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PROGRAM OVERVIEW

JA Personal Success is a Junior Achievement 
program in which high school students develop 
the skills to help them land and keep a job.         

This is a discussion-based class in which 
volunteers combine their personal experiences 
with course materials to provide students with 
real-world workforce expectations.  The JA 
Personal Success Guide for Volunteers and 
Teachers provides detailed instructions for the 
first-time volunteer.  As the volunteer gains 
experience using the materials and interacting 
with students, the program content can be 
adjusted to adapt to the personal style of both the 
volunteer and the class.

The program provides students with the 
opportunities to:

h  Participate in group activities to foster 
teamwork skills

h  Begin to identify company cultures

h  Greet people in the work environment

h  Understand the steps in the hiring process

h   Practice key first-job work ready skills like 
listening and following directions

h   Identify their own personal knowledge, skills 
and abilities that are valued by employers 

h  Properly complete a job application with 
feedback

h  Prepare for a job interview 

h   Complete a personal interview and discuss 
ways to improve individual performance

The following are required to effectively teach this 
program. 

h  A high level of cooperation between the 
volunteer and the teacher. 

h  Volunteer sharing with students their life and 
career experiences.

h  Commitment on the part of the students to 
do their best.  In order to achieve this, it is 
recommended that the teacher explain the 
program to the students and the role of the 
volunteer before the program begins.    

h  High expectations for student performance.

h  Teacher supervision of completion of assigned 
work between the volunteer-led sessions.  
(Students will likely need additional class 
time to correctly and thoroughly complete the 
job application between Sessions Three and 
Four.)

h  Before the program begins, teachers and 
volunteers should set a specific date for 
Session Five that includes one-on-one 
interviews for students.

h  Teachers should decide and announce if 
Student Workbooks must be completed for a 
class grade.

h  Teachers must work with counselors 
and other school leadership to recruit 
additional volunteers for the final session 
which provides for each student to have a 
one-on-one interview with a community 
volunteer. One volunteer per five (5) 
students is recommended.



2

PREPARING FOR SESSIONS

Junior Achievement USA provides additional resources online for first-time volunteers 
or volunteers who would like refresher training before they present the sessions in this 
guide.  Visit https://www.juniorachievement.org/web/ja-usa/volunteer-training.   The 
topics include:

 
How to Prepare for Your JA Sessions:

h   Meeting with the Teacher  

h   Observing the Students  

h   Presenting Sessions  

Working with Students:

h   General Tips  

h   Meeting the Students  

h   Teaching Strategies  

h   Managing the Class  
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VOLUNTEER CONDUCT STANDARDS

Junior Achievement (JA) serves youth. JA 
volunteers teach valuable lessons in their program 
delivery and especially in their conduct with 
students. Adult misconduct with or in the 
presence of youth carries serious consequences. 
Because Junior Achievement cares that its 
volunteers have healthy, appropriate relationships 
with the youth they serve, it has established the 
following standards.

h   Young people look to adults for examples 
of appropriate behavior. 

       JA volunteers must use appropriate language 
and model honorable behavior, such as 
respect, integrity, honesty, and excellence.  
Profanity, sexualized language, or jokes are 
inappropriate when working with students 
regardless of whether it occurs face-to-face, 
over the Internet, or by any other means.  
JA strictly forbids violating any state law 
regarding interactions with youth; for 
example, providing them alcohol or legal 
or illegal drugs, or coaxing them into illicit 
relationships over the Internet or otherwise.

h   Volunteers must take particular care when 
touching youth. 

       Most adults understand the difference 
between appropriate physical contact such as 
a handshake or pat on the back, and contact 
that is sexual or disrespectful. Volunteers 
also must be cognizant of how any physical 
contact may be perceived.

h   Interactions with students must both be 
appropriate and appear appropriate. 

       It is expected that volunteers’ interactions 

with students are at all times appropriate and 
professional, and are strictly related to the 
role of business mentor. It is unacceptable to 
seek or engage in one-to-one meetings with 
students at any time.

h   Volunteers are responsible for the quality 
of interactions. 

       Students often find it difficult to state 
discomfort or objections. Volunteers must be 
especially sensitive to physical and verbal cues 
that youth provide.

The aforementioned standards do not represent 
a comprehensive list. Other actions not included 
could result in suspension or dismissal as a 
volunteer. JA volunteers also must read and 
comply with JA’s social media policy.

Junior Achievement takes all complaints of 
misconduct seriously. Credible allegations 
of misconduct will be promptly reported to 
the appropriate authorities. During any such 
investigation, the JA volunteer will be placed on 
leave. If an investigation determines misconduct 
occurred, it will result in the immediate and 
permanent dismissal as a JA volunteer.

Any JA staff member or volunteer who reasonably 
suspects misconduct must report these suspicions 
immediately to the appropriate JA staff person at 
the local office.
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MASTER LIST OF MATERIALS

h Guide for Volunteers and Teachers

h Student Workbooks

h Box of paper clips (Session One)

h  25 extra copies of Job Application (Session 
Three)

h  25 copies of My References (Sessions Two - 
Five)

h  5-7 Packets for the Interviewers (Session Five) 
which include:

    a Sample Interview Questions

    a List of Jobs for which students can apply

    a Rubric Evaluation Forms

If you have access to the Internet, a screen/
projector, or Smart Board, please include the 
following videos.  See links below:

Visit https://jaky.org/japersonalsuccess/ 
to access links to these videos.

h Session One:
      “The Entitlement Creed” 

h Session Two:
      “The Top 10 Bad Business Handshakes” 

h  Session Two (Extended Learning 
Opportunity):

      “How to Make Introductions” 
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Here is an outline for each of your five sessions. 
Use it for a quick review before each class

SESSION ONE
WHAT EMPLOYERS EXPECT
(Prior to this session, determine 
if technology is available and arrange for videos 
to be shown during Sessions One, Two and Four.)

STUDENT GOALS:
I will practice teamwork and learn the top 10 
characteristics employers look for in employees.

VOLUNTEER OBJECTIVES:
Students will:
Skills:
h  Demonstrate collaboration with team 

members working on a creative challenge.
Knowledge:
h  Identify factors to consider in determining the 

culture of a business.
h  Articulate employer 

expectations for new hires.

PRESENTATION
Introduce Yourself to the Class

ACTIVITY 1
Teamwork - Uses for a 
Paper Clip

h   Hand out a paper clip to each student.

h   Give three minutes to come up with as many 
uses as possible.

h   Form teams.  

h   Give the teams three minutes to come up 
with as many uses as possible.

h   Compare the results.

h   Summary: most of the time teams do better 
work than individuals when each individual 
in the group thinks about the problem 
independently before the group begins work 
on the problem.

ACTIVITY 2
Corporate Cultures - 
What Employees Value in 
Employers

h   Be very clear, this is what 
students look for in employers.

h   Give the work teams 3-5 minutes to come up 
with 5 characteristics.

h   Have teams report.

ACTIVITY 3
What Employers Value in 
Employees

h   Be very clear, this is what employers look for 
in employees.

h   Give the work teams 3-5 minutes to come up 
with 5 characteristics.

h   Have teams report and summarize.

h   Review each of the ten characteristics on page 
11.

h   Make sure the students write them down in 
their workbooks.  (They will need to refer to 
them during the rest of the program. Writing 
them down gives them a better chance of 
remembering.)

SUMMARY AND 
REVIEW:
Closing Comments and Video 

h   Briefly discuss the importance of the 
employers’ criteria for choosing employees.

h   If technology is available, show video.

AFTER CLASS:
h   Get feedback from teacher.

h   Decide how to get interviewers for Session 
Five.

h   Make sure you have 25 copies of My 
References sheets for Session Two.

SESSION OUTLINES

45 Minutes

5 Minutes

10 Minutes

10 Minutes

15 Minutes

5 Minutes
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SESSION OUTLINES

SESSION TWO
YOU DON’T GET A SECOND 
CHANCE TO MAKE A FIRST 
IMPRESSION

STUDENT GOALS:
I can introduce myself in a business environment 
and ask for assistance.

VOLUNTEER OBJECTIVES:
Students will be able to:
Skills:

h  Have a better understanding of the hiring 
process.

h  Set up email and voice mail to communicate 
with employers.

h  Introduce themselves in a business 
environment.

h Secure two references.
Knowledge:

h Identify the steps in the hiring process.

INTRODUCTION/
WARM-UP
h   Have the students pick one 

of the top ten characteristics at which they 
personally excel and give two examples which 
demonstrate their aptitude.   

h   Give them examples, such as “I am 
dependable,”  “I have only missed one day of 
school this year,” or “I am the football team 
manager in charge of all the equipment.”

ACTIVITY 1
The Hiring Process

h   The employer’s goal is to 
hire the best employees.

h     Review with them.

ACTIVITY 2
Setting Up Email and Voice 
Mail

h   Discuss why it is important 
to have professional email and voice mail that 
you check at least twice a day.

h   Have students complete the work sheet to 
assure their systems are ready.

ACTIVITY 3
Shaking Hands

h   Show video (if technology is 
available) 

h   Review the details for The Successful 
Handshake.

h   Have students practice.  Make sure that every 
student has the opportunity shake hands with 
an adult.

ACTIVITY 4
Securing References

h     Discuss who makes a good 
reference.

h     How do you ask for a reference?

h     What information do you need? 

h     Homework Assignment -  get two references.

SUMMARY AND 
REVIEW 
h     Summarize what was 

discussed in class today.

AFTER CLASS
h     Ask teacher to follow up on getting references.

h   Make sure you have extra copies of the 
applications for Session Three.

45 Minutes

10 Minutes

10 Minutes

5 Minutes

10 Minutes

5 Minutes

3 Minutes
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SESSION THREE
APPLY YOURSELF
Get to class early and shake each student’s 
hand as he/she enters the room.
Check to see how students did getting references.

STUDENT GOALS:
I can evaluate a job and determine if it is right for 
me. I can complete a job application so I can get 
an interview.

VOLUNTEER OBJECTIVES:
Students will be able to:
Skills:

h  Evaluate a job and determine if it is right for 
them.

h  Complete a sample job application using   
best practices.

INTRODUCTION/
WARM-UP
Have the students pick another one of the top 
ten characteristics at which they personally excel 
and give two examples which demonstrate their 
aptitude.   

ACTIVITY 1
Evaluating a Job

h   Review the criteria

h   Have students rate what is important to 
them.

ACTIVITY 2
Job Applications

h   Explain the importance of 
completing the job application with no errors.

h   Review the instructions for completing a job 
application.

h   Give students the option of receiving detailed 
instructions or working independently to fill 
out application.

h   Have students choose one of the jobs on the 
list in their workbooks.

SUMMARY 
AND REVIEW / 
HOMEWORK:
h     Assign the homework of completing an 

application. 

AFTER CLASS:
h     Ask educator to follow up on getting 

applications completed.

h   Follow up to make sure interviewers are   
scheduled.

SESSION OUTLINES

45 Minutes

10 Minutes

5 Minutes

10 Minutes

20 Minutes
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SESSION FOUR
MY INTERVIEW 
PREPARATION

Get to class early and shake each student’s 
hand as he/she enters the room.

STUDENT GOALS:
I know what it takes to respond to a request to 
schedule an interview, to have a successful job 
interview and have prepared answers to interview 
questions.

VOLUNTEER OBJECTIVES:
Students will be able to:
Skills:

h    Discuss the keys to a successful interview.

h    Respond to employers’ calls to schedule an 
interview.

h   Answer interview questions.

INTRODUCTION/
WARM-UP
Have the students pick another one of the top 
ten characteristics at which they personally excel 
and give two examples which demonstrate their 
aptitude and pick a second to develop their skills.  

ACTIVITY 1
“Wow, They Are Interested! 
Now What?”

h   Review reasons to answer 
all employer contacts.

h   Practice “good” responses to employer 
contacts. 

ACTIVITY 2
Tips For Successful Job 
Interview

h   Conduct Mock Interview.

h   Review tips in student workbook as you 
conduct the interview.

 ACTIVITY 3
Sample Interview Questions

h   Students write answers to 
interview questions in their workbooks.

h   Explain the Sample Interview Questions.

SUMMARY AND 
REVIEW/ HOMEWORK:
h   Refer students to the 

interview questions in their workbook and 
suggest they write down their answers.

AFTER CLASS: 
h   Review the procedures for Session Five with 

the teacher to make sure everything is set up 
and the interviewers’ time will be used wisely.

h   Check packets for each interviewer to ensure 
all the materials are included.  (See page 4)

SESSION FIVE
JOB INTERVIEWS

STUDENT GOALS:
I can do a job interview.

VOLUNTEER OBJECTIVES: 
Students will be able to:
Skills:

h  To apply what they have learned during JA 
Personal Success in an interview simulation.

h  To interact with a member of the community 
to experience and develop a comfort level 
with the interview process.

ACTIVITY
Interviews 

h   Each student has a one-on-one job interview.

SESSION OUTLINES

5 Minutes

45 Minutes5 Minutes

45 Minutes

15 Minutes

10 Minutes

10 Minutes
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WHAT EMPLOYERS EXPECT

Overview
Students practice teamwork by identifying factors they consider to 
be important to prospective employers and by learning traits that 
employers desire in new hires.  

Objectives
Students will be able to:
Skills:

h  Demonstrate collaboration with team members working on a 
creative challenge.

Knowledge:

h  Identify factors to consider in determining the culture of a 
business.

h  Articulate employer expectations for new hires.

Materials

h  Box of paper clips.

h  Student Workbooks.

SESSION ONE:

PRESENTATION
INTRODUCTION
Greet the students.  Tell them your name, where you work, where you 
went to school, and why you have volunteered to work with them.  
Ask for a show of hands of students in the class who are currently 
employed.  Ask them where they work and how they got their jobs.  As 
a volunteer you may want to make notes to help you remember what 
the students have shared.

RECOMMENDED TIME

This session typically 
takes 45 minutes 
to complete.  Ask the 
teacher to help you keep 
track of time.

INTRODUCTION TIME 

5 minutes

Note here what you would like to share about your background:
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ACTIVITY 1
Teamwork - Uses for a 
Paper Clip   
The purpose  of this 
activity is twofold.   First, 
it serves as an icebreaker.   
Second, employers tell 
us that this generation of 
students needs practice working on teams.   

Distribute the workbooks and paperclips.  
Ask the students to turn to page two in their 
workbooks.  Tell them they are going to list 
as many uses for the paper clip as they can in 
three minutes.  Give them one example such as 
opening it up and using it to scratch your back.  
After three minutes ask for a show of hands.  
How many had five ideas, 10, or 12?   
 
Now, have the students divide into groups of 
three. (Before class begins, ask the teacher if this 
class of students can self-select groups or if the 
teacher prefers to assign groups.)  Tell them the 
goal is for their group to come up with the most 
ideas in three minutes.  Walk around and observe 
the different ways the groups are solving the 
challenge and answer any questions.  At the end 
of three minutes determine the number of uses 
each group had for the paperclip.

Explain to the students that 95% of the time, 
groups solve problems better than individuals 
with one important condition: each individual 
in the group thinks about the problem 
independently before the group begins work on 
the problem.  Ask them to work hard to practice 
this principle as they do group work in this class.

If you observed any groups which were either 
highly performing or struggling, ask the group 

what process they were using so the class can 
understand what led to success.  For example, 
some groups will forget the task and start talking 
about the merits of the ideas.  Others will focus 
solely on the task, will consolidate ideas and focus 
on generating new ideas.

ACTIVITY 2
Corporate Cultures - 
What Students Value in 
Employers
Explain to students that 
companies have different 
cultures.  Ask them, 
even if they don’t like 
fast food, to identify the fast food restaurant they 
most prefer.  Ask them which they least like.   
Now, what are the differences between the two?    
Some responses might be “good or bad food,” 
“good or bad service,” or “clean or dirty.”  Explain 
that these characteristics reflect the culture of the 
company.  For example, part of the Chick-Fil-A 
culture is that employees say “my pleasure” when 
customers thank them.  An important aspect of 
this company’s culture is that customers feel that 
the employee enjoyed serving them.

Ask the students to divide into their work groups 
to practice what they learned in the teamwork 
activity and make a list of five characteristics they 
seek in an employer.  What is most important 
to them?  Give an example to get them started 
like “flexible work hours.”  Give the groups 
three to five minutes to come up with the key 
characteristics they value.  

Walk around and make sure each group is on 
task.  Ask for the results and if possible list them 
on the board.  

SESSION ONE: WHAT EMPLOYERS EXPECT

ACTIVITY TIME 

10 minutes

ACTIVITY TIME 

10 minutes
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ACTIVITY 3
What Employers Value in Employees
Ask the students to repeat this same activity, but ask them to now 
identify the five traits they think that employers look for in hiring high 
school students for entry-level jobs.  Give an example like “coming to 
work on time.”   Give the groups a few minutes to develop their list.

Tell the students that we asked employers the same question. Let’s see 
how the students did.  Compare the employer list to the students’ list 
and discuss.

Make sure that students record this list of characteristics and skills 
in their Student Workbooks on page three. This is very important 
because the students will refer to this list for all of the sessions.

SESSION ONE: WHAT EMPLOYERS EXPECT

ACTIVITY TIME 

15 minutes

TOP 10 CHARACTERISTICS AND SKILLS

WANTED BY EMPLOYERS IN NEW HIRES

1)  Solid Work Ethic:  understand the value of 
work, understand the requirements of the job, 
and be self-motivated.

2)  Dependable: one who will be at work every 
day, on time, ready to work.

3)  Positive/Enthusiastic Attitude: be 
enthusiastic about the work, the employer, and 
fellow employees.

4)  Team Player: ability to work well with co-
workers toward a common goal.  Respect 
diversity and chain of command.

5)  Problem Solving/Take Initiative: be creative 
and resourceful.    

6)  Integrity/Honesty: follow the workplace 
policies, be loyal, and make ethical decisions.

7)  Good Communication Skills: both written 
and verbal.  Be able to listen to instructions 
and express ideas.

8)  Good Personal Appearance: presentable in 
grooming habits, dress, and mannerisms.

9)  Customer Focus: provide outstanding 
customer service by answering customer 
questions in a helpful, professional manner.

10)  Demonstrate Competencies: in reading, 
writing, math and basic computer software 
programs.
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SUMMARY AND REVIEW
Thank the students for their attention today and compliment them 
on the work they did.  Remind them that employers have very specific 
expectations of how their employees should function in the workplace.  
The Top Ten Characteristics and Skills Wanted by Employers in New 
Hires are non-negotiable in many cases; in other words if you won’t 
play by the employer’s rules, the employer may not continue your 
employment.  The important thing to remember is that, with a good 
attitude and work ethic, you can improve these skills.

Tell them that during the remaining sessions of JA Personal Success, 
you are looking forward to helping each of them develop the skills 
necessary to compete for high-paying jobs in the market place.

If technology is available, show the video “The Entitlement Creed” 
to reinforce this session’s content. To access a link to this video, visit  
jaky.org/japersonalsuccess.

SESSION ONE: WHAT EMPLOYERS EXPECT

SUMMARY AND 

REVIEW TIME 

5 minutes

EXTENDED LEARNING 
OPPORTUNITY 1
Company Research
Students need to know that, once they have 
gotten their foot in the door for a face-to-
face interview, it’s critical to have significant 
knowledge about a company so they can make a 
good impression on the potential employer. Refer 
the students to the Company Research Extended 
Learning Opportunity in their workbooks.  Ask 
them to use this guide to research a company. 

Note:  The students need Internet access to 
successfully complete this activity.

EXTENDED LEARNING OPPORTUNITIES

NOTE:  The first four sessions of this program include an Extended Learning Opportunity.  
These optional activities can be used as needed.

The volunteer may choose to do the activity if a class period is longer than the standard 45 
minutes, or the teacher may use them as a supplemental lesson to reinforce course content.

EXTENDED LEARNING 
OPPORTUNITY 2
Personality Quiz
The personality quiz at jamyway.org is a fun 
activity that is all pictures and only takes five 
minutes to complete. Try it yourself!
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YOU DON’T GET A SECOND CHANCE 

TO MAKE A FIRST IMPRESSION

Overview
Students learn the steps of the hiring process, the importance of 
preparing their personal brand and begin to assemble their brand 
components.  They learn how to shake hands and introduce themselves 
in a business environment.

Objectives
Students will be able to:
Skills:

h  Have a better understanding of the hiring process.

h  Set up email and voice mail to communicate with employers.

h  Introduce themselves in a business environment.

h Secure two references.
Knowledge:

h Identify the steps in the hiring process.

Materials

h  Student Workbooks.

h  25 copies of My References. If these are not included, ask the 
teacher to make copies of page 8 in the Student Workbook.

SESSION TWO:

PRESENTATION
INTRODUCTION
Greet the students and remind them that on the last day of this 
program each student will have an interview.  Refer to the “Top 
10 Characteristics and Skills Wanted by Employers in Hew Hires.”  
Emphasize that during the interview the employer will ask about these 
skills and the students need to be able to respond and provide specific 
examples.  

Give the students ten minutes to complete the warmup activity in their workbooks. Emphasize the 
need to provide two specific examples, which demonstrate they possess the skill. This assignment 
can be very difficult for students, so please move around the room and provide assistance as needed. 

On the next page, we have provided a chart just for you, that provides three examples of each trait. 
Please do not provide it to the students. The chart is not in the student workbooks because we want 
them to take initiative and come up with their own specific examples.

INTRODUCTION TIME 

10 minutes

RECOMMENDED TIME

This session typically 
takes 45 minutes 
to complete.  Ask the 
teacher to help you keep 
track of time.
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Trait Example Example Example
Solid Work Ethic I always strive to do my 

best as demonstrated by my 
grades.

When I finished my seasonal 
job at UPS, my boss said I 
could always come back. 

My band leader, coach, choir 
director, etc says I am a good 
worker.

Dependable I have only missed one day of 
school this year and have no 
tardies.

My parents count on me to 
take care of my little brothers 
and sister every day after 
school.

People tease me about paying 
to much attention to detail, 
but I like to finish things and 
do them right. 

Positive Attitude The best way to show you 
have a positive attitude is to 
demonstrate it in your inter-
view by using good posture, 
smile, and make good eye 
contact.

I motivate my classmates by 
providing positive feedback.  

I think it is important to give 
a smile to everyone I meet.

Team Player Discuss any organization to 
which you belong and your 
role.

I am in the band which 
requires that I both do my job 
and work well with others.

I work bagging groceries.  
When my line is slow, I know 
it is really important to jump 
to the next line and help out. 

Problem Solving/Showing 
Initiative

I really like playing video 
games which requires I solve 
one problem right after 
another. 

I helped the teacher with 
an Excel worksheet on her 
computer today.

My favorite subjects are math 
and chemistry.  I love solving 
problems and doing experi-
ments.

Integrity/Honesty My boss trusts me to lock up 
every night.

I found a watch in the 
cafeteria and turned it in to 
the school office.

When you start a group 
project, set clear expectations 
so everyone knows the rules.

Good Communication Skills When I speak to others, 
I make eye contact, speak 
clearly and have good posture.

I enjoy and do well in my 
English and Language Arts 
classes.

In my first job, I learned 
that the most important 
communication skill I can 
have is:  listening to the 
customer.   I won employee of 
the month that way.

Good Appearance Demonstrate by dressing 
appropriately for your 
interview.

Customer Focus I learned in my business 
principles class that the 
number one person in a 
business is the customer.  

I worked a fast food job and 
I learned to never keep a 
customer waiting.    

I know I don’t like it when I 
go somewhere and they are 
not customer focused.   For 
example, waiting in a long 
line while two employees talk. 

Demonstrate skills in reading, 
writing, math and computer 
programs

Have a perfect job application 
and resume – no typos, no 
grammatical errors, etc 

Cite any certifications you 
have completed – ie Microsoft 
Office.

Achieve good grades.

SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION
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SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

ACTIVITY 1
Overview of the Hiring Process
Explain this overview of the hiring process, but keep it brief. The 
overview lists the steps in the process for both the job seeker and the 
employer. The diagram displays where the student’s abilities, priorities, 
skills, and education overlap with the employers job requirements. 
When this overlap occurs, they will have a better chance of receiving a 
job offer. Let the students know that they may need to pursue several 
open positions before they find the perfect match and receive an offer.

ACTIVITY TIME 

3 minutes

Job Seeker                                                                
•  Contact references and record information
•  Set up email and voice mail
• Search for job positions posted
• Determine if it is a good fit for you
• Clean up social media 
• Complete job applications
 - or -
• Send resume and cover letter
• Practice interview question answers
• Dress to make a positive impression

Employer                                                      
• Develop job requirements
•  Post job, both internally and externally
•  Review job applications, resumes, and 

internal candidates
•  Conduct interviews
•  Check social media sites
•  Check references
•  Run hiring tests: background check, 

drug test, or skills test
• Select candidate
• Extend offer

The intersection 
where your interests, 
priorities, education, 
and skills match well 
with the employer’s job 
requirements is key!

Employer’s Job
Requirements

Your Interest 
and Priorities

Your Education 
and Skills

OVERVIEW OF HIRING PROCESS

Give the students your own personal example or provide this example.
•   Employer’s Job Requirements: Employer needs a certified lifeguard
•  Your Interests and Priorities: You like to be outside by the pool
•  Your Education and Skills: You recently earned your American Red Cross life guard certification
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ACTIVITY 2
Setting Up Email and 
Voice Mail 
Experience shows 
that many youth are 
missing interview 
opportunities, especially 
for SummerWorks 
employment, because they do not respond to 
requests from employers contacting them to 
schedule an interview. The purpose of this activity 
is to assure students have the tools to respond to 
a request for an interview. In Session 4 they will 
learn how to compose an appropriate response 
for different situations.  The interview request 
may happen because of a contact they made on 
their own, though one of their schools corporate 
partners, or through SummerWorks. 

For your reference, SummerWorks is a program 
in Greater Louisville with the goal of connecting 
youth to summer jobs.  The process steps are 
generally as follows. Jefferson County Public 
Schools registers students for SummerWorks’ 
opportunities at their schools.  SummerWork’s 
staff match students to employment opportunities 
based on their registration profiles.  Employers 
contact the students via email, phone call or text 
to screen candidate interest and to schedule an 
interview.  

The students may not have even applied to the 
employer for a job, so this is where the process 
has been breaking down.  If students do not 
check or respond to their emails, phone calls or 
texts, the process breaks down and the employer 
never hears from the candidate.  

Many students do not currently have voice mail 
set up on their phones and do not regularly use 
email. 

Making Contact - All Systems Go!   
You can help to make sure the students are 
prepared to connect with prospective employers.  
Explain to the students that employers will be 
contacting them by the telephone number or 
email address they put on their SummerWorks 
registration application or a Job Application. 
 
Discuss these points with the students:
•  Are they going use their personal phone 

number?
•  Are they prepared to respond to text messages 

and voice mails that come to that phone 
number?

•  Can they read their emails using their phones?  
•  If they provide a phone number that is not their 

personal phone, how are they going to make 
sure they receive messages from employers?  

•  In your own words, tell the students the 
importance of having their communication 
systems set up and working.  

Now, have the students complete the worksheet 
on page 8 in their student workbooks, Making 
Contact – All Systems Go!

SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

ACTIVITY TIME 

10 minutes
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SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

ACTIVITY 2
Setting Up Email and Voice Mail 

1) Using Phones for Text Messages and Voice Mail

h  What phone do you plan to use to receive calls from employers who wish to schedule 
a Job Interview?

           My personal cell phone

           A family member or family friend’s cell phone

           A home landline

           Other, please specify:                                         

h  Is this phone setup to receive text messages?  It is important to use the text message 
system associated with the phone number.  Apps such as SnapChat do not count.

           Yes

           No, not yet but it will be by next class period.

           This phone can’t accept text messages (i.e. landlines)

h  Is this phone setup to receive voice mail?

           Yes

           Yes, but no one can use it because the message box is full.

           No, not yet but it will be by next class period.  Hint:  For job purposes keep 
your greeting very simple.  “This is (state first and last name).  Please leave your 
message at the tone.”

2) Using Email

h  What email address do you plan to use to communicate with employers?    

           My school account or personal account that I will screen twice daily for work 
related emails.

           An account I will use just for business.  If you are setting up an email account 
you will give to employers, make sure that it is “professional.”  Your first initial, 
last name, and a number special to you is the best.  For example:  dstone0204@
gmail.com.       

           I can access the email I am going to use from my phone.

           I can’t use my phone to read emails, but I can and will readily access it at least 
twice a day even when school is not in session. Explain how: 
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ACTIVITY 3
Shaking Hands   
Ask students how people 
in business greet each 
other. After responses, 
explain that there is 
an expectation that a 
handshake will be done 
properly.

If technology is available, show either or both of 
these funny videos. To access links, visit jaky.org/
japersonalsuccess.

     “The Top 10 Bad Business Handshakes” 

After the videos, take a few minutes to explain a 
proper handshake.

The Successful Handshake
h A confident attitude
h Standing up with good posture
h A smile on your face
h  Hands that interlink at the web of your hands 

(the part between your thumb and your index 
finger)

h A firm grip, not too limp and not too strong
h Make eye contact with the other person
h  Two or three shakes from your elbow and a 

quick release
h  As you shake hands, introduce yourself, “Hello 

my name is                                        ”

Have the students stand up and practice shaking 
hands with each other.  Ask the teacher to 
circulate around the room with you shaking 
hands with students and providing feedback. 
Make sure each student gets a chance.  Shake 
several times if necessary, until each student gets 
it right.  

Remind students that: You don’t get a second 
chance to make a first impression! 

ACTIVITY 4 AND 
HOMEWORK 
ASSIGNMENT
Securing References
Explain to the students 
that there are 2 types 
of references, personal 
and work.  A personal 
reference, or character reference, is someone who 
knows you and can vouch for your character 
and abilities.  A personal reference is not a 
family member or friend.  Ask the students who 
would make a good personal reference.  Correct 
responses are teachers, coaches, club leaders, 
youth directors and neighbors.

A work reference, is your current or prior 
manager or reliable co-worker who knows you 
and your abilities.  Employers may ask for both 
personal and work references. 

What do you have to do to get someone to serve 
as a reference?
h  Ask if the person would feel comfortable 

serving as your reference.
h  Get the person’s complete contact information 

including physical address, email address, and 
phone numbers.

Have one student demonstrate asking the teacher 
to serve as a reference. Ask if the students have 
any questions and provide answers. 

Homework Assignment
Ask the teacher to distribute the My References 
sheet and to collect them as homework before 
the next session. Tell the students that their 
homework is to secure two references and to 
complete the My Reference sheet and bring it 
back to their teacher before the next session. 

SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

ACTIVITY TIME 

10 minutes

ACTIVITY TIME 

5 minutes
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SUMMARY AND REVIEW
Summarize for the students what you discussed today:
h  How to do a proper handshake and introduce themselves.
h  The process employers use to screen applicants.
h  How to secure references.

Explain that in the next three sessions you are going to focus on 
perfecting each student’s employability skills.  Remind them of the homework assignment. 

SESSION TWO: YOU DON’T GET A SECOND CHANCE 
TO MAKE A FIRST IMPRESSION

SUMMARY AND 

REVIEW TIME 

5 minutes

EXTENDED LEARNING OPPORTUNITY
How to Make Introductions 
A great follow up to the Hand Shaking activity is this extended learning opportunity that focuses on 
how to make introductions.  Students love this exercise and you can make it as fun or serious as you like.  

If technology is available, show the “How to Make Introductions” video. After the video, cover the 
guideline below.

h  Look at the person you are speaking to first, 
then turn to the other person as you complete 
the introduction. 

h  Speak clearly. Mumbling defeats the purpose 
of the introduction.

h  Use courteous language. “I’d like to 
introduce…,” “May I introduce…,” “I would 
like you to meet…” are all good options. “May 
I present…” is the formal version. 

h  Start a conversation.  Try to find some topic 
the two people have in common: “Sam, I think 

you and Jason both like working on cars.  How 
did you start doing this?”

h    When introducing people who aren’t in the 
same age, social or business standing, speak 
to the person you wish to honor first.  For 
example, if you would like to introduce your 
college roommate to your grandmother, turn 
to your grandmother and say, “Grandma, I 
would like you to meet my roommate, Susie 
Foster.” Then turn to Susie and say, “Susie, 
this is my grandmother, Mrs. Duran.” 

HOW TO MAKE INTRODUCTIONS:

Making Introductions                
For the activity, invite three students, a mix of boys and girls, to the front of the room and practice 
making these introductions: 

Make sure they include some information so the people being introduced to each other can start a 
conversation.  Ask students to give examples of when making introductions will be important.

h  Student to student
h  You to a student
h  A CEO to a new employee

h  Your mother to a classmate
h  A child to an adult
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SESSION THREE:

APPLY YOURSELF     

Overview
Students begin to develop the image they want to project to 
prospective employers.

Objectives
Students will be able to:
Skills:

h  Evaluate a job and determine if it is right for them.

h  Complete a sample job application using best practices.

PRESENTATION
INTRODUCTION/WARM-UP
If you can get to class before the students arrive, greet them each at the 
door with a handshake.  When they are seated, tell them that you are 
glad to be back.  

Give the students ten minutes to complete the Warm-Up Activity in 
their workbook. Move around the room and provide help, as needed.

RECOMMENDED TIME

This session typically 
takes 45 minutes 
to complete.  Ask the 
teacher to help you keep 
track of time.

INTRODUCTION TIME 

10 minutes
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ACTIVITY 1
Is This Job Right for 
Me?
Refer to the “Is This Job 
Right For Me” form on 
page 11 in the Student 
Workbook.   Explain 
to the students that 
this outlines the criteria 
they should consider at several steps along the 
employment process.  First, why apply for a 
job if you know it does not meet your criteria?   
Second, make sure that when you complete 
your interview you know whether the job meets 
your needs.  Don’t accept a job that you cannot 
perform to the best of your ability.  Review the 
factors with the students.  Explain how your job 
meets these criteria and give an example of a job 
you have declined or would not accept.  Ask the 
students  to rate the additional job factors based 
on importance to them. 

ACTIVITY 2
Completing a Job 
Application
Talk with students 
about the goal of the 
employer in reviewing 
applications.   In the 
first review what is the 
goal of the employer?   
Often students think everyone who submits 
an application gets or should get an interview.  
Point out that the goal of the Human Resource 
Department, which screens the applications, is to 
select three and not more than five people to be 
interviewed for each opening.  To accomplish this 
goal, they sort applications into three piles:

h   Pile 1:  Interview

h   Pile 2:  Maybe

h   Pile 3:  Trash Can 

Ask the students, “Which applications go in the 
trash can?”

h   Incomplete applications

h   Applications with spelling errors

h    Applications filled out in pencil

h   Very messy applications

Review the following “General Instructions for 
Completing a Job Application” with students.

GENERAL INSTRUCTIONS FOR 
COMPLETING A JOB APPLICATION:
(If students do not adhere to these standards, 
they will need to start over.)

h   Use black or blue ink and use the same pen 
for the entire application.

h   Print and use the same style for the entire 
application.

h    Ensure that there are no misspelled words, 
abbreviations, or mark outs.  

h   Complete all blanks on the application with 
truthful answers.

Explain that, if they do this correctly, they can 
use it as a model and take it with them when they 
go to apply for a job.

Depending on the class preference, you may go 
over each application line with them, or they 
can simply fill it out and ask questions.  Here are 
some key points:

h   Ask the students to review the “Part-
time Job Opportunities for High School 
Students” list on page 10 in Student 
Workbook. Students should choose one of 
these jobs for their interview.

Note: some students who already are working 
will ask you if they can apply for that job.  Others 
will say that none of the jobs listed meet the “Is 
This Job Right for Me” criteria.   You may handle 
these issues as you wish.  One way is to tell them 
to write an ad for the position they want and if 
you approve it, they can apply for it. 

SESSION THREE: APPLY YOURSELF

1 Some employers keep applications on file to meet Equal Employment Opportunity Commission requirements.

ACTIVITY TIME 

20 minutes

ACTIVITY TIME 

10 minutes
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h   Desired Pay Range:  Use your experience to 
discuss what they should put in this box.  

h   Days/Hours Available to work.  Put hours 
available by each day they can work.    

h   Available Start Date: This means when they 
can start their employment.   Remind them if 
they are currently employed, they need to give 
two weeks notice to their employer.

h   Education:  Have the teacher help you with 
the school address. 

h   Do you have a Driver’s License?  Discuss this 
section and why an employer might want to 
know the information in this section.

h   References:  Have them list the references 
they have secured. 

Make sure that anyone who has made a mistake 
gets a new application and starts over.

SUMMARY 
AND REVIEW / 
HOMEWORK
When it is time for the 
class to wrap up, tell the 
students that you are 
expecting all of them to 
have an interview-worthy 
application when you see 
them next session.  Tell them that if they have 
completed a resume in another class, they should 
attach it to their completed application, but that 
they still must fill out the application.

SESSION THREE: APPLY YOURSELF

SUMMARY & 
REVIEW TIME 

5 minutes

EXTENDED LEARNING OPPORTUNITY 
Child Labor Laws
Completing the job application can generate a 
number of questions from the students.   Why 
do they want to know how old I am?    Why do I 
have to list the hours I am available for work?

Refer to the the summary of Kentucky and 
Indiana Child Labor Laws to the right and discuss 
the hours of work.  Students in the class who 
have jobs will be able to share their experiences.   
Depending on the interest level of the students, 
you may want to discuss countries that have no 
child labor laws and the possible ramifications.   

h   Ask the students what they think is the cause 
of child labor in countries where there are no 
laws prohibiting it.   (Poverty, tradition, lack 
of educational opportunities, etc.)

h   How can U.S.-based companies like NIKE 
which have tremendous purchasing power 
impact labor practices in countries that do 
not have child labor laws?

h   What can students do as consumers to have 
an impact? 

Kentucky and Indiana Highlights

Kentucky and Indiana students 14-15 years old may only work 
three hours per day on a school day, eight hours per day on a 
non-school day, and no more than 18 hours per week.  They 
may not work after 7:00 p.m. during the school year.

Kentucky students 16-17 years old may only work six hours on 
a school day, and no more than 30 hours per week during the 
school year.  They may not work after 10:30 p.m. preceding a 
school day and 1:00 a.m. preceding a non-school day.

  Indiana students 16 years old may work eight hours per day 
on a school day, eight hours on a non-school day, and 30 
hours per week.  Depending on whether it is a school day, the 
day preceding a school day, or neither, the work end time is 
between 10:00 p.m. and 12:00 a.m. 

Child Labor Laws for Indiana students 17 years old during the 
school year are the same as for those 16 years old, except there 
are no restrictions on end time.

In some cases, with written parental permission, students may 
work more hours per day and week.  When school is not in 
session, the laws allow more work hours and later end times. 

CHILD LABOR LAWS



23JA PERSONAL SUCCESS

SESSION FOUR:

MY INTERVIEW PREPARATION

Overview
Students review and discuss the Tips for a Successful Interview, 
observe a mock interview, and prepare for their interview.

Objectives
Students will be able to:
Skills:

h    Discuss the keys to a successful interview.

h    Respond to employers’ calls to schedule an interview.

h   Answer interview questions.

Materials

h   Completed Job Applications.

h   Student Workbooks. 

PRESENTATION
INTRODUCTION / WARM-UP
Once again, try to greet each student with a handshake as they walk 
in the door.  Once everyone is seated, refer them to what they learned 
in Session One about characteristics and skills wanted by employers.  
Give them five minutes to complete the Warm-Up Activity in their 
workbook. Move around the room and help students, as needed.

After five minutes, ask them if they have completed their job 
applications.  Ask them what they learned in the process. 

Tell them you have a really busy day today.  We will learn how to 
respond to requests for interviews, do job interviews, observe a mock 
interview, and begin preparation for their interview.

RECOMMENDED TIME

This session typically 
takes 45 minutes 
to complete.  Ask the 
teacher to help you keep 
track of time.

INTRODUCTION TIME 

5 minutes
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SESSION FOUR: MY INTERVIEW PREPARATION
ACTIVITY 1
“Wow, They Are 
Interested! Now What?”
The purpose of this 
activity is to prepare 
students to respond 
when an employer 
contacts them to 
schedule an interview.  Emphasize that it is very 
important for them to respond, even if they 
are not interested in a job with this particular 
company.  Ask them why?

h   They miss the opportunity for themselves, 
one which could have been a great fit. 

h   It delays another student who really wants to 
work for that company from getting a call.   

h   It gives all students a bad reputation.

h   It may provide the opportunity to ask 
questions about the company/position.

h   It helps develop professional communication 
skills.

h   Other ideas? 

Discuss the Tips on the Worksheet for Lesson 4, 
Activity 1 and then ask students to give examples 
of appropriate responses to each of the situations 
which are progressively difficult.   

Note:  Students lack of skills in responding to 
request for interviews is the number one employer 
complaint GLI receives about summer employees.   

Here is an example of the message you may receive via text, 
voice mail, or email:
 

“This is Ms. Jones with Humana.  Please call me at 111-
111-1111 to schedule an interview for a summer job.”

Tips:    
h  Have a paper and pencil handy so you can write down the 

day, time and location of your interview.
h  Call back the same business day you received the message.
h  Be prepared to leave a voice mail.    

•  It is okay to write down what you are going to say 
before you place the call. 

•  Never hang up on someone.
•  Whether you are talking with a person or leaving a 

message, speak slowly and clearly.
•  If you are speaking with a person, state your full name, 

why you are calling, thank them for the opportunity, 
and ask a question.

•  If you are leaving a message, state your full name, why 
you are calling, and leave a phone number where you 
can be reached.

How would you respond in each of these situations?

Example: 
1) You call, reach a person, and you want to interview.  
Hello, my name is Jane Doe.  I received your (call, text, Email) inviting 
me for an interview.  Thank you for the opportunity.    When would you 
like me to come in?   

2) You reach a voice mail and you want to interview.

                                                                                                       

3)  You receive an email, you are asked to respond via email, 
and you want to interview.

                                                                                                       

4)  You reach a person, and you are not interested in the 
position.

                                                                                                       

5)  You reach a voice mail, and you are not interested in the 
position.

                                                                                                       

6)  You receive an email, you are asked to respond via email, 
and you are not interested in the position.

                                                                                                       

7)  You reach a person and you need more information about 
the position before you schedule for an interview.  You 
need to know where the job is located and if it is on a bus 
route.

                                                                                                       

8)  Someone reaches you in person on your phone and you 
are tempted to hang up on them, because you think it is 
someone trying to get you to buy something or a prank call.  

                                                                                                       

ACTIVITY TIME 

10 minutes
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ACTIVITY 2
Tips for a Successful 
Job Interview
Refer the students to 
How to Get a Job – 
Tips for a Successful 
Interview in their 
Student Workbook 
(listed below).  Lead a discussion about each tip, 
asking students why each point is important.  
Share any personal stories that might help them 
understand what they can do for the best possible 
interview outcome, which is to be offered a job.   

Mock Interview
Invite one student in the class to participate in a 
mock interview.   You may want to ask the teacher 
in advance to suggest a student for this activity.  
Give the student a blank piece of paper and tell 

him or her to pretend it is their application.   Ask 
the student to leave the room and stand outside 
the classroom door.  When the door is closed, 
make sure the students in the room understand 
that this person is putting him- or herself on 
the line, and the students’ role is to be quiet, 
supportive, and listen.  Under no circumstances 
are they to make fun of their fellow student.  

Set up an interview station in the classroom that 
all students can see.  Go to the door and invite 
the student in for the mock interview.  Make 
sure you shake hands in greeting them and have 
them hand you their application.  Invite the 
student to sit down.   Conduct the interview 
in an instructional fashion giving the student 
suggestions for improvement as you go along.   
Remember, this may be the first time this student 
has ever done an interview.

ACTIVITY TIME 

15 minutes

SESSION FOUR: MY INTERVIEW PREPARATION

Tips for a Successful Interview
Before the interview:
h  Do your research.   Learn as 

much as you can about the 
company and the position before 
applying. 

h  Dress appropriately any time you 
are visiting the company, when 
picking up an application, and 
when interviewing for the job.   
Hide any tattoos and exotic 
piercings during the interview. 

h  Be thorough when completing 
the application.  Blank spaces = 
laziness.  

h  Clean up your social media sites 
and get an appropriate e-mail 
address.  Employers routinely 
look at your Facebook, and 
Twitter accounts, and can go 
back several years to see what has 
been posted.  

h  Write down your answers to the 
Sample Interview Questions and 
keep this list for future use.

h  Practice your responses in the 
mirror or with a family member 
or friend.  Also practice your 
closing statement.

h  Jot down a list of questions you 
would like to ask the interviewer 
and bring those with you.  
Ask questions about the job 
requirements, the opportunity 
for advancement, and about the 
company.  This demonstrates 
your interest.

h  Arrive 15 minutes before the 
interview.  If you are not 15 
minutes early – you are late.

During the interview: 
h  Bring your list of questions, job 

posting and resume.
h  Make eye contact with the 

interviewer throughout the 
meeting. 

h  Smile and speak clearly. 
h  Offer a confident handshake, 

firm but not crushing, and say 
your name clearly. 

h  Sit up straight in your chair. 
h  Do not eat, drink, chew gum, 

smoke, or dip tobacco during the 
interview.

h  Turn your cell phone off (not 
vibrate) during the interview.

h  Answer the questions in 
complete sentences and in a 
way that highlights your skills, 
experience, and interests.

h  Close the interview by shaking 
the interviewers hand, thanking 
them for their time, and letting 
them know how much you 
would like this job.   

After the interview: 
h  Send a brief note to the 

interviewer thanking them for 
their time and reinforcing your 
belief that you would be a good 
fit for the position.   Receiving 
a thank you note is often the 
decision maker for employers. 
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ACTIVITY 3
Sample Interview 
Questions
Have the students turn 
to the Sample Interview 
Questions in their 
Student Workbooks 
(shown below).   Have 
each student  answer 
the first interview question, “Tell me a little bit 
about yourself.” Tell them this is probably the most 
important question, and that you want to explain a 
few things before they write down their answer.

First, you might want to give them an example of 
what you would  have said when you were still in 
high school, telling them your grade, your school, 
your favorite class (e.g, PE, band, etc.), and your 
favorite academic class (e.g., geometry, science, 
English, etc.). Give an example of what you did 
outside of school, such as sports, debate team, etc.   
Describe your summer activities and how many 
sisters or brothers you have.

You can also ask the teacher to do the same thing.

Give them about three minutes to write their 
response.  Randomly choose a few students to share 
their response.  

Point out that they cannot take these notes to the 
interview, but it will help them to think through 
and write down their best answers in advance of the 
interview. 

Remind them to answer the questions in a way 

to highlight their own skills and experience. 
This is the time to speak proudly about your best 
characteristics.  Remind them again of the traits 
companies seek in new hires for entry level jobs and 
to be prepared to give examples that support their 
interview answers.  Suggest that they use the work 
that they have been doing at the beginning of each 
class to help construct their responses.

Have the students write down their responses to 
the rest of the questions and move around the 
room to help, as needed.   If they are slow to finish 
answering on their own, encourage them to finish 
with a partner.  

Talk with the teacher and make sure you are both 
comfortable with the interview process you will use.  
Where will the interviews take place?  Who will be 
doing the interviews?  How will students be called 
for their interview?  What should the students do 
when their interview is complete?   Make sure you 
both have the same expectations as to the dress 
code the students should follow.

SUMMARY 
AND REVIEW / 
HOMEWORK
In conclusion, explain 
how the interview process 
will work.   Ask them 
how they plan to dress 
for success and talk about 
what will be appropriate to wear for the interview.   
Remind them that the more they practice the 
better they will perform. 

SESSION FOUR: MY INTERVIEW PREPARATION

ACTIVITY TIME 

10 minutes

SUMMARY & 
REVIEW TIME 

5 minutes

SAMPLE INTERVIEW 
QUESTIONS
h   Tell me a little about yourself.  

(Discuss your attributes and 
accomplishments.)

h   Why are you interested in this 
position? (Be specific, why this job.)

h   What experience do you have 
working in a position like this 
one? (Tie to work and or volunteer 
experience.)

h   What are your strengths?   
       (You need to talk about at least 

two strengths and relate them to 
the job requirements.)

h    What are your weaknesses? 
(You need to talk about at least 
one weakness and how you can 
improve.)

h   Tell me about your future goals.    
(What are your academic and/or 
career goals?)

h    How do you handle conflict with 
others?  (Discuss calmly, find a 
resolution, seek a manager, never 
yell.)

h    Do you have any questions about 
the position or the company?   
(You have to have a question.   
Don’t ask about pay or benefits.)

h   What makes you the best 
candidate? (Sell yourself.  Why 
would you like this kind of work?)
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EXTENDED 
LEARNING 
OPPORTUNITY 1
My Pledge to 
Workplace Success
Refer the students to 
My Pledge to Workplace 
Success on page 24 in 
their workbooks.  Explain that it is not unusual 
for employers to ask employees to sign a “Pledge” 
as part of the hiring process.  In fact, My 
Pledge to Workplace Success is included in the 
SummerWorks program tool kit for all Louisville 
area employers, and interviewers will discuss it 
with students at the completion of their interview.  
Review the Pledge with your students.   

EXTENDED 
LEARNING 
OPPORTUNITY 2
Personal Brand
Begin a discussion 
with the students by 
asking them to define 
brand.  The American 
Marketing Association defines brand as:

     A name, term, design, symbol, or any 
other feature that identifies one seller’s 
good or service as distinct from those of 
other sellers. The legal term for brand is 
trademark. A brand may identify one item, 
a family of items, or all items of that seller. 
If used for the firm as a whole, the preferred 
term is trade name.

 Ask the students if brands have value.  Can 

brands have negative as well as positive images? 
Ask them to name some common brands with 
positive images.   

Ask them to name some brands with negative 
images.  Ask them if they have ever thought 
about their own personal brand.  Ask them what 
makes up their brand, their image.  Examples 
include the clothes they wear, the language they 
use, how they conduct themselves, who they hang 
with, and their interests.  All these contribute to 
their personal brand.  Point out that in order to 
succeed in the workplace, they need to develop a 
Professional Profile.   

After the branding discussion, have the students 
turn to Session Four in their workbook.     Based 
on what they have learned in JA Personal Success 
so far, ask them to complete the extended 
learning opportunity: Creating My Professional 
Profile.    Remind them of the key traits we 
covered in session one.   Point out that skills 
differ from traits.  If they can’t think of skills, 
here are some examples:

h  If you play a lot of computer games you have 
the skill of excellent hand/eye coordination.

h  If you play sports, are in the band, or are in 
ROTC, you have the skill of knowing how to 
follow instructions.

h  If you are active in a club, committee, or in 
your church you generally will have the skill 
of knowing how to work on a team. 

Give the students time to complete their profiles, 
which are basically a summary of the work they 
have done in this class to date.

ACTIVITY TIME 

15 minutes

SESSION FOUR: MY INTERVIEW PREPARATION

ACTIVITY TIME 

15 minutes
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SESSION FIVE:

JOB INTERVIEWS

Overview
Each student participates 
in a one-on-one job 
interview with a 
volunteer member of the 
community.

Objectives
Students will be able to:
Skills:

h  Apply what they 
have learned during 
JA Personal Success 
to an interview 
simulation.

h  Interact with a member of the community to 
experience and develop a comfort level with 
the interview process.

Materials
5-7 Interviewer Packets to include:

h  List of Job Opportunities for High School 
Students. 

h  List of Sample Interview Questions.

h  5 Mock Interview Rubric Evaluation Forms. 

h  5 My Pledge to Workplace Success on the 
back of the rubric.

ACTIVITY
Interviews
For this session, you will 
need 5-7 volunteers, each 
of whom will interview 
five students.  If you 
would like to interview 
students, then count yourself as one of the 
volunteers, but be sure the teacher will direct 
students to the interview stations.

Each interviewer should be able to interview a 
minimum of five students during a 45-minute 
class period if proper preparation has been done.

Before class begins, the teacher should:  

h  Assure that each student has a completed job 
application for one of the Part-Time/Full-
Time Job Opportunities for High School 
Students in their Student Workbook.

h  Decide the order in which the students will 
be interviewed.  

h  Identify interview stations outside the 
classroom.  Stations need to be near the 
classroom and can be as simple as two desks 
in a hallway.

Note: For liability reasons, ensure that no 
volunteer and student are asked to perform an 
interview privately, behind closed doors.

ACTIVITY TIME 

40 minutes

RECOMMENDED 

TIME
This session 
typically takes 

45 minutes 
to complete.  
Ask the teacher 
to help you keep 
track of time.
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h  Place a couple of chairs right outside the 
classroom door where students can sit waiting 
for their interview so interviewers don’t waste 
time looking for students. Do not assign 
students to a particular interviewer.  Just have 
them take the next one in line.

h  Assign classroom work for the students when 
they are not interviewing.    

Prepare your additional volunteers:

h  Greet the interviewers and explain the 
process.  Let them know how many students 
they are expected to interview and that each 
interview should last for six to eight minutes. 

h  Make sure each interviewer has a packet 
which consists of a Part-Time/Full-Time Job 
Opportunities for High School Students, 
Sample Interview Questions, also blank 
rubric forms.  

h  Explain that this is the first interview many 
of the students will experience and that they 
may be nervous.   

h   Volunteers will complete a rubric for each 
student.

h   Explain that at the end of each interview they 
should give the student some feedback and 
review the “My Pledge to Workplace Success” 
on the back of the rubric.    

h  Explain that one or two students may request 
a do over.  Ask them to keep moving along, 
but if there is time at the end of the class, they 
can invite that student back for a do over.  

SUMMARY AND 
REVIEW
Thank the students for 
their participation in JA 
Personal Success and 
applaud them for their 
good work.  Remind 
them that learning the 
skills to land and keep a 
job takes time and work.  Urge them to find jobs 
that will make them successful in life, whatever 
successful means to them.  Success may not mean 
a job that makes them rich.  It may mean finding 
work that gives them a balanced life, with enough 
income to enjoy friends, family, and hobbies.  Ask 
students what success in work will mean to them.

This class period will move quickly, and if other 
volunteers are helping you to interview students, 
you may not get a chance to say a formal “good-
bye” to the class. You may want to volunteer to 
return to conduct interviews with any students 
who were absent.  Also, we recommend that 
you write the class a note thanking them for 
the opportunity to be a part of their personal 
success!

SESSION FIVE: JOB INTERVIEWS

SUMMARY & 
REVIEW TIME 

5 minutes
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SESSION FIVE: JOB INTERVIEWS
h INTERVIEWER’S GUIDE
Thank you for helping our students to practice 
their interview skills!  Your involvement is an 
important step in each student’s career ladder.  

Students will choose one of the following jobs for 
which they will interview.  Please ask them at the 
beginning of the interview what job they have 
selected.  For your convenience, Sample Interview 
Questions are also included.

h  JOB OPPORTUNITIES FOR HIGH 
SCHOOL STUDENTS

(These part-time or full-time positions have all 
been posted in the Louisville Metro Area)

Student Painter – work on a crew with fellow 
students painting homes during the summer.

IT Support Intern – Perform PC builds for new 
employees including software installation for 
Windows-based systems.

Veterinary Kennel Worker – Kennel worker to 
take care of boarding and hospitalized pets.

Receptionist – Busy chiropractic office needs a 
receptionist from 4 - 7pm, Monday – Thursday.   
Bi-lingual in Spanish desired but not required.

Package Handler -  Scan materials for system 
matches and packaging and physical defects.

Servers and Wait Staff – For Senior Living 
Center 4 - 6pm, daily and weekends.

Assistant Teacher/Floater – After school 
program for elementary school kids needs 
assistant teachers.

Tax Return Preparers – We train you to do 
simple tax returns.  January – April.

Nursing Assistant – Long term care facility seeks 
weekend staff to work in our Assisted Living Unit 
for active senior adults.   Spend time with seniors 
conducting bingo, serving meals, etc.  No hands 
on care.

Hotel Concierge -  Help the Concierge assist 
hotel guests.  

Production/Warehouse Specialist – 
manufacturing facility warehouse needs packing 
help.  One position in our organization for those 
under 18.

Full Service Associate – Help in one of our 
retail stores, providing excellent customer service.

Customer Service Representative – We make 
moving fun.   Help us do it.  

Usher – See the performances free.  Volunteer 
position ushering.

Internship – Local bank has intern position in 
marketing department.  
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SESSION FIVE: JOB INTERVIEWS
h SAMPLE INTERVIEW QUESTIONS
 

Tell me a little about yourself.  
(Discuss your attributes and accomplishments.)

Why are you interested in this position?    
(Be specific, why this job?)

What experience do you have working in a 
position like this one?  
(Tie to work and or volunteer experience.)

What are your strengths?   
(You need to talk about at least two strengths and 
relate them to the job requirements.)

What are your weaknesses?   
(You need to talk about at least one weakness and 
how you can improve.)

Tell me about your future goals.   
(What are your academic/career goals?)

How do you handle conflict with others?   
(Discuss calmly, find a resolution, seek a manager, 
never yell.)

Do you have any questions about the position 
or the company?   
(You have to have a question.   Don’t ask about 
pay or benefits.)

What makes you the best candidate?   
(Sell yourself.  Why would you like this kind of 
work?)
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SESSION FIVE: JOB INTERVIEWS
MOCK INTERVIEW RUBRIC
 
Student:                                                          Date:                Teacher:                                                     

Comments:

*RIGHT ON TARGET = High level of skill
*GOOD JOB = Average level of skill 
*A LITTLE OFF TARGET = Needs to improve.

SCORE CRITERIA

Demonstrated Proper Introduction:
     -stating his/her full name
     -maintaining eye contact
     -proper handshake

Demonstrated Poise
     -sat up straight in chair
     -maintained eye contact

Was well prepared to answer questions # 1, 2, and 3

Discussed strengths and weaknesses and steps to 
improve themselves

Described future goals (academic and career goals)

Described Conflict Resolution skills to include:
     1. Calm the situation
     2. Listen to both sides
     3. Look for win/win solution
     4. not working-Find a manager

Answered all questions in complete sentences

Asked appropriate questions about company/job

Thanked interviewer and provided proper 
handshake

*RIGHT ON 
TARGET *GOOD JOB *A LITTLE 

OFF TARGET
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My Pledge to
Workplace Success

As a contributing member of any successful team, I commit to enact the following behaviors:

              I will always tell the truth and be honest.   

              I will follow all employer company policies and maintain a positive attitude while 
performing my assigned tasks.  

              I will arrive to work prior to my assigned start time so I can begin work at the 
assigned time.  

              I will call/contact my employer prior to my assigned start time if it appears that 
I will be late or absent from work.  (I understand that if I fail to call ahead of my 
assigned shift with an explanation and do not report to work on time, I can be 
immediately terminated from employment.) 

              I will arrive to work dressed to meet the standards of my workplace dress code.

              I will comply with all company policies regarding the use of my mobile phone. 

              I will always work to the best of my ability.  (If I do not understand something or 
I am having difficulty completing an assigned task, it is my responsibility to ask for 
assistance.)

              I will show respect toward customers, my fellow employees, and my employer.  

              I will provide customer service to exceed the standards established by my workplace.  
(My service includes being quick to engage with people and providing courteous, 
friendly service.)     

              I will address all concerns about my job or fellow employees with my supervisor 
prior to taking action. (My actions will avoid hostile comments or actions toward 
others. I also will not immediately quit because I do not like something.) 

                                                                    
Company Representative

                                                                    
Date

                                                                    
Employee

                                                                    
Date

SESSION FIVE: JOB INTERVIEWS
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OPTIONAL SESSION:

MY RESUME - JA MY WAY™

JA My Way™ is designed to help 
you find careers that are best 
for you, learn about saving and 
budgeting, and find out how you 
can start your own businesses. 
This free resource includes a 
resume builder, personality 
tests, interactive online games, 
assessment tools, and educational 
resources to provide teens with 
helpful information in a fun and 
engaging way.

JA My Way™ provides tips and 
tools to put your career on the 
express track. You can take a 
Personality Quiz then visit My 
Career to find job matches. Explore 
buying a car and saving for college 
in My Money, create pro resumes 
at My Resume, and get tips to start 
a business at My Business!
 
To get started,log on to
jamyway.org, sign up for an 
account, and follow the directions.
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