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Unit summary   
	
 

Learning outcomes  
 
By the end of this unit learners will be able to: 
 
·  Prepare for an interview 
·  Respond appropriately to questions at an 

interview 
·  Ask relevant questions at an interview 
·  Reflect on performance 
 

Underpinning skills and knowledge  
 
Activities in this unit will contribute to the development of the following skills: 
·  Discussion techniques 
·  Questioning techniques 
·  Responding to questions 

Learners will also be asked to draw upon their own experiences in the workplace.  
 

Work place context  
 
The skills learned in preparing and researching 
for an interview can be carried over into the 
workplace, where workers might be asked to 
give a presentation or speak at a meeting. 
Preparing to ask and answer questions can 
have a similar tie-in with workplace practices. 
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Learning activities  
 
1. Preparing for the interview 
2. Answering questions 
3. Asking questions 
4. Putting it all together 
5. Reflect on own learning 
6. Level 2 Assignment 
 

Resources   
 

·  Selection of job adverts, job descriptions and person specifications 
·  Personal profiles 
·  Access to the internet 
·  ATC7.1 Interview top tips 
·  ATC7.2 Preparing answers to questions 
·  ATC7.3 Interview questions  
·  ATC7.4 Body language 
·  ATC7.5 Asking questions 
·  ATC7.6 How did it go? 
·  ATC7 Level 2 Assignment 
·  Learning Log 

 

Accreditation  
 
Course activities in this unit can provide Level 1 learners with evidence for GoaW 
Adapting to Change, Unit 7: Preparing for interviews. Entry Level learners will require 
support to achieve the unit and there are suggestions for support included in the teacher 
notes. A Level 2 assignment is included for more confident learners.   
 
Encourage all learners to use the Learning Log to reflect on and record their learning. 
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ACTIVITY 1: Preparing for the interview  
 
 
Aims:  
 

·  To discuss measures that can be taken to prepare for an interview. 
 
 
 
Activity:  
 

·  Briefly discuss learners’ previous experiences of job interviews. Write on flip chart any 
positive tips learners have learned from previous experiences. 

·  Talk about the value of being prepared for an interview.  
o What can you do to get ready for an interview? 
o How important is it to prepare for interviews in advance?  
o What questions might you be asked? 
o What sort of questions will you ask the interviewer? 
o How should you dress/behave? 

·  Relate questions to learners’ previous experiences.  Capture but do not dwell on 
negative experiences. Use these experiences to discuss positive strategies.  

·  Watch a video that gives tips about preparing for an interview, such as the American one 
at: http://video.about.com/jobsearch/Preparing-for-a-Job-Interview.htm  

·  Use Resource ATC7.1 Interview top tips to confirm points made during the discussion.
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ACTIVITY 1: Preparing for the interview  
 
 
Teacher notes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
When asking learners about their own interview experiences, be conscious that some will have 
had very negative experiences with no taste of success.  Others may never have had a formal 
interview. 

Ensure that  the following points are covered during the activi ty:  
 
·  Ensure that the purpose of interviews as a two-way process is explored. 
·  Interviews vary from job to job and from one company to another. Ensure that the 

different types of interview are discussed from the informal to the formal.  
·  Being well-prepared for an interview can increase confidence and lessen stress and 

anxiety. 
·  Being well-prepared includes the basics of punctuality, dress code and behaviour, as 

well as strategies for communicating with and finding out about a potential employer.  
 

SfL/Entry L evel support  
 

·  Ensure all learners have the opportunity to take part in the discussion and that their 
experiences are valued.  

·  Check learners’ understanding of the purpose of interviews so that they are clear 
that it is an opportunity for them to ask questions and to ‘interview’ a potential 
employer.  

 

Suggestions for extension activities  
 

·  List pitfalls of being badly prepared for an interview in an appropriate format. Give 
examples using videos or case studies found on the internet.  
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 1:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLlr/E3.3 
Listen for and identify relevant information 
and new information from discussions, 
explanations and presentations  

Entry Level Speaking and 
Listening  

SLc/E3.1 Speak clearly to be heard and understood 
using appropriate clarity, speed and 
phrasing  

Entry Level Speaking and 
Listening 

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening 

SLd/E3.2 Make contributions that are relevant to the 
subject 

Entry Level Speaking and 
Listening 

SLc/L1.3 
Express clearly statements of fact and give 
short explanations, instructions, accounts 
and descriptions 

Level 1 Speaking and Listening 

SLd/L1.1 Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 
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ACTIVITY 2: Answering questions  
 
 
Aims:  
 

·  To investigate possible questions that might be asked at interview and possible answers 
to them. 

 
 
 
Activity:  
 

·  Using a job advert, job description or person specification and Resource ATC7.2 
Preparing answers to questions , ask learners to list skills, qualities and attitudes that 
are asked for and say how they would demonstrate that they had these attributes. Talk 
about using positive language, e.g. ‘My five years looking after my children have taught 
me to budget carefully.’ 

·  Use Resource ATC7.3 Interview questions for learners to begin to consider the types 
of question they might be asked at interview and possible answers to them. Go through 
the activity asking for suggestions and offering ways to phrase answers. Compile a list of 
appropriate responses. Learners should use information from their personal profile to 
inform their answers to the questions. 

·  In pairs, ask learners to take it in turns to ask questions and give their prepared answers 
to them. A third learner could be used as an observer. Resource ATC7.6 How did it 
go? could be adapted for use as the questions are practised.  
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ACTIVITY 2: Answering questions  
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Learners should be encouraged to express their anxieties about interviews and direct 
questioning. 

Ensure that  the following points are covered during the activi ty:  
 

·  The importance of being prepared to answer questions. 
·  Using the question as a springboard for the answer, e.g. ‘What would your 

colleagues in your last job say about you?’; ‘I think the colleagues in my last job 
would say that I am...’ 

·  Asking for the question to be repeated, e.g. ‘I’m sorry I didn’t quite hear the question. 
Could you repeat it please?’ 

·  Stress and anxiety about interviews and the effect this can have on listening 
carefully. 

 

SfL/Entry Level support  
 

·  Learners may need support to read adverts critically in order to anticipate questions 
that will be asked.  

·  Learners may need support to establish speaking and listening strategies such as 
phrases for beginning responses or using part of the question to frame the answer.  

·  Some learners may wish to practise taping or videoing themselves during a question 
and answer session. 

 

Suggestions for extension activities  
 

·  Research further typical questions on the internet and feed back to rest of group. 
·  Prepare a multiple choice quiz with a list of possible questions and a choice of 

answers for use by other learners. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 2:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLc/E3.1 Speak clearly to be understood using 
appropriate clarity, speed and phrasing  

Entry Level Speaking and 
Listening  

Slc/E3.2 Use formal language and register when 
appropriate  

Entry Level Speaking and 
Listening 

SLc/E3.3  Express clearly statements of fact and give 
short explanations, accounts and 
descriptions  

Entry Level Speaking and 
Listening 

SLc/E3.4 
Make requests and ask questions to obtain 
information in familiar and unfamiliar 
contexts 

Entry Level Speaking and 
Listening 

SLlr/E3.4 Use strategies to clarify and confirm 
understanding  

Entry Level Speaking and 
Listening 

SLlr/L1.3 Use strategies to clarify and confirm 
understanding  

Level 1 Speaking and Listening  

SLlr/L1.6 Respond to questions on a range of topics Level 1 Speaking and Listening 
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ACTIVITY 3: Asking questions  
 

 
Aims: 
  

·  To investigate possible questions that a candidate might ask at interview. 
 
 
 
Activity:  
 

·  Discuss researching a prospective employer. 
o How can you find out about the firm you are going for a job with? 
o What sorts of things do you need to know? 

·  If appropriate, give each learner a job advert and ask him/her to find out as much as 
possible about the employer using the internet, asking around and so on. This may take 
some time and feedback could be at another session. 

·  Use Resource ATC7.5 Asking questions to discuss the kinds of questions that might 
be asked. Go through the first part of the activity asking for suggestions and offering 
ways to phrase questions. Compile a list of appropriate responses. 

·  In pairs, ask learners to take it in turns to ask questions and give their prepared answers 
to them. A third learner could be used as an observer. Resource ATC7.6 How did it 
go? could be adapted for use as the questions are practised. 
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ACTIVITY 3: Asking questions 
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Learners should be encouraged to be objective when looking at prospective employers or local 
firms. 

Ensure that  the following points are covered during the activi ty:  
 

·  Knowing about a prospective employer can help learners formulate questions to ask 
at interview. 

·  There are many sources of information that can be used to find out more about a 
prospective employer.  

·  Having prepared questions lessens the stress and anxiety levels of an interview. 
 

SfL/Entry Le vel support  

·  Scaffold the task of finding information by giving some key headings or areas to 
think about. 	

·  If the internet is used, learners need to practise sifting relevant from irrelevant 
information on a website. Print a page and ask learners to cut it up, making two piles 
of information, one of which can be discarded. The relevant information can then be 
read and important facts highlighted.	

·  Write questions on small cards for learners to use as a reminder during the 1:1 
activity.	

·  Ask learners to verbalise their questions. As they are speaking, copy the questions 
onto card which can be cut up and rearranged back into the questions. 

·  If they have no ideas of their own, present learners with a number of cut up 
questions to rearrange and copy onto their activity sheet. 

 

Suggestions for extension activities  
 

·  Learners who feel confident can give a short presentation or description of a local 
firm that they have investigated as a prospective employer.           
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 3:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Rt/E3.8 Obtain specific information through detailed 
reading  Entry Level Reading  

Rt/L1.5 Use different reading strategies to find and 
obtain information  

Level 1 Reading  

SLc/E3.4 
Make requests and ask questions to obtain 
information in familiar and unfamiliar 
contexts 

Entry Level Speaking and 
Listening  
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ACTIVITY 4: Putting it all together  
 
 
Aims:  
 

·  To discuss the body language used in interviews. 
 
 
 
Activity:  
 
·  Ask one learner to act as an interviewer and model poor body language with yourself as an 

interviewee. Alternatively, play a suitable video (e.g. from YouTube) and discuss what is 
wrong with the body language displayed. 

·  Discuss the effect of your behaviour. Discuss what is acceptable and what can be off-
putting. Ask learners to complete Resource ATC7.4 Body language .  

·  With one learner as an interviewer and one as an interviewee, and perhaps a third as an 
observer, ask learners to demonstrate good body language for an interview situation. 

·  Use Resource ATC7.6 How did it go? to sum up the activity. 
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ACTIVITY 4: Putting it all together  
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Be aware of different body language displayed by different nationalities.

Ensure that  the following points are covered during the activi ty:  
 
·  It is important to demonstrate positive body language at interview. 
·  It is important to watch the body language of the interviewer to try to gauge his/her 

reactions to what you are saying. 
·  Mirroring the body language of the interviewer in a subtle way can be a way of 

establishing a bond with the interviewer. 
 

SfL/Entry L evel support  
 
·  For more practice in reading body language, learners may wish to collect together a 

selection of different pictures of facial expressions and body language from magazines 
and newspapers and quiz each other about the messages being conveyed. 

·  Watch a television programme without sound, pausing it to discuss the body language 
and possible events in the programme.  

 

Suggestions for extension activities  
 
Run a quiz based on photos taken within the group with a digital camera.  Keep it light-
hearted.  
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 4:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening  

SLd/E3.2 Make contributions that are relevant to the 
subject 

Entry Level Speaking and 
Listening 

SLlr/L1.3 Use strategies to clarify and confirm 
understanding 

Level 1 Speaking and Listening 
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ACTIVITY 5: Reflect on own learning  
 
 
Aims:  
 

·  To recap on aspects of interview technique worked on in this unit. 
·  To confirm understanding of concepts discussed in the unit. 

 
 
 
Activity:  

·  Use the Learning Log for learners to record their thoughts. 
 

 
 
 
 
 

·  Ask learners to look back at the information recorded in the resources completed for this 
unit and identify the positive outcomes and areas for improvement. 
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ACTIVITY 5: Reflect on own learning  
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes   
Learners are asked to complete a Learning Log  at the end of each unit. If learners create a 
personal record, they should use this to record their thoughts. 

Ensure that  the following points are covered during the activi ty:  
 
·  Being well-prepared for an interview can increase confidence and lessen stress. 
·  Preparing questions to ask reduces the stress of trying to think of a question when 

asked at interview. 
·  Preparing answers to possible questions that might be asked can also lessen the stress 

of the interview situation. 
·  Listening carefully is the key to deciding on the right question to ask or answer to give in 

an interview situation. 
·  Deciding what went well and what could be improved is a way of improving performance 

at subsequent interviews. 
 

SfL/Entry  Level support  
 
·  Learners at this level are only required to identify one main learning outcome. Some 

learners may need support to complete the Learning Log .  
 

Suggestions for extension activities  
 
·  Ask learners to produce some SMART targets to address any goals they have 

discovered during this unit. 
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Resource ATC7.1 Interview top tips 
 

·  Make sure you are well-prepared. 

o Find out as much as you can about the company where you are applying for a job. 
o Prepare some questions you might want to ask. 
o Prepare some answers to questions that you might be asked. 

 
·  Plan your journey to the interview. 

o Make sure you know where to go and how to get there.  
o Allow plenty of time so that you will be punctual. 

 
·  Take with you: 

o The telephone number of the company – in case of an emergency. 
o A copy of your CV. 
o A notepad and pen. 
o Your references. 

 
·  Make sure that you are: 

o Smart. 
o Clean. 
o Polite and friendly to everyone, from the receptionist to the security guard. 
 

·  When you walk into the room: 
o Shake hands firmly, smile and try to relax. 
o Make eye contact. 
o Sit well back in the chair - be comfortable, but don’t slouch. 

 
·  During the interview: 

o Be yourself. 
o Listen to what the interviewer is actually  saying and not what you think  they are 

saying. 
o Keep your answers to the point. 
o Be enthusiastic. 
o Be positive: believe that you can get the job. 
o Ask your questions when you are asked to do so – and listen carefully to the 

answers. 
o Make sure you know what happens next. 

 

 
 

 

. 
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Resource ATC7.2 Preparing answers to questions 
 

The employer wants someone who…  I can demonstrate this by talking about…  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Getting on at Work  

��������	�
	�����
 	
	
����	����
�	��
������	�
�	���
���
��	

 
20 

 

 

Resource ATC7.3 Interview questions 
If you were asked these questions by an interviewer, what would you say? 

Question  Hints Answer  

Why do you want this particular 
job? 

Talk about the areas of the 
job that interest you.   

 

What particular skills, qualities and 
experience can you bring to this 
job? 

This is your opportunity to sell 
yourself and convince them 
that you are the right person 
for the job! 

 

Have you done this sort of work 
before? 

Be honest and say ‘no’ if you 
haven’t.  You could say that 
you enjoy learning new skills 
and that you learn quickly. 

 

What is the achievement you are 
most proud of?  

What is your greatest strength? 

Don’t boast. Be honest. Try to 
choose something that will be 
useful in the job you are being 
interviewed for. 

 

What is your biggest weakness?  

What would you most like to 
change about yourself? 

Don’t be negative about 
yourself. Show how your 
weakness can be turned into 
a strength, e.g. ‘I am... but 
this makes me... 

 

What do you know about this job? Show that you have read the 
job advert and job description. 

 

What do you know about this 
company?  Why do you want to 
work here? 

 

This is where you can show 
you have done some 
research.  Talk about the 
things about the company that 
interest you. Say you would 
like to work for the company 
because of what you know 
about it. Give examples. 

 

We need someone who can work 
in a team/work under pressure/ 
work independently/communicate 
well. Can you do that? 

Don’t just answer ‘yes’ or ‘no’ 
to this type of question. Give 
examples of how you have 
done this before. 

 

Why did you leave your last job? 

 

Be honest but do not be 
critical of past employers.  
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Resource ATC7.4 Body language   
 
60% of the impression you make is through your body language.  
The way you behave at the interview is bound to make an impression on the interviewer. 
 
Your body language  
Your body language is a reflection of your confidence. 
You want to make a good impression. 
 
Are you smiling? 
Are you nodding agreement as the interviewer is speaking? 
Are you waving your arms and hands around? 
Are you maintaining eye contact? 
Are your arms crossed? 
Are you fidgeting? 
Are you fiddling with what is in your hand? 
Are you slouching? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The body language of the interviewers 
Watch the body language of your interviewers to try 
to gauge what sort of impression you are making.   
 
Are they looking interested in what you have to say? 
Are they yawning? 
Are they leaning forward? 
Are they leaning back? 
Are their arms folded? 
 
 
 
 
 
 

Positive body language to use at interviews 

Body language to look out for at interviews 

 



 

Getting on at Work  

��������	�
	�����
 	
	
����	����
�	��
������	�
�	���
���
��	

 
22 

 
 
 
Resource ATC7.5 Asking questions  
 
Have some questions ready to ask the interviewer. 
This is another way of impressing the interviewer with the research you have done and with 
your enthusiasm for the job. 

 

 

  

                                              Which is more impressive? 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Do you have any questions you’d 
like to ask me? 

Er... Nope...I think 
we’ve covered 
everything. 

How would you describe a typical week/day in this position?  
What did the previous employee in this position go on to do?  
Who does this position report to? If I am offered the position, can 
I meet him/her?  
How many people work in this office/department?  
What is the typical work week? Is overtime expected?  
What are the prospects for training?  
What do you like about working here?  
What don't you like about working here and what would you 
change?  
If I am offered the job, how soon would you like me to start?  
When can I expect to hear from you?  
Are there any other questions I can answer for you? 
 

Tip  
It's OK to write the questions down 
and refer to them in the interview. 
You can avoid asking any that have 
already been covered as well as 
showing that you have prepared for 
the interview. 

When I was researching the 
company, I was wondering 
whether... 
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Resource ATC7.6 How did it go?  

 

Completing the form below while you are practising for your interview, as well as after your 
real interviews, will help you make a note of your initial feelings and thoughts about how 
your interview went.  You can refer to it when you are receiving feedback. You can also use 
it to improve your interview skills and update your action plan.  

Use the checklist on the next page to help you.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 

What went well?   

What didn’t go so well?  
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Resource ATC7.6 How did it go? (continued)   
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ATC7 Level 2 Assignment 
 
The best way to improve your confidence with interviews is to practise and also to 
get more experience in real situations.  
 
Keep practising 

If you are applying for jobs, 
make sure you do your 
preparation properly.  
 
Go ready prepared with 
questions.  
 
Think about the way you dress, 
how to get there on time and 
how to speak to people when 
you arrive.  
 

If you are already in work but 
would like more practice, 
arrange a formal meeting with 
your line manager or Human 
Resources manager.  
 
Use the opportunity to discuss your 
current situation and opportunities for 
training and promotion. Don’t be 
vague – go with some real questions 
and ideas in your head.  

After the interview:  
 
Ask the interviewer for feedback.  
They should be able to tell you 
what you did well and where you 
need more practice.  
 
Use the checklist in ATC7.6 to 
assess your own performance.  
 
Use the mirror to practise if you 
need more confidence.  
 
Try again! You will succeed.  
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during the Level 2 
Assignment:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLd/L2.1  Make relevant contributions and help to 
move discussions forward  Level 2 Speaking and Listening  

SLd/L2.2 Adapt contributions to discussions to suit 
audience, context, purpose and situation 

Level 2 Speaking and Listening 

SLlr/L2.1     
Listen for and identify relevant information 
from extended explanations or 
presentations on a range of topics 

Level 2 Speaking and Listening 

SLc/L2.1     
Speak clearly and confidently in a way 
which suits the situation 

Level 2 Speaking and Listening 

SLc/L2.2   
Make requests and ask questions to obtain 
information in familiar and unfamiliar 
contexts 

Level 2 Speaking and Listening 

SLlr/L2.4 Respond to criticism and criticize 
constructively  

Level 2 Speaking and Listening 
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Learning Log   

 
 
 

 
 

 

Name: 
 
Date: 
Unit title:   
 
Positive outcomes from the 
training: 

Applying these positive outcomes in the 
future: 

 
 
 
 
 
 
 
 
 
 

 

In the future I would like to find out more about: 

 
Notes 
 
 
 
 
 
 
 
 

 
�  Think about what you have done today. 
�  What are the most important things you 

have found out – the positive outcomes? 
�  What difference can these positive 

outcomes make to you? 
�  What would you like to find out more 

about? 
�  Use the answers to these questions to 

complete the Learning Log below. 
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Links to other resources 
 
Direct 
Gov 

http://www.direct.gov.uk/en/Employment/Jobseekers/Helpapplyingforajob/DG_173685 

Questions 
you might 
be asked 

http://www.direct.gov.uk/en/Employment/Jobseekers/Helpapplyingforajob/DG_173785 

Do’s and 
Don’ts of 
interviews 

http://www.direct.gov.uk/en/Employment/Jobseekers/Helpapplyingforajob/DG_173701 


