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This document provides guidance on preparing for and participating in a job interview. It begins with polling questions to assess confidence and nerves about interviews. It then offers tips for making a good first impression through punctuality, attire, and professionalism. Next, it advises researching the organization in advance. The document outlines the three acts of an interview: meeting and greeting, the performance, and the exit. It provides sample dialog for the greeting. It discusses the importance of body language. The document gives guidance on answering questions about personality traits, strengths, weaknesses, and interests/hobbies. It offers examples of positive traits and proficiency traits to highlight. Finally, it recommends practicing a self-introduction and strengths statement to submit forRead less
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	1. The JobInterview
Communicating
Personality Traits
Day  3
 


	2. QUALIFICATIONS
Personality
Traits
  


	3. Today’s Objective
1. Get  ready for an interview
2. Prepare for interview questions about your persona.
3. Get to know English sentence structure,grammar and
vocabulary used in describing persona
4. Get online on your English Discoveries account.
 


	4. POLLING 1
1. Do  you feel confident in your English speaking
skills?
2. Do you feel nervous when you want to have a job
interview?
 


	5. Getting ready for  an interview
 


	6. First Impressions Count
To  make a good first impression:
• arrive on time
• dress smartly
• smile when you meet people
• be professional as soon as you enter the building. The receptionist
and anyone else you meet might tell the interviewer what they think
of you.
 


	7. Research the Organization
◦  Use the internet, business or industry magazines and
brochures to find out information.
◦ Speak to anyone you might know who has or does work
there.
◦ Prove that you are serious about getting the job
 


	8. Acts of an  Interview
Act I: The Art of Meeting and Greeting
Act II: The Performance
Act III: The Exit
 


	9. Act 1: The  Art of Meeting and Greeting
I: Please, come in and take a seat.
C: Thank you, Sir/Madam.
I: Hello. What is your name?
C: Good morning, Mr/Mrs/Ms/Andi/Tina.
My name is John Gill. It’s a pleasure/Nice/Pleased to meet you.
I: How do you do?
C: How do you do. My name is….
 


	10. Act 1: The  Art of Meeting and Greeting
I: Hello. Nice to meet you, too. Thank you for coming.
C: Thank you for having me.
I: How are you, today?
C: I’m very well, thank you. And you?
I: Fine, thanks. Would you like a cup of coffee or something to drink
before we begin?
C: No, thank you. I’m fine.
I: Ok, then. Let’s get started.
 


	11. POLLING 2
1. Do  you think body language & gestures are important in a job
interview?
2. Do you know how to express your strengths & weaknesses in a job
interview?
 


	12. Tipene Roberts
100 Jubilee  Street, Tupelo, Pukekohe 1234
055 555 5555
tipenerobertswork@email.com
OBJECTIVE
Recent school leaver looking for a building apprenticeship.
PERSONAL STATEMENT
I’m a mature, fit and positive school leaver wanting to get into the building industry. I’d like to take
my NCEA workshop technology skills and my work experience on building sites and apply them to
an apprenticeship role. I learn quickly, have good attention to detail and work well in a team.
TECHNICAL SKILLS
Full driver’s licence
Current First Aid Certificate
Site Safety Foundation Passport
Microsoft Office skills
PERSONAL SKILLS
Willingness to learn
Gateway work experience on building site
Studied credits towards a New Zealand Certificate in Carpentry while at school
Teamwork
Member of school water polo team
Problem solving
Competed in New Zealand Engineering Science Competition
EDUCATION
Tupelo High School
Pukekohe
2015-2018
NCEA Level 2
Subjects: Construction and mechanical
technologies, processing technologies, te reo
Māori, physical education, mathematics
WORK HISTORY
Potatoland
Pukekohe
2016, 2017, 2018
Potato picker
Picked potatoes
Weeded potato fields
Graded and packed potatoes
WORK AND VOLUNTEER EXPERIENCE
Workbuild Ltd
Auckland
February 2018
Work experience labourer
Cleaned work environment and made it safe
Loaded and unloaded trucks and sorted stock
Lifted and nailed frames and sheets for a house
SPCA
Pukekohe
2017
Volunteer
Cleaned animal cages and dog runs
Fed animals and walked dogs
ACHIEVEMENTS
Construction and mechanical technologies school award 2017
INTERESTS
Water polo, upcycling old furniture, triathlons, kapa haka
REFEREES
Geraldine Eze
Building site manager
Workbuild Ltd
077 777 7777
geraldine.eze@workbuild.co.nz
Stephen Ropati
Owner
Potatoland
088 888 8888
stephen.ropati@potatoland.co.nz
 




	15. Act 2: The  Performance –
Talking about personality traits
Questions about your persona:
1. Questions about you
2. Questions about your strengths
3. Questions about your weaknesses
4. Questions about hobbies/interests
 


	16. 1. Questions about  you
Sample questions:
• Tell us something about yourself.
• How would you describe yourself?
• Can you talk to us about yourself?
 


	17. 1. Questions about  you
Sample answers for Fresh Graduate:
◦ I’m currently a student at XYZ University where I am very active in
the school’s student council association. As a representative for my
class, I’ve helped organize various fundraising events. This has really
helped me become comfortable handling money, which is a reason I
think I would make a great fit as a cashier at your company.
◦ Hi, my name is Paul and I’m a fresh graduate of ABC University. I
studied Human Resources Management because I really enjoy
working with people and I’m fascinated with the role of people in
the building and operating companies.
 


	18. • Present Simple  to express permanent situations, habits, routines,
facts
• Present Continuous to express temporary situations, actions in
course
• Present Perfect Simple/Continuous to express:
– general experiences in the past without detailing when and where
– experiences which began in the past, but are still in course
(unfinished actions)
• Past Simple to describe finished actions in the past at a given,
specific, or implied moment and place.
Useful Grammar:
 


	19. 2. Questions about  your strengths
Sample questions:
• What are your greatest strengths?
• What would you say your strongest assets are?
• What are your most positive aspects?
 


	20. Include 3-4 positive  character traits:
Adaptable Trustworthy
Flexible Honest
Hard-working Efficient
Reliable Determined
Friendly Competent
Loyal Open-minded
 


	21. Include 3-4 proficiency  traits:
Achiever Expert
Initiator Detail-oriented
Mediator Team-player
Quick-learner Problem-solver
Leader Multi-tasker
 


	22. Nouns to define  your traits:
I’m a good multi-tasker.
Adjectives to express traits:
Colleagues say I am friendly and competent.
Adverbs to modify degree:
• For gradables: very, quite, rather, really,
exceptionally, particularly
I can work exceptionally well under pressure.
• For ungradables: really, absolutely
My managerial skills are really amazing.
 


	23. Do not oversell  yourself. Rather, state what you can do very well.
I would say I am an honest, reliable, hard-working person.
People say I am friendly and resourceful.
My organizational skill is one of my greatest strengths. In my previous administrative
assistant position, I restructured the office filing system to make it easier to access
client charts and information quickly and efficiently
I am a good team player. Every time there is an event in my school, the chair of the
event always asked me to be a committee member. They said that I am helpful and
easy to get along with others.
Sample answers:
 


	24. Sample questions:
• What  are your greatestweaknesses?
• Which aspects or areas of yourself are you improving or
would like to improve?
3. Questions about your weaknesses
 


	25. The trick in  answering this interview question is to select a weakness that you
have been actively working to overcome. Maintain eye contact when discussing
possible uncomfortabletopics like personal weaknesses.
“I’m a shy person, but I am learning to be more confident. I meet more people,
and make new friends. Now I join a vlogger club to
“My biggest weakness is I don’t have much experience in …… But I’m a fast
learner. I liketo learn new things.”
Sometimes, I have trouble with time management. Now I’m making a
schedule for my tasks and I try to do the tasks according to the schedule.
Sample answers:
 


	26. Useful Grammar:
Linking words  for contrasting:
but, however, while, whereas, nevertheless
For example:
I am a little shy, but I am taking a recital course to improve
my confidence.
 


	27. Mistakes to Avoid  While Talking About
Yourself
• Reciting the information written on your CV or cover letter
• Telling your entire life story from birth
• Answering back with a question like, “Yes, what would you like to
know?”
• Presenting a long speech or a monologue featuring you
• Answering in just one line like, “I am Bryan, an excellent website
designer.”
• Talking about your own views on politics, religion and race
 


	28. Practice
1. List down  your positive traits for the job that you are applying.
Remember what you put down on your CV.
2. Explain what you did to provethose traits, in 2 minutes with 4
sentences maximum.
3. Practice it in the class.
4. Your friends will ask you questions.
5. At the end of the day, submit your video recordingcontaining your
self-introduction and strengths in the portal.
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