Interviewing Skills Syllabus and Curriculum
Instructor Information:

Chris Hedlund

Hope Gospel Mission

chris@solomonlearningcenter.org
715-225-0682

Course Description:
This class is part of Hope Gospel Mission’s work therapy program.  Residents are required to complete this class prior to Phase Two of the Renewed Hope program, with Work Therapy Purpose and Overview as a prerequisite.  This class is available to non-residents with no prerequisite.  Student must pass a pre-assessment test prior to acceptance and score an 8th grade or higher reading level.

**Please Note** This class has Pre-Course work which needs to be completed and turned in on the first day of class. Pre-Course work is a major part of this class’s final grade. Students are expected to be pro-active in scheduling time to complete this work before class starts.
Course Fees:

Tuition $99.00

Materials $49.00

Total $148.00

Materials Needed:
*A notebook and pens/pencils for note taking. Highlighters are recommended.

*The following textbook/s must be read prior to, and available for study during, the class.


“Acing the Interview” by Tony Beshara

“101 Great Answers to the Toughest Interview Questions” 6th edition, by Ron Fry

These item/s are available in the Solomon Learning Center library for check out.

*A willingness to learn.

Course Objectives:

Interviewing is a selection process that allows the employer to narrow their search to the final candidate.  This course will help students understand how those decisions are made and how to make the best impression possible.  It will also introduce students to a new understanding of how employers think.

Course Schedule:

February 23, 2012 2PM – 5PM

March 1, 2012 2PM – 5PM

March 8, 2012 2PM – 5PM 

March 15, 2012 2PM – 5PM

Schedule is tentative and may change due to scheduling conflicts or student numbers.  Students signed up for this class will be notified of any changes.

Grading:

Grading for this course will be based on the following schedule:

Pre-Course Essay – 10%

Classroom Participation and Role Play Interviews – 30%

Session Questions – 20%

Post-Course Essay – 20%

Session Notes – 10%

Employment Readiness Survey – 10%

A score of 80% is required for passing.  Any missing work will not be scored at zero, it will be scored as incomplete.  A score of incomplete must be completed before successfully finishing the class.

Course Policies:

Cheating is not tolerated.  Any student caught cheating will be dismissed from the class and will receive no credit.  It is expected that the student is there to learn and cheating makes it clear that the student is interested in taking shortcuts instead of getting the most out of the class.  Since this class is taken with the expectation that the student is trying to develop themselves professionally and become a better employee, this type of behavior will be treated just as it would in the workplace.

Along with cheating, plagiarism is not tolerated.  Anything used from another source must be accurately and responsibly quoted as another’s work.  Do not copy out of a book without referencing that as a quote.  To be safe, never copy from anywhere unless using it as an illustration or example, and then note it.  Always write things in your own words as you understand them.

As we learn from the books and the instructors, we also learn from each other.  Class participation is mandatory and your contribution to the class will be part of your final score.

Cell phones and computers are not allowed in the classroom for this course.

If the student insufficiently prepared during the pre-course work, they will be asked to retake the class at another time.

Attendance is mandatory.  In a class with [5] sessions you will miss [20]% of the instruction if you miss one of the scheduled lecture sessions.  Please review your schedule prior to signing up and schedule any appointments that may come up around this schedule.  If an absence is unavoidable, discuss with your instructor prior to missing.  Your instructor will then determine if you may be excused.  If you are excused, the lecture time will need to be made up at another time before completion of the class.  If unexcused, this will result in dismissal from the class.  If this happens, you may retake the class at a later date.  Anything more than 10 minutes will be considered an absence, less than 10 minutes will be a tardy.  Since tardiness is an unacceptable work habit, any pattern of tardiness will need to be discussed with your instructor.

Note taking is required.  It has been determined that the average person forgets about 50% of what they hear immediately and forgets another 25% within 8 hours.  Since the student joins this class with the intention to learn how to be a better employee, the instructor expects that they will take effort as needed to get the most value from this class.  Writing notes and then reading through your notes triples your retention rate.  As you take notes, write down anything you read, hear and think that you feel may be useful for study later.

For the same reason as note taking, it is expected that students in this class will sit with proper posture and unfolded arms.  Studies show that students who sit with closed posture retain 38% less than those who sit with open posture.  Additionally, slouching (poor posture) increases sleepiness, hastens boredom, and leads to a lack of attention, resulting in decreased learning.

School Policies:

See student handbook

Other Information:

Tutors are available during the week for those needing additional help during this class.  Please ask the instructor for an availability schedule if needed.

Curriculum and Outline:

Pre-Course:
All Pre-Course work must be done before the first day of class and turned in before the first class starts. 

Unit title and summary:

Preparation for Interviewing Skills.
1. Read “Acing the Interview” by Tony Beshara

2. Read “101 Great Answers to the Toughest Interview Questions” 6th edition, by Ron Fry
3. Write Essay

In this unit the student will be taught:

The student should have an introduction to the topic and a foundational understanding so the topic can be discussed during classroom time.


After this unit the student should be able to:

The student should be familiar enough with the subject to answer questions and participate in the classroom.


The student will demonstrate their knowledge by:
Writing a 1,000 word essay summarizing what they’ve read prior to the first class session.

Unit 1


Unit title and summary:

1. Introduction

2. Selling yourself

a. Preparation

i. Physical

ii. Mental

iii. Emotional

iv. Learning about the company

v. Practice

b. First Impression

c. During the interview

d. Following up

e. Avoiding expected answers

f. Sell the qualities employers seek


In this unit the student will be taught:

The student will be taught the purpose of an interview and how to make a good impression.

After this unit the student should be able to:

Prepare for their interview.

The student will demonstrate their knowledge by:

The student will complete essay questions at the end of course and participate in role playing exercise.
Unit 2


Unit title and summary:

3. Elements of the interview

a. Discussing pay

b. Reasons for leaving

c. Strengths and weaknesses

d. Convictions

e. Accomplishments

f. How to answer open ended questions

g. Behavior based interviewing


In this unit the student will be taught:

How to answer questions in various standard interview areas.

After this unit the student should be able to:

Have developed answers to questions in these key areas.

The student will demonstrate their knowledge by:

The student will complete essay questions at the end of course and participate in role playing exercise.
Unit 3


Unit title and summary:

4. Making subjective answers objective

5. Body Language in the interview

6. Inappropriate questions

7. Some Do’s and Don’ts for the interview

8. Role playing interviews


In this unit the student will be taught:

The student will be taught to emphasize selling themselves and how to answer inappropriate questions.

After this unit the student should be able to:

Complete a successful interview.

The student will demonstrate their knowledge by:

Students will role play different situations and evaluating each other during class.

Post-Course:
All Post-Course work deadlines will be determined on a class by class basis. The Instructor and class will set a deadline at the end of the last unit. 
Unit title and summary:

Post-course assignments

1. Answer Review Questions

2. Write Essay

3. Turn in Notes

After this unit the student should be able to:

It is expected that after this course a student will understand how employers think and how they make their employment selections.  They will also have understand how they need to sell themselves as the product.


The student will demonstrate their knowledge by:

Answering the following questions and submitting assigned essay.

1. Answer the following questions:

a. List some of your accomplishments:

b. List your weaknesses:  What are you doing to overcome them?

c. What are some of your strengths?

d. Of the top ten qualities that employers seek, which do you have and how will you convince an employer that you have them?

e. How do you plan to dress for your interview?

f. How will you prepare prior to an interview?

g. What are some questions you’re worried about answering?  How are you planning to respond to them?

2. Post-Course Essay

i. Write a 1,500 word essay discussing what you’ve learned from the sessions and books.  Include how you plan to implement what you’ve learned to increase your success as an employee. (approx 5-6 pages, double spaced, 1 inch margins)

ii. Submit your notes for approval and grading.
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