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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.04

ENABLING OBJECTIVE:
How to prepare for a job interview.


REFERENCE(S):
A.
A-CR-CCP-269/PH-001 Level Four Course Training Plan





Chapter 4.

B.
A-CR-CCP-267/PT-001 Level Four Handbook





Chapter 5, Section 3, Articles 1-12, Pages 1-3. 

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP 





B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook

TEACHING POINT(S):
A.
Preparing for the Interview







(i)
Before the Interview 






(ii)
During the Interview






(iii)
After the interview

METHOD OF INSTRUCTION:
Lecture 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.04

ENABLING OBJECTIVE:
How to prepare for a job interview.


REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:

N/A

INTRODUCTION

WHAT:
During this period, you will be taught how to prepare for a job interview.

WHY:

As level four cadets, you are now at that age when having a summer or part-time job is 



important. Therefore, knowing how to properly prepare for a job interview is necessary if 

 

you expect to get that summer or part-time job. 

WHERE:
This information will be of use to you when it comes time for you to go to your first job 

 

interview. 

TIME
BODY
NOTES

STAGE 1
PREPARING FOR A JOB INTERVIEW


1.
General:

a.
If an employer asks to meet you for an interview, do not panic! This

 

is good news. If the employer wishes to know more about you, your 

 

resumé has clearly made a good impression.

 
b.
People often tend to exaggerate the real meaning of a job interview

 

They think it is a kind of interrogation where the employer tries to 

 

find flaws about their past or to know more about their private life. 

 

Usually, however, the interview allows the employer to establish 

 

direct contact with you and give a chance to promote yourself in 

 

person. 


2.
Before the Interview:

a.
A certain amount of preparation is appropriate. Keep in mind that 

 
 
you have only a couple of minutes to make a good impression on 

 

the interviewer.


b.
When comes the time to prepare yourself for an interview, the main 

 

thing to remember is to eliminate every source of stress. Try not to 

 

worry too much; everybody is nervous during an interview, even 

 

those going through this process for the tenth time! What differs 

 

from one person to the other is the ability to control the factors 

 

causing stress. Among others, the following require special 

 

attention:

 

(i)
your dress and general appearance;

 

(ii)
your physical behaviour; and

 

(iii)
the way you answer questions.

 
c.
Your dress and general appearance must be impeccable, 

 

especially if the job you want requires contact with the public. Brush 

 

your jacket, iron your pants or dress and polish your shoes. It is 

 

recommended you get a haircut.  Remember that you have only 

 

one chance to create a good impression. Moreover, if your 

 

appearance is flawless, you won't have to worry about it. The first 

 

seconds are the most important. Before you even open your mouth, 

 

you have the opportunity to make an impact.

CONFIRMATION STAGE 1

1.
What are the three things that you have to be aware of before you go in to 

 
an interview?

  
Answer:
a.
Your dress and general appearance;

 


b.
Your physical behaviour; and

 


c.
The way you answer questions.

STAGE 2
PREPARING FOR A JOB INTERVIEW (continued)


1.
During the Interview:

a.
You must present yourself at your best. Your physical behavior can 

 
say more about you than you think. Show some assurance from the 

 
very beginning.


(i)
Take a couple of seconds to breathe deeply before entering 

 

the room where the interview will be conducted. Get rid of 

 

your bubble gum, ensure that your breath is fresh, relax and 

 

prepare yourself mentally for the first thirty seconds of the 

 

interview.

 

(ii)
Put a large smile on your face. You are not facing a firing 

 


squad!

 

(iii)
As soon as you enter the room, shake hands firmly with the 

 


interviewer. A good handshake demonstrates that you are 

 


confident. Make the first move.

 

(iv)
Express some gratitude for the opportunity given to you with 

 


the interviewer. For example, say I am glad to meet you, or 

 


Thank you for giving me this opportunity.

 

(v)
Do not sit before you are asked to. The interview may take 

 


place somewhere else. When you are given the chance, sit 

 


down straighten your chair and avoid biting your nails, 

 


juggling with your keys, swinging your legs, etc. Remember 

 


that there is no need to worry. This is an interview, not a 

 


police investigation.

 

(vi)
Establish eye contact and look at the person doing the 

 


interview straight in the eyes without staring.

 
b.
The way you answer to questions tells a lot about your preparation 

 

and your true desire to work for that company. You must be honest 

 

and direct in your responses.

 
c.
Try to avoid answering with a mere yes or no. Give your honest 

 

opinion. Take full advantage of the few minutes available. You must 

 

be very careful however not to dominate the interview by talking 

 

non-stop. A few seconds are usually enough for your reply. If more 

 

information is required, additional questions will be asked.

 
d.
Keep smiling and do not lose your positive attitude. When they 

 

want to relax the atmosphere, some people have a tendency to 

 

make jokes or ridicule the competition. There is no place for 

 

negative remarks or sarcasm during a job interview. You will not 

 

gain any points by it, and may well lose the respect of those 

 

listening to you.

 
e.
Think before answering any questions. Take a few seconds to 

 

formulate a complete and logical response. It is important that you 

 

articulate your words so that the interviewer will not have to repeat 

 

the question or ask you to repeat the answer.


f.
You will probably be given a chance to ask questions too at the end 

 

of the interview. You should prepare a couple of questions on the 

 

company or the job itself. This way, you clearly demonstrate that 

 

you are truly interested.

4.
After the Interview:


 
When the interview is over:

 
a.
Stand up.

 
b.
Shake hands with the interviewer.

 
c.
Express your thanks.

 
d.
Ensure that you do not leave anything personal behind you (coat,

 

binder, purse, etc).

 
e.
Walk straight and calmly to the door.

 
f.
Put a large smile on your face as you leave the room. The interview

 

is over!

CONFIRMATION STAGE 2

1.
What do you do when you enter the room where the interview is taking 

 
place?

Answer:
a.
Take a couple of seconds to breathe deeply. Get rid 

 


of your bubble gum, ensure that your breath is fresh 

 


and relax.

 
 

b.
Put a large smile on your face. 

 


c.
As soon as you enter the room, shake hands firmly 

 



with the interviewer. 

 


d.
Express some gratitude for the opportunity given to 

 



you with the interviewer. 

 


e.
Do not sit before you are asked to. The interview may 

 



take place somewhere else. When you are given the 

 



chance, sit down straighten your chair and avoid 

 



biting your nails, juggling with your keys, swinging 

 



your legs, etc. 

 


f.
Establish eye contact and look at the person doing 

 



the interview straight in the eyes without staring.

2.
Once in the interview, what are some of the things to keep in mind?


Answer:
a.
The way you answer to questions tells a lot about 

 



your preparation and your true desire to work for that 

 



company. You must be honest and direct in your 

 



responses.

 


b.
Try to avoid answering with a mere yes or no. Give 

 



your honest opinion. 

 


c.
Keep smiling and do not lose your positive attitude.   

 



There is no place for negative remarks or sarcasm 

 



during a job interview. 

 


d.
Think before answering any questions. Take a few 

 



seconds to formulate a complete and logical 

 



response. 


 

e.
You should prepare a couple of questions on the 

 



company or the job itself to ask at the end of the 

 



interview. 

3.
What are the things that you do when the interview is over?

 
Answer:
a.
Stand up.

 


b.
Shake hands with the interviewer.

 


c.
Express your thanks.

 


d.
Ensure that you do not leave anything personal 

 



behind you (coat, binder, purse, etc).

 


e.
Walk straight and calmly to the door.

 


f.
Put a large smile on your face as you leave the room. 

 



The interview is over!


                                 PERFORMANCE CHECK

Test Details –
N/A

33 MINs
                                       CONCLUSION

SUMMARY:
A.
In this lesson you have learned how to prepare for a job interview. 

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
As level four cadets, you are now at that age when having a summer or 

 
part-time job is important. Therefore, knowing how to properly prepare for 

 
a job interview is necessary if you expect to get that summer or part-time 

 
job.

C.
This is the last class of PO 406.
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Ask the cadets what other things they should do before an interview





OHP #3














OHP #4
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Ask the cadets what other things they should do during the  interview





OHP #1
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Ask the cadets what other things they should do after  an interview
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