PAGE  
                                       [image: image1.jpg]|||||||||||||||||||||





[image: image1.jpg]
1)
Worksheet A to establish vocabulary. Discuss:
· Ideas for interview preparation: shave and wash, dress smartly, read about the company, job description and CV, find out directions and travel time, prepare for questions.

· Body language, eye contact, greeting and saying goodbye, clothes, being polite etc.
2)
Worksheet B to revise questions in the present perfect and to familiarise with typical interview questions. Watch video.  Discuss who would get the job and why. Elicit questions from video.

3)
Worksheet C and job cards for controlled interview practice. In pairs, one interviewer and interviewee, use WSC and Role-play cards to interview each other. Students might also prepare their own questions and answers.

4)
Worksheet D. Sequence the bad things in the interview video.
Worksheet A

When being interviewed (job, college, by authority figures) the interviewer will use many factors to make a judgement about you. If too many of them are negative, the interviewer will not have a good impression of you.

Match the word with the description. 

	appearance
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	you have been in school or college and want to continue learning

	speech
	
	you are interested in things and eager to take part

	health
	
	you are dressed smart and clean, including clothes, skin, shoes, etc

	education
	
	people can trust you to be on time and to complete what you start

	attitude
	
	you want to work hard and get a good job

	enthusiastic
	
	you know what is right and fair and what is wrong and unfair

	honest
	
	you are quick to learn and like to learn new things

	reliable
	
	you speak clearly and don’t ramble or answer with simple yes/no

	confident
	
	you believe in your abilities and are not nervous

	ambitious
	
	how fit you are, if you exercise, have any physical difficulties

	intelligent
	
	you are happy, easy to talk to and like being with people
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Worksheet B

Interviews – The Present Perfect

Below are questions you may be asked at an interview.


Fill in the gaps in the questions using the verbs in the box.


Remember to put the verbs into the present perfect tense!


1) How many jobs have you                                    ?



2) Have you ever                                 in a warehouse 

     before?


3) How long have you                             in  Leeds?


4) Have you                                    a computer before?


5) Have you                                    business letters 

  


     before?


6) Have you                                    in this area of Leeds 

     before?
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Worksheet C
Interview Questions


1) Tell me about yourself.



2) How long have you been in Leeds?


3) Have you worked in a                     before?


4) What are your skills?


5) Do you have any questions?
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Back of role-play cards.




Worksheet D


What would you do differently?

____________________________________________________________________________________________________________________________________________________________

Script (good interview)
Jess:

Come in.... Ah Michael.

Mike:

Hello.

Jess:

Nice to meet you, 

Mike:

And you.

Jess:

Please sit down... so Michael I have some questions for you today, 


so firstly tell me about yourself.

Mike:

My name is Michael Richmond, I'm twenty-six and I live in Leeds, 


Harehills and I'm looking for a full time job.

Jess:

Have you worked in a supermarket before?

Mike:

Yes, I worked at a supermarket in my hometown.

Jess:

So, have you worked in a supermarket in Leeds before?

Mike:

No, I haven't. I've been working in a newsagent.

Jess:

Oh right, how long have you been in Leeds then Michael?

Mike:

I've been in Leeds for about six months, I think, yes about six 



months.

Jess:

So what are your skills then Michael?

Mike:

I like working as part of a team, I like working on my own.. um, I'm 


reliable, I'm quite responsible, and I'm quite willing to learn as well.

Jess:

And have you done shift work before?

Mike:

No, I haven't, but I would be willing to work weekends and maybe 


some evenings as well. 

Jess:

Oh good because we do have early shifts and late shifts.

Mike:

Okay.

Jess:

Okay?.. and lastly have you got any questions?

Mike:

Erm, how many days holiday do I get?

Jess:

At the moment we have eighteen days holiday, but there may be 



another two this year.

Mike:

Ah Okay. Is there a canteen?

Jess:

There is a staff canteen, most people bring their own sandwiches, 


there is a vending machine. So Michael, it was lovely meeting you..

Mike:

and you..

Jess:..
We'll call you Monday and hopefully you can start straight away..

Mike:

Ah..  Okay!

Jess:

Very nice to meet you, do you remember the way out?

Mike:

Yes thank you.
Jess:

Okay goodbye Michael.

Mike:

Goodbye........ Yes!

Script (bad interview)
Sophie: 
Hello!

Jess: 
Ah, hello.. Sophie Watkinson?

Sophie: 
Yeah. Hi.

Jess: 
My name's Jess Brainsby, I'm the manager here at the supermarket, and I've got some questions to ask you today. Okay, so firstly tell me about yourself.

Sophie: 
My name is Sophie and I'm looking for a job.

Jess: 
Okay. have you ever worked in a supermarket before?

Sophie: 
Yup.

Jess: 
Was that in Leeds?

Sophie: 
Yup.

Jess: 
Right ... erm ... what are your skills?

Sophie: 
Sometimes I'm quite hard working.

Jess: 
Okay. How long have you been in Leeds?

Sophie: 
Erm I don't know, about a year.

Jess: 
Right. Could you put the bag on the floor? Is that okay? That's better there's more space now. Have you done shift work before?

Sophie: 
Yes, I hated it, it was horrible.

Jess: 
Right, because a lot of the work here is early shifts, late shifts, weekend shifts. 

Sophie: 
Ohh. To be honest I'd rather work 9 'til five.

Jess: 
We have training here, are you interested in training?

Sophie: 
Hmm, I'm not too bothered.

Jess: 
Okay and finally, any questions?

Sophie: 
No.

Jess: 
Right, well that's all for now then Sophie, we'll give you a call on Monday.

Sophie: 
Right then see ya.

Jess: 
It was nice to meet …

Sophie: 
Oh I've forgotten my bag!

Jess: 
Right, okay, bye! Nice meeting you.


























































































































































































































































































































































































































































Part-time Cleaner





Essential skills:





Must be reliable, honest and hardworking,  willing to work unsociable hours, and able to work without supervision.


Own transport desirable.





£5.00 per hour





Contact 0860 399 8585 for an application pack








Ideas for use:
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Contents:


5 minute video & 2 scripts


Matching activity (A)


Grammar focus sheet (B)


Role play activity with job name cards (C)


Sequencing activity (D)


 








Video: 	Interview Techniques


Language Skill: 	Express clearly statements of fact and short accounts


Curriculum Code: 	Sd/E2.3





Admin Assistant


37hrs per week





Essential skills:





Must be accurate, thorough, and have excellent IT skills.  A minimum of 6 months office experience is essential.  





£6.75 per hour





Contact 0900 235 6984 for more information





Checkout Assistant


Full time hours


Some evening and weekend work





Essential skills:


Must be hardworking, flexible, and enjoy working with members of the public.  Experience of handling money is desirable. 


£5.50 per hour





Contact 0333 269 6578 


for an application form





Packers Required


temporary summer vacancies





Essential skills:





Must be able to follow instructions and work long hours.  


No experience necessary! 





£6.75 per hour





Contact 0900 700 7000 for more details








You are the employer.








Look at the job description and write some questions to ask at the interview.








You are looking for a job.





Look at the job description and prepare yourself for an interview.








The bad interview?








Number these problems in the correct order:





She didn't look at the interviewer.





She didn't knock on the door.





She didn't answer the questions with full answers.





She left her bag behind.





She didn't shake hands with the interviewer.





She didn't say goodbye.





She played with her bag.








1.





2.





3.
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