Mock Interviews
	
	Date Due:   Drafts due Monday, January 20

Final documents due Monday, April 7

Point Value: 200 points



	
	Based on the students’ career interests, the instructor will arrange a mock interview with a field professional.  Once the pairing has been made, students should:

1. Submit a draft resume and cover letter to the instructor by January 20 for review.

2. Send a cover letter and resume to their professional requesting an interview by February 3.

3. Follow up, arrange and participate in the mock interview—using their portfolio as appropriate.

4. Send a thank you letter, within one week of the interview to the professional.

5. Submit all final materials to the instructor by April 7.

All interviewers will use the attached evaluation form during the interview.  This form, sample resume and cover letter, and sample thank you letter should be turned to the instructor by the due date.    The materials can be submitted by the student, or sent directly by the professional.  Deductions will be made for late or incomplete assignments, so make sure you plan your interview early.  The interviewer can send your forms back to your instructor via mail at:

409 Agriculture Hall

Michigan State University

East Lansing, MI  48824

Students who want additional feedback on their resume before their interview are encouraged to go to Career Services and Placement in the Student Services Building.



	
	


Interview Preparation Evaluation Form

Cover Letter & Resume (Note: 1 = low and 5 = high)
	Professionalism
	1
	2
	3
	4
	5

	Appropriate use of fonts and design; nice paper; language is appropriate to audience; etc.


	Organization
	1
	2
	3
	4
	5

	Information is easy to find; letter flows well; resume is organized logically; etc.


	Clarity
	1
	2
	3
	4
	5

	Written clearly; easily understood; letter asks for something; used proper grammar; accurate spelling; etc.


	Content
	1
	2
	3
	4
	5

	Letter and resume contain needed information; resume highlights applicant’s abilities; highlights transferable and workplace skills; etc.




General comments for resume and cover letter:

Interview (Note: 1 = low and 5 = high)
	Professionalism
	1
	2
	3
	4
	5

	Dress appropriate for interview; arrived on time; behaved appropriately; etc.


	Speaking voice
	1
	2
	3
	4
	5

	Sounded confident and sincere; volume was appropriate; etc.


	Interpersonal skills
	1
	2
	3
	4
	5

	Etiquette appropriate to situation; acted positively; interacted well with others; etc.



	Clarity
	1
	2
	3
	4
	5

	Gave clear and logical responses to questions; communicated well; etc.



	Question answering
	1
	2
	3
	4
	5

	Gave appropriate answers to all questions; highlighted important skills and talents; etc.



	Use of examples
	1
	2
	3
	4
	5

	Used appropriate and concrete examples; used portfolio well; etc.




Overall ranking:_____/5

Interview comments:

General comments:

Please sign and date on the line below.  Also, if you have a copy of the questions you used from the interview, please include them.

Name








Date
