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You will work together in your small groups to write a brochure of a few pages that will give your classmates and friends some good advice regarding job interviews. You will find mountains of advice on this subject on the web. After all, most universities have career placement services, and these services usually have web sites giving advice to their students and graduates.

Use any search engine and insert some of the words that you would expect to find on most of these sites. (Some of those words have been used here on this handout!)

Here are some areas that are important for any job applicant to consider when faced with an upcoming job interview:

Preparation

The job interview is taking place probably in response to a cover letter and resume that was sent. However, even if you already have a resume, what kinds of thinking, planning and research before the appointment will make you seem like a truly prepared applicant?

Personal Presentation

The job interview gives the employer a chance to see the person behind the resume. What kind of personal impression do you want to make? From the minute you arrive, you will be judged on your appearance, attitude, behavior, demeanor and personality. What are ways to make a good personal impression?

Questions for the Applicant

The main part of an interview consists of the employer asking the prospective (future) employee some questions--maybe a lot of questions! What are some of the often-asked questions that any applicant should be prepared for, and what are some of the best ways to answer them? (By the way, there are some questions that are illegal to ask in the United States! What are some of those questions, and what's the best way to deal with them?)

Questions from the Applicant

Typically, the applicant is invited to ask questions of his or her own. Choosing the right questions to ask the employer can often make the difference between success and failure! What are some smart things to ask? What questions should be avoided?

Tests

Some interviews are coupled with tests. Obviously, the tests depend on the job. What general advice can you give about taking (and preparing for) tests?

Interview Follow-Up

The interview doesn't end when you say thank you and good-bye. What are some of the things you should do after the interview, immediately afterwards and even later?

Comments

· It is up to you as a group to decide how you wish to accomplish your task. Since there are three of you per group, you might wish to take two of my suggested areas each. Remember that these six areas are only suggestions, and you may find areas of your own to focus on. Of course, however you divide the work, everybody should contribute. You can meet periodically (from time to time) in your group chat room to decide how you wish to divide up the work and to discuss progress. Between chat meetings, you can use your group discussion board to post what you have found and synthesized (cut down into your own words).

· Remember! DO NOT cut and paste entire web sites onto your discussion board or into your final brochure! You will have to read, be selective, choose important ideas, and write your own sentences. This is going to be a brochure, not an encyclopedia. The skill you are practicing is taking a lot of information and editing it, cutting it down, to make a short but useful brochure for your friends and classmates. The English should be your own.

· At some point, your group members' contributions will have to be collated (added together) for the single brochure, created with Microsoft Word. Even if you delegate this responsibility to one person, you should all review the finished product before you show it to the rest of the class. Your finished brochure should be posted, by the due date, with those of the other groups, on the class discussion board in the forum called Job Interviewing Brochures.

· Use the formatting procedures outlined in Class Procedures for written work.

· I'm happy to discuss this project. I will respond to your postings in the class discussion board. Be sure to check the board on a regular basis. You might see answers to questions that you were going to ask yourself! 
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