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Unit 4 – People in organisations
Job Applications and Interview – Appendix F
Tasks 2a and 2b – Observer Feedback Form (to be completed by the Observer)
Observers could consider the interviewee’s performance in the following areas.  Write your observations in the table below (add any other areas you feel are appropriate).  Give this completed Observer Feedback Form to your teacher after you have observed the interview.

Did the interviewee:

	Areas of Observation
	Feedback from Observer

	Dress appropriately?


	

	Use appropriate body language (eg did they sit upright, maintain good eye contact with the interviewer(s) and did not fidget)?
	

	Use appropriate tone and manner (eg did they speak clearly and loud enough to be heard)?


	

	Bring a copy of the application pack with them to the interview?
	

	Bring copies of certificates of achievements and identification documents? 
	

	Prepare for the interview (eg knew about the company and able to answer company/job specific questions)?
	

	
	

	
	

	
	

	
	


Task 2c – Review performance – Improvement Plan (to be completed by the Interviewee)
Having read the observations above, complete the Improvement Plan below to record what will you do to improve your performance the next time you attend an interview.
	Feedback from Observer
	What I will do to improve my performance

	
	

	
	

	
	

	
	




