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	Activity 1: Interview Tips
Complete the following activity individually.   



1.	Mention FOUR helpful tips that a learner can use to prepare for an interview. 		   (4 × 1) (4)
	_________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.	Describe TWO techniques an individual can use to calm their nerves before an interview.   (2 × 2) (4)
	_________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[Total: 8]
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	Activity 2: Preparing for an Interview
Complete the following activity individually.   



You will now prepare for a mock interview that will take place in class with one of your peers. Use the questions below to help you prepare your answers. Remember, you are only making brief notes to help guide you during the interview. Hint: Use your CV as a starting point and build your answers from there.

	Question
	Notes

	Tell us a little about yourself.
	


	Why are you interested in this job? / Why do you think you are a suitable candidate for the position?
	

	What skills do you have to offer?
	


	What are some of your most important achievements?
	

	Do you enjoy problem-solving? / Describe a recent situation where you used problem-solving skills.
	

	We value teamwork. What qualities or skills would you bring to working in a team?
	

	Where do you see yourself in five years’ time?
	


	Do you have any questions you would like to ask the interviewer?
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	Activity 3: Work Ethic
Complete the following activity individually.   



1.	Read through the 13 key ingredients of a strong work ethic below. Rate yourself by colouring in the number of stars that best describes you:
★ 1 star – I really need to work on this.
★ ★ 2 stars – I’m doing okay, but still need improvement.
★ ★★ 3 stars – This is one of my strengths.
	Work ethic quality
	Self-rating

	Conscientious – Do you put effort and care into your work?
	☆ ☆ ☆

	Dependable – Can others trust you to do what you say you will do?
	☆ ☆ ☆

	Respectful – Do you treat others with kindness and consideration?
	☆ ☆ ☆

	Courageous – Do you face challenges instead of avoiding them?
	☆ ☆ ☆

	Cooperative – Do you work well with others as part of a team?
	☆ ☆ ☆

	Dedicated – Do you show commitment and loyalty to your responsibilities?
	☆ ☆ ☆

	Honourable – Do you act with honesty and integrity?
	☆ ☆ ☆

	Driven – Do you set high standards for yourself and work towards them?
	☆ ☆ ☆

	Positive – Do you have a positive and willing attitude?
	☆ ☆ ☆

	Accountable – Do you take responsibility for your actions?
	☆ ☆ ☆

	Ambitious – Do you show a willingness to learn and improve?
	☆ ☆ ☆

	Productive – Do you work hard and manage your time effectively?
	☆ ☆ ☆

	Fair – Do you treat others fairly and earn your rewards honestly?
	☆ ☆ ☆



2.	Answer the following questions in full sentences. 
a.	Analyse how an employee's lack of accountability in the workplace could damage professional relationships.								   (1 × 4) (4)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
b.	Critically discuss why open and honest communication is important in the
workplace.						   				 (1 × 4) (4)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[Total: 8]
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	Activity 4: Reflecting on your role-play interview
Complete the following activity individually.   



1.	Use the table below to reflect on your role-play interview. Rate yourself by choosing either 1, 2 or 3 for each statement.

1 – I struggled and need to improve in this area.
2 – I managed reasonably well, but I still need improvement.
3 – I did this confidently and effectively.

	Reflection statement
	Rating (1/2/3)

	I maintained eye contact throughout the interview.
	

	I spoke clearly and paused appropriately between questions.
	

	I feel confident that I could answer similar questions in a real interview.
	

	I communicated my ideas and opinions clearly.
	

	I understood all the questions that were asked.
	

	I came across as professional, but still approachable.
	



2.	Describe actions you can take to improve the aspects you found challenging. 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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 Activity 1:  Interview Tips   Complete the following activity   individually.      

  1.   Mention   FOUR   helpful tips  that a learner can use to   prepare for  an   interview.           ( 4   × 1) ( 4 )     _________________________________________________________________________________   _________________________________________________________________________________ _________________________________________________________________________________ _________________________________________________________________________________     2.   Describe  TWO techniques  an individual can use to   calm  their   nerves before  an interview.   (2 × 2) (4)     _________________________________________________________________________________   _________________________________________________________________________________ _________________________________________________________________________________ _________________________________________________________________________________   [Total: 8]    

 Activity 2:  Preparing for an Interview   Complete the following activity   individually.      

  You will now prepare for a mock interview that will take place in class with one of your peers. Use the  questions below to help you prepare your answers. Remember, you are only making brief notes to help  guide you during the interview.  Hint:   Use your CV as a starting point and build your answers from there.    

Question  Notes  

Tell us a little about yourself.     

Why are you interested in this job? / Why do you  think you are a suitable candidate for the position?   

What skills do you have to offer?     

What are some of your most important  achievements?   

Do you enjoy problem - solving? / Describe a recent  situation where you used problem - solving skills.   

We value teamwork. What qualities or skills would  you bring to working in a team?   

Where do you see yourself in five years’ time?     

Do you have any questions you would like to ask  the interviewer?   

