Career Prep: The Anatomy of an Interview (Mentor Guide)

Group: 3rd Year students 

Time: 50 minutes

Materials: laptop, projector/tv, internet connection, interview handout
Anatomy of an interview part 1, part 2, and part 3 (25 min):

· Part 1 

· Allow students about 5 minutes to sort the phrases from the word bank. This will refresh students memory from last session and lead into current session.
· Briefly discuss each statement after students have made their sort.

· Part 2 

· Discuss with students the different types of interviews.

· Have them read the different parts out loud and then expound as necessary

· Part 3

· Allow students to read through questions and decide on the type of interview questions. This can be done as a whole group, in small groups, or individually.
· Tell students that should practice their responses to these questions before interviewing
Interviewing Practice: (25 min)

· Go to the following link and allow the students to answer the questions to the interview game: http://www.bbc.co.uk/northernireland/schools/11_16/gogetit/getthatjob/interviewgame.shtml
· Be sure to read the feedback that they give after each question.

· Be aware this is a UK website so some of the words are spelled slightly different (extra u’s,  s’s instead of z’s, etc.) There are also some other UK terms that students will probably not be familiar with but it really shouldn’t affect their response. Try to have them to use context clues.

Interviewing preparation: (10 min)

· If time permits, have students go to the following link: http://www.vcf.gradlink.edu.au/interview.aspx (Click on interview game 2)

· This interview game deals more with how to prepare for an interview and gets students thinking about making good impressions on the interviewer

Or

· Ask students sample questions and have them practice responding

· Have each student give CONSTRUCTIVE criticism and tips on how the response could be improved.

The Anatomy of an Interview (Mentor)
Directions: Place each word and phrase in the most appropriate column representing the different parts of the interview. Some words may fit in multiple columns

Word Bank

	· Inquire about the company and position

· Greet interviewer with a smile

· Send a thank you card or email

· Research information about hiring company

· Speak Clearly

· Practice responses to typical interview questions
	· Completely answer questions

· Request interviewer’s business card

· Ask questions regarding salary and benefits

· Maintain Eye Contact

· Prepare Resume

· Listen attentively to interviewer

· Ask questions regarding hiring process


	Before the Interview
	During the Interview
	Concluding the Interview
	After the Interview

	Research information about hiring company

Practice responses to typical interview questions

Prepare Resume

Listen attentively to interviewer
	Greet interviewer with a smile

Speak Clearly

Completely answer questions

Maintain Eye Contact
	Inquire about the company and position

Request interviewer’s business card

Ask questions regarding hiring process
	Send a thank you card or email

Ask questions regarding salary and benefits (Shouldn’t be done during initial interview)


The Anatomy of an Interview – Part 2
I. Interview Types: There are several interviewing styles; however, we will only focus on the two most common:

	Traditional Interviewing
	Behavioral Interviewing

	· The most common type of interview

· Questions are focused on your job-related skills


	· Becoming increasingly popular with employers

· Questions are focused on how you respond in different situations

· Interviewer is required to pull information from previous real life experiences

· Should be answered in the STAR format

· S: Explain the Situation in which you were involved.

· T: Describe the Task to be performed.

· A: Tell your Approach to the problem

· R: Summarize the Results of your actions.


Sample Behavioral Question: Describe a time when you were faced with a stressful situation that demonstrated your coping skills.

Sample STAR Response:

· Situation: I was assigned major projects in all of my core classes

· Task: I wanted to complete all of my assignments to the highest of quality in a timely manner with a minimal amount of stress.

· Approach: I made a list of all tasks that needed to be completed for each project and devised a time line for each task. I checked the list on a daily basis to assess my progress.

· Results: I completed all of my projects well before the deadline which allowed me to receive feedback from my family and friends before turning in the assignments. As a result, I received an “A” on all of the projects!

II. Interviewee Questions:  

· There is another side to employment interviewing.  Interviewers also evaluate candidates on the basis of the questions they ask during the interviews.  

· One goal of your questions is to learn more about the organization/position

· A second goal of your questions should be to learn what needs the organization has so you can share how you can help fulfill those needs.

· You can develop good questions by researching the employer’s organization and the industry.

· Questions relating to salary and benefits should be avoided during initial interviews

The Anatomy of the Interview – Part 3 (Mentor)

Directions: The following are sample interview questions. Identify each question as either a traditional interview question (T), behavioral interview question (B), or a question that should be asked by the job-seeker (J)

· Tell me about yourself. (T)

· How is an employee evaluated and promoted? (J)

· What are you major strengths/weaknesses? (T)

· Describe the best/worst team of which you have been a member. (B)

· Give me a specific example of a time when you sold someone on an idea of concept. (B)

· What is the company’s work environment like? (J)

· What makes your firm different from its competitors? (J)

· Why should I hire you over other candidates? (T)

· Give me an example of a mistake you have made.  How did you overcome it?  (B)

· What industry-wide trends are likely to affect your company? (J)

· What are company’s strengths and weaknesses? (J)

· What do you know about our organization? (T)

· What are your long-range/short-range goals? How do you plan to achieve them? (T)

· Why did you choose the career for which you are preparing? (T)

· Tell me about a time when you made a bad decision. (B)

· Give me an example of a major problem you have had and how you dealt with it. (B)

· What qualities are you looking for in your new hires? (J)

· What are the most challenging aspects of the position? (J)

· Have you cut your staff in the last three years? (J)

· What do you like best about your job/company? (J)

The Anatomy of an Interview

Directions: Place each word and phrase in the most appropriate column representing the different parts of the interview. Some words may fit in multiple columns

Word Bank

	· Inquire about the company and position
	· Completely answer question

	· Greet interviewer with a smile
	· Request interviewer’s business card

	· Send a thank you card or email
	· Ask questions regarding salary and benefits

	· Research information about hiring company
	· Maintain Eye Contact

	· Speak Clearly
	· Prepare Resume

	· Practice responses to typical interview questions
	· Listen attentively to interviewer


	Before the Interview
	During the Interview
	Concluding the Interview
	After the Interview

	
	
	
	


The Anatomy of an Interview – Part 2
I. Interview Types: There are several interviewing styles; however, we will only focus on the two most common:

	Traditional Interviewing
	Behavioral Interviewing

	· The most common type of interview

· Questions are focused on your job-related skills

	· Becoming increasingly popular with employers

· Questions are focused on how you respond in different situations
· Interviewer is required to pull information from previous real life experiences

· Should be answered in the STAR format

· S: Explain the Situation in which you were involved.

· T: Describe the Task to be performed.

· A: Tell your Approach to the problem

· R: Summarize the Results of your actions.


Sample Behavioral Question: Describe a time when you were faced with a stressful situation that demonstrated your coping skills.

Sample STAR Response:

· Situation: I was assigned major projects in all of my core classes
· Task: I wanted to complete all of my assignments to the highest of quality in a timely manner with a minimal amount of stress.

· Approach: I made a list of all tasks that needed to be completed for each project and devised a time line for each task. I checked the list on a daily basis to assess my progress.

· Results: I completed all of my projects well before the deadline which allowed me to receive feedback from my family and friends before turning in the assignments. As a result, I received an “A” on all of the projects!

II. Interviewee Questions:  

· There is another side to employment interviewing.  Interviewers also evaluate candidates on the basis of the questions they ask during the interviews.  

· One goal of your questions is to learn more about the organization/position

· A second goal of your questions should be to learn what needs the organization has so you can share how you can help fulfill those needs.

· You can develop good questions by researching the employer’s organization and the industry.

· Questions relating to salary and benefits should be avoided during initial interviews

The Anatomy of the Interview – Part 3

Directions: The following are sample interview questions. Identify each question as either a traditional interview question (T), behavioral interview question (B), or a question that should be asked by the job-seeker (J)

· Tell me about yourself.

· How is an employee evaluated and promoted?

· What are you major strengths/weaknesses?

· Describe the best/worst team of which you have been a member.

· Give me a specific example of a time when you sold someone on an idea of concept.

· What is the company’s work environment like?

· What makes your firm different from its competitors?

· Why should I hire you over other candidates?

· Give me an example of a mistake you have made.  How did you overcome it? 

· What industry-wide trends are likely to affect your company?

· What are company’s strengths and weaknesses?

· What do you know about our organization?

· What are your long-range/short-range goals? How do you plan to achieve them?

· Why did you choose the career for which you are preparing?

· Tell me about a time when you made a bad decision..

· Give me an example of a major problem you have had and how you dealt with it.

· What qualities are you looking for in your new hires?

· What are the most challenging aspects of the position?

· Have you cut your staff in the last three years?

· What do you like best about your job/company?

