Siga Adelante


Title:  The Job Interview



Prepared by: Altus Public Library/Great Plains Literacy Council    khale@spls.lib.ok.us

Name


e-mail
	Objective/Purpose:  What will be learned and why it is useful
1)  Participants will learn how to prepare for a job interview

· What to do prior to the interview

· What to do during the interview

· What to do after the interview
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	Warm up activity

1)Facilitator/translator will:

· Pass out registration and schedule

· Present pre-test given

· Introduce the “Interview Order” Activity 
	Materials needed for warm up
1)  Pre Test 
· 5 minutes

· Written/oral

· See attached test
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2)  Interview Order activity

· The Grab Bag of Work

3) Script and Power Point on Topic
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	Learning activities

1)Facilitator/translator will

· show participants what they need to do before, during and after an interview


	Materials needed for learning activities

1)  Computer with Internet connection, In-Focus projector and screen, dry erase and/or easel board

2)  Participants will receive folder with the following:  

· brochure with basic information on Internet resources; 

· flyer with guidelines and instructions to get a library card; 

· paper & pencils

· calendar marked with future activities

	Conclusion

1)  Facilitator/translator will:

· have participants do post test

· have participants complete evaluation form

· answer questions and announce future activities related to the theme


	Materials needed for conclusion

1) post test 
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2) evaluation sheet in English & Spanish
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3) Calendar marked with dates of future   activities



	Extensions/Expansion/Support activities

Children

Children’s program will be offered for ages 3-10.  see attached program description 
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Adults

Time will be allowed to help any adult participant to get library cards, and/or show the library facilities and where the computers for public use are located.  Time will be allowed for practice to any attendee interested in searching on the Internet.  

Refreshments will be served

	Support resources/Materials/Websites  (Include title, source)

1)  See attached Sign activity 2 in English & Spanish

2)  Computer, In-Focus projector and projection screen, library card applications

3)  Brochures, copies, pencils, paper and calendars

4)  Refreshments

5)  See attached bibliography for books and references
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	Community contacts/Resources 







Follow-up Lesson 2 Subject: Employment
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La Solicitud de Empleo  y

El Resumé

Bienvenidos







Siga Adelante

WebJunction Global and the Oklahoma Department of Libraries

Bill & Melinda Gates Foundation







Siga Adelante

La Solicitud de Empleo

 Debe completarla en su totalidad.  No debe dejar espacios en blanco.  Si no puede responder a alguna pregunta escriba N/A (No Aplica) en el apartado.

 Responda a todas las preguntas con la verdad.

 Complete la aplicación a máquina o en tinta utilizando letra de molde.

 Evite el uso de tachones o de tinta correctora (liquid paper).







Siga Adelante

La Solicitud de Empleo

 No: creencias religiosas, afiliaciones políticas, status immigratorio, etc.

Datos personales:



Form I-9

Employment Eligibility Verification





La Solicitud de Empleo

 No: creencias religiosas, afiliaciones políticas, status immigratorio, etc.



 Opcional: país de origen, edad, etc.



 Sí: nombre, dirección, teléfono, seguro social, etc.

Datos personales:



Siga Adelante





La Solicitud de Empleo



Siga Adelante

www.jcmh.com

www.cityofaltus.org







Siga Adelante

El CV (Curriculum Vitae) o Resumé

 Trayectoria profesional



 Estudios y grados obtenidos



 Logros y reconocimientos



 Experiencias



 Referencias







Siga Adelante

El CV (Curriculum Vitae) o Resumé

 Debe redactarse a máquina.

 Debe utilizarse papel blanco o un color claro (crema).

 No debe ser muy extenso (no más de dos páginas).

 No debe tener errores ortográficos.

 Utilice mayusculas o negritas para destacar cada apartado.

 Presente siempre un documento original.

Aspectos generales:





Microsoft Word



Siga Adelante

El CV (Curriculum Vitae) o Resumé







Siga Adelante

Ejercicio:

Situación # 1:

	Francisco consiguió una aplicación para un puesto de mecánico, pero la aplicación está en inglés y él no entiende lo que dice y no sabe como llenarla.

Situación # 2:

	El amigo de Francisco que le ayudaba a completar la aplicación para el puesto de mecánico le dijo que el la solicitud en el apartado de datos personales preguntaba: ¿Es usted ciudadano o residente permanente de los Estados Unidos? Y ¿pertenece o participa activamente en las actividades de algún partido político?  







Siga Adelante

Situación # 3:

	Carmen, quien recientemente completó una carrera de enfermería, escuchó que había una posición disponible en el hospital local.. La fecha límite para entregar la aplicación es hoy, pero ella no cuenta con transportación en ese momento..

Situación # 4:

	José llenó una aplicación de empleo para un puesto de oficinista.  En las instrucciones dice que la aplicación debe acompañarse con un resumé.  ¿Cómo puede él hacer para preparar uno?

Ejercicio:







Siga Adelante

Próximos Talleres y Actividades

 date in Spanish

 Title of activity and time and/or a short description of the class or conference.







Siga Adelante

GRACIAS POR SU ASISTENCIA
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OMB No. 1615-0047; Expires 06/30/08
Department of Homeland Security Form I-9, Employment

U.S. Citizenship and Immigration Services Eligibility Verification
e ]

Please read instructions carefully before completing this form. The instructions must be available during completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work eligible individuals. Employers CANNOT
specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name: Last First Middle Initial Maiden Name
Address (Street Name and Number) Apt. # Date of Birth (month/day/year)
City State Zip Code Social Security #

I attest, under penalty of perjury, that I am (check one of the following):

I'am aware that federal law prov1des for A citizen or national of the United States

imprisonment and/or fines for false statements or [[] A lawful permanent resident (Alien #) A

use of false documents in connection with the [7] An alien authorized to work until

completion of this form. (Tiend o Adimission 5

Employee's Signature Date (month/day/year)

Preparer and/or Translator Certification. (7o be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under
penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.

Preparer's/Translator's Signature Print Name

Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and
expiration date, if any, of the document(s).

List A OR List B AND List C

Document title:

Issuing authority:

Document #:

Expiration Date (if any):

Document #:

Expiration Date (if any):

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on

(month/day/year) and that to the best of my knowledge the employee is eligible to work in the United States. (State
employment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Representative Print Name Title

Business or Organization Name and Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 3. Updating and Reverification. To be completed and signed by employer.
A. New Name (if applicable) B. Date of Rehire (month/day/yvear) (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment eligibility.

Document Title: Document #: Expiration Date (if any):

1 attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented
document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative Date (month/day/year)

Form 1-9 (Rev. 06/05/07) N
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Evaluation Sheet


(date)

Workshop about The Job Interview







Excellent   Good    Regular   Poor



		Workshop length 

		

		

		

		



		Performance of the presenter

		

		

		

		



		Knowledge of the subject

		

		

		

		



		Use of electronic and/or audiovisual equipment

		

		

		

		



		Physical facilities 

		

		

		

		



		Quality of the information material

		

		

		

		



		General organization of the activity

		

		

		

		





Would you come to another similar workshop?
Yes______
No _________

Other Comments:


Tell us what you learned in this workshop and how it could help you in the future, or any other personal comments about the workshop.


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Hoja de Evaluación


(date)

Taller sobre La Entrevista de Empleo







Exelente   Bueno    Regular   Pobre



		Duración del taller

		

		

		

		



		Desempeño del presentador

		

		

		

		



		Conocimiento del tema

		

		

		

		



		Uso de equipo electrónico y/o audiovisual

		

		

		

		



		Facilidades físicas

		

		

		

		



		Calidad del material de apoyo

		

		

		

		



		Organización general de la actividad

		

		

		

		





¿Asistiría a otros talleres similares?

Sí _________
No ________


Otros Comentarios:


Brevemente díganos que aprendió nuevo en este taller y como el mismo le puede ayudar en un futuro ó cualquier otro comentario que tenga sobre el taller.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Post-Test

Workshop about The Job Interview

(Taller sobre la entrevista de empleo)


(date)

Para cada una de las siguientes aseveraciones responda cierto o falso.  Haga un circulo en la respuesta correcta.

(Respond true or false to each of the following statements.  Circle the right answer.)


1. Antes de asistir a una entrevista de trabajo debe asegurarse de que su cabello está limpio y bien arreglado.


(Before to go to a job interview, be sure your hair is well groomed and clean.)




Cierto



Falso



(True)



(False)


2. Utilice en su vestimenta algo llamativo de manera que el entrvistador le preste más atención.


(Use something fancy as part of your clothing, so the interviewer will pay more attention to you.)




Cierto



Falso




(True)



(False)


3. No se preocupe mucho por sus zapatos, al fin y al cabo nadie les presta atención.


(Don’t worry about your shoes, since nobody will look at them anyway.)




Cierto



Falso




(True)



(False)


4. Puede fumar antes de la entrevista para calmar los nervios, solo asegurese de que el entrevistador no lo vea con el cigarillo.


(You can smoke before the interview to relax, just be sure the interviewer does not see you with the cigarette.)




Cierto



Falso




(True)



(Falso)


5. Asegurese de llegar a la entrevista al menos 15 minutos antes de la hora a la que fue citado.


(Be sure that you arrive at the interview at least 15 minutes before of your appointment.)



Cierto



Falso




(True)



(False)


6. Vaya a la entrevista acompañado por un familiar o amigo.  Siempre is bueno contar con alguien que le brined apoyo.


(Ask a friend or a family member to go with you.  It is always good to have some support with you for the interview.)




Cierto



Falso




(True)



(False)


7. Mantenga una buena actitud durante la entrevista.  Sientase seguro de usted mismo.

(Keep a good attitude during the interview.  Be yourself.)



Cierto



Falso




(True)



(False)


8. Pregunte por el salario y los beneficios que ofrecen aunque no le hayan ofrecido aún el puesto para el que aplicó.


(Ask about salary and benefit for the position, even if they haven’t offered the job to you).




Cierto



Falso




(True)



(False)


9. Espere a ver si le ofrecen el puesto para enviar una carta de agradecimiento a la compañía por haberle dado la oportunidad de la entrevista.


(Wait until they offer you the position before sending a thank you letter to the company for the opportunity to interview.)




Cierto



Falso




(True)



(False)
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Children’s Program

(Programa para Niños)

To be offered during the workshop about the interview

(A ofrecerse durante el Taller sobre la entrevista de empleo)



(date)

(fecha)



For this program we suggest you invite some local professionals

to talk to the children about their jobs; as for example:

Firemen, police, doctors, nurses, teachers, etc.

Para este programa le sugerimos que invite a profesionales locales 

Para hablar con los niños sobre los oficios de ellos; como por ejemplo:

Bomberos, policia, doctores, enfermeros/as, maestros/as



Ask these people to bring any props or instruments that might be interesting

to the children along with any other information or materials they can give them.

Pidale a estos profesionales que traigan cualquier accesorio de apoyo a su trabajo, 

o instrumentos que sean interesantes para demostrar a los niños, 

junto con cualquier informacion o material que pueda ser repartido a los niños.
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Siga Adelante


Employment
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La Entrevista de Empleo

Bienvenidos









Siga Adelante

		WebJunction Global and the Oklahoma Department of Libraries



		Bill & Melinda Gates Foundation











Siga Adelante

		 Asegurese de tener el cabello, manos y uñas limpios y bien arreglados.

		 Utilice un maquillaje sencillo.  Evite colores intensos o muy llamativos.

		 Preocure estar bien afeitado.

		 Evite el exceso de perfume o colonia para después de afeitar.

		 No utilice demasiada joyería.



Arreglo personal:

La Entrevista de Empleo









Siga Adelante



Siga Adelante

		 Evite el uso de colores llamativos o diseños extravagantes.

		 Evite el uso de ropa demasiado escotada o ajustada.

		 Sea cuidadoso con el uso de mahones.  Si piensa que son apropiados para el empleo, utilice su mejor par.

		 Asegurese de que los zapatos estan limpios y brillados.

		 Nunca utilice gafas oscuras durante la entrevista.



La Entrevista de Empleo

Vestimenta:









Siga Adelante

La Entrevista de Empleo

		 Llege temprano.  Aproximadamente 15 minutos antes de la hora a la que fue citado.



		 No llegue acompañado por amigos o familiares.



		 No llegue escuchando radio.



		 Evite fumar antes de llegar a la entrevista.



		 Evite llegar mascando goma de mascar.



Previo a la entrevista:









Siga Adelante

		 Asegurese de traer consigo los siguientes documentos:

		 Tarjeta de seguro social

		 Identificación con foto

		 Permiso de trabajo (si aplica)

		 Copia de su resumé

		 Ejemplos de trabajos realizados: fotos dibujos, documentos, etc.

		 Papel y lápiz

		 Dinero en efectivo para emergencias: fotocopias, teléfono, etc.



La Entrevista de Empleo

Previo a la entrevista:









Siga Adelante

		 Presentese con una buena actitud y seguro de usted mismo.

		 Sonria.

		 No extienda la mano al entrevistador hasta que este se la extienda a usted primero.

		 No se siente hasta que el entrevistador se lo indique.

		 Mantenga siempre una buena postura.

		 Escuche atentamente a cada pregunta antes de responder.



La Entrevista de Empleo

Durante la entrevista:









Siga Adelante

		 Utilice un tono de voz moderado (no muy alto, no muy bajo).

		 Ofrezca respuestas cortas y precisas.

		 Haga contacto visual con el entrevistador.  No mire hacia el suelo.

		 Nunca hable negativamente de su anterior trabajo.

		 Muestrese interesado por el puesto.

		 No hable sobre salario y beneficios a menos que le hayan ofrecido el puesto.



La Entrevista de Empleo

Durante la entrevista:









Siga Adelante

La Entrevista de Empleo

Después de la entrevista:

		 Agradezca al entrevistador por la oportunidad ofrecida.



		 Envíele al entrevistador una carta de agradecimiento.



		 Puede llamar a la compañía para averiguar si la posición ya fue ocupada.











Siga Adelante

Próximos Talleres y Actividades

		 date in Spanish



		 Title of activity and time and/or a short description of the class or conference.



		 date in Spanish



		 Title of activity and time and/or a short description of the class or conference.











Siga Adelante

GRACIAS POR SU ASISTENCIA
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Workshop



Welcome (click-slide # 1) to the library and to this free workshop about employment that we are offering tonight.  This workshop is one of activities developed by the “Siga Adelante” (Moving Forward) Project that we began last week.  Tonight we’ll talk about the job application and the resume (click).  My name is ______________ and I will be your presenter. 

	

Also with me: (name of translator or any other person helping with the presentation).



As we said last week, this project is possible thanks “Siga Adelante” Program (click-slide # 2), a partnership between WebJuntion Global and the Oklahoma Department of Libraries (click), and is sponsored by the Bill and Melinda Gates Foundation (click).  The purpose of this project is to teach people in the Hispanic community to use the resources available for them in the public library, in the community, and on the Internet. 



Before we formally start the workshop, I want you to take a few minutes to answers these questions:  (Pass out the pre-test and ask the attendees to answer it.  If possible, write some of the answer on a board or on an easel pad.)

 

As a review and very quickly, let’s see some of the things that we discussed last week in the first workshop.  There are many different ways to get information when we are looking for a job.  Who can tell me some of these ways?



(Discuss answers with the group and if nobody answers give the group a quick review about how the library, the community or the Internet can help).

 

Once we know a job opportunities available, the next step is to fill out the job application (click-slide # 3).  Usually these applications are only available in English, but in most cases you can take them with you and look for a friend to help you complete it.  There are also some agencies that could help you with this.



It is very important when you fill out a job application to answer all the questions on it (click).  Do not leave any empty spaces.  If you cannot answer a question, write on the space the letters N/A (Not Applicable).  It is also very important to honestly answer all the questions (click).  Some companies do a background investigation on all their candidates, and if they find out that you lied in your application that is enough reason not to give you the job or to fire you if hired.  Complete de application using a typewriter or printed in ink (click), so the information is clear and easy to understand.  Avoid scratches or the use of liquid paper (click).  



There are some types of information that is not necessary when you fill out an application, unless it is relevant to the position.  For example: (click-slide # 4) you don’t have to write your religion beliefs or political affiliations.  Hispanic people do not have to write anything about their immigration status, but you should be able demonstrate your eligibility to work in the United States.  Many companies use the form I-9 (Employment Eligibility Verification) (click) from the Department of Homeland Security to verify this information.  You can get a copy of this document through the Internet visiting: www.uscis.gov.

Usually in most job applications, some personal information is located in a section called OPTIONAL (click-slide # 5).  This means that it is up to you to provide it or not.  If you chose not to include it, the employer should not refuse to give you an interview.  Some of this information is your origin, age, etc.  But you always have to provide your full name, address, phone number, and social security number (click).

 

Every place or company could have different types of job applications, but basically the information on all of them is the same.  Let’s see some examples.

 

(Show the attendees some examples of real job applications, and if possible, practice filling out one of them with the group.  To protect the confidentiality of the participants, the presenter could use his/her own information to fill out the application or could use fake information just for the example).



Today, thanks to technology, some companies offer an application you can fill out and send through the Internet (click-slide # 6).

 

(Using the computer for the workshop, show an example of this.  You could use the following site:  www.jcmh.com.  Or you can use any local company that has a similar option.)



For best results, every time that we summit a job application, it should be accompanied by a CV or a resume (click-slide # 7).  Who can tell me what these things mean?



 (Wait for an answer, if nobody answers, then continue)



CV is the abbreviation for “Curriculum Vitae,” a Latin word that roughly means “Job History.”  A resume is basically the same.  The difference between them is that the CV is much more formal and complex than a resume.  But both have to be written very carefully and in detail, because it is your presentation card.  It is the first image that an employer will have about you and it could be the key to get an interview.  You have to include in a CV or resume your entire professional trajectory (click), your studies and degrees (click), awards and recognitions (click), your experiences (click) and references (click). 



	In this workshop we’ll focus on the preparation of a very good resume (click-slide # 8).  In general terms, a good resume has to be typed or printed on white paper or another light color (click).  Avoid the use of bright or colorful papers (click).  It has to be short (no more than two pages) (click).  It should not have any errors (click).  Every topic heading should be emphasized using capital letters or bold type (click).  Use only originals, not a photocopy (click).



There are a several different formats to structure a resume, but the most common is chronologically. This type of resume is very functional because job details are in chronological order, beginning with the most recent one, and includes all jobs that you had during your professional life.  Inside the folder that we gave you at the beginning of the workshop, you will find some examples of resumes and how the information is organized.  We recommend you study and use them as reference when you write your own.



Writing a good resume is not complicated, but if you feel that you can’t do it, there are some companies that can help you with this.  Of course this service has a charge and you have to provide them all the information they need.  Also on the Internet, there are some sites that have similar services.  You will find the addresses of some of these sites in the brochure we gave you at the beginning of the workshop.

 

(Show how to access and use some of these sites).



If you decided to write your own resume but you don’t have access to a computer, you can come to the public library.  We have some computers available here with the Microsoft Office programs, such as Word.  This program provides some templates that are easy to use.  The only thing you have to do is write your personal information under the different subjects (click-slide # 9). 



(Explain to the attendees how to prepare a resume using the templates in Microsoft Word.  The presenter could use his/her personal information or have a resume ready with fake information as an example.)



Exercise:  (click-slide # 10) Just for practice, let’s see some situations and discuss what to do, or what do you recommend for each one. 



	(Discuss the answers with the group)

Situation # 1: (click)

Francisco got a job application for a mechanic’s position at a dealership, but the application is in English and he doesn’t understand it, and doesn’t know how to fill it out.



 Situation # 2: (click)

Francisco’s friend, who is helping him with the job application, told him that in one of the sections they ask:  “Are you US Citizen or permanent resident?  And are you active in any political party?  If so, which?” 



Situation # 3: (dos clicks-slide # 11)

Carmen, who recently graduated as a nurse, heard that the local hospital is recruiting new personnel.  But the deadline to submit the application is today and she doesn’t have transportation to go there.  



Situation # 4: (click)

José completed an application for an office clerk position.  The instructions said that it has to be accompany by a resume.  What can he do to get one, or how can he make his own? 



Before we finish with this workshop, I would like you to answer once again the questions I asked you at the beginning.  (Give them few minutes to answer the post-test.)



In the folder you will also find a calendar with the date of our next activity (click-slide # 12).  The topic of our next workshop will be:  “How to prepare for a job interview.” (click) 



Do not forget to complete the evaluation form and leave it at the exit.  We hope this workshop has been interesting and useful for all of you, and we’ll see you again at the next one.  Thank you very much for your attending (click-slide # 13).
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The Job Interview

Welcome









Siga Adelante

		WebJunction Global and the Oklahoma Department of Libraries



		Bill & Melinda Gates Foundation











Siga Adelante

		 Make sure your hair, hands and nails are clean.



		 Go easy on the makeup.  Avoid use of intense colors.



		 Make sure you are perfectly shaved.



		 Avoid the excessive use of perfume or aftershave.



		 Keep jewelry to minimum.



Grooming:

The Job Interview









Siga Adelante



Siga Adelante

		 Avoid the use of bright colors or wild patterns.



		 Avoid the use of low-cut blouses or tight clothing.



		 Be cautious with the use of blue jeans.  If you do think they are appropriate for the job, wear your best pair.





		 Make sure your shoes are clean and polished.



		 Never wear sunglasses or caps during the interview



Clothing:

The Job Interview









Siga Adelante

		 Arrive early (approximately 15 minutes before your appointment.



		 Avoid to arrive accompany by friends or family members.



		 Avoid to arrive hearing music.



		 Avoid to smoke before the interview.



		 Avoid to chew gum.



Prior to the interview:

The Job Interview









Siga Adelante

		 Make sure bring with you the following documents:

		 Social security card

		 Picture ID

		 Work permission (if applicable)

		 Copy of your resume

		 Samples of your works: pictures, drawings, documents, etc.

		 Paper and pencil

		 Some money for emergencies: photocopies, telephone, etc.



Prior to the interview:

The Job Interview









Siga Adelante

		 Keep a positive attitude and be self confident.

		 Smile.

		 Do not extend your hand to the interviewer unless he/she does it first.

		 Do not sit until the interviewer tells you where to sit.

		 Make sure you keep a good posture.

		 Listen carefully to each question before answering.

		 Use a moderate voice tone (not to loud, not to low).

		 Give short and precise answers.



During the interview:

The Job Interview









Siga Adelante

		 Make eye contact with the interviewer.  Don’t look at the floor.

		 Never talk in a negative way about your previous jobs.

		 Show some interest for the position.

		 Don’t talk about salary or benefits unless, they offered you the position.



During the interview:

The Job Interview









Siga Adelante

		 Thank the interviewer for the opportunity he/she gave you.



		 Send a thank you letter as soon as possible.



		 Call the company to check if the position has been filled.



After the interview:

The Job Interview









Siga Adelante

Next Workshop and Activities:

		 date in Spanish



		 Title of activity and time and/or a short description of the class or conference.



		 date in Spanish



		 Title of activity and time and/or a short description of the class or conference.











Siga Adelante

Thank You

Very Much
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Pre-Test

Workshop about The Job Interview

(Taller sobre la entrevista de empleo)

(date)

1. Mencione tres cosas de su apariencia personal por las que debe preocuparse antes de asistir a una entrvista de trabajo.

(Tell us three things about your personal appearance that you will have to consider before to a job interview).

2. Mencione tres cosas que debe llevar consigo a una entrevista de empleo.

(Tell us three things you have to bring with you to a job interview).


3. Brevemente diganos como debe comportarse durante una entrevista de trabajo.

(Briefly tell us how you have to act during a job interview).

4. Mencione tres cosas que debe hacer al finalir una entrevista de empleo.

(Tell us three things you have to do at the end of a job interview).
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Help Wanted...
...for your job interview?



