Assignment #9: Interview

Read the following Interview tips before completing the interview assignment please.  Your interview may be done in person, by telephone or by email.  Review the tips for whatever type of interview you choose to do please.  Interview someone in a nutrition or food-related career. 

See the assignment guidelines and evaluation standards for the assignment below the tips. 

Interview Tips

You can choose to do your interview by email, phone or in person.  Email interviews are probably the most convenient for everyone but you can usually get more complete information during a face-to-face meeting or by telephone since people will generally give more information when they talk than they do when they write.  

Be sure to read all the tips listed below since you could end up doing a combination of all three methods:  an initial contact by telephone, email to send a list of questions in advance and the in-person interview.

No matter which method you choose to do your interview, remember to be courteous and respectful of your interviewee’s time.  Although most people are only too happy to talk about their careers, they are usually busy professionals who will appreciate your being well prepared, polite, and to the point.  You never know, you could be making an important contact for your future career!

Email Interviews

Email interviews are relatively stress-free experiences and are convenient for both the interviewer and interviewee.  But before you send off that email, here’s a few things to consider:

· Be sure to check your spelling and grammar carefully before you send any email.  Don’t use text messaging shorthand!   It’s a good idea to draft your email in a word doc so that you can spell-check it before copying it into an email message.  

· In your opening email, explain how you got the person’s contact information.  

· Explain who you are and why you need to do this interview.  

· Ask if you may send a short list of questions.

Here is a sample email message you may send to the person you wish to interview.

Dear Ms. Smith,

My name is Jack Black.  I am a student at Happy Summers High School and am taking a course called Nutrition for Healthy Living 120.  For a course assignment I have to interview someone in a food or nutrition -related career that I am interested in.  My neighbour, Sally Jones, was kind enough to give me your email address.  Sally tells me that you are a nutritionist with the local fitness center and she thought you might help me.  

Please let me know if you would be willing to answer a short list of questions about your experiences as a nutritionist.  If this is not possible, please feel free to forward this email to any of your co-workers who you think might be able to help.

I hope to hear from you soon.

Thank you,

Jack

· If the person agrees to be interviewed by email, send off your carefully prepared list of questions with a date that you need the answers by so that you can get your assignment completed on time.

· Be sure to let them know that you received their answers and thank them again for their time.
Telephone Interviews

Before you make that call, keep the following in mind:

· Have your questions written down and in front of you with some blank space to write down notes during your conversation.

· Make notes.  Don’t rely entirely upon your memory afterwards.

· Use the person’s name frequently throughout your conversation.  Nothing sounds better to a person than their own name.  Unless they tell you differently, use the formal version (Mr. Wilson) rather than their first name.

· It may be a good idea to rehearse what your opening statements will be and even to have that written down too for easy reference.  Even the best of us get tongue-tied at times!

· If you need clarification on a point, interrupt politely with a comment like, “You just mentioned what sounded like a really good training school, Mr. Wilson.  Would you please say that name again so that I can write it down?”

· Smile!  Telephone interview specialists swear that people can hear a smile in your voice.

· Ask in advance how much time the person can give you and keep an eye on the clock so that you can get all of your questions asked and answered in the time they have available.

· Remember to thank your interviewee for their time at the end of the call.

In-Person Interviews

If you can arrange for a face-to-face meeting for your interview, consider yourself to be very fortunate as this is the best possible arrangement!  To make this experience as stress-free as possible, along with all the points listed for telephone interviews, here are a few tips:

· A firm handshake, a smile and eye contact go a long way in making a good impression!

· Ask in advance if you can bring along a digital camera to take some pictures of their facility.  These will be perfect for your PowerPoint presentation!

· Consider sending your questions to the interviewee by email in advance so that they know what to expect and can prepare answers.

· Dress appropriately for the meeting.  Think job interview!

Assignments Guidelines
Part A- 
Identify the person being interviewed.  Include email address or phone number if the interview was not done F2F.
Where does the person work?  Describe their workplace.
What is the job description of the person you are interviewing, in other words, what are their duties?
How long has this person held this job/current position? 

Have they done any other jobs or worked in any other place? If so, where and how long?
Part B

Include these questions in your interview as well as at least 6 additional questions. 

1. What education or training is needed to work in this career?  Where can you get the necessary training?

2. What did the career person find most rewarding about his/her job? Explain.
3. What frustrations come with this type of career? Explain.
4. What would you recommend to anyone who wishes to pursue the same career?
5. Add at least 6 additional questions you have about this career. 
Value- 15 points
	
	Beginning  (0 - 9)
	Developing  (10-14)
	Accomplished  (15)

	Interview
	Not completed or contact information not provided.
	Contact information provided.
	Well written summary of the interview questions and responses.  Evidence of well prepared questions.

Contact information provided.

	Job Description
	Minimal effort in researching and/ or documenting results.
	Evidence of effort in researching and summarizing findings.


	Well researched and summarized job description that accurately summarizes the tasks and responsibilities for the career.

	Training
	Minimal effort in researching and/ or documenting results.


	Evidence of effort in researching and summarizing findings.


	Well researched and summarized training profile that accurately summarizes the training required, where it is available and its duration.

Gives a clear indication of the path from high school graduation to employment in the career.

	Employment Opportunities
	Minimal effort in researching and/ or documenting results.


	Evidence of effort in researching and summarizing findings.


	Well researched and summarized description of employment opportunities in the career.

	Interest
	Minimal effort in researching and/or documenting results.


	Evidence of effort in researching and summarizing findings.


	Well written and organized report that shows evidence of critical thought and examination of personal attributes in determining interest in the chosen career.


