THE JOB INTERVIEW
Task 1. Read and give the gist of the text in not more than 75 words.
The employment interview is the most important part of your job hunt. Those 20 or 30 minutes may determine your future. During the interview an employer judges your qualifications, appearance, and general fitness for the job opening. It is your opportunity to convince the employer that you can make a real contribution.
Learn all you can about the company where you are going for the interview. What products or services do they provide? How do they stand in the industry? How many and what kinds of jobs are there in the company? What hiring policies do they persue? Inquire how your education and experience will apply to their company.
Many employers make judgements about the appearance that may be a deciding factor of who to hire. Above all, it is essential to be on time because there is no excuse for being late. During the interview, your job is to conduct yourself in a confident and positive manner. Greet the interviewer by name as you enter the office. Shake hands firmly, but only if the interviewer makes the first gesture. Good posture and a smile help. Normally, wait until a chair is offered before you sit down and don’t smoke, even if invited to do so. Never chew gum during an interview.

Analyze your strengths and weaknesses, backgrounds, and personal aspirations and values. In other words, begin to formulate, not only what you would like to do, but also what you feel you are best prepared to do.
Every bit of knowledge you can display shows your willingness to put yourself across in the best light.
Employers are less interested in the status and title of your last job and more in what you have done and can do. Can you cut costs, for example? This sets an agenda for preparation: relating thoroughly to the employer’s business. If it is developing into Eastern Europe, be prepared to talk about language skills and experience of launching brands there.
(A guide to careers-occupations in Washington)
Task 2. a) Read the information. This is an extract from a leaflet which is given to young people by DORSET CAREERS SERVICE. Try to answer the following questions.
In Britain there is a special service for school leavers, the Careers Advisory Service, which helps young people who are looking for their first jobs. Careers officers give practical advice on interview techniques, application forms, letters, pay, National Insurance and Trade Unions. You’ve got an interview for a job — good! So now for the hard work. To do well at an interview you need to put in some thought first. The employer wants to know if you are the person he wants, so you’ll be asked about yourself. Think about it now:
· What do I do well?
— What are my good points?
· Why would I like this job? — Spare-time interests?
· What is my family like? — School activities?
· School subject?
— Previous work?
· Saturday job?
— What do I like doing and why?
b) You will want to ask questions too. So make questions about:
the job itself; training; prospects; further education; conditions; hours; pay.
c) Discuss each point of what an applicant should do before the interview and at the interview.
Before the Interview
1. Find out what you can about the firm.
2. Find out the interviewer’s name and telephone number.
3. Find out where the interview is.
4. Find out how long it will take to get there.
5. Make sure you know what the job involves.
6. Be prepared to state your purpose when you arrive for the interview.

At the Interview
1. Do show interest in the job and ask questions.
2. Don’t panic, even if faced by more than one person.
3. Don’t give one word answers or say you don’t care what you do.
4. Be pleasant and friendly but businesslike.
5. Be positive, stress your strong points.
6. Be prepared to state the salary you want, but not until the employer has brought up the subject.
Task 3. a) Imagine you are being interviewed for a job you really want. How would you answer the following questions?
Some interviewers like to give candidates a hard time by asking them difficult questions. Here are some typical questions that an interviewer might ask:
1. Tell me about yourself.
2. What do you think are your strengths and weaknesses?
3. We have a lot of applicants for this job, why should we hire you?
4. Why do you think you are qualified for this job?
5. What has been your most valuable experience?
6. How would you describe your personality?
7. When did you last lose your temper? Describe what happened.
8. Which is more important to you: status or money?
9. What are you most proud of having done in your present job?
10. What was the worst / best problem you encountered in your present?
11. What is the best idea you’ve had in the past month?
12. What is your worst / best quality?
13. Don’t you think you’re a little young / old for this job?
14. How long do you plan to stay in this job?
15. What are your long-range goals?
16. Describe your present job — what do you find rewarding about it?
17. Why do you want to leave your present job?
18. What do you do in your spare time?
19. What excites you about the job you’re doing now?
20. What worries you about the job you’re doing now?
21. What sort of boss would you most like to work for?
22. How would you rate your present boss?
b) In pairs, improvise a job interview where these questions are asked, ask other awkward questions too.
c) It will be interesting to know your opinion about the following question.
- Should you ever tell lies or adapt the truth at an interview?
Task 4. Interview the other students in your group who will play the roles of people belonging to different age groups (20,35, 45, 50, 65) and having different life and work experience.
1. What is your present employment?
2. How long have you worked there?
3. Is this a job you plan to keep indefinitely?
4. What other jobs have you had?
5. Did you work to earn money as a child, teenager or college student?
6. Do you have a college degree or vocational training for the job you hold now?
7. How useful is a college degree in your line of work?
8. Have you ever changed careers?
9. Would you ever consider doing so?
10. Is it good to change jobs?
11. When should people change jobs – under what circumstances and for what reasons?
12. Can a person change jobs too often?
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