.
What to Wear andVhat Not to Weat Graphics* 4.3E
Interview- PhotoCards* 4.3F

4.4 | Body LanguaggeFirst Impressions*

4.5 | Common Interview Questions
Common Interview QuestiorsWorksheet 45G

4.6 | Behavioral Interview QuestionsStory-telling

Characteristic€ards 4.6H
Tips for Behavioral Interview QuestioAd/orksheet 4.6l
Behavioral Interview QuestiorsWorksheet 4.6J

4.7 | Interview Practice Putting it Altogether
Interview ChecklistWorksheet 47K

4 8 | Additional Resources

*Indicateseither thatthe activity works well for a wide range of English levelthat a
beginner English level extension option is included.-Bsterisked activities are appropriate for
participants with intermediate to advanced English levels.
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ActivityOverview

This activity provides a broad overview of the interview experience. Participaatith a video
of a good interviewlf necessaryechnologyis notlk @+ Af I 6f ST NBONMHzZA G @2t dzy (
good interview example usirtge transcrpt (4.1A) from the Higher Online Learning Institute.

Materials Needed

1 Computer, projector and screear TV
 Accesstd AJKSNRA hyftAYS [SIENYyAy3a Lyaagaiddzis

T / KNRA&GAYSQawdrkgheesdI™) S &

1 Pens or pencils

Procedures
1. {GFNI o0& FalAy3 LINIAOALIYyGazZ Gl @S &2dz SO

{ G2 NE

Ly i SNID

220 AYUSNBASSG Ay GKS | d{ dKE [/t NAT® GKS

key term fromSection3: Professional Networkingand aformal job interview.Include
definition of informational interview, while formabbp interviews are conversatioria
which anemployer asks questions to find the best persondgob opening Review the
U.S. job search stepas needed.

2. Watch the Higheh y £ A y' S

[ SINFRYAR LY ¥ i §(adeSon & IHAR\E23

Online Learning Institu® dzy’ RS NJ &/ 2 dR¢Egedimarvielv BeRavior B2 NU£

andthenclickd L y 1 SNIDA S ¢ ¢BKI RIAREHNI BLUIRS®E

3. Ask participants what they noticed about the interview. Did anything surprise them?
What did Christinelo well? Some examples include

= =4 4 4 4 -8 5 5 9 9 -9

Turns off cell phone

Great posture

Clean, neatprofessionabppearance

No heavy jewelry, tight or inappropriate clothing
Strong landshake

Eye contact

Greeting

Clean, neatesunme

aSa AYUSNBASGSNRAE yIYS
Continued eye contact and concentration
Agree to clean and do all of the job

badd W2y Sav


https://learning.higheradvantage.org/#/dashboard
https://learning.higheradvantage.org/#/dashboard
https://learning.higheradvantage.org/#/dashboard
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1 Asked a grebquestion showing curiosity and understanding of the job
1 Asked about next steps
1 Closed with"Thank yo&

4. Passoul KN & Ay S QaWdrkgheedsd ) afdexplaiil thallfis is the text of
the video they just watched. i@ participantgime to read it on their own, circling any
new words that neecekxplanation.

5. Haveparticipans take turns reading the transcript aloudoting where questions and
answers come up in the conversatiorald through the discussion questioas a group

6. Discussiomuestion:
1 What do you want to learn about job interviews?
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| KNAG (0 &y SSINDNES ¢
Read the interview story you just watched and answer the questions below.

Interviewer: Hello, are you Christine Negizimana?

CandidateYes, very close. Bi LINPyYy 2dzy OSR tA{1S GKIFGZX bdzKm3S

Interviewer:b dzK m3SST SSnyYl ylI o
Candidate;} K 1t K dzK @

Interviewer:L G Q& 62y RSNFdz G2 YSSO &2dzp a& ylYS A

today.
Candidate:Oh, nice to meet you too.
Interviewer: Please come in.

Candidate:Thank you.

Interviewer:¢ K y{ @2dzd b2g> / KNAAGAYSS @&2dz2Q@S | LI

correct?

Candidate:Yes, Miss Jones. | like to help customers and to practice my English.
Interviewer: Your English is very good and you seem like a very friendly person.
Candidate:Thank youMiss Jones.

Interviewer: Now, let me tell you about the requirements for the position. We are looking for a
friendly team player who enjoys working with peoplalthough you would mostly be doing
customer service, sometimes you would need to mop the flodd @Sy Of SI'y GKS
important that when it gets busy, everybody pitchesDmes this sound like this position would
be a good fit for you?

Candidate:Yes, Miss Jones. | am excited with this job. | like to help people and | can also help
cleaning.

Interviewer: Great! What did you do before you came to the U.S.?
Candidate:Before | came in United States, | was working in a market selling yams.

Interviewerr DNB I G h1 X tS0Qa Y20S 2y G2 GKS ySEI
you hada disagreement with your supervisor and how you handled it?

(
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Candidate:n my country, | did not have a supervisor. | was my own boss. In this situatias it
important for me to be strong, but good when customers argue.

Interviewer: Why is customer service important?

Candidatelt is good to make customers hapWhen customersre happy, they buy things.
When they buy things, imakesme happy and | am happyhen my pocket has money inside. It
is happy, too.

Interviewer: We like happy pockets too!
Interviewer: Before we end the interview, Christine, do you have any questions for me?
Candidate:Yes, Miss Jones. How will | learn whahgfs we are selling?

Interviewer: Great question. You will haveo days of orientation with me in Human Resources.
Then,you will work with a member of your team for one week. Slowly, you will learn more and
work more onyour own. Each month, you will hagemeeting to learn about the new items in
our store and how taell them. Does that answer your question?

Candidate:Yes, Miss Jones. | am really excited about this job. \Afileathenext steps?

Interviewer: | will call you next week if the Customer Service Manager wants to talk to you for g
secondA YU SNIDASGd L gAff NBO2YYSYR &2dz G2 KAYC
much forcoming in.

Candidate:Thank you Miss Jones. | am so happy to leAoutiyour company.

Interviewer:L G Q& 0SSy | L) SIFadz2NBo LQff gl f]1 &2dz 3

Discussion Questions
1. What position did Christine apply for?

2. How will Christine learn the job responsibilities if she is hired?
3.2 KFG FNB / KNRauAySQa adNBy3adKak

4. How did the interviewend?

o

Do you think Christine is a good fit for this job? Why or why not?

U

dz(i ¢
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Kasambi Ciza

234 Cliftee Dr. Apt. B - Seattle, WA 12345
(555) 659876
Kasambi.ciza@email.com

WORK HISTORY

Chipotle Seattle, Washington 201706 Present
Cook

1 Quickly prepare meats and vegetables in commercial kitchen
1 Follow all food safety guidelines and requirements

Royal HotelNairobi, Kenya 20100 2016
Housekeeping Manager
1 Supervised 23 housekeeping staff and created weekly work schedules
1 Implementd quality standards for cleaning and provided regular feedback to stafi
1 Provided friendly customer service to hotel guests

EDUCATION

General Secondary Schédlartoum, Sudan 2006
High School Diploma

SKILLS AND LANGUAGES

1 Arabic and English
1 Customeservice
1 Basic computer knowledge, including Microsoft Word and Excel

REFERENCES

Jim Smith Romanthie McNeill Janie DeSoto

Case Manager Job Developer Job Readiness Teacher

5 W. Maple Street, Suite 1 5 W. Maple Street, Suite 1 5 W. Maple Street, Suite 1
Seattle, WA 12345 Seattle, WA 12345 SeattleWA 12345
5555550072, ext. 4002 5555550072, ext. 4004 5555550072, ext. 4001

jsmith@agency.org rmcneill@agency.org jdesoto@agenc
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Activity Overview

There are several things to remember when preparing for a job intervikis activityprompts
participantsto think through what they need to bring with therno a job interview

Materials Needed )
9 YIFal YoA (Resup@2B8L)x S ¢ NJ Ay S NJ
1 What to BringPhoto Cards .20 Use reallife props
1 Apen whenever possible in the
1 A notepad classroom. Providing
9 Breath mint objects that students can
1 Folder touch, feel, or experience
1 Backpack makes the lesson more
1 Cell phone memorable.
1 Lotion
1 Sunglasses
1 Hat
1 What to Bring to an Intervieworksheet 4.2D)

Procedures

1. Collecti KS AGSYa fAad0SR di¢gxReptNdr theyhai 6 Bing tb an b SSR S
InterviewWorkshee). Groupitems on a table in the classrooi.photograph will work,
if needed.

2. Ask participants to work together to decide which items they should bring to an interview
and which items they should leave at home. Give them several minutes tosdibeir
decisions, and thensk participants to explain which items they believe are important to
bring to an interview.

3. Pass out th&Vhat to Bring to an Intervieworksheet(4.2D). Oscusshow and whyeach
item might be useful during job interview.
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Hilton Hotel, 1224 Maln St.
Manager nave: Hilda waterton
Phone numlber: (202) 122-1200

Dlrections: Bus Line L to Matn St./4th
AVe. exit. Go into main door and ask recep-

tlon for Hilda.

10
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*00-0000000
«Exp: 02/21/2018

*DOB: 02/21/1984 *

16.Ht: 1. Wt 18.Eye: 15.8ex:
g SBRO—F

Ave there opportunities to be promotedt?
what do you Like about working here?

what ave the next steps?

11
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2 KFO G2 . NAYy3 02

Here are several items that you should bring to a job interview. Why do you need to take each
item? How might it be used at an interview?

1. Resume

2. Notepad and pen

3. Questions for the employer

4. Directions to the company and contact information

5. A breath mint

6. Folder

7. ID card

12
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Activity Overview

Participants consider whao wear for a job interview and what good hygiene in the U.S. entails
If donatedclothingis availabldor clients, ask participani§they needan itemto complete their
outfit for an interview.

Materials Needed

T

=

What to Wear and What Not to We&raphcs
(4.3B from Tarleton State University
InterviewPhoto Card¢4.3F

Miscellaneous clothing items for extension optiol
Hygiene itemsshampoo, soap, toothbrush,
toothpaste, deodorant, comb/brush, razor

Procedures

1.

Tell participantgo think about what towear for a job interview. Show participants the

G2 KIFIG G2 6SIFNKE | YR &2 4&3bio sterediscussing whed tygddK ¢ I N
of attire is acceptable or not acceptable for different interviews. Here are key talking

points as you look at the grapkitogether:

1 Clothing or jewelry should not be the focus of the intervidive manager should
0S F20dzaSR 2y (KS OFYyRARIFIGSQa O2y dSNAL
1 Fingernails should look neat and clean, but should not be painted in bright
colors.
Do not wear tothing with any holes.
Wear dosetoed, flat shoesAvoid sandals, flip flops, or high heels
T-shirts are not acceptable for a job interview.
Do not wear gnglasses oa hat.
Keep ¢welry to a minimum.
Clothing should be clean and not wrinkled.

=4 =4 4 -8 -4 2

Showparticipantsthe & (i K dzY' 6 & dzLJ | Y R gebtureSaidkagkYnhakeacR 2 ¢ Y €
mears 6 d 32 2 R¢ | WaRke themd pratcésing the handgestures Showthem

several photos of peopland have thema K2 ¢ | (G KdzYoda dzLd AF (GKS L
good for an iterviewor (G Kdzyoa R2¢y AT (GKS LISNE2Y QA 2 dz
interview.

13
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3. Discussion questions:
1 Why should you wear good clothing for an interview?
1 Does professional clothing in the U.S. look the same or different from
professional clothingn your country?

4. 1 a1 AF tyez2yS 1y26a ¢gKFHG aKe@aASySé¢ YSIyao
clothing and bodies. Hygiene can be different across countries but in the U.S., good
hygiene means showering daily with soap, using shampoo for haifnguih deodorant
daily, brushing teeth after eating, being clean shaven, having clean hands and fingernails,
and wearing clean clothing.ell participants that good hygiene is also important for an
interview andwhen working in the U.S. Note that clothinghould be washed after
wearing it once to work, particularly in industries like food seriRemindparticipants
they should smell clean for an interview or at work, but they should not use perfume or
cologne.

5. Hold upeach hygiene item (shampoo, soapotbbrush, toothpaste, deodorant,
comb/brush, razorjand revieweachitem nameand purpose with participantdf this is
new vocabulary for participants, review thggieneitemsQ vy by Hadngparticipants
take turns standing by thbygieneitemsand identifyingthe correct oneas eaclmhame is
said.

Extension Options
1 Choose an interview outfitGather miscellaneous clothing, including some that would be
good for an interview and some that would not. Have participants work together to
choosean outfit tha is appropriate for a jointerview. Alternatively, give each participant
a clothing article and take turns reviewing the name of that clothing itemeeshidgthem
to explainwhether or notthat itemis a good option for an intervieautfit.

1 Interview hygiene bagsAsk a partnering organization to create interview hygiene bags
that couldbe pas®d out to clasgarticipantsin conjunction with this activity. Bags can
include travelsized toiletries and a note of encouragement for participants in thér jo
search.

14
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What to wear

Have you ever made any of thase non-professional fashion *fopaux?*
Use this guide to find out what’s NOT appropriate to wear in any professional setting.
Don't be embarrasead by making any of these mistakes at your next Job Fair or interview.

LOOSE TIE

UNPROFESSIONAL |
BAG

SUNGLASSES

CASUAL SHIRT

z’
AND SHORTS \

ROLLED UP
SLEEVES

T
’ C »
;e, (3
g 1
r s !
UNPROFESSIONAL
BRACELETS

S—

OPEN-TOE
SHOES

UNPROFESSIONAL
SHOES

. S

ez

g

CNRBY ¢ NXISG2y {GF (S webyite @
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