JOB INTERVIEW

Participants in the National FFA Employment Skills Leadership Development Event (LDE) get a leg up on their
future careers by developing the skills needed to seek employment in the industry of agriculture.

This LDE simulates real-world activities used by employers and tests students’ ability to perform effectively
throughout the employment process. Students submit a cover letter and resume; complete

an application and a telephone interview; and participate in a preliminary face—to—face interview. Students also
experience a networking activity that could include an elevator pitch, a meal function or participating at a trade
show event and receive a telephone offer where they negotiate for their job opportunity.

In this LDE, students will use many leadership skills including active listening, problem—solving and decision
making as well as improve their written and oral communication skills. This event also helps students in their
current search for jobs, internships, and part-time and full-time employment in any career field.

ALIGNMENT TO AFNR CONTENT STANDARDS & OREGON EMPLOYABILITY SKILLS

Employability 01. Adhere to workplace practices

Employability 02. Exhibit personal responsibility and accountability

Employability 03. Practice cultural competence

Employability 04. Demonstrate teamwork and conflict resolution

Employability 05. Communicate clearly and effectively

Employability 06. Employ critical thinking to solve problems

Employability 07. Demonstrate creativity and innovative thinking

Employability 08. Demonstrate fluency in workplace technologies

Employability 09. Plan, organize, and manage work

Employability 10. Make informed career decisions

CS.05.01. Performance Indicator: Evaluate the steps and requirements to pursue a career opportunity
in each of the AFNR career pathways (e.g., goals, degrees, certifications, resumes, cover letter,
portfolios, interviews, etc.).

CS.05.02. Performance Indicator: Examine careers in each of the AFNR pathways.

CRP.01.01. Performance Indicator: Model personal responsibility in the workplace and community.
CRP.01.02 Performance Indicator: Evaluate and consider the near-term and long-term impacts of
personal and professional decisions on employers and community before taking action.

CRP.01.03. Performance Indicator: Identify and act upon opportunities for professional and civic service
at work and in the community.

CRP.02.01. Performance Indicator: Use strategic thinking to connect and apply academic learning,
knowledge and skills to solve problems in the workplace and community.

CRP.04.01. Performance Indicator: Speak using strategies that ensure clarity, logic, purpose and
professionalism in formal and informal settings.

CRP.04.02. Performance Indicator: Produce clear, reasoned and coherent written communication in
formal and informal settings.

CRP.04.03. Performance Indicator: Model active listening strategies when interacting with others in
formal and informal settings.

CRP.10.01. Performance Indicator: Identify career opportunities within a career cluster that match
personal interests, talents, goals and preferences.

CRP.10.02. Performance Indicator: Examine career advancement requirements (e.g., education,
certification, training, etc.) and create goals for continuous growth in a chosen career.

CRP.10.04. Performance Indicator: Identify, prepare, update and improve the tools and skills necessary
to pursue a chosen career path.

RULES AND REGULATION

1.

The contest will be held on the chapter, district, sectional, state prelims, and state final levels. Each
district may submit the top three (3) contestants to the sectional contest. The top three (3) sectional



contest winners will compete in the preliminary contest held at the State FFA Convention. The top six
(6) contestants from the prelim contest will compete in the state final contest at the State FFA
Convention. No awards will be presented at the prelim contest.

2. Each participant’s cover letter, résumé and application will be the result of his or her own efforts.

EVENT FORMAT
A. EQUIPMENT
Students are allowed to only bring the following items into the event in a folder & pad folio:

» Writing Utensils
* Blank Paper
* Resume
» Cover Letter
* List of References

B. ACTIVITIES
The event is developed to help participants in their current job search (for SAE
projects, part-time and full-time employment). Therefore, the cover letter, résumé and references
submitted by the participant must reflect their current skills and abilities and must be targeted to a job
for which they would like to apply. In other words, participants cannot develop a fictitious réesumé for a
fictitious job. Instead, they are expected to target the résumé towards a real job that they can qualify.

Cover Letter Details:

e Single spaced 8 1/2” x 11” plain white paper. The paper is to be single sided only, typed
with 12 point font and block justified.

e Letteris to be addressed to the “Superintendent of the Career Development Event” and
dated for the first day of the event.

Resume Details:

e Single spaced 8 1/2” x 11” plain white paper. The résumé is to be single sided only,
typed not to exceed two pages total. Suggested formats can be found in the Greggs
Manual.

e Résumé must be non-fictitious and based upon their work history.

e Should include three letters of recommendation

e Should include Reference Page

1. Contestants who have won the right to compete in a sectional CDE must:
a. Send their cover, letter, resume (including list of references) & three letters of recommendation
to the FFA State Office 10 days prior to the sectional event by 5:00 pm for scoring.
b. There will be a 50-point penalty for late or insufficient number of documents. All paperwork

received more than 1 hour late will receive a 0.

2. Contestants who have won the right to compete in a state CDE must:

a. Send their cover, letter, resume (including list of references) & three letters of recommendation
to the FFA State Office two weeks prior to the Friday of State Convention by 5:00 pm for
scoring. Documents must include A signed statement of originality of research and composition
on form provided. (State CDE)

b. There will be a 50-point penalty for late documents. All paperwork received more than 1 hour
late will receive a 0.

c. All Paperwork listed above will only be scored once at the state level and that score will follow
the participant throughout the state CDE.

2. At the State FFA Career Development Event the following will be completed:



a. Application (Points - 50)
1. Students will complete a standard job application on-site, by 2pm on Thursday of
State Convention. They may use their resume & list of references but may have no
communication with other people.
b. Personal Interview (Points - 300)

1. The preliminary round will consist of a 15 minute interview in front of a panel of
judges. If interviews are not completed within the 15 minute window, the interview
will be ended by the event coordinator and/or judges.

2. Students participating in the final round will interview with three separate judges one

on one. Each interview will last up to twenty minutes.

3. Materials will be checked prior to entering the interview room and all non allowed

items must be left outside the door.

PRELIMINARY ROUNDS

Seating of the individuals in the preliminary round will be done by the use of the written cover letter and resume
score. The number of individuals in each flight will be determined prior seating. Interview orders wills be
published by State Staff.

The raw number score of the paperwork will be used to assign rooms by moving down the order (ie. top score
goes to room 1, second top goes to room 2, third goes to room 3, four goes to room 1 again, and so on)

The top 2 from each preliminary room will move on to the finals.

TIEBREAKERS
Ties will be broken based on a follow-up telephone interview with the final round judges. Chapter advisors will
be notified by State Staff if a tiebreaker interview is needed. The interview will take no more than 3 minutes.

POINT DEDUCTIONS
There will be a 10% reduction made to all cover letters and resumes not turned in on time.

If a contestant shows up more than 10 minutes late for the start of the CDE, they will be disqualified unless
prior arrangements have been made.

Any cover letters, resumes, and references that are more than 1 hour late will receive a 0.
RESULTS TABULATION
1. Each personal interview judge will independently score each contestant using the provided scorecards.
2. Letters of recommendation will be scored out of 30 points, with points being awarded for 3 completed
letters of recommendation attached to paperwork
3. Separate judges will score Resume & Cover Letters before the competition. Preliminary round judges
will judge the Applications. All paperwork scores will be used to create a raw score average to follow
them throughout the contest.
4. Judges will handover personal interview scores to the coordinator to be added to a spreadsheet of all
scoring information to be used for the final scoring.
5. The event superintendent & state staff will create an overall rank, based on the combination of judges
scores using a spreadsheet, as shown below. High score wins.

Contestant Personal Resume Cover Application Total Rankin
Interview 200 Letter 50 Raw g
300 100 Score







Name:

Job Interview: Cover Letter

Chapter:

INDICATOR

Strong evidence
of =kill

5-4 points

Moderate evidence
of skill

3-2 points

Weak evidence
of skill

1-0 points

Format and
General
Appearance

Does not excead ona
page without
overcrowding: margins
are acceptable; font size
and style are readable (105
12 pt); uses sppropriate
buziness format, date and
gddress at top; addrezzad
to appropriate person;
appropriate signature
Blachk

Does not excesd one
page without
owvercrowding: margins
are scceptable; font size
and style are readable
(10-12 pt); uses
appropriate businsss
format, date and
address at top; not
addreszad to
appropriate person;
nappropnats signatures
block

Exceads one page;
Margins are
inappropriate; font style
is unreadakble; font size is
too small or too large: no
signature; no date or
address; no inside
sddress; not in
sporopriate business
format

Intraductory
Paragraph

Skills and
Experieances

Closing
Paragraph

Clearly identifies position
they are apphying for,
states how they heard
sbout the position; states
why thay are interested
in the position; uses
wording to attract
reader’s attention

ldentifies two to three
qualifications for the job;
indicates how their
education has prepared
thermn for this job; states
they are interested in
the position; skills and
EXperiences are
consistent with resume;
refers to resume

Thanks reader for taking
time to read their cowver
letter; provides
sppropriate contact
information; makes
appropriate provizsions
for follow up

Identifies position they
are apphying for, does
not state how they found
the job; vagusly
describes why they ars
interested in the jaky;
introduction is bland and
not attention catching

Identifizs one to bwo
qualifications for the
job indicates how their
education has
prepared them for this
job; provides a vague
explanation of why
they are interested in
the joby; skills and
EXpernences are
somewhat consistent
with resurme; refers to
resume

Thanks reader for taking
tirmme to regd their cover
letter; prowvides
appropriate contact
information, but leaves
reader to pursue a follow
up

Does not clearly identify
position they are
seeking; no description
of hiow you heard about
the position; does not
grak the readers
attention

Does not identify
relevant gualifications
for the job;, does not
indicate how their
education has prepared
them for this jok; does
not state why they are
interested in the joks;
skills and experiences
are not consistent with
resume; doss not
mention resume

Coes not thank reader
for reading their cover
letter; doss not mention
a plan for follow up; does
not provide any contact
infarmation

K32

Spelling/
Grammar/
ru netuation

Spelling, grammar, and
puUnctuation ars
extremehy high quality
with two or less errors in
the document

Spelling, grammar, and
punctuation are
adequate with threes 1o
five errars in the
document

Spelling, grammar, and
punctuation ere less than
adequate with six or more
errors in the document

-
Lh

TOTAL POINTS




Job Interview: Employment Application Scorecard

Name:

Chapter:

Strong evidence

Indicator of skill

54 points

Mame, education,
experiencs, and other
personal imformation
matches informaticn
provided on resume

Consistent
with Resume

Spelling, grammar, and

Grammar/ punctustion are
Punctuation/ extremahy high quality
spellin with two or less errors
peliing in the docurment.
| |
| Entire application was
Form completed with "N/AT
Cumpleted indicated whera
appropriate
|
' Application was
consistent and
Owerall appropriataky
Impression highlighted candidates’

quslifications for the
position

Moderate evidence
of =kill

32 points

Mame, education,
sxperience, and other
persocnal informmation
generally matches
information provided
On resurme

Spelling, grammar, and
punctuation are
sdequate with thres to
five errors in the
document.

Majority of the
spplication was
completed with few
blank fields

Application was
consistent and
generally highlighted
candidates’
gqualifications for the
positicn

Weak evidence
of skill

10 points

| Name, education,
experiencs, and other

personal imformation
do not match
information provided
on resume.

Spelling, gramimar,

and punctuation are
ess than adequate
with six or more
errors in the
document

Several blank spaces

and missing
information; =M/
used inappropriatehy

| Thea pplication was

not consistent and
did not highlight
candidates’
quslifications for the
position

W2

=
[}

x2

=
Ll

TOTAL POINTS




Name:

Job Interview: Personal Interview Scorecard

INDICATOR

Strong evidence
of skill

54 points

Moderates
avidencs of shall
3-2 points

Chapter:

Waeaak svidenca
of skall
1-0 points

Professiconally Dressed Very disheveled:
dress/groomed: appropriately: Just Dirty shoss, not
Follows standard not as professional wearing black shoes,
dre=s code, polished and “put together”, insppropriate
LT zhoss, clothes shoes clean, but not aCCessories A
pressed, conservative | polished; conservative
ACCEEE0ries BCCESEOries
Greeting: Greeting: Confident Greeting: Does not
Appropriate but uneasy, soft use salutation, very
zalutation and firm Fandshake informal
handshaks Introduction: ztatss Intreduction: Fzils to
First Intreduction: States mame cnly when introduce self, fails to
Impression name aEked shake hands with x7
P EBody language: Eody language: Intenviswer
cmiling and pleasant, | Rarely smiles, cologne | Body language:
does not sit unti or perfums is Obnoxious cologne or
invited, confident in distracting perfurne, chewing
manner gum
Used appropriate Leemsto know terms | Knew some of the
terms for position; associated with terms with position,
cited relevant position; cited several | but used incorrectly
examples; knowledge | relevaent examples, or did not show
Responses to of career field evident | but list isincomplete; | understanding of
Questions: italk the talk); knows knew about position, | terms; unable to cite
vye education and but corveyed or provide relevant ¥ @
Position exXperience required incomplete picture; examples; position
Knowledge for position unsure of education education and
or experience requirements not
required for position kricewn or does not
match applicants’ skil
set
Dizcussad =kills Described incomplete | Unable to relate skills
gained through list of =Kills gained learnad in school or
HESP“_"SES to =chool or past jobs through schocl and past job= and
Questions: and how they are past jobs and relevance to position %6
Skills Related relevant to current relevance to current applied; shilities
e position applied, positicn applied, hardly match resume
LI abilities described abilities mostly miatch
match resume. resume




INDICATOR

Response to
Questions:
Communicatio
n Details

Communicatio
n Skills: Mon-
Verbals

Communicatio
n Skills:
Persuasiveness

Communicatio
n Skills: Verbal

Strong svidence
of skaill
5-4& points

Hesponsss ares
concise and logically
communicated;
responsss are not
‘canned”; provided in-
depth description of
zkills, not justa
provided in-depth
responss to
questions, nat ves/no
responsss to
guestions;
established a “thems"
that describes oversll
abilitiez

ist;

Mzaintained optimal
eve contact; used
appropriate nomverkbal
communication cuss
(nods and smiles) to
demonstrate level of
engagement;
exhibited poise [cool
under pressurs)

Led the interview in a
direction that enabled
them to expand so
their =kills were
expressad, took
imitiative to add
information beyond
guestion asked.

Appropriate volume:
Spoke with proper
valume to be heard
clearly; not too loug,
miot too sofi.

Enunciation/grammar:
Enunciated clearly and
avoid informal dialect;
used proper wards
when speaking (didn't
use 10-dollar words
when a 5-dollar word
wiould do).

Conecise: Avoided run-
on sentencesand
answered with logica
and organized
thoughts.

Moderat=
avidence of skill
32 points

Responses seem
rehearsed and
somewhat
disorganized;
provided some depth
to description of skills;
provided some depth
toresponsesto
guestions; provided
come yesino
responses; was able o
tie some ahilities
togethertoforma
picture of
gualifications.

Maintained
appropriate eyve
contact; seemed
nervous under
pressure, which
impacted poiss,
pleasantness

Expanded somewhat
on skills that are a fit
for the positicon,
voluntesred some
additional
infarmation to
guestions asked.

Appropriate volurme:
Cid not modulate
volurne to express
answers; could be
heard sometimes but
was guiet when
ursure of response
and was hard to hear.

Enunciation/gramma
i Some language not
appropriate for
position applied; used
some slang and
exhibited some
“dialect”.

Concise: Somes
guestions were
answered ina
rambling fashion, but
made point; thoughts
wiere logical but
somewhat
disorganized.

Weak avidence
of skill
1-0 points

Responses were
“‘canned” with little
lagical progression;
mainky provided list of
=kills with little
sxplamation; provided
vesno responses;
unatle to == an
overall theme of
persons' abilities

| Interview lacked

engagement as
svidenced by lack of
sye contact: appeared
VEMNY NErWoUSs, not
poised [cracks under
pressure)

Answered yves or no to

most guestions; did
not expand on skill set

| Appropriate volume:

“olurme was either too
=0ft to hear answers or
too loud for the room.

Enunciation/
grammar: Js=d overly
complex or simplistic
language; sprinkled in
slang and exhibited
dizlect

Concise: Rembled and
u=ed run-on sentences;
answers were poorhy
organized and
thoughts not clearly
Exoressed.

Points
Earnad

Weaight

¥ 6

X4

® 3

® 8

Total
Points




INDICATOR Strong evidence Moderate Weak avidencs Points Weight Total
of skill evidence of skill of skill Earned 9" points
54 points 3-2 points T-0 points
Confident: Exnitited | Confident: Exhibited | Confident: Did not
=self-confidence with SOME NEMVoUSNESS, appear comiortable;
pody language and but recoversd well; WaS MErVOUS,
verba woice and body slouched in chair
TNt | Feeely | Scereseeme
Sincere: Expressed - uninterested in the
true interest in the Sincere: Seemed position and was
position they were somewhat interested | distracted
zzeking inthe _|:-:-siti<:|'_'| and Poise: Demaonstrated
Poise: Avoids was slightly distracted distracting
PR distracting Poise: Szemed mannerisms such as
Cum.munlc?tm mannerisms, such as | comfortsble with tapping foot,
n Skills: Poise drumming fingsrs or | SoME NErvousness; drurnming fingers, x7
and Confidence  coveruss of "um™ and caught =elf before cracking knuckles,
o knoew” exhibiting distracting | etc; displayed
. - . mannerisme; rarety excessive uss of “um”
g;ic';;?:"s:;:: ate uEE.d, .';u m" or “you and “you know"
information and did K Discretion/tact:
not create an Discretienftact: Mast | Shared information
awhkaward situstion professional in tone that may be sesn as
through responses and shared ersonal about
infarmation that someone else that
created little, if any, created awkwardness;
awlkwardness appeared
unprofessional
Posed appropriate Questions posed were | Asks no questions or
questions (e.g., when somewhat if gquestions were
natification of appropriats; s=ome asked, questions hawve
Conclusion: selection will occur had no relevance to no relevance to next
. and how; clarified interview, incomplete | stepsin the interview
Pﬂmﬁ_pant next steps, inquired inguiny of the next process %G
Questions next step in interdew | steps in the interview
process (2.g, if there process
will be additicna
imterviews, etc)
|
Acked for business Askad for business Did not a=k for
card, thanked card, thanked business card; ended
conclusions: imterviewsr, interviswer, and interview abrupthy or
confidently stood and | shook hands, but awionardly; exited X3
Next Steps =shook hands prior to seemed uncertain without expressing
exiting roorm hiowy to end the thanks or shaking
intervisw and exit hands

TOTAL POINTS




Name:

Job Interview: Résumé Scorecard

Contact
Information

Includes name, address,
email address and
phone number, name
stands out on resumee;
provides professicnsl e-
mail address

Moderate evidence
of =kill

3-2 points

Mame does not stand
out; email address is too
casual

Chapter:

Missing name, address,
email address or phone
number; email used is
inappropriate ar
unprofessional

Education and
Relevant
Coursework

Contains complets

information (listed in
reverse chronological
order]) with relevant
courses listed, dates
formstied correcthy; GPA
isted in correct format (i
approgpriate), includes
appropriate honors and
awards

Contains information

(listed in reverse
chronological arder)
with relevant courses
listed; dates formatted
correctly; inappropriate
CPRA listed, includes
appropriate honors and
awards

nformation not listed in |

reverse chronologics
order; important
inforrnation missing;
information not listed in
correct format

Relevant
Experience and
Skills

| Entries are listed in

reverss chronological
order; company names,

Jjob title, lacation, and

employment dates are
included; strong action
verbs used with correct
verb tense; personal
pronouns snd
extransous words are
omitted: bulletsars
concise, direct and
indicate one’s
impact/accomplishmean
is, results are quantified;
bullets are listed in
order of importance

Entries are listed in

reverse chronclogical
crder; company nams,
Jjob title, location, and
ernployment dates are
included; entries have s
patiern of one type of
error; action verbs are
wesks verb tenses are
inconzistent; bullsts ars
ot concise or direct
and do not indicate
impact; bullets are
written in complete
sentences

Entries are not in reverse

chronological order;
most entries do not
include company nams,
dates, location, of
position title; bullets are
written in complets
sentences, verb tenses
are inconsistent; bullsts
arewordy, vagus, or do
not indicate ong’s
impact; bullets are not
listed inorder or
importance to the
reader; results are not
quantified when
appropriste; irrelevant or
outdated information is
listed

x10

Achievements
and Honors

| Appropriate and

relevant schisvermsents
and honors listed;
achievements and
honars related to career
Qoal; provides specific
details relsted o
achievements and
honars, listed in reverse
chronological order

' Appropriate and

relevent achisvermnsants
and honors listed;
achigwvements and
honors related to career
qoal; lacks specific
details relsted to
achigwvements and
honors; listed in reverse
chronological arder

Achisvements and
honors mot listed in
reverse chronological
order; inappropriate or
irrelevant achisverments
listed; no schisvement or
honors are listed

x5




Mederate evidence

of =kill
3-2 points
| Listed 5 ppropriate | References ars listed, mappropriate references
references and providad | but not all are are listed; no references
References complete contact appropriate or not all listed; no contact X2
information for contact informmation for | information listed
references references is included
|
' . | Spelling, grammar, and | Spelling, gramrmar, and | Spelling, grammear, and
Spelling/ punctuation are punctuation are punctuation are less
Grammar/ extremely high guality adequate with three to | than adequats with six X5
Punctuation with two or less errors in | five errorsin the OF more errors in the
the document document docurmnent
|
' | Does not exceed twio | Does not exceed two Exoeeds Two pages;
pages without pages appears margins are
overcrowding; margins | overcrowdad, margins inappropriate; font style
are acceptable; font size | are acceptable; font size | is unreadable; font size is
Format and and style are readakle and style are readable | too small or too large
General M2-12 point); headings 012 point); headings Xe
Appearance reflect content a"_ld don't necessarity reflect
PP content substantiates content and content
hieadings, resume is substantistes headings;
targsted to job resume is targeted to
job
|

TOTAL POINTS




Name:

Job Interview — For Tie Breaker

__Chapter:

Telephone Interview Scorecard

Possible Points

Score

Introduction 22
Initiative 22
Communicated Effectively 26
Exhibited Ambition and Efficiency 30
Diplomatic and courteous 26
Asked appropriate follow-up questions 24

Grand Total: 150




	 

