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Unit 4A:  Being interviewed for a job  

Introduction to the teachers' toolkit 
 

Unit 4 is designed to support you in guiding learners through the process of preparing 
for a job interview. To prepare for Unit 4, we recommend consulting general guides and 
websites offering advice for job interviews as well as sources specific to the country 
and linguistic setting you are teaching in.  
 

“Overview of tasks + aims” table below provides information about the average duration 
of tasks, additional materials, and professional development tasks.  

Unit 4 Being interviewed for a job 

Activity/Task Title 
Approx. 
Duration 

Additional 
ideas for 
teaching 

Teacher 
Professional 
Development 

Tasks 

Activity 1 Preparing for the interview  

Task 1.1 Define your vision 30 Min x x 

Task 1.2 Finding job offers 60 Min x  

Task 1.3 Finding out about the workplace 30 Min x x 

Task 1.4 Workplace culture 20 Min x x 

 

Activity 2 Matching your profile with the job requirements 

Task 2.1 Job skills 50 Min x  

Task 2.2 Skills you have 15 Min   

Task 2.3 Skills that you don't yet have 45 Min x x 

 

Activity 3 Preparing for the interview questions 

Task 3.1 Preparing for questions that interviewers 
might ask 

45 Min x x 

Task 3.2 Providing effective responses in an 
interview 

45 Min x  

Task 3.3 Dealing with difficult questions 30 Min  x 

Task 3.4 Preparing your questions to the 
interviewer 

20 Min x  

 

Activity 4 Organization: getting ready for the interview 

Task 4.1 How to dress appropriately 20 Min  x 

Task 4.2 Bring alongs 15 Min x  

Task 4.3 Getting to the interview 20 Min  x 

 

Activity 5 Verbal and nonverbal communication  

Task 5.1 Greetings 20 Min x x 

Task 5.2 Introducing yourself 20 Min x  
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Task 5.3 Reflecting on nonverbal communication 15 Min  x x 

Task 5.4 Body language 30 Min x  

Task 5.5 Emotions in a job interview 20 Min  x 

Task 6 My top 10 for making a good first 
impression 

20 Min x  

Task 7 Saying goodbye 20 Min x  

 

Activity 6 What you should do after the interview  

Task 1 Positive thinking 20 Min x x 

Task 2 Flower-power 30 Min x  

Task 3 Finally, you got your reply 20 Min x x 

Task 4 Achievements, improvements, and next 
steps 

15 Min x  

 

Extension Practicing the real deal    20 Min                    x  

 

 
All pictures in this Unit are taken from copyright-free online sources. Pictures in these 
websites are released under Creative Commons CC0:  
Bing (https://www.bing.com/?scope=images&FORM=HDRSC2), Pixabay 

(https://pixabay.com/), Flickr (https://www.flickr.com/), or Unsplash (https://unsplash.com/).   

https://www.bing.com/?scope=images&FORM=HDRSC2
https://pixabay.com/
https://www.flickr.com/
https://unsplash.com/


 

The European Commission support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained 
therein. 

Activity 1  Preparing for the Interview 
 

Unit A 4 Being interviewed for a job 

Activity 1 Before the interview: Preparing for the 
interview 

Duration 2 hours and 20 minutes 

Rationale Identification of students’ professional 
preferences, finding jobs to apply for, 
learning about a company’s culture 

Focus Related to finding out about a job 

PICC skills Ability to find suitable employment 
opportunities 

 

 
 

Before you teach: 

 

• Before you start teaching, check the links and resources at the end of this 
document. You might find them helpful before you start teaching Unit 4. 

 

Preparation 

Some activities require in this unit a PC or laptop with internet connection. For all the 
tasks that follow, students should select a job offer – ideally, one they would truly like to 
apply for but if there is nothing suitable, they can choose any related job that can be 
used throughout the following activities. 

 

Throughout the unit, activities are broken up into 3 or more tasks. The tasks should be 
studied in the order in which they appear, but it is also possible to skip a task. There 
are variation and extension activities to some of the tasks, which you will find at the 
end. 
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Task 1 Define your vision 
 

Aim:  To formulate concrete career-goals 

 

Rationale:  This activity is designed to help students become clear about which 
goals they want to achieve. It should help finding a focus and clear 
sense of direction  

Duration:        30 minutes 

 

Procedure:   
 

1. Get students to work in pairs or small groups and 
brainstorm their career plans in form of a vision, a series 
of milestones or goals. This could be presented as a 
ladder, with some indication of time:  
 

2. Collect and summarise responses on the board. Feed in 
language and new vocabulary as needed.  

3. Get students to compare their stated goals as stated in 
English with their L1. How does the expression of a 
career plan vary from one language or profession to 
another?  

 

 

 
  

 

TIP 

Always keep in mind different cultural and personal backgrounds of your 
students. Make sure they know that they always have a choice of what 
they would (and would not) like to share. 
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4. Explain to students the notion of SMART goals: 

 

Scientists have found that goals are more likely 
to be achieved if they are SMART. Ask your 
students to go back to their formulated goals and 
check if they are: 

Specific – your goal should be clear and 
specific. The more precise you are about what 
you wish to achieve, the bigger chances that you 
will attain your goals. 

Measurable – if your goal is set in a way that 
you can keep track of your progress, it is 
measurable. Measurable goals go hand in hand 
with goals that are specific. 

Attainable – you should estimate whether the 
goal you set for yourself is attainable for you. 
Attainable goal is also a realistic goal. You will 
probably need to invest lot of your time and 
energy, and it might be challenging, but it should 
not be impossible. 

Relevant – Think carefully if your goal is relevant 
to you. Do you really want to do it? How much does it matter to you? Do you have 
relevant skills? 

Time-bound – set a realistic timeframe for yourself. This will help you to stay focused 
and work towards what you really want.  

 

Setting SMART goals can help your students to clarify their own wishes for the future 
and think of ways to achieve them.  

 

 

Tip 
You might want to prepare for teaching these exercises by doing them yourself. Having 
had the experience yourself, you might find it easier to guide learners through it. 
Moreover, you could provide an example when your students have difficulties in 
breaking down a broad idea of what they would like to do into more concrete goals.  
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Task 2 Finding job offers 
 

Aim:  To help students identify key information in job advertisements 

 

Rationale:  This activity is designed to help students find job-related information 
online, share their own experiences, and collaborate 
with each other 

Duration:        1 hour 

 

Procedure:   

 

Part 1: 

1. Ask your students what job-search engines and websites they have been 
using. Have them share the websites with the class – remember your 
students are a valuable resource for each other locally. In addition, your 
knowledge as a local can be extremely valuable for job seekers, so it can be 
useful to come prepared perhaps with your own suggestions.  

 

 

2. Knowing key words in the language helps learners to quickly scan the job 
advertisement for the information they need. Work with learners in 
brainstorming a list of useful keywords in the target language. For example: 
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Dutch keywords 

   

Vacaturetekst 

Werkaanbod 

Zoeken 

Reageren 

Deeltijd 

Voltijd 

Vaardigheden 

Opleiding 

Documenten 

Versturen per e-mail 

Ervaring 

Taalvaardigheid 

Leidinggevende positie 

Motivatiebrief 

CV 

Missie 

Vereisten/voorwaarden 

German keywords  

 

Stellenanzeige 

Job Angebot 

Job Inserat 

suchen 

bewerben 

Teilzeit 

Vollzeit 

Fähigkeiten 

Kenntnisse 

Bewerbungsunterlagen 

Dokumente 

senden 

per e-mail 

Erfahrung 

Sprachkenntnisse 

Führungsposition 

Einsteiger 

 

 

English keywords 

 

Job ad  

Job offer 

Search 

Apply 

Part-time 

Full-time  

Skills 

Education  

Documents 

Send per email  

Experience  

Language skills  

Leading position  

Cover letter 

CV / resume  

Mission statement  

requirements 
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Part 2: 

 

The first step towards finding a well-suited job is knowing what kind of job one wants to 
do. Ask your students to find job advertisements that are similar to their employment 
aims. They may want to look at newspapers, online search-engines, and the local 
employment office.  

In Austria for instance, the public employment service is referred to as “AMS”, which 
stands for “Arbeitsmarktservice”. In the Netherlands, it is called “Werk”, in Germany, 
“Bundesinstitut für Arbeit”, and in the UK, “Jobcentre Plus”.  

More about public employment services in other EU countries can be found by clicking 
here: http://ec.europa.eu/social/main.jsp?catId=105&langId=e. 

 

3. Ask your students to think about three possible jobs that would currently 
appeal to them. 

 

 

4. Now, get your students to think about the following questions. You may write 
them on the board or hand out as discussion cards: 

 
1. How many working hours would you like to do? 
2. What salary would you be satisfied with and could manage on?  
3. How far would you be willing to commute to a job?  
4. How important is it for you that someone speaks your mother tongue in 

the company?  
5. Do you prefer to work independently or in a team? 
6. In what areas of a job would you be willing to compromise? 

 

 

5. On the next page, you can find an example of a job advertisement. Ask your 
students to compare it with the job offer they have found. Look at the 
highlighted elements in the example and identify similar ones in the job offer 
you have found. Answer the questions in the blue boxes. The example job 
offer was taken and adapted from this website: https://at.indeed.com 

  

http://ec.europa.eu/social/main.jsp?catId=105&langId=e
https://at.indeed.com/
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Task 3 Finding out about the workplace 
 

Aim             This task helps students to find specific information about their desired 
workplace from employer websites. 

 

Rationale:  Finding specific information about the workplace is essential for 
preparing for the job interview.  

 

Duration:        30 minutes 

 

Procedure:  

 

Finding out as much as possible about the potential employer (such as workplace 
culture, history, goals, policies, products and employees) in advance can help your 
students to stand out among other candidates and show the interviewer(s) that they are 
a good fit for the employer and that they have taken the interview seriously. One of the 
first things they should look for is the company’s mission statement.  

 

 

 

 

 

 

 
1. Introduce this task by asking learners what information they would expect to 

find on the website of a company or workplace.  
 

2. Brainstorm ideas together on a board or flipchart. Compare the results to the 
questions on the next page: 
 

  

 

 A formal summary of the aims and values of a 

company, organization, or individual. 

OxfordDictionaries.com 
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What is the company’s mission 
statement? 

 

Who are the leading individuals in this 
company? 

 

What do you know about the company’s 
history?  

 

 

What jobs do they currently offer?  

 

What kind of products and services do 
they offer? 

 

What is the latest news and updates on 
their social media? 

 

Tip: Look for 

“About us” 
 

Tip: Look for 

“Careers” 
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3. Now, ask your students to take a look at the table and think about their personal 
response to the company’s mission statement, products, services, positions 
they are offering, and employees. Then have them reflect on the following 
questions: 

• How do you feel about the company’s mission statement? 

• Could you envisage yourself working for this company? 

• How do you feel about working with their products/services? 

 

4. Get students to discuss how this information be used when applying for a job.  
 
 

5. Collect suggestions on the board.  

 

Teacher, now about YOU!  

What is your teacher philosophy or "mission statement" as a teacher? Having a 
"mission statement" for a specific class you teach, e.g. highly skilled refugees, can help 
you to have clarity about what motivates you and what you need to protect and 
maintain your motivation. 
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Tip 

Do not forget about similarities! While it is important to talk about differences 

and find ways to work with them, we need to take care not to construct a 

dichotomy of "us" vs. "them". 

You can use opportunities where learners interpret the pictures in similar ways 

to emphasize commonalities and things they share with the culture they find 

themselves in now. 

Workplace culture includes workplace’s mission or philosophy, values, 

ethics, personnel, work environment, conditions and atmosphere.   

 

Task 4 Workplace culture 
 

Aim:    To help students understand the workplace culture 

 

Rationale: This task provides the opportunity to discuss cultures at different 
workplaces.  You can use this activity to explore cultural 
similarities and differences between their own perspectives and 
those of others. 

Duration:                    20 minutes  

 

 

 

Procedure: 

Typically, we spend a lot of our time in our workplace. Therefore, it is important that we 
feel comfortable in that setting and enjoy the work we do. Knowing about the workplace 
culture can help your students to find out if their personal and professional perspectives 
match with their potential future workplace. Explain to your students that it is important 
to reflect on what aspects of a workplace culture (its mission or philosophy, values, 
ethics, personnel, work environment, conditions and atmosphere) are important for our 
professional wellbeing, where we can compromise and where we feel we cannot. 

 
1. Working in plenary, get students to suggest definitions for workplace culture. 

Elicit ideas about the meaning of ‘culture’ in a workplace setting.  
 
 
 
 
 

2. Use pictures of different workplace settings (see examples below) and get 
students to work in pairs to identify what they feel are the different cultures in 
each setting:  

• What kind of workplaces might the people in these pictures work for?  

• What aspects of the pictures create a traditional/modern work place? 

• Do you imagine that there are different languages spoken in this 

workplace? 

• Might there be a dress code? 

• How comfortable would you feel in a setting like this? 
 

 See answer key at end of Activity 
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3. Have students consider how a particular culture might affect them and their 
application to an organization. Ask them the following questions: 
 

• How do you relate to this?  

• How comfortable would you feel working in this workplace culture?  

• What kind of accommodations do you think you would have to make to fit 
in?  

• What kind of changes in your career expectations might occur?  

• How this might be similar or different to places that you have worked 
before?  

 

 

 
 

 T.1.4 Workplace culture  

This is what many people in Europe would answer: 

1. Picture 1 could be a bank or a more traditional or conservative company  
 Picture 2 could be a modern company with a relaxed working atmosphere, possibly in the technology industry.  

2. Picture 1 – traditional: suits, neat environment, all gathered around one table, formal body language (posture, 
formal handshakes). 
Picture 2 – modern: casual clothing, relaxed work environment – people standing or sitting in different places in 
the room, hierarchy not apparent, relaxed body language (posture, e.g., see the man in red shirt). 

3. Picture 1 – they could possibly be speaking a local language only. 
Picture 2 – they could be using different languages including various local languages and/or English as lingua 
franca.  

4. Picture 1 – Yes. It seems like employees have to wear suits. 
Picture 2 – Maybe, but the dress code might not be strictly regulated.  
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Personal reflection 

• What worked well? Make a note of tasks which appeared to be most successful 
from your point of view as a teacher, and ask yourself why.  

 

• What did not work well? Make a note of tasks which appeared to be most 
successful from your point of view as a teacher, and ask yourself why. 

 

• Take into account how different factors such as professional background, 
language, or individual experiences of migration might have affected the 
students’ approach to these activities. How might the activity be modified or 
adapted? (Think about variations)  
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• Can you think of other resources (e.g. videos, podcasts) that would enrich this 
class? 

 

• How did learners respond to the material?  

 

 

• Did learners have enough time to carry out the tasks? 
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• What would you do differently next time?  

 

 

• What are the characteristics of your classroom culture?  

 

• What is its mission?  
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• What are its values, ethics, personnel, work environment, conditions and 

atmosphere? 
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Activity 2: Before the interview: Matching your profile with a job 
specification 

 
Unit B4 Being interviewed for a job 

Activity 2 Before the interview: Matching your profile with 
a job specification 

Duration 1 hour and 50 minutes  

Rationale This task is designed to help students to 
formulate arguments about why they are the 
right person for the job. For this, they need to 
be aware of their strengths and skills they have 
yet to develop. 

Focus Related to fitting students’ profile within the job 
specification  

PICC skills Create awareness of the students’ skills, 
strengths and areas of improvement 

 

Before you teach 

  

The following websites may be of use in preparing for this unit. 

    

English: https://www.thebalancecareers.com/interview-

questions-about-your-abilities-2061236 

 

https://www.forbes.com/sites/ashiraprossack1/2019/02/23/highlight-

skills-job-interview/ 

 

German:  

http://www.deutsch-am-

arbeitsplatz.de/fileadmin/user_upload/PDF/Handbuch_bewerbungstraining_w
ege.pdf 

 

https://lernox.de/blog/2017/08/das-bewerbungsgespraech-bewerben-auf-
deutsch/  

 

https://www.hueber.de/im-beruf  

 

Dutch:  

https://werk-portal.nl/#/programmas/taal/taal-en-werk  

 

https://www.werk.nl/werk_nl/werknemer/solliciteren/ontwikkeluzelf/nederlands 

 
  

https://www.thebalancecareers.com/interview-questions-about-your-abilities-2061236
https://www.thebalancecareers.com/interview-questions-about-your-abilities-2061236
https://www.forbes.com/sites/ashiraprossack1/2019/02/23/highlight-skills-job-interview/
https://www.forbes.com/sites/ashiraprossack1/2019/02/23/highlight-skills-job-interview/
http://www.deutsch-am-arbeitsplatz.de/fileadmin/user_upload/PDF/Handbuch_bewerbungstraining_wege.pdf
http://www.deutsch-am-arbeitsplatz.de/fileadmin/user_upload/PDF/Handbuch_bewerbungstraining_wege.pdf
http://www.deutsch-am-arbeitsplatz.de/fileadmin/user_upload/PDF/Handbuch_bewerbungstraining_wege.pdf
https://lernox.de/blog/2017/08/das-bewerbungsgespraech-bewerben-auf-deutsch/
https://lernox.de/blog/2017/08/das-bewerbungsgespraech-bewerben-auf-deutsch/
https://www.hueber.de/im-beruf
https://werk-portal.nl/#/programmas/taal/taal-en-werk
https://www.werk.nl/werk_nl/werknemer/solliciteren/ontwikkeluzelf/nederlands
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Step 1: 

 

Students should take the job advert of their choice from the last activity, read it 
through and do the following:  

 
• Underline the qualifications that they don’t have yet or have only partially 

• Think about their work history. Ask them whether at any point in their 

career, they had done something similar or comparable in terms of skills?  

 

Step 2: 

 

Have a group discussion with your students: 

 

• Do you believe that you can learn new skills?  

• Are there any skills you believe you cannot learn or change? 
• Watch the video to see how you can develop a positive mindset about 

your development and growth. 
https://www.youtube.com/watch?v=JswZaKN2Ic   

https://www.youtube.com/watch?v=JswZaKN2Ic
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Task 1 Job Skills  
 

Aim  To help learners anticipate the skills required in a role from the 
perspective of the employer 

 

Rationale This task helps the students to look at a role from the 
perspective of the employer, promoting empathy and awareness 
of what employers are looking for in a candidate.  

Duration:                   50 minutes 

 

Procedure  

 

1. Get learners to think about a particular role they have performed in a previous 
job. Working individually, have them make a list of the skills needed to carry 
out this role.  
 

2. Have the students compare and identify ‘essential skills’ and ‘desirable skills’ in 
two separate columns. These can also be organized in mind maps:  
 

 
 

3. Have the students compare their lists with a classmate and reflect on which 
jobs maybe have skills which overlap or are comparable. Are there some 
‘universal’ skills for all jobs?  

 

4. Whole class discussion. Debrief from the pair work. Discuss how to determine 
what are essential skills and what are desirable skills in a particular role? 
 

5. Using these ideas, have students write an advertisement for a job, for their own 
profession, specifying essential and desirable criteria.  
 
Some learners might find it difficult to take over the employer's point of view. 
They can be helped by giving them a concrete example, such as: "Imagine you 
are the head of a small, exclusive shoe factory with only 5 employees who still 
make shoes by hand. They are looking for someone to create a marketing 
strategy for the company."  You could also take a local company which is near 
the place you teach, or better yet, ask your students to come up with an 
example and work towards coming up with the job skills together.  
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6. Whole class discussion. Which skills can be checked through the written 

application and which are best determined by an interview?  

 

 
  

Tip 

Remember that your students come from different fields. Give them opportunities to talk 
about their professions and share their own expertise. Tasks can be adapted accordingly to 
allow students to bring in their own perspectives. 
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Task 2: Skills you already have 

 

Aim   For students to identify their strengths 

 

Rationale  Identifying one’s own strengths and skills helps boosting their 
self-confidence, which is very important when applying for an 
interview and being interviewed 

Duration:        15 minutes 

 

Procedure:  

Ask you students to 

 
1. Revisit the skills needed for the job advertisement they worked on 

previously, as them to think about how well their strengths match with these 

desired skills. Ask them to consider: Where you would position yourself on 

the scale from 1“I am completely unskilled in this” to 10 “I’m a pro”? 

 

Skills Scale                                                                                 

 

  

 

e.g. Organizational skills 

 

 

 

 

 

 



 

The European Commission support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained 
therein. 

  

Task 3: Skills that you don’t yet have 
 

Aim To reflect on the skills students don't yet have (but which are 
required in a particular role) and how to discuss them in the 
interview 

 

Rationale By sharing their experiences and strategies, the students will 
encourage and help each other how to address problems, 
develop and grow. This task also consolidates what the students 
have learned in Activity 1.  

Duration                    45 minutes (including extension task) 

 

Procedure:  

1. Tell your students that in a search for a job, they should be aware of the 
possibility that they might not be a 100% suitable for that job. In fact, that can 
be the case for many applicants! It is rare to find a perfect fit, but the good news 
is that some companies may be willing to train new employees if they recognize 
their potential. Encourage your students by telling them that the invitation to a 
job interview is an indicator that the employer has an interest in them. So, the 
skills they already have are a great strength to build on.  

 

 

2. Begin by giving an example of a skill you had to develop to become the teacher 
or person you are today. Get students to ask you questions about the skill and 
how you acquired and developed it. 
 

3. Your learners might have had similar, or even totally different experiences. Ask 
them to share with the class their experiences and strategies that have helped 
them to develop desired skills. Write on the board or create a poster or padlet if 
your students have access to technology (see https://padlet.com/). Helping 
students to practise and develop their digital literacy and technology confidence 
can be useful additional skills to promote through classroom activities where 
possible.  

 
  

 

Don't let yourself be discouraged by idealized candidate-profiles!  

In German, there is an imaginary animal called "Eier-legende Woll-

Milch-Sau", which represents the idealized candidate who can 

supposedly do everything:  

A magical pig that lays eggs, grows wool and gives milk. There is no 

such idealised animal! 

Tell your students not to hesitate to apply, even if they do not fulfil all 

the criteria! 

 
picture by S. Radinger 

https://padlet.com/
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Extension Task: 

 

4. Often, we don’t notice that we are making progress. This task can help your 
students to more readily see how much they have developed. Ask your 
students to draw a long line on a piece of paper. Next, have them mark out 16 
points. The line should look like the one above, only with more points:  

 

Point 1: I have just started 
Point 2: I can find a job offer that suits my wishes and qualifications 

Point 3: I can find information about companies and use it to improve my 
application 

Point 4: I can recognize my strengths and weaknesses and use this to convince 
the interviewer 

Point 5: I can anticipate questions interviewers might ask  

Point 6: I can prepare effective answers 

Point 7: I can prepare my own questions for the interviewer 

Point 8: I can decide on appropriate clothing and appearance 

Point 9: I can think in advance and bring along relevant documents to the interview 

Point 10: I can find my way to the interview on time 

Point 11: I can greet the interviewers in a professional manner 

Point 12: I can introduce myself appropriately 

Point 13: I can reflect on my body-language to make a good impression 

Point 14: I can employ strategies to improve my professional skills 

Point 15: I can motivate myself to think positively about my job search 

Point 16: I feel fully prepared for the next opportunity 

 

Ask your students to keep this till the end of the course and mark each step 
throughout!  

 

Teacher, now about YOU!  

Think back to your first teaching experience and look at where you are now. List the 
things you have accomplished and are able to do now that you could not do when you 
started teaching. Reflect on how important it is to feel a sense of progress.  
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Personal reflection 

• What worked well? Make a note of tasks which appeared to be most successful 
from your point of view as a teacher, and ask yourself why.  

 

• What did not work well? Make a note of tasks which appeared to be most 
successful from your point of view as a teacher, and ask yourself why. 

 

• Take into account how different factors such as professional background, 
language, or individual experiences of migration might have affected the 
students’ approach to these activities. How might the activity be modified or 
adapted? (Think about variations) 

 

 

 



 

The European Commission support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained 
therein. 

 
 

• Can you think of other resources (e.g. videos, podcasts) that would enrich this 
class? 

 

• How did learners respond to the material?  

 

 
 

• Did learners have enough time to carry out the tasks? 
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• What would you do differently next time?  

 

 

• Have you ever overcome a challenge in your professional development that you 

thought was unmanageable? How has this experience influenced your teaching 

and/or sense of self? How could you share this experience with learners to help 

their professional growth? 
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• For many, it can be uncomfortable to talk about one’s strengths, but this is 
important for wellbeing and knowing how to build on these in the workplace. 
Everyone has strengths. What are your strengths as a teacher? 
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Activity 3  Preparing to answer interview questions 

Unit A 4 Being interviewed for a job 

Activity 3: Preparing to answer interview questions 

Duration 2 hours and 20 minutes 

Rationale This activity helps students to predict 
questions they might be asked in the job 
interview and formulate effective answers. 
As the appropriacy of answers is related to 
cultural norms, the tasks encourage 
students to discuss these too. 

 

Focus Preparing for the interview 

PICC Skills Ability to communicate effectively in a 
formal professional setting 

Language work The language of job interviews – especially 
when answering questions about one’s 
personal and professional strengths and 
weaknesses  

 

 

Before you teach: 

 

Step 1: 

Think about a job interview you have done before. Examples can be found here:  

 

English:  https://www.youtube.com/watch?v=Z0LiClRtqlE  

German:  https://www.youtube.com/watch?v=-4EX-X8AXkM    

Dutch  https://www.youtube.com/watch?v=MFWHeOThbdw  

    https://www.youtube.com/watch?v=MFWHeOThbdw  

 

Step 2 

 

Next, think about the following questions:  

• What kind of questions were asked? 

• Which ones did you find easy to answer, and which were difficult? 

• How well do you think the candidate responded and why?  

https://www.youtube.com/watch?v=Z0LiClRtqlE
https://www.youtube.com/watch?v=-4EX-X8AXkM
https://www.youtube.com/watch?v=MFWHeOThbdw
https://www.youtube.com/watch?v=MFWHeOThbdw
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Task 1 Predicting interview questions  
Aim To predict and prepare for interview questions 

Rationale This task will help students to actively start thinking about the 
interview questions and best possible answers. Getting used to 
the process of answering such questions can help them to be 
more confident in the job interview. 

Duration:  45 minutes 

 

 

Procedure: 

1. Encourage learners to produce a list of 8-10 questions individually for the 
professional field they are interested in. They can use websites as well as 
their own past experiences (e.g., https://www.thebalancecareers.com/tips-
for-answering-job-specificinterview-questions-2061451).  
 

2. Then ask learners to find a partner in the room and share questions. While 
the professions they are interested in might differ, the themes of the 
questions will often be similar.  

 
3. Ask them to swap partners and collect other questions until they have about 

15–20 questions suitable for their professional field. 
 
4. Collect questions on the board and evaluate them: which ones are easy to 

prepare for/answer, which create more difficulty? How could you prepare for 
the more challenging ones? 

 
  

https://www.thebalancecareers.com/tips-for-answering-job-specificinterview-questions-2061451
https://www.thebalancecareers.com/tips-for-answering-job-specificinterview-questions-2061451
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Extension Task 

 

1. Divide learners into groups of 3. Two will use some of the questions from above 
to ‘interview’ student 3. 
 

2. Change roles until all three have experienced both being interviewed and 
interviewing with a third person acting as observer and providing feedback. 
 

3. Whole class feedback in the task: 
 
- What went well? 
- What would you like to improve? 
- Which questions can be prepared? 
- Which questions need more thought? 
- How can you deal with questions you cannot answer? 
- What behaviours were positive or negative to observe?  

 

 

  

Tip - Together with T.3.3. and T.3.6. this 

list of questions can serve learners as a 

material set to practise job interviews 

independently. Providing them with 

coloured paper, or a template to 

produce their list emphasizes the value 

of it and can raise learner motivation.  

→ Find templates in the appendix of 

your teacher materials for U4.  

Tip 

Students may need help in 

formulating questions in the 

target language. It may be 

helpful to provide models of 

the format structures use in 

questions for learners to use.  
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Task 2 Providing effective responses in an interview  
 
Aim   To formulate effective answers to questions  

Rationale This task is a continuation to 3.1. It asks learners to formulate 
answers to the questions they have collected. It is designed to 
raise students’ awareness of what makes effective answers. 

Duration: 45 minutes 

 

Procedure 

1. Below are some tips for learners about how to respond to interview questions. 
Everyone and every job is different. As such, one might find some questions 
more relevant than others. To do this task, ask your students to rank the tips 
below in order according to which are most important for them currently (1 = 
most important, 8 = least important).   

 

 

 
 
 

2. For the next task, learners should use the questions they have produced in 3.1. 
 

3. Provide them with a template (see appendix) and paper to write on.  

  

How to give good answers 

 Know your own work history and about the company, don’t go 

unprepared! 

 Stay calm and don’t rush into answers. Feel free to ask if you have not 

entirely understood a question. Give yourself time to compose your 

thoughts, but don’t let it develop into an awkward silence.  

 Speak clearly. 

 Give concrete examples and be sure to answer the question asked. 

 Make your answers concise and to the point. 

 Don’t include too much unnecessary information about your personal 

life.  

 Make sure your answers highlight your skills and suitability for the job. 

 Ask questions, and don’t be afraid to ask for clarification.  
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4. Working in pairs, students ask and answer their questions and give feedback to 

each other. 
 

e.g., Good answers were …   ● short and precise 

 ●  

 ●  

 ●  

 ●  

  

 

How to give effective answers in an interview 

Good answers were short, precise and clear. Good answers contained: concrete examples, questions and had 
highlighted my skills and suitability for the job. 

 

 

Tip 

Don’t forget the importance of linguistic and cultural differences in multicultural settings. 
For example, German speakers may sometimes be perceived as unfriendly by English 
speakers because their use of language tends to be more direct than is typical in 
English. Also, Slavic languages don’t use the word please as often as German or 
English. Normally, they indicate that they are asking someone for a request through 
intonation, which may get lost when they speak another language.  

 

Extension Task   

As an extension to the task, explore the difference between 
confidence and arrogance with your learners. Prepare a list of 
questions and answers. As you read out an answer, ask learners to 
evaluate whether they feel it is a confident response or arrogant 
response or neither.  

  

There are cultural differences 

in how to “sell yourself”. In 

Europe, this means giving 

answers that highlight one’s 

strengths but do not make 

them arrogant.  

https://fabiusmaximus.com/2015/08/17/ipcc-and-obama-clean-power-plan-88290/
https://creativecommons.org/licenses/by/3.0/
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Task 3 How to handle difficult questions  
 
Aim   To respond to difficult questions in a culturally sensitive way 

 

Rationale This task raises the issue of questions that might be difficult to 
answer and strengthens students’ strategies for dealing with 
questions.  The issue of ‘workplace culture’ may also be 
addressed.  

Duration:  30 minutes 

 

Procedure 

1. This task is best done by combining individual work (to determine level of 
difficulty for themselves), pair work (to share thoughts in a more intimate 
setting), and a guided group discussion.  
 

2. Have students make a list of difficult questions for themselves in relation to their 
profession. Alternatively, take a look at the table on the next page.  
 

3. Ask students to compare with a classmate. Have them think about why certain 
questions might be difficult: it could be a professional or cultural reason, for 
example. 
 

4. Hold a whole class discussion about which 
questions might raise issues about cultural 
differences highly skilled refugees are facing in the 
country they are living in now.  
 

5. Learners may reflect on experiences which might 
reflect discrimination. If you do this task in the 
classroom, give learners time to raise their 
concerns, it is important to engage with them 
seriously, but, at the same time, avoid the 
discussion sinking into a spiral of negativity. It is 
also important to consciously reflect on positive 
experiences too and consider any possible silver 
linings in experiences.  
 

Some questions can be difficult to answer. Reasons why we perceive a question as 
difficult can depend on our past experiences, personal preferences, or cultural 
differences. Ask your students: 

 
 
 
  

 

  

 

 
  

Positive news helps us to 

find a way out of the 

negative world view 

produced by media tell a 

different story than we 

are used to hear on the 

media: 

https://www.positive.new

s/society/moment-i-felt-

home-refugees-tell-

stories/ (28.09.2018) 

Are there any topics you 

would feel uncomfortable 

talking about or which you feel 

are inappropriate to discuss?  

How could your past 

experiences and your current 

situation influence which 

questions you would find 

difficult to answer? 

https://www.positive.news/society/moment-i-felt-home-refugees-tell-stories/
https://www.positive.news/society/moment-i-felt-home-refugees-tell-stories/
https://www.positive.news/society/moment-i-felt-home-refugees-tell-stories/
https://www.positive.news/society/moment-i-felt-home-refugees-tell-stories/
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Table: Typically difficult questions 

 

Typically difficult 
questions 

Why this could be difficult to 
answer 

Your response 

1. What are your 
weaknesses? 

You don’t want to talk about 
weaknesses that may cost you 
the job, but you don’t want to 
sound arrogant either – 
everyone has weaknesses. The 
challenge is to describe your 
supposed weakness in a way 
that also draws out how it could 
be useful and in what ways it 
may be beneficial.    

 

2. How would you 
handle it if your boss 
was wrong? 

Telling someone they are wrong 
can be difficult, because they 
might feel embarrassed. In 
some cultures, you would never 
point out a mistake if someone 
higher in rank. In others, it would 
be good to correct the person in 
a polite and respectful way.  

 

3. Tell me about 
your dream job. 

This is a question without right 
or wrong answers which 
disclose a lot about you. This 
job may or may not be your 
desired career goal; however, it 
is advisable to connect your 
professional interests and the 
position you are being 
interviewed for. 

 

4. Why should we 
hire you? 

This is another one without right 
or wrong answers. It is once 
again about your weaknesses. 
Your answer will provide the 
interviewers with information on 
how you perceive your strengths 
and limitations.   

 

5. Where do you see 
yourself in five 
years? 

Your potential employers will 
probably want to hear that you 
have a long-term plan to stay in 
the company. If this is not the 
case, it is advisable to think 
carefully and formulate your 
answer suitably. 

 

 
The questions above were taken the following websites:  https://www.thebalancecareers.com/tough-interview-question-answers-2061233 
and https://www.cnbc.com/2018/01/31/7-interview-questions-that-are-difficult-to-answer-and-how-torespond.html. Follow the links if you 
want to find out more. 
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Task 4 Preparing your questions for the interviewer  
 
Aim   How to ask questions when you are being interviewed 

 

Rationale Interviewees who ask respectful questions are often seen as 
being confident and having a genuine interest in the workplace. 
This task is designed to encourage students to have the 
confidence to ask questions in the interview. 

 

Duration  20 minutes 

 

Procedure 

1. You can start this task with a group discussion on what learners find 
appropriate and explore cultural and individual differences and similarities, and 
then move on to formulating their questions.  
 

2. You could provide them with the third 
template for producing questions/answers in 
Activity 4 (for template, see appendix).  
 

3. While each learner should create his/her own 
list, it can be helpful to put learners into 
groups and have them give each other 
feedback. 
 

4. For this activity, you might want to add a language focus on formulating 
questions or provide learners with a set of example questions in the respective 
language.  

  

Tip  

Advise your students to take the 

opportunity to hand in the 

questions for corrections and 

prepare a "neat" version for the 

documents they would take to 

the interview.  
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5. Often, job interviews can turn into question and answer sessions with the hiring 
person being in charge of the conversation. However, increasingly, it is being 
seen as representing more of a dialogue. An interviewee, who asks a select 
number of respectful questions, is seen as being confident and having a 
genuine interest in the company. 

 

To do this task, have your students read through the following situation 

and do the task below:  

 

 

 

 

 

 

 

 

 

Read the answers of the candidates from the point of view of Ms. Grubinger. Which 
impression do they leave on you? Take notes about your thoughts. Which candidate do 
you think would be more likely to be successful? Why do you think that? 

 

Ms. Grubinger:  Thank you, for the interview. Do you have any questions? 

 

Candidate A: No, thank you. Everyone seems very nice in this company and 

thank you for the interview.  

Candidate B: Yes. I saw on your website that the teams are organized in so-called 

"clusters". Could you explain to me what these "clusters" look like 

and how does this affect the work of the advertised position? 

Candidate C: Yes, thank you. I would like to know the exact salary for this position 

and possible increases in salary in the coming years. 

Candidate D: Yes. So far, I have been working with the text-processing software 

"JournalWrite", is there a specific software used in your company 

that I could become familiar with? 

Candidate E: I don't think so. Actually, I am in a hurry for my next appointment. 

Candidate F: Yes, thank you for giving me the opportunity to ask questions. I am 

very interested in relating current developments in Viennese culture 

and arts to those in other countries. What opportunities for travel 

would there be with your company? 

 
  

Ms. Grubinger is head of the human resource department of a broadcasting 

company and has interviewed six candidates for the job of a journalist on 

culture and arts in Vienna. From their profiles, each of them has certain 

strengths which qualify them for the advertised job. Next to her general 

interview questions, her decision was related to her final question and how 

they responded: "Do you have any questions?" 
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The following answers express the point of view from an Austrian jobseeker we asked 
when preparing these materials. Ask students to compare to their own answers. Do 
they agree? Why, why not? 

 

 

Most successful: 

− Candidate B – shows that he/she has researched information about 

the company and asks for relevant information related to how the job 

is organized 

− Candidate D – shows interest and gives information about his/her 

skills regarding software and a willingness to learn 

− Candidate F – shows interest and ideas for development; however, 

asking about perks like travel may seem a little impolite 

Least successful:  

− Candidate A – doesn't ask any questions and misses an opportunity 

to convince the interviewers with a good question 

− Candidate C - asking about the salary may appear too direct and 

might put off the interviewer 

− Candidate E – If you are going to an interview you should make sure 

to plan enough time for it. If you don't, this may signal that you don't 

find it very important 

 

6. Now, ask students to think about the job they envisioned in Activity 1 and 

imagine that they have been invited for an interview.  

Have a group discussion: Which questions could you ask your interviewer? 
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Personal reflection 

• What worked well? Make a note of tasks which appeared to be most successful 
from your point of view as a teacher, and ask yourself why.  

 

• What did not work well? Make a note of tasks which appeared to be most 
successful from your point of view as a teacher, and ask yourself why. 

 

• Take into account how different factors such as professional background, 
language, or individual experiences of migration might have affected the 
students’ approach to these activities. How might the activity be modified or 
adapted? (Think about variations) 
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• Can you think of other resources (e.g. videos, podcasts) that would enrich this 
class? 

 

• How did learners respond to the material?  

 

 

• Did learners have enough time to carry out the tasks? 
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• What would you do differently next time?  

 

 

• When there is no right or wrong answer, what criteria do you take to reflect on 
what makes a "good" answer? 
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Activity 4  Organisation: Getting ready for the interview  
 
Unit A4 Being interviewed for a job 

Activity 4: Organisation: Getting ready for the interview 

Duration 1 hour and 20 minutes 

Rationale Appropriate attire and concepts of punctuality 
can differ according to culture, context, and 
situation and can be as relevant to the 
success of a job candidate as the answers 
they give in the interview. This activity helps 
learners to find out about local and profession-
specific ideas of appropriate clothing and 
timing as well as how to organize their way to 
the job interview. 

Focus Help students to organize and prepare for the 
interview itself 

PICC Skills         Creation of an awareness of potentially 
relevant cultural differences in the workplace 

Language work Awareness of appropriate nonverbal 
communication and behaviour during a job 
interview 

 

    

Before you teach:  

 

This website can be a useful additional source of information for your learners: 
https://careerservices.princeton.edu/undergraduate-students/interviews-
offers/preparing-interviews 

 

Step 1: 

Reflect on potential experiences of your learners and yourself concerning the following 
question: 

• What are your experiences with dress codes?  

• How can you find out about dress codes at a workplace?  

• How would you dress to feel both comfortable and appropriately dressed for a 

job interview in your chosen field?  

• Do you expect any major differences in dress code between former and 

potential new workplaces? 

 

Step 2: 

In most EU countries, punctuality is very important and a valued quality in the 
workplace. Have a look at the following article: http://www.exactlywhatistime.com/other-

aspects-of-time/time-in-different-cultures/. Could different concepts of time play a 
role in the interview process? 
  

https://careerservices.princeton.edu/undergraduate-students/interviews-offers/preparing-interviews
https://careerservices.princeton.edu/undergraduate-students/interviews-offers/preparing-interviews
http://www.exactlywhatistime.com/other-aspects-of-time/time-in-different-cultures/
http://www.exactlywhatistime.com/other-aspects-of-time/time-in-different-cultures/
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Task 1 Dressing appropriately  
 

Aim To develop an awareness of cultural differences regarding dress 
codes 

 

Rationale As dress codes often reflect underlying cultural and religious 
rules, they are tightly interwoven with personal ideals and 
judgments. This activity should help your students to become 
aware of their own understanding of dress codes and see how 
this relates to other expectations around them. It is important that 
this activity does not become judgemental but opens up 
understandings of the role of appearances and how this can 
vary. 

 

Duration                     30 minutes 

 

Procedure 

1. This is a good opportunity to invite your students to bring a piece of clothing 
they especially like, or they think would be interesting for others to see (for 
example, their favourite scarf, or pair of trousers, or shoes, or a piece of 
traditional clothing, or hat, or accessories).  
 

2. Allow students to walk through rows and see the clothes brought by their peers. 
Have everyone present their item and explain briefly why they decided to bring 
it. They can reflect on their associations and memories with it as well as how 
they feel in relation to it.  
 

3. The discussion can lead to the need to wear clothing for interviews that is 
appropriate but feels personally suited and gives them confidence.  
 

4. Provide learners with a picture of people in different clothes (see example 
below) and ask your students to select the piece of clothing they think answers 
best the question you have read out (suggested questions below). Pick some of 
the questions, or add your own, and read them out aloud. Relate it to the 
context given in the questions and compare it to the job interview where 
relevant: 
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Ideas for questions: 

 

Which item would you wear,  
 
➢ if you went to a party with your friends? 

➢ if you wanted to relax at home? 

➢ to impress a family member? 

➢ to indicate that you are serious about your work? 

➢ to indicate that you feel confident about yourself? 

➢ if you went to a job interview in a big finance 

company? 

➢ if you went to a job interview with technology 

company? 

➢ if you went to a job interview in a school? 

➢ if you went to a job interview for a pharmacist? 

 

This way your students get the chance to discuss notions of appropriacy and how they 
would like to appear in different situations. Understandings of appropriate dress can 
vary notably across and even within cultures. Our judgments can be affected by type 
of profession, culture, religion, gender, age, and personal preferences.  

 

In some European countries, like France, for example, there are various rules about 
the expression of religion through dress in the workplace. Inform yourself about 
religious dress codes in your current country of residence. 

 

5. Ask your learners to observe what women and men in the field and culture they 
want to work in are wearing. Advise them to find their own style. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

TIP  

These questions are related to 

stereotypes. Make your 

students aware that we all 

judge upon ideas we have in 

our mind and that we might 

be judged in the same way. 

At the same time, we should 

not give in to stereotypes and 

keep open minded towards 

others. 

TIP 

You are invited to a job interview, but you 

do not have the financial resources to buy 

yourself a suitable outfit? Dress for success 

is a Dutch non-profit organisation, which 

provides you with appropriate clothing for 

the job interview and helps you to improve 

your personal presentation skills. Their 

service is free of charge.  

For more information click here. 

 

https://www.dressforsuccess.nl/
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Task 2  Documentation  
 

Aim To consider which documents you should to bring to the 
interview  

 

Rationale This exercise helps your students to explore various European 
conventions about which documents to bring to a job interview 
and how to prepare them 

 

Duration:                    30 minutes 

 

Procedure 

1. Ask your learners what documents they think they should bring with them to the 

interview. If they don’t have some of the documents prepared yet, e.g., their CV, 

refer them to Unit 3. 

  

2. Sharing valuable and local experience. Get students to share ideas about 

things like making copies of their documents and getting certified translations. 

What else might they need to prepare? Get the class to collaboratively pool 

their knowledge and experiences to create a checklist and information sheet. 

This can be done online in a google doc during class.  

 
3. It is advisable to bring along 5 key sets of documents to an interview. Have a 

quick brainstorm with the whole group: 

o Can you name the 5 key sets of documents that you should bring to an 
interview?  

 See answer key 
 

o How can you find out about what is expected of you to bring along? 

 

Tip  

Ask learners if they know where they could make copies of their 
documents. If some of them know, let them give each other tips. The 
class knowledge is one of the most useful resources for your students, 
whenever relevant, get them to share experiences and knowledge. 
Nevertheless, be prepared to provide your own examples, e.g., in this 
case addresses of copy places in case no students have any ideas or 
experiences of their own. Do the same for certified translations. 
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Additional materials 

 
1. CV. See Unit 3 on writing a CV. CV conventions do not only differ across 

countries, but also across disciplines and professions. While some people 

would consider it appropriate to include age, religion, or marital status, more 

recently, personal information other than education and professional experience 

is often excluded to avoid any influence on the employers’ judgement. Try to 

find examples of CVs which differ in the kinds of personal information given 

(e.g., you could look for CVs in China, Russia, America, Egypt, South Africa, 

and Netherlands). Show them to your students and have them compare and 

work out any possible differences between them. Reflect upon cultural 

appropriacy of different CVs and why some people do not include a photograph, 

their age, religion, or date of birth. 

 

 

 

 

2. Portfolio. Ask your students to bring their copied documents to 
class and have each of them craft a portfolio of their own. 
Alternatively, as social media is widely used for creating online 
portfolios, students could create, for example, a LinkedIn profile 
with your support. Here is a blog on how to turn your LinkedIn 
profile into an online portfolio: 
https://www.linkedin.com/pulse/convert-your-linkedin-profile-
online-portfolio-hannah-morgan/. Students can create and 
professionalize their own LinkedIn profiles.   
 

 

  

Tell your students: "a professional portfolio is a collection of examples and evidence to showcase 

your experience, capability and potential for employment opportunities and professional 

development." 

 

It contains insights into projects students have worked on, like visualisations of their last 

achievements and learnings. 
This definition is taken from https://help.open.ac.uk/create-a-professional-portfolio-for-when-you-are-applying-for-jobs# follow the link 

for more practical tips and resources for creating portfolio. 

https://www.linkedin.com/pulse/convert-your-linkedin-profile-online-portfolio-hannah-morgan/
https://www.linkedin.com/pulse/convert-your-linkedin-profile-online-portfolio-hannah-morgan/
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TIP  

Tell your students that employers sometimes ask 

for officially translated documents, such as their 

citizenship, ID, University diploma, and/or 

certificates that prove their educational 

background if they have these documents 

available.  

 

 

If your students would like their credentials to be evaluated in the Netherlands, Nuffic (the Dutch 

organisation for internationalisation in education) can provide them with more information:  

https://www.nuffic.nl/en/subjects/information-refugees-about-diplomas/ 
 

 

“A certified translation (also known 

as official translation) is the 

translation of an official document 

(such as birth and marriage 

certificates, contracts, patent 

documentation, etc.) that has 

been certified as accurate and is 

therefore authorized for submission 

to a wide range of official bodies.”  

https://www.todaytranslations.co

m/certified-translation) 

 

https://www.nuffic.nl/en/subjects/information-refugees-about-diplomas/
https://www.todaytranslations.com/certified-translation
https://www.todaytranslations.com/certified-translation
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Task 3: Getting to the interview 
Aim To plan your commute to the interview and plan the necessities 

and documents to take along 

 

Rationale This task helps your students to think about, prepare everything, 
and make a clear plan about how to get to the interview venue 

 
Duration  20 minutes 

 
Procedure 

 

1. Ask your students if they have heard about Mr. Bean. Mr. Bean is a character 
from a British sitcom released in the 1990s. In Europe, he is considered to be 
funny. He rarely speaks in the shows and is typically somewhat exaggeratedly 
odd in his manner. He typically takes unusual solutions to everyday problems. 
In the video below, Mr. Bean offers an example of what not to do before an 
interview! Enjoy! https://www.youtube.com/watch?v=IacjiYGj9l4   
 

2. Give your students the following pieces of advice to read. They should consider 
the question: 

 

Do you think they are DO’s () or DON’Ts ()? Circle the symbol you think applies. 

 
1. Make a check list the night before the interview. See if you have everything: 

briefcase, your CV, cover letter, references, notes, materials, list of questions, 

etc.     

2. Time yourself and plan your route ahead – check how long it takes you from 

your home to the company, and what means of transportation you can take. 

This way, you can calculate the amount of time you need and leave on time.     

  

3. Do breathe and focus on your posture.     

4. Have a cigarette before you go in to calm your nerves.     

5. Arrive as early as you can.     

6. Feel free to schedule other appointments or meetings directly before or after 

your job interview.     

7. Rehearse the interview and make sure you go there completely ready.     

8. Make sure to set your alarm clock early enough.     

9. If your favourite shirt has a stain on it, you can still wear it. The most important 

thing is being comfortable.     

10. Enjoy your favourite meal before the interview, also if it has ingredients such as 

garlic and onions – the smell of food shows that you are a good cook.     

11. Your attitude does not matter. If you are in a bad mood, be honest and show it. 

    

 

 

http://yerelce.wordpress.com/2011/08/10/u-s-state-dept-background-note-the-netherlands/?v=IacjiYGj9l4
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Answer Key 

 
Task 2 

• Your CV 

▪ A copy of your motivation letter 

• Any certificates or qualifications in the original and with translations if need be 

• Any references  

• Your own list of notes and questions 

• (A portfolio if appropriate for your professional field (see below)) 

• (ID/ work permit) 

  

TIP for learners 

Use online navigation systems, like google-maps, or local websites of public transport, to 

find out how to get to the interview and how long this will take you. It is also advisable to 

take a piece of paper and write down the most important information: 

1. Address of where the interview takes place and contact number 

2. Name of the interviewer and location of his/her office in the building 

3. Name and/or number of public transport you will use and where to change  

4. Total duration 
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Personal reflection 

• What worked well? Make a note of tasks which appeared to be most successful 
from your point of view as a teacher, and ask yourself why.  

 

• What did not work well? Make a note of tasks which appeared to be most 
successful from your point of view as a teacher, and ask yourself why. 
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• Take into account how different factors such as professional background, 
language, or individual experiences of migration might have affected the 
students’ approach to these activities. How might the activity be modified or 
adapted? (Think about variations) 

 

• Can you think of other resources (e.g. videos, podcasts) that would enrich this 
class? 

 

• How did learners respond to the material?  
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• Did learners have enough time to carry out the tasks? 

 

• What would you do differently next time?  
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Verbal is spoken rather than written communication. It is 

relating to or in form of words. 
Non-verbal is not involving words or speech. 
OxfordDictionaries.com 

 

Activity 5: Verbal and Nonverbal Communication 
 
Unit A4 Being interviewed for a job 

Activity 5: Organisation: Getting ready for the interview 

Duration 2 hours and 25 minutes 

Rationale To become sensitive to cultural differences 
with regard to social actions like greetings; To 
identify body-language for making a good 
impression; To reflect on the management of 
emotions in interviews   

Focus Awareness of the effects of verbal and 
nonverbal communication 

PICC skills Creation of an awareness of potentially 
relevant cultural differences in the workplace 

Language work Appropriate language use and nonverbal 
communication for fundamental social actions 
in the workplace 

 

 

Before you teach: 

These are some resources on body language which you could use for preparing this 
activity: 

• http://www.uob.edu.bh/en/images/offices/CareerCounsellingOffice/BodyLangua
ge.pdf  
 

• https://lacinai.se/wp-content/uploads/2015/10/51-Body-Language-Gestures-
and-What-They-Signal-.pdf  
 

  

http://www.uob.edu.bh/en/images/offices/CareerCounsellingOffice/BodyLanguage.pdf
http://www.uob.edu.bh/en/images/offices/CareerCounsellingOffice/BodyLanguage.pdf
https://lacinai.se/wp-content/uploads/2015/10/51-Body-Language-Gestures-and-What-They-Signal-.pdf
https://lacinai.se/wp-content/uploads/2015/10/51-Body-Language-Gestures-and-What-They-Signal-.pdf
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Task 1. Greetings 

Aim   To become sensitized to the cultural dimension of greetings 

Rationale To recognize what greeting is appropriate in a new and 
professional environment 

Duration  20 minutes 

 

Procedure  

 

1. Ask the learners to think of two different settings or situations in their home 
country or region, for instance, one professional and one private context. What 
would the greeting look like? What differences become visible? 
 

2. Show your students what formal greetings in your country look like. Include 
everything that is considered important in your country, such as titles, 
handshakes, eye contact etc. 
 

3. Explain to your students that meeting the interviewer(s) is already their first 
chance to make a good first impression. In business situations, formal greetings 
are usually used. Their greeting should be professional, yet friendly and 
accompanied by a smile. 

 

 

4. Suggest your students to give their interviewer(s), a firm, but not too firm 
handshake is the most common greeting in Europe, and note that other forms 
of physical contact such as kisses on cheeks or hugs are considered too 
informal and personal. 

 

5. Explain that, In Europe, it is usually considered impolite to greet someone with 
their first name (e.g., Hello Anna!), unless you have been told to address them 
in this way. 
 
 

  

Are titles important? In some countries, like Austria, it is important to use the title 

(university titles, honorary titles, etc.) before the person's last name, e.g., “Good 

morning Dr Johnson” or “Hello Magister Schmidt”. If you are in doubt – it is always 

better to include the title. 



 

The European Commission support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained 
therein. 

 

6. In the box below are many different types of greetings. Ask your students: 

• Which are appropriate for a job interview? 

 

English: 

 
 

German: 

 

Dutch: 

 

 

 

7. Also explain that, in many cases, we have different ways of greeting depending 
on the social status of a person and the context we meet them. Here are some 
examples of what is considered "polite" in some European countries (see next 
page): 

 
  

Grüß dich!        Grüß Gott!       Wie geht es Ihnen?       Guten Tag! 

      Hallo!        Servus!        Guten Morgen!     Wie geht’s?  

Schönen guten Tag!        Grüß Gott, Frau Müller!        Guten Abend! 

Doei doei! Dag! Hoe gaat het met u? Goedendag! 

Hallo!  Tot ziens! Goedemorgen! Hoe gaat ie? 

Hee hoi!   Goedenavond! 
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"Du" or "Sie"? 

 

In Austria it is common to greet a 

friend by saying "Hallo", "Hi", or "Grüß 

dich". Close friends might also give 

each other a hug. For addressing 

them, they will use the second person 

pronoun "du". This contrasts with 

greeting persons from a higher 

professional rank, but also for 

signalling social distance. Then 

Austrians use the second person 

plural "Sie" to address the person. 

Typically, people would shake hands 

and greet with "Guten Tag", or "Grüß 

Gott". 

Hello, nice to meet you" 

  

 

In the UK "Hello" is accepted as a 

greeting in formal and informal 

settings. When you meet someone 

for the first time, it is polite to add 

"nice to meet you", or "pleased to 

meet you" while you are shaking 

hands. You will often hear them 

asking "How are you", which is part 

of the greeting formula and most 

politely answered with "Thank you, I 

am fine and how are you?"  

"Hoi or Goedendag" 

In the Netherlands, it is common to shake hands when someone is introduced 

to you. When shaking hands you greet the person and you say your name.  

‘’Hoi’’ or ‘’Hee’’ is a common way to greet relatives, friends and acquaintances. 

For addressing them, the informal ‘’je or jij’’ is used. Just like in Austria, this 

contrasts with greeting persons from a higher professional rank, as well for 

signalling social distance. In more formal settings people would greet with ‘’

Goedendag.’’ The more formal ‘’u’’ is used to address elderly people, people you 

are not or slightly acquainted with, and people form a higher professional rank. 

Often, the formal ‘’u’’ is soon replaced by the informal ‘’je’’ or ‘’jij.’’ 

In the province of Friesland, Frisian is used besides Dutch. In Frisian, you also 

signal social distance when addressing someone. ‘’Jo’’ is used when addressing 

someone in formal settings and ‘’do’’ in the more informal settings.  

To greet friends or acquaintances, you could say ‘’hoi’’ or ‘’ha goeie,’’ and when 

greeting someone in a more formal settings ‘’goeiedei.’’  
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Task 2. Introducing yourself  
Aim   To learn about verbal and non-verbal communication  

Rationale  By acting out a real-life scenario of a job interview, learners can 
discover their strengths in small talk and might feel more confident in 
an actual job interview. 

Duration  20 minutes 
 
 
 
 
Procedure 
 

1. Start this task by introducing yourself to the 
class and then invite learners to share how they 
usually introduce themselves. Reflect upon how 
this changes with the context of the situation. 
To collect ideas for topics for small talk, use a 
mind map or create a wordle with your 
students. 

 

2. Tell your students that the greeting and introduction are usually followed by a 
short period of small talk.  

 

 
  

Small talk is a polite conversation about unimportant or 

uncontroversial matters, especially as engaged in or on 

social occasions.  
OxfordDictionaries.com 
 

Which topics would you chose 

for a small talk? The weather, 

how you found your way, 

traffic, or something else? 

TIP 

To create a live-wordle, students 

can use the free version of 

"mentimeter" 

https://www.mentimeter.com/.  

They can type in their ideas with 

their smart phones in class. 

 

 

https://www.mentimeter.com/
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3. Ask students to think about which type of greeting they would use in their job 
interview and what they would say to introduce yourself. You can use the 
following example to take the first steps in an interview: 

 

 
4. To practice the dialogue, divide students into two groups. Ask one group to 

write down their names on a piece of paper and put the papers in a bowl. After 
that, students from the other group take a paper from the bowl. In this way, 
everyone chooses his/her partner for this activity. When everyone has a 
partner, they should practice introducing themselves to the interviewer and 
continuing the conversation with small talk. They should change roles – first, 
person A is an interviewee and person B an interviewer. In the second round, 
they should switch. 

 

Tip  

Be aware that, depending on their cultural background, some students might feel 
uncomfortable practising the dialogue with someone from the opposite gender. This 
can provide a useful opportunity to also discuss expectations about gender in different 
jobs and cultures. 

  

You: Hello, Dr. Hesse. I’m Julia Bach, nice to meet you.  

Interviewer: Hello, Ms. Bach, it’s my pleasure to meet you, 

too. Please, take a seat. 

You: Thank you. 

Interviewer: How was your journey here? 

You: Very good. Thank you. There were no problems and it all 

went smoothly.  

Interviewer: That’s very good. So, let’s begin. Tell me about 

yourself, Ms. Bach. […] 
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Task 3. Reflecting on nonverbal communication 
Aim   To learn about nonverbal communication 

Rationale Nonverbal cues play an important role in communication but are 
seldom dealt with in language classes. This task raises students' 
awareness of nonverbal communication and can enhance their 
empathy and cultural sensitivity. 

Duration  15 minutes 

 

Procedure  

 

1. Watch this video together with your students: 
https://hbr.org/video/3541641444001/take-control-of-your-nonverbal-
communication. 
Have students make notes of any information that is new to them. After that, 
have students talk about their notes with each other.  
 

2. If your students are willing to work in pairs, group them this way or use the bowl 
technique from Task 5.2. If they are still not comfortable doing this activity with 
someone, they could observe themselves in a mirror or on mobile phones, or 
alternatively, record themselves and watch it afterwards.  
 
These are the instructions for “mirror face” 
 
Stand opposite your friend or colleague. One of you, 
Person A, tries out different facial expressions. The other, 
Person B, mirrors Person’s A facial expressions. You can swap roles and both 
try later. Person A should observe how Person B changes his/her facial 
expression. Is it clear what you want to communicate non-verbally? What 
impression do you think this would have on the other person?   
For example, try looking like you are:  
 
• meeting Person B for the first time  
• showing interest in what Person B is saying  
• confused by what Person B is saying.   
• agreeing with what Person B is saying 

 

 
  TIP  

Explain to your students that in Europe, 
establishing eye-contact is not only appropriate, 
but necessary. This is especially so in professional 
settings, such as job interviews, business 
meetings, and when people are greeting their co-
workers and authorities. By making eye-contact, 
one establishes trust, present oneself 
professionally, and appear attentive and 
interested. 

 

 

https://hbr.org/video/3541641444001/take-control-of-your-nonverbal-communication
https://hbr.org/video/3541641444001/take-control-of-your-nonverbal-communication
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Task 4. Body-language 

Aim To identify body language 

Rationale Watching interviewees in an example job interview can help students 
to develop a sensitivity towards the meaningfulness of body 
language, reflect upon their own experiences, and subsequently on 
their own body language. 

Duration              30 minutes 

 

Procedure  

 

1. This task can be done in pairs or as a group. Watch one of the videos with 
students and suggest they watch the other videos for homework: 
 

https://www.youtube.com/watch?v=Gww2vrIhjeU  
https://www.youtube.com/watch?v=bq_hQQ4uzAo  
https://www.youtube.com/watch?v=Z0LiClRtqlE  
  

Tell them to take notes so that you can discuss their observations. Questions 
for observation could include: Where does the interviewee look when he talks 
about him/herself? How does he/she sit? Can you describe his/her posture? 
What do their hands do while they are talking/while the interviewer is talking? 
 

2. To prepare for difficult interview situations, ask your students how they would 
react if the interviewer were to appear inattentive or impolite. Collect a list of 
advice from your learners. You could also do a role play with an imagined 
impolite interviewer and practise how to keep a positive attitude and remain 
polite.  
 

 

  

TIP  

Tell your students that coming across an interviewer who appears 

distracted can be irritating. In this situation, ask them to keep their 

positive attitude, try not to show their irritation and stay polite. 

https://www.youtube.com/watch?v=Gww2vrIhjeU
https://www.youtube.com/watch?v=bq_hQQ4uzAo
https://www.youtube.com/watch?v=Z0LiClRtqlE
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Task 5. Emotions in a job interview 

Aim To reflect on emotional management in interviews 

Rationale This task adds to Task 5.4. and provides students with strategies to 
manage their emotions and nonverbal communication in an interview. 

Duration             20 minutes 

 

Procedure 

 

1. Before you watch this video (https://hbr.org/video/3541641444001/take-control-
of-your-nonverbalcommunication), ask students to brainstorm and name 
different kinds of emotions. This can be difficult to do in a foreign language so it 
can help to have visuals of various emotions prepared.  
 

2. Write the emotions on the board and decide together about categories: positive 
or negative, or either. Have students pick one emotion from each category and 
share an example of when they have felt this way. If students opt not to share 
their personal examples, they could think of emotions that people experience in 
job interviews and discuss how they would manage them. 
 

3. Show the video and collect ideas on how the emotions you wrote on the board 
can be managed in an interview. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Tell your students: 

You might also feel frustrated if you feel like 

you cannot express yourself appropriately 

in a different language than your own, but 

this can happen to all of us. When you 

make an effort people usually notice and 

appreciate it. 
 

https://hbr.org/video/3541641444001/take-control-of-your-nonverbalcommunication
https://hbr.org/video/3541641444001/take-control-of-your-nonverbalcommunication
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Task 6. Top 10 for making a good first impression 
 

Aim  To transfer knowledge about verbal and nonverbal communication to 
own practise 

Rationale  This task serves as a recap of what they have learned about verbal and 
nonverbal communication in Activity 5. 

Duration          20 minutes  

Procedure 

1. Show the students this video: "12 Things That Ruin a First Impression 
Immediately" https://www.youtube.com/watch?v=JrbnTZPjg0k 

2. Ask them their opinion on the 12 things suggested in the video.  
3. Let them write down their personal Top 10 things which make a good first 

impression. 
4. Compare in class – which points come up in most lists?  

 

 

 

  

My top 10 for making a good first impression 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

 

https://www.youtube.com/watch?v=JrbnTZPjg0k
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Task 7. Saying goodbye 
 
Aim To become sensitive to cultural differences with regard to saying taking 

leave 

Rationale This task draws students' attention to the communicative 
act of saying goodbye in a job interview. 

Duration: 20 minutes 

Procedure 

 

1. Explain to your students why the last impression is as important 
as the first one or have them come up with their own reasons.  

 

2. Ask students to share with the class how they say goodbye in their first 
language. Ask them to explain the appropriate context for these greetings and 
what formal and informal ways of saying goodbye are.  

 

3. Using the appropriate polite "good-bye formula" (e.g., in Austria: "Auf 
Wiedersehen") is advisable. Tell your students to keep eye-contact, thank the 
interviewer for their time, and leave with a confident handshake.  
 
For this task, learners should read the statements and make a tick  if they 
think that the statement is true, and a cross  if they think that it is false. After 
they have completed the task, have them discuss in small groups why they feel 
this is the case.  
 

1. I don’t have to say good-bye when I leave the room    

2. I should shake hands with my interviewer on leaving    

3. Nodding with my head is enough to leave     

4. Leaving angry is totally inappropriate      

5. I should not kiss my interviewer on their cheeks      

6. I should not thank my interviewers for their time    

 

 

If you are interested in learning how to say good-bye in different languages, visit 
https://blog.oxforddictionaries.com/2015/08/20/goodbye-other-languages/ 

 

 Possible answer key suggested by an Austrian student: 1 F; 2 T; 3 F; 4 T; 5 T; 6 F 

TIP 

Share the following rules of etiquette and politeness with your students: 

• Although it has become the most convenient way for looking up information, 
the internet can also provide us with wrong, outdated or misleading 
information. Therefore, stay critical and rely on multiple sources. 

• The town is full of people who had to learn these rules as well. Use the 
expertise around you and ask people for their advice: How would you greet a 
person in a job interview at [name of company]/in [name of business sector].  

  

http://commons.wikimedia.org/wiki/File:Flag_map_of_the_United_Kingdom_1801-1922_(reduced_map).svg
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Personal reflection 

• What worked well? Make a note of tasks which appeared to be most successful 
from your point of view as a teacher, and ask yourself why.  

 

• What did not work well? Make a note of tasks which appeared to be most 
successful from your point of view as a teacher, and ask yourself why. 

 

• Take into account how different factors such as professional background, 
language, or individual experiences of migration might have affected the 
students’ approach to these activities. How might the activity be modified or 
adapted? (Think about variations)  
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• Can you think of other resources (e.g. videos, podcasts) that would enrich this 
class? 

 

• How did learners respond to the material?  

 

 

• Did learners have enough time to carry out the tasks? 
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• What would you do differently next time?  
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TIP 
Students usually love to hear their teachers’ stories and 
experiences. If you feel comfortable with sharing your 
experience of an interview process you went through and 
how you felt right after it was over, please do share it with 
your students.  

 

TIP  
This task is a perfect opportunity to go back to the 
beginning of this Unit (T.1.1.) where learners 
visualised their goals and visions. Draw up the 
ladder again and make visible how far learners 
already got in their learning progress.  

 

 

 

Activity 6: What you should do after the interview 

Unit A4 Being interviewed for a job 

Activity 6: What should you do after an interview? 

Duration 1 hour and 25 minutes 

Rationale Identification of strengths of the interviewing 
process; Learning resilience; and reflection on 
aims 

Focus To develop resilience 

PICC skills Ability to reflect and learn from the job 
interview experience 

Language work Using language to express gratefulness, 
wishes, and hopes; and, responding to the 
decision of the job interviewer, interview 
dialogue practise 

 

 

Before you teach: 

After completing the activity, the students should be able to transfer what they have 
experienced and learned from one interview to the next one. Ultimately, this activity can 
help the students grow professionally and personally. If you would like to know more 
about positive psychology, go to:  

https://www.researchgate.net/publication/11946304_Positive_Psychology_An_Introduc
tion  

 

As a warm-up task, ask your students to imagine that they have just left their potential 
employee’s office – they have just had an interview! Give them a minute to visualise 
this situation. How do they think they would feel right after the job interview? 
Brainstorm their answers on the board. This will help them to see that they are not the 
only ones who feel this way – many people do! 

 

 

 

 

 

 

 

https://www.researchgate.net/publication/11946304_Positive_Psychology_An_Introduction
https://www.researchgate.net/publication/11946304_Positive_Psychology_An_Introduction
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There is a Netflix 

travel series on 

Kindness by Leon 

Logothetis. Watch 

the trailer: 

https://www.youtube

.com/watch?v=vN51

oWwwbqg  

 

Teacher, now about YOU!  

Students are advised to take stock and get the most out of the job interview 
experience. You could do the same by reflecting on getting the most out of your 
teaching experience. Remember that smile and positive emotions are contagious and 
reciprocal. ☺ Here is some advice for how to promote your own well-being and, 
consequently, also the well-being of your students: 

 

Smiling: "The good news is that we're actually born smiling." See more insights into the 
effects of smiling on you and your relation to other human beings in this TED talk by 
Ron Gutman (2011) 
https://www.ted.com/talks/ron_gutman_the_hidden_power_of_smiling/transcript  

 

Expressing gratitude: Expressing gratitude is one of the most effective ways of 
promoting wellbeing! Why not try this for your own wellbeing? Then try it with your 
learners. 

 

Go to https://ggia.berkeley.edu/ (greater good in action) and go to "gratitude". There 
you can find 11 gratitude activities. Pick one you like and try it out. If you think this 
would benefit your students, try it out with them in class as well! Research tells us that 
these exercises can really help you to improve well-being, which enables you to be the 
best possible teacher you can be. 

 

Try out a kindness diary and, if you like it show your class or get them to keep one (see 
below). 

 

 

Additional idea: Kindness diary Here are 15 pieces of advice on how to spread 
kindness and happiness https://www.positivityblog.com/spread-happiness-around-you/. 
Make this a group activity, print out the 15 tips and cut them out or simply write them on 
the board. Have students take what they like and think they would do. For homework, 
students can try expressing gratitude to someone or themselves. Kindness diaries can 
be written onto a piece of paper or as a text message – whatever works best for you 
and your students. Encourage them to share their thoughts in the next class but make 
clear that it is ok if they do not want to. Being kind and practising gratitude are ways to 
boost one’s own wellbeing as well as that of those around you.  

Alternatively, if students don’t feel comfortable or feel unsure about writing a kindness 
diary, suggest them to try noticing acts of kindness around them.   

 

 

 

 

 

 
  

https://www.youtube.com/watch?v=vN51oWwwbqg
https://www.youtube.com/watch?v=vN51oWwwbqg
https://www.youtube.com/watch?v=vN51oWwwbqg
https://www.ted.com/talks/ron_gutman_the_hidden_power_of_smiling/transcript
https://ggia.berkeley.edu/
https://www.positivityblog.com/spread-happiness-around-you/
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Task 1: Positive thinking 
Aim To identify strengths you have shown in the interview 
  

Rationale  This task helps students to identify their strengths and find motivation 
in their achievements and goals. 

Duration:              20 minutes 

 

A “silver lining” is refers to findings a positive aspect in a 
negative experience. Do you have an expression like this 
in your language? In German it’s called “Silberstreif am 
Horizont”, and, in Dutch, it’s called “na regen komt 
zonneschijn”. In Frisian, you would say: “nei rein komt 
sinneskyn”. 

 

Procedure 

1. Ask your students to reflect on their most recent 
interview: What were positive experiences, and 
what would they improve? If they have not had an 
interview recently, they can reflect on any 
encounter with authorities or in a shop, for example. 

2. Ask them to write down one thing they think they 
did well, one aspect they would improve, and one 
example of what they found enriching.  

3. Ask them to share their experiences in class.  

 

Teacher, you should try the same!  

 
*This activity is adapted from https://ggia.berkeley.edu/practice/finding_silver_linings 

 

 

 

 
  Tip  

Tell your students that it is good to reflect on the whole 
interview experience considering both strengths and 
weaknesses after the job interview. For most people, 
there will be things that could be improved. The 
important thing is to see these as learning and growth 
opportunities. However, humans tend to zoom in on the 
negatives and overlook the positives. Yet, we can learn 
just as much from the positive aspects understanding 
how to build further on these for the future. 

 

https://www.youtube.com/watch
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What is resilience? 

In positive psychology, resilience is described as ability to deal 

with difficulties and negativity in life and recover from backdrops. 

Resilient people manage stress, difficulties and challenges with 

help of personal qualities and strengths. They are able to ‘bounce 

back’ in face of adversity, and consequently become stronger 

than before.  

You can find out more about resilience on the website of this EU-

project: http://www.resilience-project.eu/index.php?id=29&L=10 

 

Remember - resilience can be learned and trained! The more we 

make this kind of thinking a habit, the easier it becomes. 

 

 

 

A strategy used by resilient people is positive framing. This is a way of taking a 
positive perspective and finding positive alternatives to seemingly negative events, 
concepts, and emotions.  

 
 

 

 

 
  

http://www.resilience-project.eu/index.php?id=29&L=10
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Success will never be a big step in the 

future, success is a small step taken just 

now. 

– Jonatan Mårtensson 

 

 

Task 2: Finally, you got your reply… 

Aim To integrate your job-interview experience as a step towards long-term goals 

Rationale  By watching an example of how others deal with challenges and 
reflecting upon past and possible future experiences, students are 
encouraged to find out what can help to keep them going when the job 
search is challenging. 

Duration  30 minutes 

 

 

 

 

Procedure 

 

1. Show the students an interview with J. K. Rowling, who is the famous author of 
the Harry Potter book series. She is talking about how much failure and 
adversity she faced before finally becoming successful. See: 
https://www.youtube.com/watch?v=gTotbiUjLxw  

2. Ask your students to think of a time in a professional context when something 
did not go as they had hoped, and ask them to answer the following questions: 

• What went wrong or what was an unexpected outcome you experienced? 

• How much were these factors within your control?  

• How did you respond emotionally?   

• Did you seek support or feedback from any colleagues? Why/why not? 

• What did you learn from the experience? Were there any silver linings in 
the experience? 

 

 

 

 

 

 
  

TIP for teachers & learners 

Find more valuable tips on how to build resilience, 
Greater Good Magazine has valuable tips: 
https://greatergood.berkeley.edu/article/item/ 
five_science_backed_strategies_to_build_resilience 

TIP 

Greater Good Magazine has valuable tips on building 
resilience: https://greatergood.berkeley.edu/article/item/ 
five_science_backed_strategies_to_build_resilience 

https://greatergood.berkeley.edu/article/item/five_science_backed_strategies_to_build_resilience
https://greatergood.berkeley.edu/article/item/five_science_backed_strategies_to_build_resilience
https://greatergood.berkeley.edu/article/item/five_science_backed_strategies_to_build_resilience
https://greatergood.berkeley.edu/article/item/five_science_backed_strategies_to_build_resilience
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Task 3: Achievements, improvements, and next steps 

Aim  To plan next steps 

Rationale  This task helps learners to see the progress they have made and to 
formulate concrete steps they can take next to reach their goals. 

Duration 20 minutes 

Procedure  

 

1. Ask your students to think about where there are in their job search by 
discussing the following questions with peers: 
 

• What have you already achieved in your search for a job?   

• What have you learned from job interviews so far?   

• What have you done well in job interviews to date?   

• What would you like to improve in future interviews?   

• What could be your next steps to reach your career goals? 

• What advice would they give to others based on their experiences so 

far? 

 

2. When collecting their answers on the board, organize them in three groups: 
achievements, improvements, and next steps. 

 

  



 

The European Commission support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained 
therein. 

Task 4: Back to your goals 

Aim  To review your aims and encourage motivation 

Rationale  This task can help learners to review what they have learned in this Unit 
and generate a sense of having made progress as a group. 

Duration 15 minutes 

Procedure  

 

1. Ask students to think back to the job advert they worked with in Activity 1 and 2 
of this Unit. Which 5 steps would they need to take in order to get this job? You 
can print a ladder for each student and have them fill it in individually 
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Extension Task: Practising the real deal 
Aim To practise what you have learned in this unit and enact the whole 

interview process 

Rationale In this activity, students practise everything they have learned about 
being interviewed for a job.  

Duration 20 minutes 

Procedure  

 

Depending on your learners' preferences and resources, 
ask students to do this task in pairs, groups, or on their 
own. One option is to record themselves with their phones 
and give peer- or self-feedback. Alternatively, they could 
practise at home with family members or friends.  

Ask your students to imagine that they are in a real 
interview. For an authentic exercise, they might even want 
to put on the clothes they would wear for a real job 
interview. 

Roles:  A - The person being interviewed   

B  - The interviewer  

C  - The observer.  

 

Instructions: Persons A and B will carry out a job interview. The observer (person C) 
is there to give feedback on their performance in the job interview. A and B can decide 
the kind of feedback they would like the observer to give. For example, three things A 
or B did well and one thing they could work on, or C might just focus on one specific 
aspect of the interview and give feedback on that.  

Tell students that it is up to them how they will use the opportunity for feedback on how 
to improve their own performance or things they could reflect on.   

If your students wish to do this at home, on their own, and could not find two other 
people to do this with, give them the following instructions: 
  

PRACTISE MAKES PERFECT! 
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Use a mirror to observe yourself or, preferably, film yourself with a phone camera and 
watch the whole enacted interview process as you finish. Follow the next steps:  

 

Step 1 Enter the room and greet your interviewer(s).  Address the interviewer 
with a title, shake hands, introduce yourself, and have some small talk.  

 

Step 2 Have your documentation prepared and ready and take a look at the 
questions you believe your interviewer could ask. Read them aloud and practise 
giving answers. Go back to Activity 3 and remind yourself how to give a good 
answer and how to deal with difficult questions.  

 

Step 3 Now say good-bye to your interviewer. Shake hands and thank them for 
their time. Make sure to stay positive and polite!  

 

Step 4 Last but not least, watch the video you have just recorded – how did you 
do? Would you give yourself the job? 

  

Smile and keep eye 

contact.  

Tell your students to show 

that they are competent 

and the right fit with help of 

your verbal and nonverbal 

communication! 
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Personal reflection 

• What worked well? Make a note of tasks which appeared to be most successful 
from your point of view as a teacher, and ask yourself why.  

 

• What did not work well? Make a note of tasks which appeared to be most 
successful from your point of view as a teacher, and ask yourself why. 

 

• Take into account how different factors such as professional background, 
language, or individual experiences of migration might have affected the 
students’ approach to these activities. How might the activity be modified or 
adapted? (Think about variations)  
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• Can you think of other resources (e.g. videos, podcasts) that would enrich this 
class? 

 

• How did learners respond to the material?  

 

 

• Did learners have enough time to carry out the tasks? 
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• What would you do differently next time?  

 

 

• What makes teaching enjoyable for you? 

 

 

• What is one thing that you find particularly challenging about your 
profession? What do you find especially rewarding about your job? What 
are the opportunities for growth that come from your job?  
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Personal Evaluation  

Rationale: Personal evaluation tasks help learners to assess their learning progress 
and review activities they would like to work on in more detail, and to see what they 
have achieved already. It is useful evaluation for teachers to see if there are areas that 
maybe need a little more practise.  

Procedure: Print the checklist and ask students to mark those points they think that 
they have learned in this Unit and feel confident about. Ask students if there are any 
areas they would like to do again or need further advice about.  

 

 

I can … 

 find a job offer that suits my wishes and qualifications 

 find information about companies and use it to improve my application 

 recognize my strengths and weaknesses and use this knowledge to 

convince the interviewer 

 anticipate questions interviewers might ask  

 prepare good answers 

 prepare my own questions to the interviewer 

 decide on appropriate clothing 

 think in advance and bring along prepared documents to the interview 

 find my way to the interview on time 

 greet the interviewers in a professional manner 

 introduce myself appropriately 

 use my body-language to make a good impression 

 employ strategies to improve my professional skills 

 motivate myself to think positively 
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Appendix: 
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Additional materials and useful links 

 

English: 

Online course – Volunteering with refugees: 
https://www.futurelearn.com/courses/volunteering-
with-refugees  

“How to help adult migrants develop work-related 
language skills - a quick guide”: 
https://languageforwork.ecml.at/ResourceCentre/Qu
ickGuide/tabid/4319/language/en-GB/Default.aspx 

“School where refugees are the teachers”: 
https://www.bbc.com/news/business-44716925  

 

German: 

Willmann, H.G. (2013). Professionelles Bewerben 
von der Stellensuche zum erfolgreichen 
Vorstellungsgespräch. Deutschland: Duden.  

Hesse, H., & Schrader, H.-C. (2008). Das 1x1 des 
erfolgreichen Vorstellungsgesprächs: Aufbau 
und Vorbereitung, Antworten auf 
Schlüsselfragen, Kleidung und 
Körpersprache. Frankfurt/Main: Eichborn. 

 

Dutch: 

Vincent, A. (2014). Het grote sollicitatiewerkboek. 

Amsterdam: Unieboek l Het Spectrum. 

 
Kooter, M., Waasdorp-Slotboom, D., Waasdorp, G.J. 
(2015). Zo vind je een baan. Rotterdam: Werf & 
Media.  
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