Name:___________________________

Job Interviews
Marketing
1.) What is a job interview? 

2.) Communication statistics reveal that within 5-30 seconds the following three things are determined about you based on appearance:

a. Your socioeconomic status

b. Your _________________ level

c. Your desirability

3.) First impressions are generally based:
a. ____% of the time on the way we act, dress, and walk through the door

b. _38%_ of the time on the quality of our voice, grammar, and overall confidence

c. _7%_ of the time from what we actually say

4.) The purpose of a job interview is for the company to get a good look at you, ask you questions about your skills, and see whether or not you would __________  in with other employees and the company culture that is in place.  It also allows you to determine whether or not you really want to work there.

5.) The two types of job interviews that exist are:
a. ______________ Interviews

b. ______________ Interviews

The Screening Interview is done in part to save the company time and money.  

· Employers can quickly determine whether or not a candidate is qualified for the job and deserving of an interview.  

· Questions are designed to collect facts 

· Clear and concise answers are looked for.

     Your job during a screening interview is to make a good _________________________.

The Selection Interview is usually conducted by the person responsible for hiring within a company. 

· Allows employers to determine whether or not you are capable of performing required job tasks.

· Figure out if you are willing and motivated to solve employer’s problems

· See if you are going to be a good fit within the company

· Answers the question “Will I be comfortable seeing this person EVERY day?”

      Selection Interviews can be:

1.) One-on-One Interviews (Most common type)

· Informal: Interviewer knows which questions they want to ask but may get off-track easily and use different approaches for different candidates.  This type of interview can often leave the interviewee confused and uncertain afterwards.  

· _______________: Questions are prepared in advance and every candidate gets the same questions in the same order.

· Unstructured: Interviewer will ask various questions & expect you to ask questions as well.

· _______________:  You will interview with several different people but with only one interviewer at a time. 

During a one-on-one job interview your job is to be ______________  and  ______________ to ask; as well as, answer questions.
2.) Panel Interview: This type of interview is often called a group interview because you are being interviewed by more than one person at the same time. 
· Your interview can take place in front of________ to ________ different people.
· The people interviewing you are people that you will ultimately end up working with.  

· The panel will have a list of prepared questions and will usually take turns asking you questions.

· They are looking to see how you react to others and how others react to you.

During a panel interview your job is to make a good _________________________.  To accomplish this it is important to do the following:

· Make eye contact with each member of the group

· After answering a question, look around the group and see if anyone wanted further clarification

· Treat them all with respect.  You will not know who is going to make the hiring decision.

Answer the following questions based on the information provided.

1.) Do companies interview every job applicant?

Yes

No

Why or Why Not:______________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________

2.) What is an example of a job that you would need to be interviewed for?_____________________________
3.) What is an example of a job that would not require an interview?__________________________________
4.) List one basic skill requirement an employer would want an employee to have?_______________________
      __________________________________________________________________________________________
5.) What are two job skills you currently possess?

____________________________________________________________________________________________________________________________________________________________________________________

6.) Is it ever ok to lie to get a job?



Yes

No

Why or Why Not:___________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________

7.) Do you think it is fair for companies to conduct screening interviews to determine whether or not you are a good company fit? Why or why not?

____________________________________________________________________________________________________________________________________________________________________________________

8.) If you were interviewing for a job, would you prefer a one-on-one interview or a panel interview?  Why?

____________________________________________________________________________________________________________________________________________________________________________________

Illegal Job Interview Questions

In general, the following questions cannot be asked during an interview:

1. Age
a. Employers can ask you if you are 18 years or older
b. Employers cannot ask you for date of birth
2. Gender
3. Physical challenges/Abilities
4. Religion
5. Race/National Origin
a. Where were you born?
b. What is your native language?
6. Marital Status
a. There is no business necessity to know this. 

b. Asking about this has overtones of sexual discrimination against women.

c. Cannot ask about sexual preference

7. Height/Weight
a. Exception: Police officers can be asked height/weight due to circumstances of job
b. Can’t ask a candidate how tall they are
8. Number & Ages of Dependents (children)
a. Do you have any children?
b. Do you plan on getting pregnant?
9. Who the applicant lives with and the relationship you have with them
a. Family Member(s)
b. Significant Other
c. Friend(s)
d. Roommates(s)
10. Information about a spouse
11. Dates of graduation from any high school, college, or post high school institution
12. Organizational memberships
13. Type of military discharge
a. There are more than a dozen discharges other than honorable (not necessarily dishonorable)
b. Don’t ask or guess at the reasons a person would leave the military
c. Don’t ask if candidate is in the National Guard
14.  Arrest Record

a. An arrest is not a conviction

b. Minorities are more likely to have an arrest record despite their innocence

c. Some convictions may be relevant to certain job situations 

i. Example: Embezzlement or fraud conviction by a candidate applying for a financial position
15. Address 

a. Cannot ask how far is your commute to work or ask candidate if they live nearby.

b. Cannot ask an employee if they own or rent their home.

c. Can ask job candidate if they are able to get to work by 8:00 am or if they are willing to relocate if necessary.
Interview Questions
The following interview questions must be completely answered by Friday.   Please type responses.

1.) How would you describe yourself?

2.) How would a friend or teacher describe you?

3.) How would you describe your personality?

4.) What are your short-term goals?

5.) What are your long-range plans?

6.) How do you determine success?

7.) What qualifications do you have that will make you successful in the job?

8.) How has your education prepared you for a career?

9.) Describe your most rewarding educational experience.

10.) What motivates you to put forth effort?

11.) Do you prefer to work with others or by yourself?

12.) Do you consider yourself to be more of a leader or a follower?  Why or Why Not?

13.) Why should I hire you?

14.) What two or three accomplishments have given you the most satisfaction?  Why?

15.) Which is more important to you: Money or the type of job you have?

16.) What do you expect to be earning in 10 years?

17.) If you were hiring someone for this position, what qualities would you want them to possess?

18.) What can you do for a company that someone else can’t?

19.) If no work experience…..Why haven’t you obtained a job so far?
20.) How would you describe the ideal boss?

21.) How can I justify hiring you over someone with more experience?

22.) What is your greatest strength?

23.) What is your weakest attribute?

24.) If you could be any cartoon character, who would you be and why?

25.) Give me an example of a time when you had to deal with a difficult student/teacher/neighbor.  What happened? What did you do?

26.) If you had to live your life over again, what one thing would you change?  
27.) If you were on vacation would you check your company voicemail or email?

28.) Describe your dream job?

29.) Which of the following three communication skills (writing, listening, and speaking) do you think is most important and which is least important.  Explain your answers.
30.) A long-term employee with the company you work for took only $10 at the beginning of each month from the cash drawer (for a period of five years) from the company, but always paid it back at the end of the month when the cash was counted. The employee was finally caught doing this. What is the most appropriate consequence for this person?
