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Preparing for Work-Home Activities Checklist

Session 4: Finish Job Descriptions, Interviewing, Finding Jobs

Name: Date:

Use the checklist below to work through the assigned home activities for Session 4.

Before going through your activities for this week, below is an outline of the resources
and home activities you may find helpful:

® Home Activities
® [nterviewing Documents

® Practicing Interviewing
e Practice Interviewing: Questions and Scoring-Shorter
e Practice Interview: Form with Rating-Behavioral
e Interview Self-Assessment

® Tell Me About Yourself Information
e Script Example Tell Me About Yourself
e Tell Me About Yourself-Blank Template

® Resources

e (073026-Session 4 Handout Emp.JobDesc.Interviews-Resources (Additional
Resources)

e 10 Questions Used in Many Interviews: provides questions, what the
employer wants to know, and how you would answer the question

e About Applications Handout: discusses how to find a job, asking for
applications, filling out online and paper applications, examples of
interactions with the business if you go in and ask for application,
information on online job board

e About Interviews Handout: discusses what interviews are, preparing for the
Interview

e Job Description-Job Responsibilities-Hard Skills-Soft Skills

e |Interview-Thank You Letter
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Done Activity
Activity 1: Locating a job you want to apply and interview for

| Review the Job Description responsibilities and skills for a job you are
interested in, or look at the sample in the Resources handouts.

|| You can go to a company website and look at jobs they have open.

] You can also search for an entry level job on one of the job boards (such as
CareerBuilder, ZipRecruiter, etc.) and review the Job Description, and note
the job skills.

] What are the job responsibilities you saw?

| What are the hard skills (stocking shelves, keyboarding, cleaning, etc.)

] What are the soft skills (communication, teamwork, organization, etc.)

Activity 2: Preparing for the Interview

[ | Review the “preparing for the interview” section in the PPT slides, or in
the “About Interviews Handout”
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https://www.careerbuilder.com/
https://www.google.com/aclk?sa=L&pf=1&ai=DChsSEwim6fGO1dSVAxXhmcIIHQIfDzMYACICCAEQABoCamY&co=1&ase=2&gclid=Cj0KCQjw39zSBhDhARIsANammDvvTwFqZCGRDfWzfXBNNjrHEil14QRgJ5N_ZWGCsQLcUNQ6RtE6j_MaAjgvEALw_wcB&cid=CAASugHkaPZeTlzniEydM3LqnHm905rhKIhNfH1jDTR97o5xEI7fEvrz5ffw3xQgqGjXMcHPkzsgOTPW6VSOcr6T1V2p68-wcCxzHx4I6EXzFp-UkU8-3q70GsQ46TyJ63tNXxWVQ0jkdAn-B7ifXDjLhjQS-COIJOoR2vtQcmNueVkdfFJOlhWsTgihFgZzvF3IxXO83mq4C5O-YUMfUviy6JThZhqvvoNNvys2bjV4NBJ8STL5Z1T24uvr9EI&cce=2&category=acrcp_v1_32&sig=AOD64_33DGbMlLTDPriDTWJoA0-5h91YPA&q&nis=4&adurl=https://www.ziprecruiter.com/post-a-job?tsid%3D101050472%26utm_source%3Ddglem%7Cgoogle-search%7Ccmp-23778208232%7Cadg-197280163353%7Cuid-Cj0KCQjw39zSBhDhARIsANammDvvTwFqZCGRDfWzfXBNNjrHEil14QRgJ5N_ZWGCsQLcUNQ6RtE6j_MaAjgvEALw_wcB%26utm_medium%3Dcpc%26gad_source%3D1%26gad_campaignid%3D23778208232%26gbraid%3D0AAAAADtUgVCFWUb04N3DPH0y51oOavT07%26gclid%3DCj0KCQjw39zSBhDhARIsANammDvvTwFqZCGRDfWzfXBNNjrHEil14QRgJ5N_ZWGCsQLcUNQ6RtE6j_MaAjgvEALw_wcB&ved=2ahUKEwjP--qO1dSVAxWcqysGHQ8JKdUQ0Qx6BAgOEAE

Done
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Activity

Decide on what you want to wear to the interview (remember to
overdress versus underdress); usually business casual is okay (a button-
down shirt and Docker-style pants, casual dress shoes, plain socks) and
decide 3-5 days before in case you don’t have what you need and need to
buy or borrow something to wear for the interview.

Make sure your hair and facial hair is washed and neat; shower before the
interview, use deodorant

Make sure you have asked your references if you can use their name

Have your resume and references ready and updated

Activity 3-Practice Interviewing

|| Use the responsibilities, hard skills, and soft skills to practice interviewing.

Think about how you can give examples of how you did/showed the
responsibility or hard or soft skill in the past. For example, if the skills is
“teamwork”, think about how you may have shown the skill of teamwork”
on a school project, worked with a co-worker on a team activity, worked
with a youth group at your church or religious affiliation, volunteered on a
group activity, etc.

Go to the Home Activities and Resources folders and look at the
interviewing documents. Pick one practice form. Use more if you want
more practice. Have your parents or someone else practice with you.

| In the Home Activities/Interviewing Documents/Practicing
Interviewing folder, review the 3 different practice forms and
download or print one or all of them. Decide which one you may
want to use for your first practice interview. Review the Interview
Handout or the PowerPoint slides about practice interviewing.



Done Activity

| In the Home Activities/Interviewing Documents/Tell Me About
Yourself folder-review the documents in the folder. Print or
download them, and fill out the script for what you would say when
the interviewer asks you this question. There are also examples in

the folder.

Activity 4-Review and Score the Mock Interview

|| Review Cerner Mock Interview: evaluate the interviewers for practice on
this video. You can score them on one of the sheets provided, or make
notes while you watch. What went well? What did not go well?

Activity 5-Review the Applications Information

| Go to the Resources folder and look at the About Applications Handout
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