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PROFICIENCY LEVEL FOUR
PO: LEADERSHIP 

PO/EO:
408.02a

ENABLING OBJECTIVE:
Discuss interviewing and counselling


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





Chapter 4, Pages 45-47.

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





Chapter 6, Section 3, Articles 1-13, Pages 1-4.




C.
A-CR-CCP-910/PT-002 CIL School Leadership





Chapter 11, Articles 1101-1112, Pages 1-9.

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





B.
Annex A – Mini-Quiz





C.
Discussion

TEACHING POINT(S):
A.
The Aim of Interviewing





B.
Occasions to Interview

C.
The Aim of Counselling

D.
Occasions to Counsel

METHOD OF INSTRUCTION:
Lecture and Discussion

TIME:

1 x 35-minutes

[image: image4.png]


[image: image5.png]


PROFICIENCY LEVEL FOUR
PO: LEADERSHIP 

PO/EO:
408.02a

ENABLING OBJECTIVE:
Discuss interviewing and counselling


REVIEW

PO/EO:
408.01

ENABLING OBJECTIVE:

Discuss morale and esprit de corps

1.
Review weak points of the previous EOs performance check; and/or

2.
Answer the following review questions:

a.
What is morale?


Answer:
Morale is a “state of mind”. It directly influences the performance and 

 


proficiency of individuals and, therefore, that of the organization itself. 

 


Morale is about how a person feels about his/her job, not a reflection of 

 


how he/she feels about the unit or organization.

b.
What is esprit de corps?

 

 
Answer:
This represents one's pride in belonging to a particular organization or 

 


unit. Basically, it can be described as your sense of group identity. 
c.
What is the difference between morale and esprit de corps?

 
Answer
(i)
Esprit de corps and morale are separate entities and either can 

 



exist independently of the other. 

 


(ii)
Morale is how you feel about your job, your leaders or yourself, 

 



while Esprit de Corp is the pride you have in your group, unit 

 



or organization.

INTRODUCTION

WHAT:
During this period you will be discussing interviewing and counselling.

WHY:

Interviewing and counselling skills have application in gaining information about 

 

subordinates, assisting them to perform their tasks, and solving their disciplinary or 

 

personal problems.

WHERE:
This information will be of use to whenever you are placed in charge of a group of 

 

cadets either at the home unit or at a summer training centre.

TIME
BODY
NOTES

STAGE 1
INTERVIEWING AND COUNSELLING

1.
General:

 
The efficiency and morale of cadets are influenced by the stresses and 

 
strains of all aspects of their lives. Resultant emotional conflicts and 

 
problems must be recognized and dealt with before they reach harmful 

 
proportions.

2.
The Aims of Interviewing:
 
Interviewing is a form of communication directed toward guiding, aiding or 

 
understanding another person, usually in face-to-face personal talk. An 

 
interview is influenced by the personalities of the interviewer and the 

 
person being interviewed. Thus, no single formula for successful 

 
interviews can be given. 

3.
Occasions to Interview:
 
a.
However, some occasions are outlined below in which the leader 

 

should conduct interviews.

 

(i)
Initial (Welcoming Cadets):


 


(1)
Welcoming cadets new to your unit is one occasion 

 



where you would interview, and it is very important to 

 



you and the cadet. During this initial interview, you 

 



explain what is expected of them and their place 

 



among the other cadets of the group. You should then 

 



introduce them to those they should know, and all the 

 



other cadets in their new flight. 

 


(2)
Since an interview is a two-way process, ask the 

 



cadet(s) to tell you what they think cadets is all about, 

 



or what they want to get out of cadets, why they are 

 



joining and so on.

 

(ii)
Performance:
 


After cadets have been members of a group for a period of 

 


time, they should be periodically informed of their progress. 

 


This will indicate to them how acceptable their work is, and 

 


what improvements are necessary. Performance interviews 

 


also provide feedback and should motivate cadets to greater 

 


efforts.

 

(iii)
Assignment:
 


To prepare cadets for new tasks, you should tell them 

 


exactly what is required. They should be allowed to ask 

 


questions to clarify any point.

 

(iv)
Final (When a Cadet Leaves):
 


Thanking cadets when they leave the squadron is very 

 


important. When particular credit is due, they should receive 

 


an appropriate expression of gratitude so that they will leave 

 


the squadron with the feeling of a job well done.


b.
It should be noted that an interview involves an exchange of ideas, 

 

sentiments or observations. It is not just one-sided. 

 

Ie:
a.
If you are just explaining what must be done, that 

 



does not constitute an interview. 

 


b.
If using an interview to assign tasks, it invites the 

 



interviewee to ask questions or express opinions.




c.
If used to thank someone when they leave, it invites 

 



their opinion of the experience.
CONFIRMATION STAGE 1

1.
What are the aims of interviewing? What influences an interview?

 
Answer:
a.
Interviewing is a form of communication directed 

 



towards guiding, aiding or understanding another 

 



person, usually in face-to-face personal talk.




b.
An interview is influenced by the personalities of the 

 



interviewer and the person being interviewed.

2.
What are some occasions in which the leader should conduct interviews?


Answer:
a.
Welcoming cadets new to your unit;

 
 

b.
To periodically inform cadets of their progress;

 


c.
To assign tasks; and

 


d.
When a cadet leaves the squadron.

STAGE 2 


 



1.
Counselling:
 
Counselling is defined as the discussion with a subordinate of the 

 
subordinate’s problems with the intention of arriving at a solution. In 

 
contrast to interviewing, there are certain principles and techniques that 

 
can provide a guideline to the counsellor. Once these principles and 

 
techniques have been learned, the counsellor can develop his/her own 

 
particular skills through practice.

2.
Occasions to Counsel:
 
a.
Corrective:
 

If a cadet’s performance is continually unacceptable and he/she 

 

has been warned on several previous occasions, then disciplinary 

 

counselling becomes necessary. The cadet needs to be told 

 

tactfully, yet firmly, exactly what his/her faults are and what 

 

improvements are required.

 
b.
Problems:


 

Many cadets, at some time or another, need assistance in solving 

 

problems that they may have. These could be personal problems 

 

or problems related to what they have been asked to do. Whether a

 

problem stems from something at the squadron or not, is relatively 

 

unimportant. Therefore, counselling can help to identify the problem 

 

that is 
influencing someone’s performance. 

CONFIRMATION STAGE 2


1.
What is the aim of counselling?


Answer:
The aim of counselling is to discuss with a subordinate 

 


the subordinate’s problems with the intent of arriving at a

 


solution.

2.
What are some occasions when you would counsel?

 
Answer:
a.
To correct a situation; and




b.
To solve a problem whether personal or not.

28 MINs
                                 PERFORMANCE CHECK

Test Details –
The cadets will be required to respond to questioning on the subject




matter.

1.
Attached as Annex A is a mini-quiz which will cover everything that was taught during this 

class. 
33 MINs
                                       CONCLUSION

SUMMARY:

A.
In this lesson, you have learned about interviewing and counselling. 

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

 


require improvement)


B.
Interviewing and counselling skills have application in gaining information 

 
about subordinates, assisting them to perform their tasks, and solving their 

 
disciplinary or personal problems.

C.
Your next lesson is PO/EO 408.02b, where we will continue our discussion on counselling. 
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MINs














OHP #1





Ask the cadets to tell you what they think the aim of the interview is.











OHP #2





Ask the cadets to tell you what they think are occasions in which you would interview.
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MINs








OHP #3





























Ask the cadets to tell you what they think are occasions in which you would counsel.

































































































































































Supporting Information in Italics
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