The EFE Employability Skills Manual

Section 5:  Interviews (page 46-55)

Directions:  Using a Microsoft Word document type the following questions along with the answers based on your reading of Section 5 “Interviews” in the EFE Employability Skills Manual (pages 46-55).  Save the document to your U:Drive as “Interview Questions”.  Print when complete and turn in.
1.
First impressions are formed within ____________ to _____________ seconds.

2. What four things should you bring to an interview?

3. List the four tips to remember about professional dress.  Include the statement about your gender after the four tips. (ex. Males – clean, neatly pressed collared shirt………)
4. List seven “Do’s” that YOU think are important from the list on pages 48-49
5. List five “Don’ts” that YOU think are very important from the list on page 49:

6. What do all interviews start with?

7. During the interview, what things should your answers always show about you?

8. When doing a practice interview, what should the last question from the practice interviewer be?

9. From the list of the sample interview questions below, give me the types of things you should talk about if asked that type of question

· Tell me something about yourself?

· Do you prefer working with others or alone?
· Why are you interested in the ABC Organization

· Why did you leave your last job?

· What qualifications do you have that make you feel that you will be successful in this job?

· What is your major weakness?

· How often have you been absent from work?

· Why should I hire you?

· Do you have any questions?

10. Create the box shown below (Insert – Table (3 columns, 7 rows)), fill in the answers for the following topics in regards to what interviewers can and can’t ask.
	Topic
	Can Ask
	Can’t Ask

	Age
	
	

	Dependents
	
	

	Personal
	
	

	Values
	
	

	Criminal Record
	
	

	Organizations
	
	


11. You want to make sure you ask questions at the end of an interview.  It shows your interest in the job and company.  List 5 questions below that you could ask (see page 53 for some ideas)?
12. List the eight questions you should NOT ask in the interview. 
13. Why should you send a thank you letter after the interview?

14. What should you do if you have not heard anything from the organization after a week?  Two weeks?

