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Part 1: Preparing to Meet Employers for Informational Interview

	 Objectives - By the end of the activity, participants will be able to:
a. To help participants with their professional presentation skills. 
b. Help foster an understanding of workplace behaviors that leads to long-term employment.
c. To prepare participants for their forthcoming assignment of obtaining an informational interview from their employer..
 Time Required:  90 Minutes
 Methodology: role plays, pair share, large group discussion
 Materials and Preparation: flipchart paper, markers, tape
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1. Facilitator should demonstrate to group in a role play with participant how to effectively greet an employer for the very first time. After a couple of demonstrations, the facilitator should ask for any volunteers willing to give it a shot in front of the entire group. 

Any volunteers should be praised by facilitator for their courage and willingness to engage. Judging from the criteria listed below the facilitator will offer to participant “what did they like about the greeting” and “what they thought could be improved”. 

2. After the facilitator has taken and critiqued a few volunteers, participants will be asked to practice and critique each other for 10 minutes as the facilitator leaves the room. Upon returning to the room, all participants, one by one, will be required to greet the facilitator in a professional manner. The facilitator should ask the group to assist in critiquing each interview as has been done before. 

3. This session will end after all participants have greeted the facilitator with an adequate greeting as determined by the group and facilitator. This activity should be fun, dynamic, and interactive, and leave all participants prepared to carry out their assignment which is to do an informational interview from an employer.

Professional Handshake Criteria

· Firm Professional Handshake
· -- Clear, Concise, and Pleasant Greeting (i.e., “good afternoon”),
-- their name
-- their purpose via an open-ended question
    (i.e., “to inquire how to get started in your company such as yours”)
· Smile
· Eye Contact
· Overall body language


Part 2 (Field Assignment): Obtain Employer Informational Interview

	 Objectives - By the end of the assignment, participants will be able to:
a. Present themselves to an employer.
b. Obtain an informational interview from an employer.

 Time Required:  1 – 3 hours, depending on initial success
 Methodology: Meet Employer
 Materials and Preparation: Informational Interview Handout
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1. Facilitators should provide participants with the Informational Interview Handout and ask them to go out in the community and interview an employer from a business that they wish to work at in the future. Program may also opt to provide list of recommended local businesses. That business can be a short-term realistic job option or a long-term career aspiration, pending on the scope of the workshop.

2. Participants should utilize what was learned in the “Handshake and Smile” session to introduce themselves to an employer for the purpose of obtaining an informational interview. It is important to emphasize to participants that they are NOT directly asking for or inquiring a job opening. Their purpose is to collect information from that employer. A sample greeting may go something like this…
“Good afternoon sir/maam, my name is ________________ and I am currently a participant in the _______________ Workshop. I am currently doing an assignment for my training, and I would like to know if you would be willing to share with me some information about your business and what you look for in a quality employee”. 

There are many other acceptable variations of this greeting. Participants should utilize a greeting that is comfortable with them so long as it meets the criteria that has been outlined by the facilitator in the workshop. Participants should bring in written interview to next workshop.

NOTE: An informational Interview handout also exists to interview a college educator. It isd highly recommended that participants do this in addition to the employer interview. This can be conducted as a separate follow-up assignment.


 Part 3: Reflections from Informational Interview

	 Objectives - By the end of the activity, participants will be able to:
a. To gather what learning took place as a result of the process of approaching the employer.
b. To gather what learning took place as a result of the result of specific interview information that was received from the employer and how it matches up with previous learning in the workshop.

 Time Required:  90 Minutes
 Methodology: flipchart, large group discussion (small groups if necessary)
 Materials and Preparation: Flipchart, Markers
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1. The Process of the Informational Interview: Facilitator should lead a general discussion with the group about their experiences with the job assignment. First the facilitator should ask questions about the process of obtaining information from the employer. Facilitator could ask questions such as:
· Who would like to share their experience of what it was like to approach the employer?

· How did you feel? Were you nervous? Confident? Other?

· What were some of the reactions that were received by employers? Were they positive or negative?

· Was anyone rejected? How did that feel?

· Was anyone rejected at first, but still managed to obtain the informational interview by “winning over” the employer through their own persistence? 
If so, how did you do it?

· Did anyone accept no for an answer without persisting with a follow-up question? If so, why did you decide not to try to win the employer over? 



2. Assuming that there are individuals who represent examples from these past two questions, the facilitator should make participants abundantly clear of what this contrast means when it comes to getting ahead in employment and in life: You don’t get what you deserve, you get what you negotiate. It is up to each participant to increase their odds of success by grabbing hold of their future. These contrasting examples should demonstrate how one can make their luck, instead of waiting for luck!

3. The Content of the Informational Interview: The facilitator should then ask participants to stand up and share with the group the results of their informational interview. (Note: Depending on size of group this could be separated into smaller groups.

4. The facilitator is encouraged to follow-up with questions on any interesting and pertinent points that were raised through these informational interviews. Once all participants have discussed their interview, the facilitator could ask the following questions.
· What were some of common themes that you heard from the various employer interviews? (facilitator should note common themes on the flipchart paper) 

· Why do you think so many employers found these themes to be important?

· Is what you heard from employers consistent with the information that you have heard so far in this workshop? What in particular?
5. Facilitator may choose to reaffirm participant information with locally produced surveys on labor market data.

6. With the information from the informational interviews in full view on flipchart paper, the facilitator should ask the group: “From what we learned from this assignment, what are all the expectations or ideas should be applied to this workshop to help prepare us for the world of work.” 

7. The facilitator should lead a brainstorming session on these ideas to help perpetuate a simulated work environment. As far as changes in program design, facilitator should draw a general consensus on expectations and standards that are employer informed and could be applied to the rest of the workshop. The results may also form the basis of an updated workplace behavior participant agreement.


Employer Informational Interview Sheet

	       Your Name
	     Manager Name
	       Position
	        Company

	
	
	
	



1. How did you get started in this business? __________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

2. What barriers did you have to overcome to get to your position? ___________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

3. What do you look for in a quality employee? ____________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

4. What are the top 5 reasons why young people don’t get hired? (write below)
5. What are the top 5 reasons why young people don’t keep jobs? (write below)

	
CAN NOT GET JOBS
	
CAN NOT KEEP JOBS

	
1.

	
1.


	
2.

	
2.


	
3.

	
3.


	
4.

	
4.


	5.


	5.




6.	What advice do you have for a young employee who wants to advance in their job?
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

USE BACK of PAGE or another sheet to record additional information or to ask additional questions

College Educator Informational Interview Sheet

	       Your Name
	     Teacher’s Name
	       Title
	       College

	
	
	
	



1. Why did you decide to teach? __________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

2. Why is college so important? _________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

3. What do you look for in a quality student? _______________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

4. What are the top 5 reasons why young people do excel in college? (write below)
5. What are the top 5 reasons why young people drop out of college? (write below)

	
EXCEL IN COLLEGE
	
DROP OUT OF COLLEGE

	
1.

	
1.


	
2.

	
2.


	
3.

	
3.


	
4.

	
4.


	5.


	5.




6.	What advice do you have for a young person who wants to advance in their education?
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

USE BACK of PAGE or another sheet to record additional information or to ask additional questions
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