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Job Interview SkillsUSA

H I OHI1O
Friday, January 31° . . . 08:00 AM
Date 5025 Orientation Time (CLOSED to instructors)
Mahoning Country | diatelv follow
) Career & Tech Center ) mme I?te y _0 owing
Location Contest Time orientation

7300 N. Palmyra Rd

. . (CLOSED contest)
Canfield, Ohio 44406

Scope of Contest

This competition evaluates the understanding of employment procedures that a
student will face in applying for positions in the occupational area for which he
or she is training. The competition consists of three parts. The first is the
receptionist’s preliminary evaluation. The second portion is the completion of
an employment application, and the third portion is an in-depth interview.

e When called, the competitor will approach the receptionist as though
applying for a job in the occupational area consistent with the competitor’s
training program. Competitors will be given an employment application to
complete within 30 minutes in the receptionist’s presence.

e Competitors will complete the application. The receptionist will note the
time the competitor is given the application and the time the application is
completed. One point will be deducted for each minute or fraction thereof
over the 30-minute time limit (maximum deduction of 10 points)

e The receptionist will receive the completed application along with three
copies of a one-page, typewritten resume prepared in advance and
supplied by the competitors.

e After the receptionist evaluates the application, three copies of the
personal resume will be presented to the interviewing committee (judges).

e After the judges review the personal resume, the competitor will be
directed to the judges for the interview. All competitors in an interview
group will be asked identical questions.

Please see judging rubric at the end of this document (2 pages).

Testing NO

Eligibility 1 contestant for every 500 paid members

Clothing Clothing Classification Guide — Class A

Provided by e Professional Resumé — typed hardcopy (six (6) copies)

Contestant e Emergency Medical Form (Contestants must have this to compete)

e Pen for completing application form




Contest
Standards

Contest Skilled Performance
Standards:

e JI11.0-Prepare a one-
page personal resume.

e JI12.0-Complete an
employment application
that meets industry
standards.

o JI13.0-Meet and greet
receptionist to meet
industry standards.

e J14.0-Complete a 10-
minute job interview
that meets industry
standards.

Aligned ODEW Career Field Technical
Content Standard Outcomes:

e CTE 1.1 Employability Skills

e CTE 1.2 Leadership and
Communications

e CTE 1.4 Knowledge Management
and Information Technology

e CTE 1.6 Business Literacy




—_ Job Interview Contestant Number _
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= - Judged
Pointa TOTAL
Category Strong evidence 5-4 Acceptable evidence 3-2 Low avidenca 1-0 Eamed Welg COMMENT 3
Evaluated i5-0] it SCORE
Interviewsr Gresting and Infroduction (1.1.1, 1.1.5,1.22,1.23 125 128)
Greated the interviswer with & handshake, | Omitled one or two of the thres Greeting and  introdwctions werd
Greating and Infraduction appropriate gresating and introduced sompanents o Emited or not ssen inthe interdes Xl
themseles, [harkishake, gresting, intrduction)
Interviewsr Appearance/Posturs!Grooming (1.1.1, 1.1.5, 1.2.3)
. ) Acceptably poised and samewhal Merdaius and unsure of
! 5 Wl F oorhd & ¥ P
Paise and Temparameant Wall-poised and corfident corfidant F——— %10
Z.mu_._u_. drassed in Official SkllsUSA T or three piscas of SkillsUISA Faaur ar mane pisses af
Appeanance Diress. Dress mis=ing or wam incamectly. SkilslEA Drass missing arwam ¥10
mcarrectly.
Interviewer Completences and Clarity of Résuma (1.1.5, 1.2.5 1.28 1.2.91, 1.2.12,1.4.2)
. . ary desoriptive in sharing their canssr Moderately descriptive in sharing Wague and limited in sharing their X1
Caresr Objeclive plar arsd timel their carser plan and Smeline, career plan and Srmeline,
- . Thea shudent clased with a conclusion and Thea shudent had a sof close the end Mo clase ar conchusion wans x1a
Conclusion of the inerview thee end wis aasily idendfable wiks somewhal identifiable determninable
Interviewsr Maturity: Anewers to Questlons (1.1.1, 1.1.5, 1.2.2, 1.2.3, 125 1.2, 1.6.8)
) Maoderately angaged and responsihe Mat engagad with or responsive &
T § . _m:_u.E_".__.-L and Eu_.“.c_ﬁe... o .__..n. to the inbarviesar, Cusshions the intardemer, fAsked poar ar fa %10
emparament and Qusstions interviewer. Cuestians rekvant and parkinciory and roie m—
inide resting .
Effectivaly used comec, job-ratated Moderate use of correct, jab-related Limited use of cormact, job-ralated ¥10
Grammar and Vocabulary wosabulary and correct grammar vacabulary and grammar. vocabiulany and grammar,
Interviswer Pressntation: Salf-Confidence and Persugslvaness |1.1.1, 1.1.5, 1.1.8)
- ) and Se i . Maderatehy confident and Mal confident or persuasiee. 10
ersuasivenass and Seff-confidenos Confident and persuasive persuasive, stumblng a few times.
Interviewer Preparation: Knowledgs of Position Appiled for and Personal History (1.1.1, 1.1.4, 1.1.5, 1.5.8)
Consistency Consistently and accuraely refated tothe | Somewhst related o the job Failed o relate 1o the job w40
Aaturacy job requirements and qualfications. reguremants and qualfications regurermnents and quasliicatians
Educational axpenences .
Cecupational experiences Flu=ntly prasented sl three eaperisnoe Modaratehy fusnt e may have only | Did not sddress the e WAD
Special activities ArEas ackdrassed 2 of the 3 esperienoss B NS,
INTERVIEWER SUETOTAL [S00




Job Interview — Receptionist

Contestant Number

Recepiionizt Greeting and Infrodwction (1.1.1, 1.1.5, 1.2.2, 1.2.3, 1.2.5, 1.2.6)

Greeted interdewear with & handshake Oimiittied oo or b of the thres Greeting and intradustions were
appropriate greeting and intoduced companents of the greeting. imited or not seen in the X5
thearres b [handshake, gresting, infroduction) nbErdes
Receptionlst AppearanceiPosturetGrooming (1.1.1, 1.1.5, 1.2.3)
Paise
Temparament The student exhibited excellent manners  [The student eshibits good manners ard The: student was dsmissive, X5
Sincerity and was polite throughaoul. wias palite most of the curt, or unprofessional
Receplionlst ComplstenesarLeglbliity of Application (1.2.6, 1.2.11, 1.2.12, 1.4.3)
Applicatian writing is mastly neat with - — i
Legitale and Meat All writing i legible and neat one to six dlegible wards or phesses. Application writing is J___u._. [ %5
. . and mast ar all is ilegible
Puresuslion Mo punchistion misiakes made. [Oine 1o fhees punciuation mistakes Four or more punciuation %5
Irade: mistakes made,
Crammaar Mo grammar mistakes made. One to three grammar mistakes made. ”"..”_.._q..c.. mcee gramimar ristakes W5
i . . Four or more spelling
Spell sp stk . fax thie slishies I :
=peling Mo spelling mstakes made One to three speling mistakes mad T W5
Al seclions attempbed and mosdy ar
Al 5 5 complete ar marked MUA far nat . ¥ O ar mare ses
C b terEs - X5
ornpternies anpiicatle partially completed. r——
Sigred by spplicant Application signed by applicant. Applicasion WOT sigred by W5
applicant. |0 painks)

RECEPTIONIET SUBTOTAL (200)

Panaltias:

Oar 50 Resurné Penalty

i=1}) for every minuts inferval over Time penalty
A0 minubas up ba -10)

0o -5 Clathing Penalty

FINAL 5CORE




