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Employment Interview Assignment

In this assignment, you will apply the interviewing principles learned in the first two units of this course to the employment interview: interpersonal communication, listening, questioning, structuring, information getting, and information giving.  Each of these skills plays critical roles when you are a recruiter or an applicant in an employment selection interview.  Each interview is a blend of informing, information gathering, and persuading because both parties must give and get information while convincing the other that he or she is the ideal applicant for this position or that this position with this organization at this time is ideal for this applicant.  The goal is two perfect fits.  This assignment provides you with two realistic employment interview experiences, one as a recruiter and one as an applicant.  

It is important to see the selection process from both sides of the table because you will play both roles in your professional and social lives.  Though you are undoubtedly most interested in the applicant role at this stage in your life, you will play the role of recruiter far more often in the future than the role of applicant. You will be an applicant only a few times in your life, but you are likely to be involved continually in the recruiting process with organizations that employ you, regardless of your job description.  As a bonus, understanding what the recruiter does and why will make you a more effective applicant.


Student recruiters will assume the role of screening interviewers for organizations, while student applicants will assume the role of college seniors looking for entry level positions.  No additional role playing is necessary for this assignment.

Instructions for applicants:

1.
Fill out a detailed position description report for a real position with a real organization you would like to attain upon graduation.  Give a copy to your assigned recruiter and your instructor by __________.  Details are important because your assigned recruiter will become a representative of the organization seeking to fill the position you describe and must become familiar with both position and organization.

Instructor's note: 

The applicant should select the position and organization so this interview can be a dress rehearsal for the real thing.  Student recruiters can adapt to the organization and role rather easily and, after all, most employees help select fellow employees in areas far removed from their own.

2.  
Complete an application form provided by your instructor, develop a personal résumé, and write a letter of application for the position you have selected.  Present copies of these to your recruiter and instructor no later than __________.  Make all information real except projecting answers for the last semester of your senior year if you are not yet at this stage.

Instructor's note: 

You may decide not to grade the résumés or cover letters, but it is important for students to begin creating both.  Any feedback you give will help them in the future.



3.  
Develop a moderate schedule of questions that delves into the position, organization, organizational atmosphere, and where you might advance within the organization.

4. 
Come to the interview dressed appropriately for a formal, professional meeting.

5.  
Applicants may attain _____ points for this assignment.

Instructions for recruiters:

1.
Develop a moderate schedule of questions based on an applicant profile for this position and the applicant's application form and résumé.  Be sure to include behavior-based, critical incident, and realistic hypothetical questions that challenge the applicant and reveal the person's ability to perform the demands of the position.

2.
Prepare information you will give the applicant on the position and the organization.

3.
Follow the interview guide presented in your textbook and in class discussions.

4.
The interviews will be _____ minutes long plus time for a closing.  A rough time distribution would be:

· One and a half minutes for the opening (Be sure to involve the applicant.) 

· Eight to nine minutes for recruiter’s questions 

· Two to three minutes for information giving
· Three minutes for applicant questions
· One minute or less for the closing (Be sure to involve the applicant.)
5.
Recruiters are responsible for appropriate use and division of time, so bring a watch with you and keep close track of time.  Be certain that applicants have an adequate opportunity to ask questions.  

6.
Use all time allotted for this assignment.  For instance, if the applicant uses only a minute for questions, resume asking questions.  Do not waste time.

7.  
Come to the interview dressed appropriately for a formal, professional meeting.

8.
Recruiters may attain _____ points for this assignment.

Employment Interview Critique: Recruiter Form A








Name ______________________

Opening






1 2 3 4 5 x ____ = ____

Body of the interview

Primary questions




1 2 3 4 5 x ____ = ____


Avoids question pitfalls



1 2 3 4 5 x ____ = ____


Probing questions




1 2 3 4 5 x ____ = ____


Covers key profile areas 



1 2 3 4 5 x ____ = ____


Provides information



1 2 3 4 5 x ____ = ____


Answers applicant’s questions


1 2 3 4 5 x ____ = ____

Closing






1 2 3 4 5 x ____ = ____

Use and division of time




1 2 3 4 5 x ____ = ____

Appearance and dress




1 2 3 4 5 x ____ = ____

Communication skills




1 2 3 4 5 x ____ = ____







                    Total points _______







Comments
Grading scale:
1 poor, 2 below average, 3 average, 4 above average, 5 excellent

Employment Interview Critique: Recruiter Form B








Name ___________________

Opening: greeting, rapport, orientation,

involves the applicant








Points ____

Questions: primary, avoids pitfalls, probing

questions, key profile areas covered








Points ____

Provides information, answers applicant’s

questions








Points ____

Closing: involves the applicant








Points ____

Appropriate use and division of time








Points ____

Appearance and dress








Points ____

Communication skills: verbal, nonverbal, 

listening








Points ____






             Total Points ________

Employment Interview Critique: Applicant Form A







Name __________________________

Opening (plays an active role)


1 2 3 4 5 x ____ = ____

Body


Answers questions



1 2 3 4 5 x ____ = ____


Asks questions



1 2 3 4 5 x ____ = ____

Closing (plays an active role)


1 2 3 4 5 x ___ = ___

Created a favorable impression


Informed, prepared



1 2 3 4 5 x ____ = ____


Dynamic, interested



1 2 3 4 5 x ____ = ____


Listening, thinking



1 2 3 4 5 x ____ = ____


A mature doer



1 2 3 4 5 x ____ = ____

Appearance and dress



1 2 3 4 5 x ____ = ____

Communication skills



1 2 3 4 5 x ____ = ____








       Total points _______






Comments

Grading scale: 1 poor, 2 below average, 3 average, 4 above average, 5 excellent

Employment Interview Critique: Applicant Form B







Name ________________

Opening: firm handshake, good eye contact, 

active participant








Points____

Answering questions: language and grammar, 

to the point, thorough, honest and not evasive, 

evidence, reasons and not excuses, a “doer”








Points____

Asking questions: primary questions, probing 

questions, avoids pitfalls








Points____

Closing: active participant, what happens next, 

interest in the position and organization








Points____

Created a favorable impression: appearance 

and dress, interest in position and organization, 

prepared, intelligent, well-informed, mature








Points____

Communication skills: verbal, nonverbal, 

listening








Points____







Total Points________
IM | 1

