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Lesson Element – Communicating information to employers

Unit 12 – Present personal information to employers
Task 1 Using the telephone

There will be times when you need to use the telephone to pass on or request personal information.

Make one phone call and receive one phone call (real or simulated). The phone calls must be observed and/or recorded so that you can review the communication.
Telephone call 1
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Before making the call, write down the key information that you will need:

	


	

	

	


Telephone call 2

After the call, write down the key information you were given:

	


	

	

	


Task 2 – Preparing Answers
Below are some of the most commonly asked questions at interview.  Others are available at:

https://nationalcareersservice.direct.gov.uk/advice/getajob/interviews/Pages/top10interviewquestions.aspx
	How would you describe yourself?

	What is your greatest strength?

	What is your greatest weakness?

	What do you find are the most difficult decisions to make?

	What do people most often criticise about you?

	Do you work well with other people?

	What are your hobbies?

	Is there anything else we should know about you?


Do some research to find out how best to answer some of the questions. 

Use the internet, books, and information sheets or ask people you know for ideas.

Then choose one question and get a partner to ask you the question. Answer the question using the research you have done. 

Ask for feedback on how it went.
Task 3 Planning for interview
You have an interview at a local fitness club that you are keen to work for.

Use the following information to help you with your plan.


Show on the plan below what you will do to plan for this important interview.
Use the internet, books, and information sheets or ask people you know for ideas on what to do.
Things to consider:
· What should I wear?
· What time is the interview?

· How will I get there?

· What do I need to take?

· Who do I ask for?

· Have I got the phone number?

· What do I know about the firm?

· What will I say?



Share your plan with your teacher and ask for feedback.
Call a prospective employer to ask if they have received your job application





Key Information





You receive a call from a prospective employer asking you to attend for interview





Key Information





Job


Receptionist


Local Fitness Club


Full-time shift hours








Interview Plan










