Employability Home Learning 1 March to 19 March 2021
Building Employability Skills continued
You should have completed application forms, a cv and identified do’s and don’ts during a job interview. You can re-cap the do’s and don’ts on the sheet enclosed.
Check list (tick when complete)
A Company research
B Prepare Answers 	Q1	 Q2	 Q3 	Q4
C Choose a question to ask
D Accept job interview offer email
E Have the interview
F Accept the job email
G Get Feedback





Let’s take things a step further.
Imagine a company you really want to work for.
Maybe you’re not there yet? Chose a company you wouldn’t mind working for then.
Researching employers is VERY IMPORTANT.
You will research key information about the company you choose. Use the internet.
A: Name of the company you chose:

What do they do (they might do more than you think):

How many local branches or offices are there in West Lothian:
How many people work for them:
Where is the head office / where are they based:
Have they been in the news (don’t mention bad things):

Look at their Twitter feed – write something you like that they have Tweeted:

Who is the owner or the top person in the company:

How long have they been going: since ___________

What job would you like there?





B: Preparing for the interview.
[image: Image result for interview]
You have planned a journey. You know the do’s and don’ts. You know about the company and you have a great cv. 
Let’s prepare answers for some common questions interviewers ask. 
Keep answers simple, truthful and memorable.
Mr Brown or Mr Henderson will ask you these questions in a pretend interview when you are ready. It might be on Teams.
Q1 Tell me why you have applied for this job (it’s the job on the last page for the company you chose)
Your answer:




(Tip – say why what it is about the job you really like – eg for a job at Pizza Hut kitchen: “I have always wanted to work with food, I really enjoy cooking and I love the pizzas you make here”)
Q2 What is your biggest strength?
Your answer






(Tip: choose something you can give an actual example of, eg “I am good at listening. Friends often come to me if they have a problem”. Other examples- trustworthy, friendly, reliable, hardworking, focused, caring, determined, creative)
Q3 Can you give an example of when you have worked well with other people? (teamwork)
Your answer






(tip – lots of events at school have required teamwork – cafes, Christmas fayres, team sports etc)
Q4 Can you tell me about an achievement?
Your answer:






(Tip – have you been a school rep –what did you do? It will show responsibility, and communication skills)

C: Often interviewers ask if you have a question at the end. 
Choose one of these:
-what are the opportunities for training?
-what are the opportunities for promotion?
-what would a typical day look like?
-are you looking to expand? How might that affect someone in this role?
-what's the best thing about working for this company?
Remember don’t ask a question if the interviewer has already said it. It looks like you weren’t listening!

D: Accepting the job interview
I will email you when you have completed the tasks above.
You should reply to the interview offer. Use this below as your reply BUT MAKE THE INFORMATION ABOUT YOU. The words you change are in italics. 

“Dear Mr Brown,
Thank you for offering me a job interview. I can confirm I can attend and I look forward to meeting you on Monday 8 March at 10:00am.
Best wishes,
Jo Bloggs”



________________________________________________________
E: You will now have an interview with either Mr Brown or Mr Henderson.
It might be face to face or it might be on Teams. We will only ask you the questions you have prepared answers for.
________________________________________________________


[bookmark: _GoBack]F: After the interview we will email you with an offer of a job. You will reply in an appropriate way. Change the italics to fit you.
Use this as a template:

“Dear Mr Brown
Thank you for offering me the job of Pizza Chef. I am delighted to accept you offer and I look forward to working with you in the near future.
Best wishes
Jo Bloggs”



G: Interview Feedback
What went well:


What to think about for next time:
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