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   (CLF730)  Unit Title:  INTERVIEW SKILLS

                            UNIT DIRECTORY:

______________________________________________________________________________

          Code      Topic Title                      Hours     Year(s)

______________________________________________________________________________

          (CLF731)  Interviewing Skills               4         2

                                          TOTAL TIME FOR UNIT = 4

______________________________________________________________________________

UNIT GOAL:  Students will begin to understand what occurs during an interview,

            methods of preparation for the interview and the purpose of the 

            follow-up letter.

______________________________________________________________________________

Unit objectives: Upon completion of this unit, the students will be able to:

1.  Develop a list of frequently asked interview questions

2.  Be able to discuss the various methods of interviewing

    job candidates and participate in mock interviews

3.  Identify standards for interview preparation in regards

    to grooming, behavior and clothing

4.  Develop an appreciation for other factors influencing job

    applicant assessment, e.g., first impression, eye contact

5.  Write two follow-up letters to a job interview.

_____________________________________________________________________________

REFERENCES: 

H. Anthony Medley, "Sweaty Palms: The Lost Art of Interviewing"

______________________________________________________________________________

RESOURCES: ------------------

Job Interview      www.job-interview.net/
Career builders  www.careerbuilder.com
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