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[bookmark: _7djmd91btbd1]
[bookmark: _g26w9v99xx7]STUDENT PACKET
Preparing for an Interview
Name:______________________________	
Date:_______________________________	
Period/Block:_______________________
[bookmark: _j7u0w9gnql5w]Part 1: Tips for Speaking Professionally
	[bookmark: _6pvan5kp1462]Questions & Keywords
	[bookmark: _cumq7i9oj8ti]Notes

	[bookmark: _e30vpj5fcq0d]1. Know Your Audience
	· [bookmark: _f4ihvjwx8g38]Remove________________________
· [bookmark: _f4ihvjwx8g38]Keep it_________________________
[bookmark: _1amdte7zclj]Example.

	[bookmark: _fteb9z137lxn]2. Smile
	· [bookmark: _h4s4u3uxzq8e]Often makes other feel at ________________________
· [bookmark: _blrgtfvq1u6y]No need to smile the entire interview - just a________________________ throughout.
[bookmark: _29rr1p352ean]Example.

	[bookmark: _etoafpgzm1yu]3. Speak Slowly & Clearly
	· [bookmark: _f4ihvjwx8g38]Helps the listener ________________________ what you are saying.
· [bookmark: _c397j6zm12l]No need to speak at a snail’s pace - just slow enough to 
[bookmark: _f4ihvjwx8g38]allow________________________for your listener.
[bookmark: _rdzuu99dfa0k]Example.

	[bookmark: _67iaa18jurw0]4. Eliminate “Filler” Words
	· [bookmark: _f4ihvjwx8g38]Examples. ________________________ , ________________________
· [bookmark: _aywar3j7bab6]It’s ok to ________________________ to gather your thoughts.
[bookmark: _rviv1o9wqb4t]Example.

	[bookmark: _1c0c10xodi8v]5. Know Your Terms
	· [bookmark: _i9r02t6xezt8]Read through the ________________________ and find/learn 
[bookmark: _yr6g5nta55sy]proper use of a few________________________ that pertain to skills or experiences that you have.
[bookmark: _it9spzcrf63c]Example.

	[bookmark: _sbo27wesk576]6. Breathe!
	· [bookmark: _3zomauh91rkd]If you ________________________and ________________________ for your interview relax!
· [bookmark: _hbnr9yfwuw5e]Just________________________what you can bring to the employer!


[bookmark: _z5vvf7aitdln]Part 2: Job Interview Best Practices    
Use the Search function on CareerVillage.org to read through questions that have been previously posted (and answered) about the interview process. When searching, use #hashtags to identify keywords or phrases that specify what you are searching for (ex: #Interview-Questions). 
           			               TABLE A
	[bookmark: _fkz4q7qgrpyd]Information to Research
	[bookmark: _hoquztvh3owy]Research Notes (Day 1)

	[bookmark: _qh94kc6s19zg]Common Interview Questions
	[bookmark: _q9y6mv7mps47]






	[bookmark: _qh94kc6s19zg]Questions To Ask An Employer
	[bookmark: _6bj3u9l2465n]






	[bookmark: _udluxhg884r9]Interview Tips
	







[bookmark: _3jaauwi6fqb8]Part 3: Find Your Job Posting 
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Think about a job you could apply for now. Depending on what type of job you want to look into today, use the various sites to find one posting that you’re interested in and would like to practice interviewing for. 
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When you find a job posting you are interested in:
1. Email the link to yourself so you can print it later or copy and paste it into a word processing document.
2. Leave the posting up for you to use in Part 4.

Places to look:
· Facebook groups
· www.snagajob.com
· www.indeed.com
· www.monster.com 
· www.linkedin.com
[bookmark: _c74lnrandxoi]
[bookmark: _9tfncod7n59d]Part 4: Create Responses Based on Your Job Posting 
1. Review the questions you identified in Table A. Today you will create responses to these questions based on your job posting. Write your responses in Table B.
· Try to address as many of these based on your life experiences (other jobs, school, extracurriculars, family life, etc.). 



Job Title:______________________________		Employer:_______________________________	
          			               TABLE B
	[bookmark: _njpuwiyne19a]Your Research 
	[bookmark: _qxfafzfiukwo]Responses Based on Your Job Posting (Day 2)

	[bookmark: _7x2kupfc30mm]Common Interview Questions 

1. [bookmark: _wagalnxdg8oz]Review Table A
2. [bookmark: _w52as13d3pt4]Tailor answers here based on your job posting
3. [bookmark: _o4kljjs74yoe]Tailor answers to include skills in the job posting
	[bookmark: _ogv5jastnh3b]Interview question:
[bookmark: _lnibp3ylaiyf]My answer:
[bookmark: _9wdluqvr3bp2]
[bookmark: _kv8njexhb6wf]
[bookmark: _roia8c3sp3an]Interview question:
[bookmark: _c2jc3ohhaz2z]My answer:
[bookmark: _xszev73qdmdb]
[bookmark: _dvx0xeub1u6l]
[bookmark: _ospsahhfo41p]Interview question:
[bookmark: _2flyvxvanakx]My answer:
[bookmark: _26ka94tww2dg]




	[bookmark: _xjgadu9vjpnd]Questions To Ask An Employer

1. [bookmark: _v66nfloj4is8]Do some research about the business
2. [bookmark: _rgd1kcx9i9vb]Come up with questions to ask, specific to this employer and posting.
	[bookmark: _evoxk2l19wtk]
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