[bookmark: _mvzxsohszswl]Lesson 3
[bookmark: _lp1bpxjfnpok]Getting Started
[bookmark: _7iwfdvjzpy9z]Objectives
When you’ve successfully completed this lesson, you should be able to
· critique a mock job interview.
· explain the dos and don’ts of interviews.
· summarize the key elements of a successful interview.
· identify your strengths and weaknesses as an employee.
· answer common interview questions.
· conduct an interview.
· participate in a mock interview.
· explore impromptu speaking.
· present an impromptu speech.
[bookmark: _24ghwij9k214]Overview
Congratulations on completing lesson 2. The focus was on interviewing wherein you were the interviewer. Now it’s your turn to be the interviewee! Learning proper interviewing techniques is beneficial to obtaining a desired career. Likewise, learning proper techniques for effective impromptu speaking is invaluable not only in your career development, but also for your life in general. This lesson will give you the skills you need for great successes in your future!
[bookmark: _l5el08236iol]Interviewing
As someone once said, “You never get a second chance to make a good first impression.” Let’s begin by covering some key points on interviewing. Start by watching the video below:
Dos and Don'ts
 (Links to an external site.)
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Read a transcript of Interview Dos and Don'ts.
As you know from watching the video, it’s important to dress appropriately for a job interview. This is not the time to show off the latest fashions. Dress in a manner that is appropriate and suitable for the job. Suits are best for professional positions. Stick with a professional color such as black, grey, or brown. Suits are best for women, too. Watch skirt length. Our clothing says a lot about who we are. Women should avoid loud colors, too much jewelry, too much perfume, and overdone makeup. You should never allow your appearance to get in the way of your ability to define yourself in an interview.
Handshakes are a sign of trust and help build strong relationships. Give a good, strong handshake! Avoid limp handshakes as these show weakness in your character. For additional information on handshakes, read The Worst Way to Shake Hands
 (Links to an external site.)
.
Follow these six tips for an effective meet ’n’ greet:
1. Stand up.
2. Step or lean forward.
3. Make eye contact.
4. Have a pleasant or animated face.
5. Shake hands.
6. Greet the other person and repeat his or her name.
During an interview it's important to make effective eye contact. Read How to Make Eye Contact During a Job Interview
 (Links to an external site.)
 to learn about the five steps for making effective eye contact. To review:
1. Choose the friendliest person in the room.
2. Don’t stay with just one person.
3. Do not look away, especially during difficult questions.
4. Don’t forget to blink.
5. Make sure you keep eye contact during introductions, handshakes, and job-related questions.
Read the following articles on common interview questions.
The 35 Questions, with Answers You Have Got to Be Prepared For When Entering an Interview
 (Links to an external site.)
General Interview Questions
 (Links to an external site.)
Whatever the job, most everyone can expect to see some of these questions! Think about your answers in advance. Preparation is key to a successful interview.
Send a handwritten thank-you note to the people who interviewed you. This not only reinforces your interest in the position, but it is an additional opportunity for the interviewer to think about you once again. This recollection is what may get you a second interview or the job when you may have otherwise been forgotten.
Remember…
· Be yourself!
· Always have questions prepared for your interviewer. This shows you are serious about the position.
· Always take a resume to the interview.
· Always take a pen for paperwork.
· Turn OFF your cell phone and pager!
· Smile, make eye contact, and give a good, firm handshake.
[bookmark: _6f3axc3wvdxu]Impromptu Speaking
Impromptu speaking means giving a speech without having much time to prepare. Below are a series of videos that give some very practical tips on how to make an impromptu speech if you’re ever asked.
What Is an Impromptu Speech?
 (Links to an external site.)
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How to Stay Focused in an Impromptu Speech
 (Links to an external site.)
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How to Get Thoughts Together in an Impromptu Speech
 (Links to an external site.)
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There’s no reason to live in fear of being asked to speak “off the cuff” if you keep a few simple guidelines in mind.
· Find out how long your speech should be: One or two minutes? Five minutes or more?
· Consider your audience: What should your speech do for them? What’s your goal? To inspire? To motivate? To congratulate? To thank?
· Identify a theme: What’s the “big idea”?
· Be sure you’ve got an introduction, a middle section (where you make a couple of supporting points), and a conclusion.
· Make brief notes: Don’t try to write it all out; you don’t have time! Use a note card and write a few bullet points or key phrases.
· Tell a story: Talk about something meaningful to you so that the audience will connect with you emotionally.
· Make eye contact with the audience, not your note card!
· Keep it short and simple: Leave them wanting more!
[bookmark: _q4rlcfam8h92]Reading Assignment
Please do the reading assignment in the order listed.
Be sure to read the following articles on the interviewing process if you haven't already done so.
· The Worst Way to Shake Hands
·  (Links to an external site.)
· 
· How to Make Eye Contact During a Job Interview
·  (Links to an external site.)
· 
· The 35 Questions, with Answers You Have Got to Be Prepared For When Entering an Interview
·  (Links to an external site.)
· 
· General Interview Questions
·  (Links to an external site.)
· 
Essentials of Speech Communication:
· Chapter 11, section on “Impromptu Speaking,” pages 218–23
· Chapter 15, section on “Impromptu Method,” pages 310–11
[bookmark: _ip6fspy08oxz]Checkpoint Quiz
 
 Problem #1:
Learning proper interviewing techniques will not help you excel in an interview.
 False. Learning and practicing proper interviewing techniques can give you confidence and help you succeed in an interview (lesson overview).
 
 Problem #2:
A proper handshake is a limp, easy squeeze.
  False. You should give a good, firm handshake (“The Worst Way to Shake Hands” and lesson overview).
 
 Problem #3:
It is okay to leave your cell phone on during an interview because you never know when you may get an emergency call.
  False. You should always turn off your cell phone during an interview (lesson overview).
 
 
 Problem #4:
You should wear the latest fashion to an interview.
  False. You should dress in a manner that is appropriate and suitable for the job. Suits are best for professional positions (lesson overview).
 
 Problem #5:
Do not take an extra copy of your resume to an interview; they should already have one.
  False. Always take extra copies of your resume to an interview (lesson overview).
 
 Problem #6:
An impromptu speech is a speech given without advance notice or preparation.
  True (textbook page 218).
 
 Problem #7:
To deliver an impromptu speech, you should consider the audience and the amount of time you have, quickly organize your speech to focus on one main idea and a few supporting points, and then relax and deliver your speech.
  True (textbook pages 218–19 and lesson overview).
 

[bookmark: _5elvbbk94zd1]Mock Interview Questions
Note: There are four required assignments for this lesson: two written assignments and two video assignments. Please follow the instructions to complete the assignments. Put all of your written work for this lesson in one Word document. Clearly label the assignments and number your responses. When you have completed all of the assignments, submit them by following the instructions at the Assignment link on the syllabus.
[bookmark: _q55oemnfvm7n]Mock Interview Questions
Directions: Now it’s your turn to be the interviewee! Answer the following questions in complete, thorough, well-supported sentences. In the mock interview video assignment, you’ll give answers to these questions, so here is your opportunity to consider your answers carefully in advance. To earn full credit for each question your answers must be both complete and thorough, and you must provide examples. Sentence structure should be excellent with no errors in spelling, grammar, punctuation, or paragraphing. (4 points each, 40 points total)
1. Tell me about yourself.
2. What achievements are you most proud of?
3. Give me evidence of a time when you demonstrated initiative.
4. How would you deal with a difficult person?
5. What is your definition of success?
6. What are your weaknesses?
7. What is your philosophy towards work?
8. What irritates you about coworkers?
9. Describe your work ethic.
10. Why should we hire you?
[bookmark: _7v5zgu1lf5p7]Interview Evaluation
Directions: Review the following video:
Interview Tips
 (Links to an external site.)
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A transcript is here.
After watching the video, answer the following questions. Put your answers in your Word document. Clearly label the assignment and number the answers. To earn full credit for each question your answers must be both complete and thorough, and you must provide examples from the video. Sentence structure should be excellent with no errors in spelling, grammar, punctuation, or paragraphing. (5 points each, 20 points total)
1. Rate the interviewer during the interview. What was done correctly and incorrectly? Give support.
2. Rate the interviewee. What was done correctly and incorrectly? Give support.
3. Summarize the key points of the interview.
4. What was your overall impression of this interview? Do you think the woman should be hired based upon her “good” answers? Why or why not? Give support.
[bookmark: _ln6ge1bgnhys]Mock Interview
Directions: Now it’s time to be interviewed! Set up a mock interview where you are the interviewee! Ask someone to be the interviewer. Your interviewer should ask the ten questions you answered in the written assignment “mock interview” section of this lesson. Now that you have had time to prepare your answers, let’s see how well you can deliver them. Remember everything you have learned about interviewing in this lesson. Now is the time to demonstrate your knowledge of the material presented. Submit the interview on video. Follow the video submission instructions in the course introduction. Here are the interview questions:
1. Tell me about yourself.
2. What achievements are you most proud of?
3. Give me evidence of a time when you demonstrated initiative.
4. How would you deal with a difficult person?
5. What is your definition of success?
6. What are your weaknesses?
7. What is your philosophy towards work?
8. What irritates you about coworkers?
9. Describe your work ethic.
10. Why should we hire you?
[bookmark: _my463ck9ecrx]Grading Criteria (20 points total)
To receive full credit for your mock interview, you must make sure to dress appropriately and greet the interviewer with a handshake. You must use the interviewer’s name and make good eye contact throughout the interview. You must answer the questions completely, providing excellent support and examples, and give the interviewer a clear impression of why you would be a valuable employee. As always, you must show mastery of the vocal delivery components, and your sentence structure must be excellent with no errors in grammar or pronunciation.
· Handshake/Uses Interviewer's Name (up to 2 points)
· Support of Ideas/Appropriate Dress (up to 10 points)
· Eye Contact (up to 4 points)
· Voice, including volume, rate, pitch, grammar, and pronunciation (up to 4 points)
[bookmark: _3zwzd2c569nl]Impromptu Speech
Directions: You’ve been asked to deliver a 1–2 minute impromptu speech on one of the following topics. Choose a topic and follow the guidelines below. Use a standard note card for note taking and presenting. Submit this speech on video. Follow the video submission instructions in the course introduction.
Topic List
· What moral issue best defines you?
· You are what you eat.
· Curfews
· Your first memory
· The best things in life are free.
· What are you grateful for?
· Your favorite holiday
· The most successful person you know
· Everyone should be a volunteer.
· The importance of communication
Follow these steps when writing and delivering your impromptu speech:
1. Write down the first thing that comes to your mind (thesis).
2. Create an introduction.
3. List your main ideas and support. Provide two or three points that support your statement or thesis. Think about reasons, facts, statistics, personal experiences, or solutions.
4. Write a conclusion.
5. Deliver your speech.
[bookmark: _xo3h1slqe5he]Grading Criteria (20 points total)
To receive full credit for your impromptu speech, you must do an excellent job of structuring your speech and provide clear and supportive ideas for your main theme. You must connect to your audience through stories and excellent eye contact. As always, you must show mastery of the vocal delivery components, your sentence structure must be excellent with no errors in grammar or pronunciation, and you must meet, but not exceed, the time requirement (1–2 minutes).
· Structure of speech (up to 4 points)
· Support of main theme (up to 8 points)
· Eye contact (up to 4 points)
· Voice, including volume, rate, pitch, grammar, and pronunciation (up to 4 points)
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