
Ch. 9 Section 1 Notes 

 
An interview is a formal two-party communication in which at least on of 

the participants has a set purpose or (a purposeful conversation). 

Ethics in Interviewing 

 

 Don’t lie (if you lie during an interview and the employer finds out he 

will no longer trust you or believe what you say) Always tell the 

TRUTH!!! 

 Do not talk bad about a previous employer 

 

Two roles during an interview: 

1. IntervieweR- the one who goes into the interview with a set purpose 

and keeps the interview on track. 

2. InterviewEE- is the one who provides information to the interviewer. 

 

I. IntervieweRs responsibilities: 

A. Set the goal and structure 

1. Is it formal or informal? 

2. How many people will be involved in the interview? 

3. What do you want to find out??? 

a) For example: Your parents interview you about where 

you are going - to decide if its OK. 

B. Prepare and ask questions 

a) List questions ahead of time. 

C. Control the direction of the discussion 

a) Makes sure the interviewee does not get off 

subject/task. 

 



 

I.  IntervieweEE Responsibilities 

A. Provide Clear, Complete, and Appropriate Answers 

1. For Example: If an “R” asks, “What were your responsibilities 

at your last job?” and you reply, “I had a lot of 

duties”  - DOES NOT ANSWER THE 

QUESTION! 

 

B. Gather Information- although the “R” will find out most of the 

information from you – you still need to ask questions to help clarify 

information and find out new information. 

 

 

 For an interview to be successful you need both parties to actively 

participate.  

 In other words, both must ask questions, listen to each other, and 

provide feedback to each other. 

 

Types of Interviews: 

1. Information-gathering 

2. Information-giving 

3. Employment 

 

 

1) Information-gathering- the interviewer gets information from  

an “EE”. 

A. Two Types: Survey interviews and investigative interview 

 

a) Survey interviews- you gather information from a number of people to 

draw conclusions, make interpretations, and determine future actions, 

and consumers’ reactions to a product. (this is just a typical survey 

you fill out) 

 

b) Investigative interviews- is when the interviewer uses questions to 

find out unknown information. This information is usually used to 

find the cause of an event. 



(i) For example: journalist, police, principals, your parents, 

etc. 

 

2. Information-giving interview is one in which an interviewer gives 

information to an “EE”. (Three Types) 

A. Performance appraisal- an evaluation of how well you have 

done over a set period of time. 

a) Report cards, teacher evaluations 

 

B. Counseling interview- occurs when an “R” helps an “EE” 

decide on a course of action. 

a) For example: School counselor and courses you take or 

a psychologist and a patient. 

C. Employment interview- is a process employers use to judge 

whether a job candidate is qualified and well suited for a 

position. 

a) During an employment interview, an employer 

investigates a prospective employee’s experience, 

motivation, education, and personality, among other 

considerations, and decides which  “EE” is best suited 

for the job opening. 

 
Chapter 9 Section 3 Notes 

Appropriate Dress  

 

Make a good first impression by dressing appropriately, behaving correctly, 

and speaking properly. 

 

First Impression Check List 

 Do you have confident posture? (sit up straight) 

 Are you smiling? 

 Are you dressed appropriate? 

 Are your clothes neat and clean? (Iron if necessary –wrinkles are not 

professional. Also tuck in your shirt and wear a belt. Don’t wear 

muddy shoes) 

 Do you seem relatively (for the most part) calm? 

 Do you seem outgoing and energetic? 

 

 

 



 

How To Dress Appropriate 

1. The specific type of interview affects the way you dress. 

EX: Jeans and a nice shirt may be all you need to a lifeguard position. 

 

2. If you are unsure on how to dress it is always better to overdress rather 

than under dress. 

 Ladies be cautious of the length of your skirts and low cut shirts 

 Ladies and young men dress pants (khaki’s) is always nice. 

 Young men tuck your shirt in and wear a belt.  

 Young men don’t wear pants that hang down to your knees 

 

Behavior during an interview 

1. Have confidence (NOT ARROGANCE) 

2. Use eye contact 

3. Be energetic and positive  

4. Listen carefully 

6. Watch your body language – stand tall, sit up straight, do not cross your 

arms. 

 
Resume Notes 

 

An interview is a purposeful conversation. 

 

The employment interview process is like a sale. 

 

 In this case, you are the product. 

 You must come prepared to talk all about yourself in order for the interviewer 

to “buy” you.  

 

A resume is a short sketch of your accomplishments, not a complete autobiography. 

 

 The seven parts of a resume include: 

1. Identification 

2. Your objective 

3. Education 

4. Technical Skills (computer) 

5. Work History or Experience 

6. Personal Data (could be organizations, hobbies, honors, awards, etc.) 

7. References 



 

Seven Parts of a resume includes:  

 

1. IDENTIFICATION - At the top of the page in the center put your: name, address, and 

phone number (email if you have one). 

 

2. OBJECTIVE - Creating an objective helps clear your focus. 

 Ask yourself, “What is the purpose of this resume?” 

 Typical objectives: 

– To seek a hostess position at Cheddar’s. OR 

– To obtain a cashier position at Market Basket. 

 

3. EDUCATION - Put your educational background near the top of your resume.  

 Name of school, location, GPA, and when you graduated or will graduate. 

 

4. TECHNICAL SKILLS - This is where you need to list all of your computer skills. 

(Word Processing, Excel, Power Point, cash register, etc.) 

 

5. WORK HISTORY (EXPERIENCE)- List your jobs starting with the most current. 

Always use action verbs to describe your job. 

 List your job responsibilities here. Use present tense if it is a job you currently 

hold; use past tense if it’s not.  

For example:  

Playground supervisor (October 14, 2008- January 28, 2009) 

 Worked with other leaders to run a playground for elementary age children. 

 Created lesson plans 

 Coordinated games with other playground leaders. 

 

6. PERSONAL DATA - List all sports teams, activities, clubs or organizations you 

belong to (make sure to highlight/write down any leadership positions you have held) 

 This section might be label: awards, honors, (for high school only) extra-

curricular activities 

 This is also an excellent place to list any community or volunteer service 

you performed. 

 

7. REFERENCES - At the bottom of your resume state: References will be provided 

upon request 

 

 

 

 

 

 

 

 



I. Tips on Writing a Resume… 

 

 Make it look good. Words should not be smear and paper should be clean and not 

bent. 

 Keep it to one page. It should be a one page fact sheet over you. 

 Focus on your strongest assets. 

 Proofread your resume before submitting. Remember spell check doesn’t catch all 

of your mistakes. 

 Be Positive- show confidence 

 Be Brief- try to keep your resume to 1 page 

 Stick to the facts- if you can’t back it up don’t say it 

 Keep your language clear- use plain, formal English 

 Keep your eye on your goal- emphasize your strengths 

 

 

 

(Sample RESUME NEXT PAGE) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Lindsey Smith 
115 Piney Point 

Hamshire, TX 77622 

(409) 759-5979 

Email: lsmith@HOTMAIL.COM 
 

 

Objective:  To obtain a position as a hostess at Pappadeaux’s. 

 

Education:  Hamshire-Fannett High School – Hamshire, TX 

        Graduation date: May 2010 

        GPA – 3.85  

 

Experience: 
  Matt Hanson (fall 2008-present) Beaumont, TX 

 Change diapers 

 Assist in daily activities 

 Prepare meals 

 

Anne Self (August 2007-May 2008) Sour Lake, TX 

 Taught math 

 Tutored in other subject areas 

 

Beth Willis (summer 2007) Sour Lake, TX 

 Taught math 

 Assisted with other studies 

 

Honors/Awards: 
 Honor Roll (3 years) 

 All-District softball (3 years) 

 All-District volleyball (2 years) 

 Who’s Who Among American High School Students 

 Top Ten in senior class 

 National Honor Society 

 

Computer Skills: 
 Microsoft Word 

 Microsoft Publisher 

 Microsoft Excel 

 Microsoft Power Point 

 

References:  Provided upon request 
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