The job interview: the worst case scenario

In this activity participants try to make everything go wrong in a job interview. In a fun way they should act out the situation and make a lot of (silly) mistakes. This activity provides them with important tips for a job interview.

Preparation: 

The trainer prepares the worksheets “The job interview: 10 tips” and “The job interview: common questions” for each participant. NOTE: Hand them out after this activity!
A flipchart and some pens are prepared.

Procedure:

The group is divided into three smaller groups. Each group plans a role play to act out a job interview. Their task is to let the applicant do everything wrong. They should make every possible mistake which should be avoided. The trainer encourages the participants to exaggerate to make their points clear. (e.g. The applicant does not only refuse to shake the employer’s hand, but sits down and puts his feet on the table as well.) Each role play should last for about 5-10 minutes.
When each group has performed its play, the whole group reflects on what they have seen. Together they develop a list of guidelines for a job interview. The trainer takes notes on the flipchart. Once the list is finished, the trainer hands out the worksheets “The job interview: 10 tips” and “The job interview: common questions”. The list is compared to the tips and the common questions. Is anything missing? Did we forget any important points? The trainer goes through the two worksheets with the group and answers questions.
NOTE: These two worksheets will be useful for the main activity "Job speed dating" of this module. 

Special quality: 

This activity should help the participants prepare for a job interview. By making all the mistakes one should avoid, guidelines for a job interview should become clearer. 
Tips for job interviews are introduced in a light-hearted manner.

Material: worksheets “The job interview: 10 tips” and “The job interview: common questions”, flipchart, pens

Time: 60 minutes



The job interview: common questions

The invitation to a job interview is your chance to shine. It is important to prepare for the questions thoroughly. Apart from your CV and your qualification, the answers in a job interview can decide whether you get the job or not. 
The employer wants to find out as much as possible about you: personality, character, habits, likes/dislikes, motivation, strengths and weaknesses and many more. To help you prepare for the most common questions, we listed some of them below and provided possible answers.

1. Tell me/us something about you.

Don’t recount your whole biography in detail - choose important cornerstones. Point out why they are important to you. 

· Write down the cornerstones which might be interesting for your future employer before the interview
· Note a keyword and verb for every cornerstone. (They make it easier to remember them)
· You should rehearse how to “tell something about yourself”. Maybe you find someone who can act as an employer.

2. Why are you applying to work with us?

Inform yourself on the company, their history, their vision etc. You can try to make connections to your strengths and competences. 

· Inform yourself thoroughly about the company and write everything down.


3. Where have you worked before and what have you done there?

By asking this question the interviewer wants to find out about your work experience and where you have gained it. Be able to describe your duties in detail!

· Think of all the companies you have worked for before. Make a list.
· Write down all the tasks that might be important for the new employer.


4. What do you know about our company?

By asking this question the interviewer wants to find out how much research you have done in advance. This says a lot about your motivation!

· Collect all the information you can get concerning the company, e.g.: the branches, their history, their philosophy, their products/range of services etc.


5. What do you want to accomplish in the next three/five/ten years? Where do you see yourself in three/five/ten years?

Be realistic with your goals, don’t exaggerate! It is important to signal that you want to keep the position for a long term and become an expert in this field. You should also mention that you are flexible and open to learn something new. 

6. Why do you think you are the right person for the job?

Watch out! Self-praise is not recommended here. Instead, emphasise your qualifications and strengths and make connections to the requirements of the new job. (You may find them in the employment ad.) 

· Read through the employment ad and write down all the crucial points of the job profile.
· Look at each point and see what you have to offer in the field.

7. What are your personal strengths and weaknesses?

Mention 3-4 of the strengths that are most important for you and give short examples. Don’t forget to emphasise that you are good at coping with stress, you are reliable and are willing to learn something new. 
When it comes to the weaknesses, don’t say “impatient” or “I’m a perfectionist” – these are stock answers the interviewer hears every day. 

· Think of a weakness that can be improved by special training. e.g. You are not very good at working with a computer or your English is not very good.

8. What do you find most annoying in other people’s behaviour?

Avoid embarrassing or awkward topics (e.g. I can’t stand people who sweat) or current political or social topics. You should find something that is interesting, important but harmless.

· Write down 2-3 points in advance (e.g. intolerance, lack of motivation)
· Think of an explanation.
· Formulate sentences like: “Sometimes it is hard for me to ….”

9. What do you want to earn?

You should be able to justify your salary expectation with your qualification.

· Inform yourself in advance about the customary salary in this branch. 

10. What do you do in your free time?

Basically, one or two things are enough. Be aware that everything you say about your activities says something about your personality. 
An example: If you tell the employer that you love “lonely hikes in the woods”, they might think you are not very outgoing and don’t like to be around other people. So they might think that you cannot work in a team. On the other hand: Saying you like team sports (football, basketball) says a lot about your capacity for teamwork.

· Write down your hobbies and free time activities.
· Choose one or two in advance.
· It would be ideal if you have done some voluntary work.



The job interview: 10 tips


Tip 1:
Know your CV. When, where, what have you done? Be able to describe the tasks. Know your own strengths and weaknesses.

Tip 2:
Inform yourself on the company. Look at the website of the company. Find out: How long does the company exist? What are their main areas? Who is the CEO? ….

Tip 3:
Plan your journey thoroughly. How do you get to the company? Car/Bus/Train? Be punctual and always plan a little more time. It’s better to be too early than late.

Tip 4:
“Clothes make the man.” Adapt your clothing to the context the company works in. In general: Pay attention to your appearance. Sometimes less is more. Don’t use too much make-up or jewellery.

Tip 5:
Be friendly and polite. It is important to greet and say goodbye. Be authentic. Don’t try to be someone else. If a drink is offered to you, take the offer: it would be impolite to refuse. Choose water or coffee, no alcohol.

Tip 6:
Talk slowly, pronounce distinctively and clearly. This makes you appear competent and gives you time to think.

Tip 7:
“Mirror” your opponent. Watch their body language. However, don’t do this if you feel insecure.

Tip 8:
Take notes during the conversation. These can be helpful for asking certain questions and to remember details afterwards.

Tip 9:
Prepare for the most common questions. (See the worksheet “Common questions”). Prepare individual answers, don’t give stock answers. Train at home in front of a mirror.

Tip 10:
Ask questions and show interest. Use your notes (Tip 8) for this.



Job interview - speed dating

This exercise should prepare the participants for future job interviews if they are out of practice. They get prepared for standard and awkward situations so that they feel confident and can communicate their competences and show their perfect real “me”. 

Preparation: 

Find at least ten typical questions or awkward situations in job interviews and write them on a card. The cards will tell the job interviewer later how to react in this special situation. Add some so called "stress questions" that make no sense at the first sight and just get asked in interviews to see how the people react in stressful situations. 

Here are some suggestions for the interviewer tasks on the cards: 

1. Ask the applicant: I have 50 applicants, why shall I take you?
2. Talk about you and the company all the time and don't stop.
3. What have you learned from your mistakes? (typical stress question)
4. Don't ask any question at all. Try to talk as little as possible (let the applicant open the conversation)
5. Ask the applicant what their 3 core competences are.

Second round
A. Start talking about a totally different job than the applicant applied for.
B. Ask the applicant what 3 things they would never trade for money.
C. Ask the applicant "Where do you see yourself in 5 years?"
D. Ask the applicant to imagine a typical day in the future job and describe it. 
E. Ask the applicant "What are your personal weaknesses?"

Procedure:

Ask the participant to decide for a job they want to apply for (e.g. their future dream job or their set goal). They should write the job on a sticker and put it on their shirt so that everybody can see which job they applied for. Divide the participants into two groups: "applicants" and "job interviewers". The applicants apply for the job and the job interviewer follows the directions on the cards. After three minutes they change the seats. NOTE: Both groups (applicants and job interviewer) change their seats as shown in the picture below. In linguistically diverse groups or if participants have difficulties in understanding the directions on the cards, the interviewers could keep their seats (and therefore their tasks). After five rounds (15 minutes) the first round ends, and the participants have a five-minute break. 
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After the second round ask the participants how they felt in their different roles and collect best practice answers that came up. 

Special quality: 

The participants see both sides: the one of the job interviewer and the one of the applicant. They practice their answers in a stressful but safe situation and can become more confident in job interviews. 

Material: at least 10 cards with questions on them, a stop watch (e.g. timer on the mobile phone), something noisy to ring when the time is over (e.g. time on the mobile phone)

Time: at least 50 minutes


Personal potential

The worksheet “Personal potential” is an important step in the Competence Kaleidoscope process. It captures and illustrates the participants’ chosen attributes, abilities or characteristics and summarises some of the insights gained through previous coursework. 

Preparation: 
Print the worksheet “Personal potential”, one for each participant. 

Procedure:

Step 1: 
Invite the participants to remember all the steps up to this point to recall the process they have gone through and all the insights gained through the previous work. Starting with the “River of life”, participants have collected personal attributes, competences and abilities. Participants should go through all the worksheets and collect some important data. Some of them should be written down in the diamonds around the figure on the worksheet “Personal potential”. There is no limitation as for the number of chosen competences/abilities. Participants can draw more diamonds if needed. 

Step 2: 
Shortly reflect on the worksheet in the group. Invite two or three people to present or introduce their worksheet “Personal potential” in front of the others.

Special quality: 
Participants revisit the process they have gone through and recollect some of the insights gained so far. By remembering some of the steps and insights, participants can look back on the work done so far and should be proud of themselves and some of the things they have achieved. 

Material: worksheet “Personal potential”, all other worksheets done so far

Time: 20 minutes



Letter to myself

Reflecting on one’s situation and writing down feelings, thoughts and wishes is a good exercise for finding new life paths. Wishes can guide our life and help us make important decisions in order to reach our goals. The letters which are sent back to the participants a few weeks after the end of the course capture the participants’ situation at the final stages of the CK process. They have formulated personal goals and have defined important steps to reach them. The letter can work as a reminder to help the participants follow their paths to reaching their goals.

Preparation: 

Prepare sheets of paper, pens and envelopes.

Procedure:

Participants are asked to write a letter to themselves with everything they want to say to themselves. The letter should contain the goal each participant has formulated, but also the fears and obstacles that could hinder them. They should reflect on their own situation, their feelings after the course, their (new) self-image and write a message for their future self. The trainer can guide them by asking questions:

How do you feel at the moment?
What are your feelings concerning Competence Kaleidoscope?
What image do you have of yourself?
What goals do you want to reach?
What are the most important steps?
What will you have finished in four weeks?
What would you want to say to your future self?
…

The letter is then put into the envelope by the participants. The envelopes are closed, so the letters remain private. It is important to tell the participants that these letters are kept secret and will only be seen by themselves. The participants should write their names and addresses on the envelopes, so that the trainer can later send the letters.

Special quality: 

At the end of CK participants should have found a new self-esteem and look ahead to the future with great expectations and motivation. The letter should capture this very moment and work as a reminder. After a few weeks, the participants can easily lose track of their goals and achievements. The letter can help get them “back on track” and should boost the motivation. In the best case, the letter can bring back the good feelings the participants had when they wrote it.

Material: Sheets, envelopes, pens

Time: 30 minutes

The self-presentation

In this activity the participants plan their self-presentation which will be performed in Module 8. They should recollect everything they have done in this course so far and develop an expressive self-presentation.

Preparation: 

The trainer asks the group if they need any technical support or equipment for their self-presentations.

Procedure:

The trainer invites the participants to recollect all the things they have done in the course so far. They should once again look at all the worksheets and reflect on the process they have gone through. In their presentation they should say: 

I am …. (Think of the life story, what makes me unique.)
I can …. (Think of your competences, hobbies etc.)
I am here because …. (Reflect on your starting point, where you have come from.)
I will… (Formulate the goal and the steps towards it.)

Participants should find creative ways of presenting themselves. One might make a collage or paint a picture. Someone else might want to film a short commercial, where she advertises herself as a “product”. The possibilities are endless. The trainer should really encourage the group to find creative, funny, crazy, memorable ways of self-presentation. Each self-presentation should not be longer than 5-10 minutes.

Special quality: 

This activity serves two purposes. Firstly, people reflect on the process they have gone through. In the best case, they feel empowered and proud of what they have already accomplished. Secondly, preparing a self-presentation is a good training for a job interview. It can help participants develop a more self-confident manner. 

Material: None

Time: 60 minutes




Five finger feedback method
How did the participants like the course? What did they like, what was insufficient? The five-finger feedback method is an easy way to receive comprehensive feedback from the participants. It assigns a question that the participants should answer to every finger. 
Preparation:
Prepare a flipchart with a hand and the questions on it to explain the method. 
(Optional: Print the worksheet in the numbers required if you want to do written feedback)

Procedure: 
Explain the method to the participants and introduce them to the feedback rules. [image: C:\Users\ibsi\Desktop\Hand_solo.jpg]The following questions should be answered by every participant one after another as shortly and accurately as possible: 

thumb →		That was superb... that was especially…
index finger →	I will remember this. 
	I will continue working on this...
middle finger →	I didn't like that.
ring finger →	How I felt ..., the atmosphere was…
little finger →	There could be more of this ...
		This was insufficient ...

Feedback rules
Sender (participants):
· Those who want to say something speak; if anyone doesn't want to talk, they don't have to. 
· Short and appreciative statements (2 to 3 sentences per question) 
· Use me/I- sentences instead of you-sentences 
· Describe, try not to interpret or evaluate 
· Be specific, don't make assumptions  
· Refer to points that can be changed

Recipient (trainers):  
· Listen carefully
· Try not to argue or justify yourself
· Ask questions only if you didn't understand the content or context 

Special quality: 
[bookmark: _GoBack]The trainers can get quick and detailed feedback if they ask the group one by one or in a small group. The 5-finger feedback can be done verbally or in writing using the “Five-finger feedback” worksheet. Choose which version suits the group best. 
Material:
Flipchart and markers, worksheets and pens (optional)

Time: about 20 minutes (depends on the version you choose) 
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