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Unit 11 – Planning for and learning from a job interview
Job interviews
Task 1

When you go to a job interview you will be asked a number of questions. These will be open and closed questions. You need to prepare answers to both types of question so that you do your best at your interview.

Open questions:

•
These cannot be answered with just a “yes” or a “no”.
•
Invite the interviewee to tell a story/give a detailed example.
•
Might have more than one part to them.
An example of an open question: “What is important to you in a job?”
Closed questions:

•
These are often answered by yes or no.
•
Give a specific answer with no detail.
•
Used to build confidence in the interviewee.
An example of a closed question: “Can you start work immediately?”
On the following page is a list of questions you might be asked at an interview for the job below.

You need to identify whether each question is an open or closed question.  
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	Receptionist interview questions
	Open or closed?

	Describe a situation where you solved a problem as part of a team. How did working as part of a team help you solve the problem?
	

	What does ‘good customer service’ mean to you?
	

	A customer is being difficult and rude. How do you go about resolving the situation professionally?
	

	Can you work evenings and weekends?
	

	Would you be comfortable wearing uniform?
	

	Do you have any customer service qualifications?
	

	Reception is busy, filled with customers. How do you go about dealing with everyone’s query as quickly as possible?
	

	Have you worked in a hotel before?
	

	Would you be willing to cover the front of house at our restaurant during busy times?
	

	What is your greatest strength? How do you think this will help you in the role as Receptionist?
	


Now write answers to the open questions. In pairs ask each other the questions to practice your interview technique. You might need to find out about the role of a receptionist before you start.
Task 2
To show that you are interested in working for the organisation you need to prepare questions to ask the interviewer. These should not just be about clarifying your salary or holiday entitlement.  Watch the video clip below to find out why it is important to prepare questions and what sort of questions you could ask.

http://career-advice.monster.co.uk/job-interview/job-interview-questions/questions-to-ask-your-interviewer-video-advice/article.aspx 
You are attending an interview for the job advertised in the above video clip. Think of five questions you could ask the interviewer.
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Task 3
Making a positive first impression at your interview is very important. Watch the video clip below and make a list of the ways to make a positive first impression.

http://career-advice.monster.co.uk/job-interview/job-interview-behaviour/how-to-make-a-good-first-impression-video-advice/article.aspx 
Now select the five ways that you think are the most important. In pairs or in your groups, see if you agree and then discuss any differences.  
	Ways to make a positive first impression
	My five most important ways

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Receptionist required


The Golden Lion hotel has a vacancy for a Receptionist. You will be expected to: 


Greet and engage with customers 


Take room and restaurant bookings over the phone, email and in person


Be positive, friendly and helpful, even when working under pressure


Be available to work evenings and weekends


Minimum 1 year experience in a similar role preferred


Contact Melanie on 0748569873





FASHION SALES ASSISTANT REQUIRED��* Must be 18 or over�* Be able to learn at a fast pace�* Have a fun & outgoing personality�* Have a good work ethic�* Available for FULL-TIME hours��Previous sales experience isn't necessary as we will provide full product and sales training.��In order to meet our expansion goals we need to find ambitious individuals to take our business forward.


�WE ARE LOOKING FOR PEOPLE TO START IMMEDIATELY!��TO APPLY: Send your CV and provide a contact number and email address.








































