
JA PERSONAL SUCCESS

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


