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Interviewing Skills 
 
Objectives: 

1. Participants will learn about the appropriate attire to wear to an interview. 
2. Participants will learn about what to bring to an interview. 
3. Participants will learn how to greet interviewers. 

 
 
Time:  1 hour 
  
 
Materials: 
 

1. Markers 
2. Scissors 
3. Glue 
4. Mini Poster Board 
5. Other role-play materials (this includes art supplies so that participants can create their 

materials for the role play) 
 

 

Activity: First Impressions 

 
The idea of this activity is for participants to learn how to dress appropriately for an interview. 
Participants will learn how to groom properly before their interview. Participants will also learn 
how to make a good impression during the interview.  
 

Prior to activity: 
1. Make sure you have materials. 
2. Put the materials on a table so they are accessible to participants. 
3. Make copies of the scenarios so participants can do role-plays. 
4. Cut the scenarios so that they are separated and one can be distributed to each group. 

 

Roles of Facilitator(s) and Volunteer(s) 
1. Facilitator- make sure that participants understand and are doing the activity; answer 

questions 
2. Volunteer(s)- same as number on 

Start of Activity 
1. When participants arrive distribute: 

q Interviewing Scenarios 
q Role-Play Materials 
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2. Break Participants into groups of 2 
 

Leader’s Notes - Begin the activity by asking the following questions: 
1. Does anyone know someone who has been on a job interview before? - Have 

participants respond by a show of hands 
2. Why are job interviews important? - Guide a brief discussion about job interviews. 
3. What are some things you are supposed to do before a job interview? Guide a brief 

discussion about preparing for an interview 
4. Explain the following: 1 

• Job Interview – is a process where your potential employer can meet you and 
talk to you personally. 

• The employer wants to learn enough about you to make a decision about 
whether they should hire you for a job or not. 

• You should always prepare for an interview. 
v Note: More information about how to prepare for an interview is given 

below. 
Leader’s Notes – Begin talking to participants about the appropriate attire to wear for an 
interview in the business world. 

1. Explain the following:2 
a) Men should wear…. 

i. Conservative color suit like navy or charcoal gray with a shirt and 
tie 

ii. Dress shirt should be white or crème. It should be ironed. 
iii. Ties can be striped, solid, or have a small pattern on it. 

v Note: The tie should not have animals on it or cartoon characters 
iv. If you have long hair, put it in a ponytail or keep it off your face. 

b) Women should wear…. 
i. A businesslike suit 
v Note: Skirts should reach your knees 

ii. Heels- should be medium or low. Should be dark to match your 
suit 

iii. Hair- should be back or off of face 
iv. Do not wear big jewelry. Women should not wear jewelry that 

stands out like big bracelets or big hoop or long earrings. 
Leader’s Notes- Begin talking to participants about grooming for an interview in the 
business world 

a) Men – should shave 
b) Men should not wear cologne (it only takes a small amount to leave an 

allergic interviewer sneezing or a bad impression of your meeting)  
c) Women – should not wear a lot of perfume. 
d) Women – should not wear a lot of makeup. 

Leader’s Notes – Begin talking to participants about what to bring to an interview 
a) Watch 
b) A pen 
c) A notepad 
d) Briefcase or Leather-bound folder (containing extra copies of your resume) 

                                                
1 This information comes from Etiquette for Dummies by Sue Fox 
2 http://web.princeton.edu/sites/career/Undergrad/JobSearch/dress_code.html 
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Leader’s Notes – Begin talking to participants about careers where it is required to wear a 
suit in the job interview. 

1. Explain the following:  
a) How you dress for an interview depends on the type of job you are 

applying for. 
b) You should not assume that one setting is more casual than the other. 
c) If you are not sure what to wear to an interview, wear a suit to be safe. 
d) Here are some careers where it may not be necessary to where a suit 

i. Fast Food industry – if you are not applying for a management or 
upper level position. In this business, you are working with food and 
grease and you may get dirty during the job. A suit may send the 
message that you are too polished. 

ii. Construction industry – if you are not applying for a management or 
upper level position. In this business, you may be working outside 
and getting dirty. A suit may send the message that are too 
polished. 

iii. Art or music industry – if you want to be an artist or performer. In 
this business, it important to be creative. A suit may send the 
message that you are not creative and fashionable. 

Leader’s Notes - Begin listing for participants about what they should do in an interview 
1. Explain the following: 3 

a. Be early for the interview 
b. Dress appropriately 
c. Shake the interviewers hand when you meet them 
d. Answer the questions  
e. Be enthusiastic about the job 
f. Have good eye contact 
g. Know about the business you are interviewing for 

 
Leader’s Notes – Begin talking to participants about focusing on the positives and not the 
negatives 

a) Present bad experiences as a learning experience 
Ø For example: Instead of saying: I hated my position as a telemarketer 

because I had to call people on the phone all the time. 
Ø Instead say:  I realized that calling people on the phone was not a 

strength for me. Though, I love working with people, I decided I like to 
speak to people face-to-face. 

Leader’s Notes – Begin talking to participants about questions concerning money in the 
interview. 

a) It best not to talk about money in the interview. 
b) Only ask about money until you receive the job. 
 

Leader’s Notes – Begin talking to participants about what to do after the interview. 
a) Write a follow-up letter to inform the employer that you are still interested 

in the job. 
b) Proofread your letter and if you don’t know the interviewer’s name call and 

ask the secretary. 

                                                
3 ibid 
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c) If you get a rejection letter or a letter saying that you did not get the job, 
you should thank the person for letting you interview. 

v Note: Don’t ask employers to tell you why they didn’t hire you. This will put 
the interviewer or the recruiter in an awkward position. 
d) Send a thank you note two or three days after you have received the 

rejection letter 
e) Sending a thank you note will leave the company with a good impression 

about you. 
 

Leader’s Notes –Begin activity by distributing a scenario to each group and tell participants to 
look at their scenarios 

1. Tell participants that they will read their scenario 
2. Tell participants that in the scenarios the… 

i. Interviewer – is the person asking the questions 
ii.Interviewee – is the person being interviewed 

3. Tell participants that they will do a role-play of the scenario for the class. 
4. Tell participants that they need to make the props using the material provided to do 

the role-play. 
 

 
 

1. After each role play, the class needs to tell the facilitator what the interviewee did 
incorrectly 

v Answer key for each Scenario is below. 
2. The scenarios are based on what the participants just learned about interviewing. 
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Scenarios 
 

Scenario 1 
Cherry meets the interviewer for the first time. The interviewer says “Hi, my name is Robert 
Anderson and I will be interviewing you today.” Then Cherry looks down at the ground and says 
to Robert, “Hi my name is Cherry Jackson.” 
 
 

Scenario 2 
Tom meets the interviewer for the first time. The interviewer holds her hand out to shake Tom’s 
hand and says “Hi my name is Shannon Mattocks and I will be interviewing you today. Tom 
says “Hello my name is Tom Parker.”  Tom does not shake Shannon’s hand but holds his hand 
up to give Shannon a high five.  
 
 

Scenario 3 
Betsy’s interview starts at 12:00pm at Harris Stowe State College. Betsy’s car battery died and 
she will not attend the interview on time. Betsy tells her brother, Sean, to call Harris Stowe State 
College to tell the interviewer what happened and that she can’t come to the interview. Sean does 
what his sister asks him to do. Betsy goes to sleep. 
 

 
Scenario 4 
Blake was in his interview at Famous Department Stores. The interviewer asks “Blake, what 
interests you the most about our company?” Blake answers, “I can’t answer that question 
because I don’t know anything about the Famous Department Store.” 
 
 

Scenario 5 
Amy is getting ready for her interview at Stephenson Bank.  Amy decides to put on bright red 
eye shadow to match her bright red suit. Amy asks her uncle if she should wear her big hoop 
earrings to the interview. Her uncle says that she should wear her big hoop earrings. 
 
 

 
Scenario 6 
Jonathan is getting ready for his job interview as a teacher at a high school. Jonathan decides to 
put on a lot of cologne because he wants to smell good for the interviewer. During the interview, 
the interviewer kept coughing because she is allergic to cologne. 
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Scenario 7 
Tammy is applying for a job at McDonalds. The interviewer says, “Tammy, tell me about your 
experience at your last job.” Tammy answers, “Well, my last job was at Burger World and I 
hated it! The people were so stupid and were always yelling at me!” 
 
 

Scenario 8 
Tony was in his interview at Pepi. The interviewer asks Tony, “Do you have any questions for 
me?” Tony says, “Yes, I want to know how much money I will be making if I get this job.” 
 
 

Scenario 9 
Thomas just received his rejection letter in the mail. He did not get the job at Foot Locker. 
Thomas decides to call the interviewer and ask, “Why didn’t I get this job?” “I was the best 
person for the job!” 
 

Scenario 10 
Mary received a rejection letter in the mail 5 months ago from Big Brothers Big Sisters. She 
decides to send a thank you note to Big Brothers Big Sisters for letting her interview for the job. 
The interviewer, Don, at Big Brothers Big Sisters does not remember Mary because it has been 5 
months since he interviewed her. 
 
 

Scenario 11 
Shaun is interviewing for a job at Disney Land. The interviewer says, “Shaun, please tell me 
what you did at your last job.” Shaun says, “Well I like video games and computers.” 
 
 

Scenario 12 
Ronda is interviewing for a job as a nurse at a doctor’s office. The interviewer asks Ronda, 
“What do you like about our office?” Ronda says “I don’t like anything. I am just here because I 
need the money.” 
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Answer key to the Scenarios 
 

1. Cherry should have made eye contact. Cherry should not look at the ground when she 
is introducing herself. 

 
2. Tom should not have given Shannon a high five. Tom should have given Shannon a 

firm hand shake. 
 

3. Betsy should not have gotten her brother to call Harris Stowe State College. Betsy 
should have called Harris Stowe State College herself to tell the interviewer about her 
car battery and to reschedule the interview. 

 
4. Blake should have researched Famous Department Store before he interviewed for 

the job. If he would have researched Famous Department Store, then he would have 
been able to answer the question. 

 
5. Amy should have worn a dark color suit to the interview. Amy should not have worn 

bright red eye shadow because it draws too much attention to her eyes. Amy should 
not wear big hoop earrings to an interview because it draws attention to her jewelry. 

 
6. Jonathan should not have put on a lot of cologne. He made the interviewer sick with 

his strong scent. 
 

7. Tammy should have turned a negative experience into a positive or learning 
experience in the interview. Tammy should have said, “My last job was at Burger 
World. I did have a difficult time working there because some of the people were 
hard for me to work with. I learned that people are not always going to get along with 
everyone they work with. However, it is important that you can get the work done.” 

 
8. Tony should not have asked the interviewer how much money he would make. Tony 

should ask this question after he gets the job. 
 

9. Thomas should not have called the interviewer to ask why he did not get the job. It 
puts the interviewer in an awkward situation. 

 
10. Mary should have sent the thank you note 2 or 3 days after she received her rejection 

letter. Because she waited 5 months to send the thank you note, the interviewer did 
not remember who she was. 

 
11. Shaun did not answer the question. He should have told the interviewer what he did at 

his last job and not what he likes. 
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12.  It did not seem that Ronda wanted the job. She was not enthusiastic about the job. 
She also told the interviewer that she did not like the job. She should not be 
interviewing there.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


