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Unit 11 — Plan for and learn from a job interview

Instructions and answers for teachers

These instructions should accompany the OCR Lesson Element ‘Job interviews’ which supports
OCR Awards and Certificates in Employability Skills Unit 11, Plan for and learn from a job interview.
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Unit 11 = Plan for and learn from a job interview

Task 1

When you gotoa jobinterview youwill be asked a number of questions. These will be openand
closed questions. Youneed to prepare answers to both types of question so that you do your best
at yourinterview.
Open guestions:

These cannotbe answered with just a “yes” ora “no”.

They invitethe interviewee tatell a story/give a detailed example.

They mighthave mare than one part to them.
An example of an open question: “Whatis importantto you ina job?*

Closed questions:

An example ofa closet

Onthe follawingpage s a listof questions you might be asked at an interview fortne job below.

You needto identifywhether sach question s an open or closed question

r
Associated materials
Job interviews — Lesson Element Learner Activity Sheets

Expected duration
Task 1 — 30 minutes
Task 2 — 30 minutes
Task 3 — 30 minutes
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Task 1

Learners need to be introduced to the main features of both open and closed questions in order to
complete this task. Learners need to understand that open questions tend to be longer, allowing the
person answering the chance to describe or explain a situation or feature. In contrast, closed
questions are shorter and can easily be answered with a “yes” or “no”, or with a specific piece of
information.

Ask the learners to read the information in Task 1 to help them distinguish between the two types of
question, before asking them to complete the table.

C . . Open or
Receptionist interview questions closed?
Describe a situation where you solved a problem as part of a team. How did o

. pen
working as part of a team help you solve the problem?
What does ‘good customer service’ mean to you? Open
A customer is being difficult and rude. How do you go about resolving the Open
situation professionally? P
Can you work evenings and weekends? Closed
Would you be comfortable wearing uniform? Closed
Do you have any customer service qualifications? Closed
Reception is busy, filled with customers. How do you go about dealing with Open
queries as quickly as possible? P
Have you worked in a hotel before? Closed
Would you be willing to cover the front of house at our restaurant during
. Closed
busy times?
What is your greatest strength? How do you think this will help you in the o
O pen
role as Receptionist?

Learners then need to prepare their answers to the open questions. Working in pairs they should
role play being the interviewer and interviewee. They should research the role of the Receptionist
before they start.
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Task 2

Show the learners the following video clip.

http://career-advice.monster.co.uk/job-interview/job-interview-questions/questions-to-ask-your-
interviewer-video-advice/article.aspx

Individually or in groups, learners can then prepare questions to ask the interviewer about the
Fashion Sales Assistant vacancy.

Learners can then discuss why it is important to prepare questions and answers for an interview.

Task 3

Show the learners the following video clip.

http://career-advice.monster.co.uk/job-interview/job-interview-behaviour/how-to-make-a-good-first-
impression-video-advice/article.aspx

If you are unable to access this clip the script can be printed out.

http://career-advice.monster.co.uk/job-interview/job-interview-behaviour/how-do-i-make-a-good-first-
impression-at-my-interview/article.aspx

From the video the following pieces of advice were given.

How do | make a good first impression at my interview?
e Don't turn up looking a mess.

e Don’t have a scowl on your face.
e Wear appropriate clothing.

e Be well-mannered and positive with the reception staff and anyone else you encounter on
the way to your interview.

e Try to relax and build up some confidence before your interview starts.
e Don’'t avoid eye contact.

e Don’t glance nervously from side-to-side.

e Don'’t play with your tie or fiddle with the zip on your bag.

e Keep your cool.

e Prepare properly for your interview so you are at ease.

e Be positive about everything.
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e Don'’t forget to smile.
e Show interest in what you are being asked.
e Don't ‘diss’ your current employer.

e Show a positive attitude.

Ask the learners to select their five most important ways and then discuss in pairs or with the group.

We'd like to know your view on the resources we produce. By clicking on the ‘Like’ or ‘Dislike’
‘ button you can help us to ensure that our resources work for you. When the email template pops

up please add additional comments if you wish and then just click ‘Send’. Thank you.

If you do not currently offer this OCR qualification but would like to do so, please complete the

Expression of Interest Form which can be found here: www.ocr.org.uk/expression-of-interest

OCR Resources: the small print

OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is required by the Board, and the decision to
use them lies with the individual teacher. Whilst every effort is made to ensure the accuracy of the content, OCR cannot be held responsible for any errors or omissions within these
resources.

© OCR 2015 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is acknowledged as the originator of this work.

OCR is aware that third party material has been used within these resources, but it has not been possible to acquire permission for use of this material.
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