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	Program Information
	[Lesson Title]

Public Speaking and Interviewing Skills

	TEACHER NAME

Stephanie Schab
	PROGRAM NAME

Parma City Schools

	
	[Unit Title]
Essential Component #3: Individual Education, Career, Individual Education, Career, and Life Plans

	NRS EFL(s)
3 – 6

Can be adapted for ABE students
	TIME FRAME
Up to 240 minutes 

	Instruction 
	ABE/ASE Standards – English Language Arts and Literacy
       

	
	Reading (R)
	Writing (W)
	Speaking & Listening (S)
	Language (L)

	
	Foundational Skills
	R.3.2

	Text Types and Purposes
	
	Comprehension and Collaboration
	S.3.1

S.4.1
	Conventions of Standard English
	

	
	Key Ideas and Details
	
	Production and Distribution of Writing
	
	Presentation of Knowledge and Ideas
	
	Knowledge of Language
	

	
	Craft and Structure
	
	Research to Build and Present Knowledge
	
	
	Vocabulary Acquisition and Use
	L.3.4

L.3.6

	
	Integration of Knowledge and Ideas

	
	
	
	Benchmarks identified in RED are priority benchmarks. To view a complete list of priority benchmarks and related Ohio Aspire lesson plans, please see the Curriculum Alignments located on the Teacher Resource Center (TRC).

	
	LEARNER OUTCOME(S)

· Students will be able to comprehend the components of speaking for different purposes by analyzing examples.
· Students will be able to understand how language should be used depending on the context of the situation by learning to use appropriate vocabulary for workforce situations, such as a job interview. 
· Students will be able to practice public speaking and giving a short speech, by learning and demonstrating that he/she can provide a short elevator speech for a job interview.


	ASSESSMENT TOOLS/METHODS

· Teacher observation of student participation in discussion.
· Mock Interview recording.  Students will be able to listen to their answers to analyze their thoughts.  
· Peer feedback.
· Teacher and peer feedback of elevator speech
· Exit Ticket



	
	LEARNER PRIOR KNOWLEDGE
· Students should be familiar with what a job interview might be like.
· Students should be familiar with the various purposes of speeches (Inform, Instruct, Entertain, Persuade, Inspire).
· Students should be familiar with workforce language vs. informal language.
· Students should have some simple foundational skills on public speaking in order to demonstrate improvement. 


	
	INSTRUCTIONAL ACTIVITIES 

1. Reflective warm-up question for the board.  What would be your response if someone said “tell me about yourself?”
a. Explain how this this question is common during an interview.

2. Begin with learning about the phases of an interview
a. Before the Interview
b. The Beginning of the Interview
c. The Middle of the Interview
d. The End of the Interview
e. The Follow-Up to the Interview 
f. Teachers may use the Business Etiquette PowerPoint and edit as needed.
3. Have students read Lesson 5.1 Determine an Author’s Purpose and Point of View from Common core achieve: Mastering essential test readiness skills (Reading & Writing) and complete assignments on pgs. 146-147 (skipping the writing practice).

a. Discussion about what students read, reviewing answers from assessment, and beginning to make a connection as to what your purpose is during a job interview.
4. Give each student a copy of Mock Interviews with Competencies.  
a. As a class, have students read each competency and discuss the purpose of each question during an interview.  

5. Discuss the purpose of the “elevator speech.”

6. Give Elevator Speech Questions handout to students

a. Give students about 20 minutes to answer questions that are included on Elevator Speech Questions.
b. Partner students together, and have them share their elevator speech with each other.  One person listens and the person speaks, and then switch rolls.  Ask students to provide a post comment about what they heard.  The instructor should walk around and listen to each group, also providing feedback.

c. Ask students to volunteer to share their speeches with the entire class. Remind the students that the room will only offer only positive feedback and support.  Volunteer to use a cell-phone to record speech, if student would like to listen and reflect.  
7. Check for understanding: Do students understand the purpose of the elevator speech? 
a. Engage in a conversation with the class.
8. Exit Ticket (attached)
9. Pass out Interview Procedure Tips handout for students to review for HW


	RESOURCES
Computer with Internet access
Projector, ability to project

Speakers
Software such as PowerPoint

Recording device such as using the recorder of a cellphone 

Student copies of Lesson 5.1 Determine an Author’s Purpose and Point of View

Common core achieve: Mastering essential test readiness skills (Reading & Writing). (2015). Columbus, OH: McGraw-Hill Education.

Student copies of Mock Interviews with Competencies (attached)

Student copies of Elevator Speech Questions (attached)

Student copies of Exit ticket (attached)
Student copies of Interview Procedure Tips (attached)


	
	DIFFERENTIATION

· Partner students according to NRS levels to encourage different levels of discussion and pacing
· Offer the option of reading your elevator speech from the paper, rather than memorizing
· Work in a small-group for step #4.  This would be appropriate for EFL levels 1-2.  Work together to discuss reading and definitions.  Students might not complete assessment on step #5, but rather continue to focus on comprehension.  


	Reflection
	TEACHER REFLECTION/LESSON EVALUATION


	
	ADDITIONAL INFORMATION
The timeframe is flexible.  You could do 1hr of the lesson each day. You could also split this into 2 classes.  I did 2 classes and used 2hrs of each class (leaving .5 per class for other information)
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Mock Interviews with Competencies

Initiative - Actively attempts to influence events and people to achieve goals; self-
starting rather than passive acceptance. Taking imaginative, creative action to achieve
goals beyond what is called for.
• Tell me about a situation where you went above and beyond the call of duty. What

happened? Why did you do it?
• Give me an example of being in a situation where things were not going well and you

turned it around. What did you do? Why did you do it? What was the outcome?

Motivation - The activities that stimulate and intrinsically reward an individual.
• Give me an example of when you worked the hardest and felt the greatest sense of

achievement. What did you do? What happened?

• Tell me about a recent frustrating experience. Why were you frustrated? What did

you do? What were the results?

• When did you feel the most significant achievement in a work situation? What did

you do and why was it so rewarding?


Stress Tolerance - Stability of performance under pressure and/ or opposition. 
Handling disappointment and/or rejection while maintaining effectiveness.
• Tell me about a situation in which you were rejected. How did you handle the

outcome?

• Give an example of when your work was criticized. What was wrong with it and how

did you deal with it?

• Under what conditions and in what environment do you work best? Give specific

examples.

• How often is your schedule upset by unforeseen circumstances? Give me a recent

example and how do you handle it. 
Leadership - Utilization of appropriate interpersonal styles and methods in guiding
individuals (subordinates, peers, superiors) or groups toward maximum results.
• What has been your most difficult experience in giving others direction? What

specifically did you do? What was the outcome?
• Tell me about your most challenging leadership role. What was your role in the

group? What was the result? 
Decision Making - Readiness to make decisions, tender judgments, and to commit with
confidence after carefully weighing the consequences of alternative actions. Risk taking
balanced by judgment in selecting a course of action in which the benefits appear greater
than the risks.
• Tell me about procrastinating about a decision in the last 6 months. Why did you do

it? What was the outcome?
• What is the most important decision you've had to make in the last six months? Did

you seek advice? What did you decide? Did it work? 

Persuasiveness - Ability to convince others, help groups to work together.
• Tell me about a relationship where a person started out as an adversary and is now a

supporter.
• Tell me about your most difficult supervisor. Give me an example. How did you

handle this supervisor?
• Give me an example of convincing someone to extend a deadline.
• Tell me about convincing a group to make a change you felt necessary. What was the

change? How did you convince them? Why did you feel it was necessary? 

Elevator Speech Questions:
· Your professional accomplishments (awards, recognitions, certifications, etc.).

· What’s the common theme in all your jobs? Take a look at your transferable skills and identify the one or two where you really have a lot of information to share.

· Focus on your essential skill set, what ability have you continued to strengthen in every role?

· Still in school?  Discuss the skills you have learned while enrolled in classes.
Interview Procedure Tips

The Job Interview A discussion and review of the four phases of a successful Job Interview

I: The interview starts when you get the phone call to schedule the interview
• Ask who will be interviewing you- name and title if possible (you will need the correct spelling of each for your thank you note)
• Find out about logistics issues- parking, traffic, clear route etc.
• After the phone call- Google the company or view the company web site. Find out about the company, perhaps review current press releases, or any new developments before the interview 
• Remember you are competitive going in to the interview. The company would not invite you to an interview if you had not demonstrated in your résumé that you have the skills and background to do the job should you be selected, or close enough

II: Introduction
• What is the most important thing that you can wear to a job interview? A big smile!!! 
• Be squared away – dress for success – how many times do you get to make a great first impression? 
• Introduce yourself with a firm hand shake. Use your interviewer’s name (Mr…, Ms…) in your introduction. Dale Carnegie wrote about this in “How to win friends and influence people”. 

III: Know your résumé
• Be prepared to discuss your résumé in detail
• Develop short anecdotes to illustrate your qualifications for the position and how you added to the success of the company. 
• CAR – Condition – your actions – results
• PAR – Problem – your actions – results
• SAR – Situation – your actions – results
• Robyn Ryan wrote about this in her book “60 seconds and you’re are hired”
• Be remembered for the stories that you tell and not the words that you speak


IIII: Wrapping it up
• As the interview wraps up, you may be asked if you have any questions. This is a good opportunity to ask a few well thought out questions about the company, or the position. 
• Remember at this point the interview is about what you can contribute to the company, not what they can do for you. Stay away from salary and benefits, unless the employer brings them up. Part of your preparations are to know what the local labor market salary range is and what you can and cannot accept
• Ask a few questions such as:
o What would a typical day be like?
o In this position who would I report to? 
o How will I know when I am meeting expectations? 

• That same day, write a thank you note to everyone you interviewed with (remember to ask for business cards from each person, or take notes if you need to, or you can always ask the receptionist on your way out, just make sure that you get the spelling of the names and titles right) and mail it. However, if you know that they will be making a decision soon, you can hand deliver it. In addition, you can send an e-mail thank you note, but if you want the job, do it the old-fashioned way and mail it

In closing: 

• Job interviews are stressful, this is normal. Remember the old saying: practice makes perfect. The more you practice interview questions and your presentation the better you will interview. 
• You can Google interview questions and compile list of them. Practice with a friend or family member or in front of a mirror, but practice, practice, practice

Exit Ticket


What is the purpose of the elevator speech? (Please provide a short answer)











 Create two interview questions that you would ask someone who you are interviewing:


A.


B.





 Provide 2 examples of professional vocabulary that should be used during a job interview.


A.


B.





 Provide 2 examples of unprofessional vocabulary that should not be using during a job interview.


A.


B.
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