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OBJECTIVES I \.

When you finish this module yo w1ll be able to:
1. Prepare for a ]Ob interview. . \ _ ]
_2._Go on a job 1nterv1ew ' N R

\ .
-JSI‘(UATION SETTER - /}) a S /" v <

. After you have apphed for a job, you w111 probably Be asked to come for an inter-

view. The job interviewis very|important and usually ‘determines whether or not

you will ‘be hired. Here is m ormation about preparmg and gomg for the job
interview. o 7 : ‘

-

“INTRODUCTION TO THE ]QB INTERVIEW

This is a. story about Bruno s ]?b 1nterv1ew He is applymg for the management .
. traxnlhg program of The Star Ice Cream Corporatlon :
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~ 1. Bruno is learmng many things about
the job/and the ‘company where he
will have: hxs interview. He. is also
- thinking abopt his experience, edu-
cation, and quahﬁcatlons He wants*
. to be ready fo answer the interview-
ers questions
oo
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2. Bruno is making sure’ that he knows -
"~ how to travel to the interview. He . . . -
finds out how long the trip will take. o
~If he misses. the bus, is thére
“another way that he can get there? -

N

3. Brung is dressing_carefully and
- neatly. He makes sure 'that his suit = .
is clean and pressed. His shoes are
} shined. It is better not to wear -
/ ~ casual clothes like jeanls. The inter- "

wiewer may not like it. |
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late, or he won't get the j

"Bruno arrives at the company a few

“relax before his interview. The seq-. - AN
“ retary, asks him to sit do\w_n and

Bruno’s interview is at 9:00.
he eats breakfast, he is watchj
clock very carefully. He m

minutes early. That’s good; he can -\ "

wait. -

B
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6. At 9:00 o'clock, Bruno is told to go
into Mr. Brown’s office. Bruno waits
for Mr. Brown to tell him where'to
sit. Bruno is a little nervous, but
that s alnght everybody is.
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7. Bruno thanks Mr. Brown and sits
down. He tries to remember every-
thing that he *has learned about a job
interview: Don’t smoke unless you . S .
“are invited to, don’t chew gum, try / '
not to show your nervousness, and ' ‘ ‘ '

. sit still. Remember good manners ' ‘ -
. Say bease “Thank you,” “Good - : .
+  morning,’ and\ ‘Good-by,” when it
is time to leave. Calling Mr.. Brown _ _ N\
“Sir” will also help to show your re- - SN
- spect for him.* : #
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8. .While Bruno is beirig jgterviewed,
lﬁe looks right at Mr. grown He'
oes not look down at the. floor.

© That’s important! Bruno ‘answers all
. of Mr. Brown’s questions clearly and
- honestly. Bruno shows Mr. Brown
p that he knows something about his
company and about the job. Bruno
feels asif he is bragging, but he
knows that he must convince Mr.
Brown that he has the experience,

_ 'educatlon +and ability to do a good
job. '

- BRUNO GETS THE JOB

9. The mterv;ew is a}most ﬁmshed
Mr. Brown gives Bruno a chance to

_ask questions. Bruno is happy when

Mr. Brown says, “Well,, we'll see
you Monday mommg at 9:00. Wel-

* ‘come " to/ our company.” Bruno --
"~ knows that it is time to leave . o
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Iﬁ Bruno stands up, thanks Mr. Brown
for seeing him, and leaves the office.
Bruno has a new job. Congratula-
tions, Bruno!

QUESTIONS ON THE INTERVIEW

1. What are some of the things that you can do tp- get eady for the 1nterv1ew? S
2. How should you dress for a job interview?

*3. Is it important to be on time? Why?
. When you enter the interviewer’s office,

3 .
4 w do you know where to sit?
5. Is it a good idea to smoke durmg the job interview? : {Q
6. Is it polite to look directly at the person whd is interviewing you'P

*7. Is it polite to talk about'your achievements?

8. ‘Should you ask the interviewer questions? > ‘ A

9. How do you know when the interviewer is finished? '

0. Should'you thank the mterwewer?

\" o 6]




BACKGROUND TO THE DIALOG | .

Bruno has entered the interviewer's office. He ‘has, been asked to sit down. The '
~ interview is gomg to start.

) DIALOG THE ]OB INTERVIEW

Mr, Brown is 51tt1ng behlnd a b1g desk. There are many chair’s in hls ofﬁce Bruno
comes into the office,’ : ‘ . %
Mr, Brown: Good Momlng '
Bruno' Good mom1ng, Sir.
* Mr. Brown: Won't you sit- down?
Bruno: Thank you.
Mr. Brown: I have your appllcatlon for the ]Ob and you seem to be quahﬁed I
“ would like to know a little more. about you. F1rst what made. you
apply for this job? L : . ‘
Bruno: Before I came tothis country, I worked part t1me ima restaurant I have '

,\' -

always enjoyed restaurant work. - i .
Mr. Brown: How much schooling: have you had?. ' -
Bruno: I have my hlgh school d1ploma, I studied Business and Accounting in “high
~school. .

Mr. Brown: Do you. think you <s‘P,eak English well enough'to be a manager?"
~Brune: Yes, I do. Ive‘a)lready passed the Test of English as a Foreign Language.
" When I worked. in the restaurant in my country, I spoke English with the
~ tourists, Ialso got very.good grades'in my English clagses in high school
Mr. Brown: What are some of the other things that you like to do?
Bruno: I enjoy readm‘g and 1 11ke to pa1nt I.also like to play baselSall on the}
weekends:.
Mr. Brown: Your letters of recommendatlon are good Do you plan to go to col- -
lege? :
Bruno# Yes, I have been thinking about taking courses at the State College I
would like to work durmg the day and go to school one or two nlghts a
week - _ '
' * PR ok ®
‘Mr Brown: That s good. D you have any questions that you would like to ask? '
Bruno: Yes, what is the starting salary?
Mr. Brown: $150 a week. We also have a health plan. . R ¢
Bruno: How long would I have to work before I could get a promotion?
Mr. Brown: If you have the ability, and.you work hard, you won't have any trou-
’ ble getting a promotion. If you don’t have any more questions, you
can start Monday at 9:00. Go to Mr. Black on the second floor.
-Bruno: (Bruno knows that this.is"the- end of the interview. Mr. Brown has
reached out his-hand. Bruno stands up, shakes hands, and starts to leave.)
Thank you, Mr. Brown I'll do my best. Good- bye) v



COMPREHENSION QUESTIONS

'Why did Bruno-apply for the ]ob? ’ ) v
Does Brunothink that he speaks English well enough to be a manager?
What are some of the things that Bruno likes to do?
Is Bruno planning to go to college? =~ =~ '
What will Bruno’s starting salary be? ' :
What will Bruno have to do in order to get.a promotlon? . (\_/
When will ‘Bruno start working? ~ ‘ ‘
Is it polite for Bruno to shake hands with the interviewerd Does he?
What does Bruno say to the interviewer when he is ready to leave?
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\\. MICROCONVERSATION 1: Practice these conversations with another student. -
e Student A: Tell me something about yourself What -are some of the thmgs that

you like to do?
Student B: I like to paint. _ _
ﬁsten to music. T ' ' ' o
. read. '

v B play baseball.

‘

MICROCONVERSATION 2

" Student A: We need somebody who is very quallﬁed for this job. What are some
‘ of your special abilities?
Student B: I know how to program a computer
« ' type. o | T
sell. -
drive a truck.

hY
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MICROCONVERSATION 3

Student A: Do you have any questions about the job?
Student B: How much vacation do I get? ' L
sick leave - '
overtime

MICROCONVERSATION 4 ., .

~ Student A: What is your educational background?
' Student B: I have a high schookdiploma. * ,
- . college degree. - ' T -
business school certlﬁcate ' ’

" MICROCONVERSATION 5

Student A: What are some of the frmge beneﬁts? B \ _
Student B: You'll be given a car to use.

get health insurance.

get free dental care.

get a pension.

G s medg




YROLEPLAY - o o \1$
Choose another student to be ' Mr. Brown. ) 3
1. Mr. Brown asks you abeut your educational: background Tell him about the

schools you have been to, and some of the things you have studied. hagd
2. Mr. Brown asks you why you think you are quallﬁed for the ]ob Tell him
~ about your special abilities.”

" 3. Mr. Brown asks you if you have any questlons Ask him about the salary,
- working hours, and fringe benefits. - t

n

[POINTS FOR DISCUSSION . T / »
1. Have you ever been interviewed? How did you feel? Nervous?~ .
2.  What did the interviewer ask you? "
3. Would you find it hard to tell someone about your expenence\nd achieve-
~ ments? Is it polite to tell about yourself and about all the things you have
done?
4. Are Americans too worried about being “on tlme '? What would happen if you ¢
- were, late for a job interview? : ‘
5.. In your country, is it polite to look at the person you are speakmg to? How do-
"Americans fee] about that? - , .
‘Should you smoke? Should you chew gum'P \ .
Do you think most people feel nervous during a job interview? What can you
. do to help yourself relax? ‘Should you arnve a few minutes before the inter-
V view? '
8. Why is the job interview important?
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