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Area

Category

Activity Title
Designer
Acknowledgement

Objectives

Target Students
Time Needed
Teaching Location
Group Size
Materials

Nice to Meet You

Career Developnient
Job Hunt Preparation’
Nice to Meet You
Chung Ho Chi Esther

Career Times web-page www.careertimes.com.hk, Career Centre,
“Tips on Interview”

MingPao Jump web-page, Job Hunting DIY, Interview Tips
Hok Yau Club webﬂ_page www.student.com.hk, working chapter
Know the basic skills in interview

S.5 and 8.7 students

35-40 minutes

Classroom

Around 35-40 students (break into groups of three in the end) |
OHP (and slice of student worksheet to work with them)
Student hiandout

“Byaluation for the Interview” (Student’s version)



Program Procedure :

Procedure One : Introduction

1.

Lecture by the teacher, Emphasizing on the importance of interview in getting a job.

Procedure Two ;: Dressing Code

1.
2.

Procedure Three : The Interview

1.

For the students to know how to dress appropriately to interviews.

Give the students a few minutes to cornplete this part of the worksheet, then go over the
‘answers’ with them.

Give forther information of the Do’s and Don’ts when giving students the answer (e.g.
the wearing of make-up for girls).

At the end of this section, students should have a basic idea of what to wear for an
interview. '

By the response of students on the ‘answers’ of the checklist, teacher can tell how well
they understand the dressing code.

For the studenfs to have a trail of an interview, and see the flow of it in different role, as
well as gathering experience from fellow students.

Teacher should give guidelines on how to carry ont the trail, especially on the interviewee,
before students breaking into groups.

The interviewer has the role of carry out the interview, as well as observing the flow of
an interview on the other side of the table.

The observer has to concentrate on the performance of the interviewee.

I space is available, student shonld practise on how to enter the interview room and
greet the interviewer:

The seiting must have at least a desk in between the interviewee and interviewer, like in
a real interview.

Teacher must make sure that the students take the trial seriously.

From the evaluations with different role, students conclude on what is expected from
them at an interview, and how shduld they response it.

Students may make up a Do’s and Don’ts list for themselves (under the title ‘Notes’
given on Evaluation Form).



Procedure Four : Conclusion

Teacher rounds up on the interview trial.

Teacher may ask students on their feelings of the-trail, or ask a group ‘performance’ in
front of the class.

Emphasize on the experience of the trial and how to apply it in a real interview.

Nofes

1.

The aim of this activity is for the students to learn on interview skill via their own
experience. Therefore, their participation holds an important part in the outcome of it;
and the teacher must emphasize on the students taking the trial seriously.

The section on Dressing Code is like a warm up and informative. Teacher should not
spend too much time on here, but give more time to the interview and the evaluation
afterward instead.

An ideal trial is for the students to dress up according to the interview dressing code.
However, there are difference limitations in practice. Therefore, this may be reduced
down to the students’ appearances in their school nniform.

The space in a classroom is very limited. If possible; this activity may be carried out in
special rooms, like the laboratory, for a better interview setting.

If the number of students is not a multiple of threes, there may be groups of fours with
two observers. '

Teacher should observe on different groups during the trial and get them back on track,
if required.

Teacher should give out the above reference web-pages to students, if the students are
motivated to look into more information for themselves.



Student Handout

Interviews last from a “few’ minutes to a maximum of half an hour, usually. Yet the employer
will decide who to take from that limited length of time. Therefore, we must get everything
gorreet, in order to increase our possibility of getting the job.

Dressing Code: _

How do we dress and our appearances is more important than anything else, surprisingly. It
is because they give the employers a first impression of how we are as a person, generally,
before they take 4 look inte our achievements iti the past. Therefore, when preparing for an
interview, we will start from our dressing code.

In the list below, put a tick by the ones of Do%; and put a ¢ross by the ones of Dons.

For Boys For Girls
( ) Wear a brand new Hawaii shirt with ( ) Wear the latest bright color suit with a
a pair of matching trousers mini-skirt
( ) Wear jeans and T-shirts ( ) 'Wear a blouses with low cut necklines
{ ) Wear a pair of latest sport shoes ( ) Wear a pair of medium heei shoes
() Wear atie () Wear make-up
() Put the folded up paper work in the { ) Carry a handbag to hold the paper work
pockets neatly and tidily
{ Y Wear a pair of dark color socks () Wear a pair of pattern stockings
) Hair is neat and well-groomed () Leave long hair down
) Let the finger nails be filled with ( ) Wear simple jewelry or-earrings as
black edges ac_eessoﬂés

Generally Spéaking, there is tio strict “uniform’ for all interviews. We just dress professionally
and comfortably to attend our interview, The most important thintg is that we dress
conservatively to suit the job which we are applying for. If you are still not sure, just
remember, be SIMPLE and RESPECTFUL.




The Interview

From the moment you enter into the interview room, you are ‘being interviewed’. Below are
some reminders for you to take note of:

Do not be late. Arrive at least 10 minutes before
No chewing

Greet the interviewer sincerely

Smile politely through out

Keep eye contacts with the interviewer

Sit up straight

Show confidence

Nod gently to show you are listening

Think before answering a question

Answer in a clear voice

Be honest to ¢verything you say

A minimum amount of action when speaking
Avoid negative body langnage (e.g. playing with fingers)
Leave politely

Let us now practice on the interview itself. Break yourself inito groups of threes, and in turns,
each group member takes the role of

4 Interviewee

% Interviewer

& Observer

There will be a maximum of 5 minutes for each interview and the interviewer should ask one
or two of the questions prepared for you underneath. All three partics have to fill in the
evaluation on the performarice of the interviewee at the end of each interview.

Questions

Please describe yourself,

Why did you choose this job?

Why do you think that you are capable of handling this job?
What is your major strength (or weakness)?

What is your major achievement in the past?

What are you hobbies?




Evaluation for the Interview

As the Interviewee (Self evaluation)

Unsatisfied Most Satisfied
1 121314 5

Remarks

Greeting the interviewer

" Show confidence

Siiting posture

Leave politely

Never ] Vaiy _ Sometimes A.lwa_y's

Remarks

- Smaile

Eye contact

Nod it response _

Speak clearly

Think before answering

Action when speaking

Negative body lanpnage:

As the Interviewer (Name of the interviewse: )

TUnsatishied Most Satisfiod
1 2134 5

Remérks

Greeting the inferviewer

‘Show confidence

Sitting posture

Leave politely

“Never Vary Sometimes Always

Remarks;

Smile

Eve contact

Ned in response

[ | Speak-clearly

Think before answering

Action when speaking

Negative body language

As the Observer (Name of the interviewee: )

Unsatisfied ' Most Satisfied

Remarks

, 1 2134 5
Greefing the interviewer ]

Show eoiifidence

Sitting posture

Leave politely

Never | Vary Sometimes Always

Remarks:

Eye contact.

‘Nod in response

Speak clearly

Think before answenng

Action when speaking

Negative body language

Notes
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