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 Unit 16 – Planning for and reflecting on a job interview
This form should only be used for candidates not using the Candidate Evidence Booklet or if supplementary tasks are to be inserted in to the Evidence booklet.
Level 2

Candidate’s name: 


	Assessment criteria
	Document/Page number
	Attached

(insert ()

	1.1
Outline job details, to include:

· sector

· job title

· name and address of organisation

· employment status

· remuneration

· work pattern

· dress code

· job responsibilities

· sector-specific skills

· transferable skills
	
	

	1.2
Organise personal arrangements for a specific job interview, to include:

· date and time

· location of interview

· name of interviewer 

· travel method 

· travel start and end time

· dress code

· method of confirming attendance

· format
	
	

	1.3
Explain why personal documents are needed for a job interview 
	
	

	1.4
Identify consequences of failing to provide requested  personal documents
	
	

	2.1
Use different sources of information to research facts about the organisation offering the interview 
	
	

	2.2
Identify problems associated with the use of different sources of information
	
	

	3.1
Identify open or probing questions an individual may be asked at a job interview, to include:

· relevance of qualifications

· suitability of own skills or attributes

· career aims

· own availability

· reason for interest in vacancy
	
	

	3.2
Prepare extended responses to interview questions an individual may be asked
	
	

	3.3
Prepare questions an individual will need to ask an interviewer relating to the job or the organisation
	
	

	3.4
Explain the importance of preparing questions to ask an interviewer, to include:

· about the job

· about the organisation
	
	

	4.1
Plan ways to make a positive first impression at a job interview 
	
	

	4.2
Plan ways to make a confident introduction at a job interview 
	
	

	4.3
Demonstrate interview techniques when:

· making a positive first impression

· introducing self

· responding to questions in full

· clarifying interviewer questions 

· asking planned questions

· using communication skills
	
	

	5.1
Evaluate how an individual’s decisions are influenced by information learnt at interview in relation to:

· the job

· the organisation
	
	

	5.2
Reflect on own planning and preparation for a job interview, to include:

· strengths

· weaknesses

· opportunities to improve

· failure to improve


	
	

	5.3
Reflect on personal performance at a job interview, to include:

· strengths

· weaknesses

· opportunities to improve

· failure to improve
	
	

	6.1
Produce an action plan to improve performance for future interviews, to include:

· specific areas of improvement

· actions to take

· support requirements

· start, review and target dates 

· sign off by tutor/sponsor
	
	


The work you submit for assessment must be your own. 


You must not copy from someone else or allow someone else to copy from you.





I confirm that this is all my own work. 


Candidate’s signature............................................................      Date……………………………








2
© OCR October 2013 – version 1

3
© OCR October 2013 – version 1


