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PA Career Education & Work Standards
Lesson Planning Guide
Job Interview Skills: Application, Interview & Company Research

Strand #13.2: Career Acquisition (Getting a Job)  
CEW Standard #13.2.8A:  Identify effective speaking and listening skills used in a job interview.
Approximate Time: Eight to ten 45-minute periods. 

Prerequisite Skills
Reading, Writing, Speaking and Listening*
1.4.8 Types of Writing
B.
Write multi-paragraph informational pieces (e.g., letters, descriptions, reports, instructions, essays, articles, interviews).

1.5.8 Quality of Writing

A.
Write with a sharp, distinct focus.

B.
Write using well-developed content appropriate for the topic.

1.6.8 Speaking and Listening
A.
Listen to others.

D.
Contribute to discussions.

E.
Participate in small and large group discussions and presentations.

Mathematics*
None
Science and Technology*

None
History*

8.1.9 Historical Analysis and Skills Development

D.
Analyze and interpret historical research.

Career Education and Work*

None
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Create an application packet for a company based on teacher criteria with 90% accuracy.
	Written rubric

	2. Conduct a mock interview with the teacher following a rubric on effective interviewing skills with 95% accuracy.
	Performance – interview rubric

	3. Compile research information to compose a newspaper article for a new company. Complete this task with 90% accuracy according to teacher criteria.
	Written rubric


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic

Bodily/Kinesthetic

Intrapersonal

Resources
1. Website: Applying for a job
http://www.tv411.org/lessons/cfm/writing.cfm?str=writing&num=12&act=2&que=1 
2.
Website: Career Consulting Corner
http://www.careercc.com/interv3.shtml 
3.
Application Packet: Application Packet Rubric
See attached

4.
Website: Workplace Writers
http://owl.english.purdue.edu/owl/resource/681/01/ 
5. Website: Career Perfect
http://www.careerperfect.com/content/resume-writing-help-sample-resumes 

6. Website: Westfeet.com

http://www.wetfeet.com/Article%20Types/Interviewing.aspx
7. Mock Interview Rubric: Mock Interview Rubric

See attached

8. Website: Egyptian Webquest

http://www.ccsd.cc/users/dyarnell/EgyptianWebquest/ 

9. Writing Rubric: PA State Writing Rubric

See attached

Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction
	Ask the students the following questions: In searching for a job, what are your best and worst attributes? Follow up question: how do you communicate your skills to a potential employer?
Teacher Hints: Begin by having the students answer the above mentioned questions. Once there has been a thorough discussion of the two questions; emphasize to the students the importance of preparing for a job interview, including a properly written cover, a properly formed resume, dress, speech and the importance of researching a company prior to applying for a position. Resource #1 is the guide the students use through the application process. It will help them determine what they should and shouldn’t have on their resume, cover letters and reference sheets.

Related Academic Skills: 1.6.8E
	Resource #1



	Presentation/ Discussion
	Have students create two lists of attributes. The first list is labeled “strength” and the second is labeled “needs improvement”. After compiling the two lists, have the class discuss the importance of recognizing strengths and weakness of their character within an interview situation. Instruct the class on how to plan and prepare for a successful job interview by focusing on the strengths of one character using the following steps:
1. Plan Ahead – research the company and if possible the people on the interview committee. Be prepared with specific information targeted towards the needs of the company for which you are trying to be hired. People who are well educated on their topics are more likely to speak intelligently when interviewed.

2. Role Play Your Interview – Before your interview study the key points of your presentation, the company for which you want to be hired, and if possible the people that will be interviewing you. Find on-line interview questions and compile a list of questions so you may practice your interview. Keep your answers specific to the information your new employer will want to know.

3. Eye Contact – The unspoken language. Eye contact shows your employer you want the job they are offering based on your interest level.

4. Positive, Positive, Positive – Be positive. Employers don’t want to hire negative people. Be positive about your past experiences, your personality and the job you will do once hired by your new employer.

5. Be Flexible – It is now time to interview. Be sure to assess your interviewer or interviewing panel. Listen and adapt to the questions and scenarios you are being asked. Pay attention to the details while listening and speaking to your future employer. It will pay huge dividends.

Teacher Hints: This section of the unit takes several days. Resource #2 can be used for all of the classes during this section of the unit.

Days 1 & 2: 
Instruct the class about the keys to developing a sound cover letter, marketable resume and reference list. Once this is completed, the teacher and the class should focus on planning ahead. Students must understand the importance of researching the background of a company before applying for a position within the company. Students must be able to identify their strengths and weaknesses while applying for a position. Students must determine their main goal of their employment, the goal of the business and how they will best fit into the overall scheme of the business’s operation. The teacher should create a want ad advertising for the position of a newspaper columnist. Have students complete necessary paperwork to apply for the position, i.e. cover letter, resume and letters of recommendation
Days 3 & 4: 

Instruct the students on the proper ways to complete an application packet; including how to complete a cover letter, a resume and a letter of recommendation. Discuss the essentials of completing all three forms and what business wants to see from potential employees. After the students are instructed on the application process, have them begin working on a rough draft of their application packet. An application packet must be submitted to their teacher by the end of the sixth class. The packet that the students create will be evaluated by the teacher to determine whether the students will be granted an interview or not. Students whose applications were denied will need to make necessary corrections to their forms and then resubmit their applications. All students must have their packets accepted for the second stage of the hiring process. The teacher can use information from Resource #2 to instruct the students on what to include in their cover letter, resume and letter of recommendation. The teacher and students should meet to discuss the progress they made on their rough drafts of the above mentioned documents.

Days 5 & 6:

The students must refine their rough drafts. The students should use the information taught to them in the previous days of class to make improvements to these documents. Once completed, the students will use the documents to compile an application packet. The packet cannot be submitted any later than the end of the sixth day. The teacher should review the major steps in completing a cover letter, resume and letter of recommendation and then allow the students to work independently. Monitor the class to assist any students that have questions.
Related Academic Skills:  1.4.8B; 1.5.8B; 1.6.8D
Related SCANS/Soft Skills: Information D
	Resource #2

	Evaluation
	Have students create an application packet for a company based on teacher criteria that will be completed with 90% accuracy.

Teacher Hint – In order to complete this assessment, review the following information with the students: guidelines for a proper cover letter, resume and letter of recommendation. Remember to use Resource #1 as a good guideline. Have students complete an application packet including a cover letter, a resume and a letter of recommendation. Evaluate the packet pieces using the rubric.

Related Academic Skills:  1.4.8B; 1.5.8B
	Resource #3

	Performance Standard 2
	
	

	Activity
	At the beginning of the 7th day, inform the students that they will be involved in a mock interview. The teacher should use Resources 4, 5 and 6 to give the students a better understanding of what to expect when being interviewed and tips for successful interviews. Have the students begin to prepare for their interview by using Resources 1, 2, 4, 5, 6. At the beginning of class on day #8, give the students several minutes to prepare for their mock interviews. As a teacher, you should prepare several mock interview questions that each student will have to answer. While interviews are taking place, have the remainder of the class fill out an interview rubric to determine how well the candidate performed on their interview. On day #8, hold a post conference with the students that interviewed on day #7 to discuss with them their strengths and weaknesses. Then offer them a job within the newspaper company.
	Resource #1
Resource #2
Resource #4

Resource #5

Resource #6

	Evaluation
	Have students conduct a mock interview with the teacher while being assessed using the rubric on effective interviewing skills.

Teacher Hint – Have students take part in a mock interview focusing on how well the person planned ahead, maintained constant eye contact, remained positive and listened and adapted to the questions asked by the interviewer. Evaluate this process using the rubric.

Related Academic Skills: 1.6.8A,E
	Resource #7

	Performance Standard 3
	
	

	Activity
	Days 9 & 10:

On day #9, hold a meeting with the new hires of the newspaper and give them their assignments within the company. The students’ jobs will come from Resource #8. Have the students complete the assigned task for the Newspaper company. Students must now put their skills to work for their employer. The student,” columnist”, must work in a tandem with the teacher, “editor”, in order to create a finished product which will be their published article in the newspaper.
	Resource #8

	Evaluation
	Have students compile research information to help them compose a newspaper article for their new company.
Teacher Hint – Students must create a newspaper article based on the life of the ancient Egyptians. It will be evaluated using the PA writing rubric, Resource #9.

Related Academic Skills: 1.4.8B; 1.5.8A,B; 8.1.9D
	Resource #9




Related SCANS/Soft Skills
Resources

None

Interpersonal
None

Information

D.
Uses Computer to Process Information
Systems

None
Technology

None
Thinking Skills

None
Personal Qualities
None
Related Worksite/Work Based Activities

None
Additional Resources

1.
Website: CEW Toolkit
http://www.pacareerstandards.com/entrepreneurship.php 

______________________________

This planning guide was written by Daniel Yarnell, teacher, Central Columbia School District, Bloomsburg, PA.
Funding for this lesson planning guide was provided by the Central Pennsylvania Workforce Development Corporation’s Gold Medal Initiative and the Pennsylvania Department of Labor and Industry. The lesson planning guide was created under the direction of Outreach for K-12 at Pennsylvania College of Technology.

	Application : Application Packet



Teacher Name: 


Student Name:     ________________________________________ 



	


	CATEGORY 
	4 
	3 
	2 
	1 

	Spelling and Proofreading 
	No spelling or grammar errors. 
	No more than a couple of spelling or grammar errors. 
	No more than 3 spelling or grammar errors. 
	More than 3 spelling or grammar errors. 

	Requirements 
	All of the required content was present. 
	90% of the required content was present. 
	At least 75% of the required content was present. 
	Less than 75% of the required content was present. 

	Application Appearance 
	The application packet has headlines that capture the reader's attention and accurately describe the applicant. 
	The application packet has headlines that accurately describe the applicant and most of the time captures the reader's attention. 
	The application packet has headlines that accurately describe the applicant. 
	The application packet is missing headlines and doesn't accurately describe the applicant. 

	Application Purpose 
	90-100% of the application establishes a clear purpose in the cover letter, resume, and letter of recommendation and demonstrates a clear understanding of the topic. 
	85-89% of the application establishes a clear purpose in the cover letter, resume, and letter of recommendation and demonstrates a clear understanding of the topic. 
	75-84% of the application establishes a clear purpose in the cover letter, resume, and letter of recommendation and demonstrates a clear understanding of the topic. 
	Less than 75% of the application establishes a clear purpose in the cover letter, resume, and letter of recommendation and demonstrates a clear understanding of the topic. 


	Interview : Mock Interview



Teacher Name:  


Student Name:     ________________________________________ 



	


	CATEGORY 
	4 
	3 
	2 
	1 

	Setting Up the Interview 
	The student introduced himself/herself, explained why he/she was interested in the position and thanked the interviewer for the opportunity to interview. 
	The student introduced himself/herself, explained why he/she was interested in the position, but needed a reminder to thank the interviewer for the opportunity to interview. 
	The student introduced himself/herself and explained why he/she was interested in the position. 
	The student needed assistance in all aspects of setting up the interview. 

	Knowledge Gained 
	Student accurately answered several questions posed by the interviewer and told how this interview relates to the material being studied in class. 
	Student accurately answered a few questions posed by the interviewer and told how this interview relates to the material being studied in class. 
	Student accurately answered a few questions by the interviewer and did not relate the materials to those studied in class. 
	Student did not accurately answer questions by the interviewer and did not relate the materials to those studied in class. 

	Preparation 
	Before the interview, the student prepared for several in-depth AND factual questions to be asked by the interviewer. 
	Before the interview, the student prepared for a couple of in-depth questions and several factual questions to be asked by the interviewer. 
	Before the interview, the student prepared for several factual questions to be asked by the interviewer. 
	The student did not prepare for any questions before the interview. 

	Follow-up Questions 
	The student listened carefully to the interviewer and asked several relevant follow-up questions based on what the person said. 
	The student listened carefully to the interviewer and asked a couple of relevant follow-up questions based on what the person said. 
	The student asked one follow-up question based on what the interviewer said. 
	The student did not ask any follow-up questions based on what the interviewer said. 


PA State Writing Rubric

	6
	5
	4
	3
	2
	1

	sharp, distinct focus
	clear focus
	adequate focus
	vague focus
	confused focus
	absence of focus

	substantial, specific, and/or illustrative content; sophisticated ideas that are particularly well developed
	specific and illustrative content
	sufficient content
	content limited to a listing, repetition, or mere sequence of ideas
	superficial content
	absence of relevant content

	obviously controlled and/or subtle organization
	logical and appropriate organization
	appropriate organization
	inconsistent organization
	confused organization
	absence of organization

	writer's voice apparent in tone, sentence structure, and word choice
	precision and variety in sentence structure and word choice
	some precision and variety in sentence structure and word choice
	limited sentence variety and word choice
	lack of sentence and word choice variety
	no apparent control over sentence structure and word choice

	few mechanical and usage errors
	some mechanical and usage errors
	mechanical and usage errors not severe enough to interfere significantly with the writer's purpose
	repeated weaknesses in mechanics and usage
	mechanical and usage errors that seriously interfere with the writer's purpose
	mechanical and usage errors so severe that writer's ideas are difficult if not impossible to understand


	Non-Scorable (NS)
	Off-Prompt (OF)

	is illegible; i.e., includes so many undecipherable words that no sense can be made of the response 

is incoherent; i.e., words are legible but syntax is so garbled that response makes no sense
is a blank paper
	is readable but did not respond to prompt
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