
JA 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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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
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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. 
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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?)


