Interview Techniqgues, CV Writing and Mock Interviews

Interview Techniques and Writing CVs

As part of Ouxr Place ZO20 pupils are required to research
career opportunities, etc in the tourism industry. Schools may ask you to
reinforce pupils’ learning by supporting classroom work around CV writing and
completing job application forms. This lesson plan provides you with a
starting point for such classroom activity.

Masterclass Mentors work with pupils to look at the various stages of finding
employment and applying for a job. Topics covered may include letters of
application, completing application forms, CVs, interview processes,
appropriate dress, preparing for interviews and body languages.

It is useful for this session if you can bring along relevant information from
your place of work, for example company application forms and job
specifications.

This session will last approximately 1 hour 30 minutes (part 1) and up to
an additional further hour (part 2 — completing an application form). A
model session plan is also provided here to help you plan the activity.
Total activity time — 2.5 hours.

Materials Required
1. Copies of ‘role play interview questions’.
2. Copies of a poor/skeleton CV and copies of a good/detailed CV.

2. Copies of blank job application forms from Masterclass Mentor’s
organisation.

3. Copies of Job Descriptions and Person Specifications for relevant
job within Masterclass Mentor’s organisation.

4. Organisational chart — if not included in Numbers 1 and 2 above.
5. Copy of a ‘dummy advert’ for job under focus.
6. Marketing or promotional material on Masterclass Mentor’s

organisation.
7. Pens or pencils for pupils to work with.

8. Flipchart and marker pens (or board and chalk) — to assist in class
discussion.
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