Toni Bell

Writing a Newspaper Article (Grades 9-10)
Overview

In this lesson, students will write a news article for the school newspaper. The lesson begins with a discussion about
freedom of speech and the important role it plays in journalism. Next, students will learn how to create news articles
by developing 'lead paragraphs' and by using the 'inverted pyramid' model. Once this is done, they will be given time
during class to select topics, conduct research, and write their articles and proof read and peer edit their own and
other's works.

Outcomes
Students will:
e understand journalistic terms and vocabulary
e understand the structure of news articles
e produce and publish written work, using appropriate technology
o analyze and assess the information and ideas gathered from a variety of print and electronic sources
o develop keyboarding skills
o develop peer editing and proof reading skills

Materials and Preparation
Photocopy the following student handouts:

e Creating a Newspaper Article
e Formula for a Well Written Newspaper Article

Procedure
This unit should take approximately one-and-a-half weeks.

Freedom of speech - 1 day

Introduction to school journalism/brainstorming - 1 day
Research articles - 2 days

Write/revise - 3 days

Daily Lesson Plans
Day One

Start out your journalism unit with a discussion about freedom of speech and what it means. High school students
have many strong opinions on this topic, and it gives the teacher a nice opportunity to play Devil's Advocate. Begin
by asking the following questions:

Have you heard the term "freedom of speech"?

Where does this phrase come from?

What is the Canadian Charter of Rights and Freedoms and how does it affect freedom of speech?
Do you think we have freedom of speech in Canada? Why or why not?

Should we have complete freedom of speech, so we can say anything we want?"

If the class as a whole seems to agree that "yes, we should have total freedom of speech” ask them:



e Should racist remarks be allowed in the classroom?
e Should a teacher be allowed to swear in a classroom?
e Isitokay to tell lies and spread rumors about other classmates?

If the class as a whole seems to agree that "no, we should not have total freedom of speech” ask them:

¢ Do you think newspapers should get permission from the person they are writing about before a story is
printed?

e What if the person won't give permission?

e What if a story is important and the key person won't give permission? For example, if you found out that
the principal was embezzling money from the school, do you think the principal would give you permission
to print the story?

Tell students that they will be writing articles for a school newspaper. They will each be responsible for one article,
but may work in pairs to write two articles. Tell them to think about a topic and bring ideas to class tomorrow.

Day Two
Distribute: Creating a Newspaper Article

Lay out a big sheet of bulletin board paper on a table in the middle of the room. Ask students to form a circle around
the paper. Brainstorm ideas for newspaper article topics. Encourage students to include all facets of the school, and
its activities. You may need to remind them their topics will have to be approved by the principal. Explain what
limitations there might be. In some cases, students may censor themselves too much, and you will need to explain
that it is okay to take risks.

Once the list is finished, allow students to sign up for topics and form pairs if they wish. Limit the number of feature
articles. Explain to students that space in a newspaper is an issue. Space costs money and we only have so much
money, therefore, we only have so much space.

Talk about how to write a newspaper article. Distribute the handout: Formula For a Well Written Newspaper Article.
Tell them that the 'lead’ is the opening to their article and should hook the reader. It should answer the 5 W's: Who,
What, When, Where, Why (and sometimes How). Tell them about the inverted pyramid. This means that articles
should be written with the most important information first and the least important last.

Day Three

Take your class to the library. Read your students an article that includes facts or statistics. Explore with them how
the facts or statistics support the article. Ask them where they think the reporter found these facts or statistics. Tell
students they must try to find two or more facts or statistics to support their topic. This gives them practice in
research and adds substance to their article. If your students wish to do school wide surveys to get their facts, you
will need to prepare a short lesson on statistics and what makes them valid and invalid. Find out ahead of time if
teachers will allow your students to interrupt their classes to conduct surveys. Some teachers will appreciate the
opportunity for their students to be involved in a survey, others will resent the disruption. Limit the number of
survey topics for students to do.

Days Four and Five
Continue researching and writing news articles. Tell students they will be due in two days.
Day Six

Have students exchange news articles and ask them to check that the 'lead' paragraph answers the 5 W's. Ask them
to answer the questions, "Did this article 'hook’ you into reading more? Why or why not?" You may want to make
up a check sheet that the students can fill in and return to the article writers. Ask students to revise their articles if it
iS necessary.



Evaluation

Completed articles, including peer edited draft

Creating a Newspaper Article (Handout)

1. Outline the purpose of your article
2. Choose an article topic
3. Research the article
4. Write the article
5. Edit the article - have a friend proofread it
6. Rewrite the article and type it on the computer
7. Do aspell check

8. Optional class activity: Use a software program such as InDesign or Publisher to create a
newspaper that will contain all the articles.

Formula for a Well-Written News Article (Handout)

1. First paragraph

In your first one or two sentences tell who, what, when, where, and why. Try to hook the reader by beginning
with a funny, clever, or surprising statement. Go for variety: try beginning your article with a question or a
provocative statement.

2. Second/Third/Fourth paragraphs

Give the reader the details. Include one or two quotes from people you interviewed. Write in the third person (he,
she, it, they). Be objective -- never state your opinion. Use quotes to express others' opinions!

3. Last paragraph

Wrap it up somehow (don’t leave the reader hanging. Please don't say...."In conclusion” or "To finish..." (Yawn!)
Try ending with a quote or a catchy phrase.

e  Use active words (verbs that show what's really happening.)
e  Take notes when you interview. Write down quotes!
e Tell the really interesting info first!



Lesson Plan: English interventions/12th
Joanne Bowling

Objectives: Students will be capable of conducting research to find employment. Students will write
an employment resume that may effectively get them a job. Students will understand the steps to take to
obtain their job of choice and devise a plan for doing so.

CA Education Standard: 1.0 Writing Strategies

Students write coherent and focused texts that convey a well-defined perspective and tightly reasoned argument. The
writing demonstrates students' awareness of the audience and purpose and progression through the stages of the writing
process.

Materials (teacher): Whiteboard/markers. Job applications, website information and career data.
Materials (students): Paper, pen, internet access.

Anticipatory: Teacher will lead-in by stating the objectives. Students will understand that these
objectives will serve to help them organize thoughts about the topic. This will serve students when they
are required to conduct research and write their resumes and step essays.

Instructional Input: Teacher begins by posing the question: Where do you see yourselves in ten years?
The class will participate in discourse about future careers. Teacher will point out class rules and
compare them to the employee rules at Gallo Winery.

Modeling: The teacher will display the steps for organizing information in order to write a resume.
Teacher will display various resumes on the overhead (transparencies).

Guided Practice: Students will work in pairs to come up with information that they will need for their
respective resumes. Students will conduct research in the tech lab. They will be required to research a
minimum of three different jobs/careers. Students will fill out on-line applications and print the
completed forms.

Instructional Input: The teacher will ask students about the various careers that they have researched.
The class will discuss the obstacles that they will need to overcome in order to obtain their respective
career choices.

Independent Practice: Students will write their resumes. Resumes will reflect what they will need to
obtain the career of their choice. Resumes will be professional. Students will write essays in which they
reflect on the process of obtaining their job choice. The essays will include a plan of action that they
will take to succeed.

Closing: The objectives will be restated. Students will discuss whether or not they understand what
they need to do to become productive members of the community in the future.



Diane Dellis Hanshaw Middle School

e Curriculum/Instructional Strategies: This lesson will start as a classroom
hands on lesson about writing. The first part is on listening skills, taking
information and relating to getting them to think outside the box.

e WS 1.2 Organization and Focus:

Establish coherence within and among paragraphs through effective transitions,
parallel structures, and similar writing techniques.

Student Friendly: I will establish coherence within and among paragraphs through
effective transitions, parallel structures, and similar writing techniques.

e Key words to understand: coherence within and among paragraphs, Narrative
writing techniques.

o Supplies needed: computer to internet, Elmo, white sheet of paper, pencil,
sharpener, eraser, information index card 5x10, note taking sheet, cuttlefish bone,
ocean tube to give visualization, how to draw a cuttlefish picture, information on
a cuttlefish. Sheet on different things they can use as a personal prompt. Rubric
for Narrative Writing, http://enwikiedia.org/wiki/cuttlefish, Poetry * Cuttlefish
Bones” Eugenio Montale ( found used on Amazaon.com)

Objectives

Students will need to utilize good listening skills, capability of taking notes,
using information given to them to do a classroom narrative essay with
information given through the lecture. This is a week lesson. This will start
them to think about what they need out there in the work field. You might not
know everything there is for a job you take on, however, listening following
directions and showing you are willing to give it your best, is a great way
interview team will look at you. If you state, “ I can’t do this!” I don’t want to
try, I cant draw, then you are closing doors of opportunity.

Making sure all students are engaged, focused, and here is the time for
questions, ideas, sharing some experiences at the beach.

The students write clear, coherent, and focused essays. The writing exhibits
students’ awareness of audience and purpose. Essays contain formal
introduction, supporting evidence, and conclusions.

Everyone has ideas and needs positive using TAPPLE, and PAIR SHARING
OBSERVATIONS.

Once they have accomplished an group activity, give them the prompt sheet,
have them pick one and use it as their writing prompt.

Activities during lecture:

Sharing pictures, holding cuttlefish bones, holding the tube that will slip out of
their hands unless they hold tight and embrace it. Positive feedback to the
students making sure everyone feels comfortable to move on.
Assessments: Through their writing, the students and the teacher will be
able using the Narrative Rubric to measure accomplishment of objective
including group and individual student learning.



CUTTLEFISH INFORMATION TO LECTURE ON WHILE DRAWING

e Origin of the word Cuttlefish is found in the old English term cudele. This 1s
derived in the 1400’s from the Norwegian Koddi (testicle) and the Middle
German Kudel ( pouch), this is a literally description of the shape.

e Greco- Roman world valued the brown pigment released from its siphon when

alarmed.
o Greek and Latin sepia ( Later sepia in Italian)
Start drawing:

Anatomy Cuttlefish posses an internal structure called the cuttlebone, which is porous
and composed of aragonite, to provide the cuttlefish with buoyancy. It is regulated by
changing the gas-to-liquid ration tn the chambered cuttlebones via ventral siphuncle.

They were traditionally used by jewelers and silversmiths as moulds for
casting small objects. They are probably better known today as the tough
material given to parakeets and other caged birds as a source of dietary
calcium.

Cuttlefish have an internal shell, large shaped pupils, and eight arms and two
tentacles furnished with suckers, with which they secure their prey.

They generally range in size from 5.9 inches to 9.8 inches. Some of the larger
species are over 20 inches and weigh 231bs.

They eat small mollusks, crabs, shrimp, fish, octopuses, worm, and other
cuttlefish.

Their life expectancy is about one to two years.

Blood of a cuttlefish is an unusual green-blue because it uses the copper-
containing protein to carry oxygen instead of the red iron containing protein
hemoglobin that is found mammals.

The blood is pumped by three separate hearts, two of which are used for
pumping blood to the cuttlefish’s pair of gills ( one heart for each gill) and the
third for pumping blood around the rest of the body. A cuttlefish’s heart must
pump a higher blood flow than most other animals because hemocyanin is
substantially less capable of carrying oxygen than hemoglobin

Toxicity Recently it has been discovered that the cuttlefish’s muscles contain
a highly toxic compound that is yet to be identified.

Ink Cuttlefish have ink, like squid and octopuses. This ink was formerly an
important dye, called sepia. Today artificial dyes have replaced natural sepia.
However, there is a modern resurgence of Jewish people using the ink for the
techelet dye on their Tallit strings. :
Eyes Cuttlefish eyes are among the most developed in the animal kingdom. It
differs from the humans. Although they cannot see color they can perceive the
polarization of light, which enhances their perception of contrast. They have
two spots of concentrated sensor cells on their retina, one to look forward, and
one to look more backwards. The lenses, instead of being reshaped as they are
in humans, are pulled around by reshaping the entire eye to change focus.
Scientists have speculated that cuttlefish’s eyes are fully developed before
birth and start observing their surroundings while still in the egg. French



researchers has additionally suggested that cuttlefish prefer to hunt the prey

they saw before hatching.

e Changing Color Cuttlefish are sometimes referred to as the chameleons of
the sea because of their remarkable ability to rapidly alter their skin color at
will. Their skin flashes a fast changing pattern as communication to other
cuttlefish and to camouflage them from predators.

e As Food Cuttlefish are caught for food in the Mediterranean, East Asia, the
English Channel and elsewhere. In the East Asia dried shredded cuttlefish is a
highly popular snack food. They are very popular in Italy, where it is use in
Risotto al Nero di Seppia ( black cuttlefish rice) In Portugal, it is the regional
dish of the city of Setubal and surrounding areas, where served a deep-fried
strips or in a variant of feijoada, with red kidney beans.

e Now that you have drawn the cuttlefish with your students and they have
taken notes, write a Narrative Essay with them. Explain what an
Narrative Essay is, have them choose as a class the prompt for you to use.
Type it out on the Elmo, and show them the five paragraph essay.

The best prompts are the ones that spark a personal connection between the

writer and their ideas. Provided here are some generic writing prompts to

get you started. These are self-written prompts will offer better staring
blocks for your students, because they spring from the immediacy of their
lives.

Prompt tips: When you set out to create workable prompts, the following

suggestions are a good thing to keep in mind.

e Let the writer draw on experience Avoid prompts that require
specialized knowledge.

e Allow choice Use open-ended prompts with room for divergent responses

e Allow for choice of topics within a prompt or provide a choice
between tow similar prompts

e Offer a prompt that will spark the writer’s imagination sometimes the
only way to learn whether a prompt will fly is to try it out!

e Don’t do the thinking for the writer too many suggestion within a
prompt can be overwhelming , Highly creative or clever prompts
sometimes backfire.

e Avoid built-in positives and negatives leave students room to go in their
own directions

e Don’t be nosy sometimes students ( and parents) may resent prompts that
require sharing personal details. Thoughtful wording can spark insight-
even passionate beliefs without putting a student in the hot seat.

e Make a purpose Clear good writing is a good writing, but if you want
student responses to fit a particular purpose, make sure that all
expectations and criteria are explicit.
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Following Prompts Idea
Narrative: :
It is 20 years from now. Your name has just been called and you are about to
receive an award. Tell the story of how you came to be so successful and win this
award.
Rewrite a fairy tale from a different point of view. For instance
The Three Pigs as the wolf would tell it
Hansel and Gretel as the witch would tell it Or an example you would like
Write a story based on ONE of the following
e  Where is it?
Breaking loose
Suddenly, in the headlights
That noise!
Don’t even remind me
The biggest nuisance
Annoying!
At last!
Think of your best or worst day in school.
Tell the story of what happened
Write a story based on ONE of the following
Little brother or brothers,
Older sisters or brothers.
A narrow escape
My first memory
Id like to go back
You won’t believe it but.....
Think of a friend you have, in or out of school. Tell one story that comes to mind
when you think of this friend
Think of an event you will want to remember when you are old. Tell about what
happened in a way that’s so clear that if you read this story again when you are
eight, every detail will come flooding back as if it happened yesterday.
You won’t believe it, but here’s what happened.
Think of a place that’s so special to you that you just love thinking about it.

. Write a letter that your grandchildren will open in 50 years tell your

grandchildren what the world is like today.

Think of something you have done that brought you satisfaction, pleasure, or a
sense of accomplishment. Write about that activity or event and tell why it sticks
in your mind.

Think of a teacher or friend you have had that you will remember for as long,
long time. Describe this person so clearly that your reader will know just what
made you remember him or her.

Think of a person you have known who has been important to you. Describe why
he or she made such an impression on you or made a difference in your life.



Teaching Plan for Bridging Workforce Literary Skills
With California Mandated American Literature Curriculum
Karen Gordon
Valley Charter High School

Abstract- This lesson provides information and practice on using literacy skill (reading,
writing, speaking) and emphasizes critical thinking and application of workforce habits.
Lesson objectives include students learning to analyze and respond to literary elements;
read, comprehend, analyze and critique various short stories; develop fluency and
vocabulary; understand and apply written and oral language conventions; and understand
and apply listening and speaking skills

Educational Objectives- Students will demonstrate understanding of how English skills
mandated by California curriculum can apply and be useful to workforce skills needs and
requirements. Specifically, students will 1) read for detail using context clues, sentence
analysis (breakdown);2) draw inferences about meaning; 3) Use technology and research
skills to prepare and present oral report; 4) write a critical evaluation/position paper.
Information presented will be researched based. This unit of study will reflect cultural
awareness and diversity and provide opportunity for students to engage in exploration
and discussion about cultural factors that impact and shape attitudes and behaviors related
to literacy skills. In this unit students will explore how the skills taught and learned in
11" grade English can be used to accomplish workforce goals and solve problems.

Goals- Students will

a) use on —line and library research skills effectively

b) participate in large and small group discussions and tasks

c) meet time frames and deadlines for each phase of assignment

d) demonstrate knowledge via oral presentation(s) including use of
technology, written assignments and exercises, and examination.

Individual student products will include
A) completion of pre- and post -unit surveys
B) completion of written exercises and short papers
C) final unit exam

Team projects will include
A) multi-media presentation
B) optional skit/poster on literacy skills

Assessment and grading- Each assignment will be evaluated on the basis on completeness
and quality of presentation. Grading and assessment will be in accordance with
guidelines in class syllabus, and individual rubrics will be provided for each assignment.



Readiness Activity and Introduction- Teacher will introduce topic in context of class and
define specific goals of the teaching unit. The class will complete a brief survey on
career choices and goals. Students will engage in a discussion/brainstorming about how
American Literature course content might apply and be useful to their career goals. |
anticipate that most students will find little or no relevancy, based on years of previous
experience. Teacher will begin by asking students to respond to an attitude survey
designed to provide information about their perceptions of literacy skills/ norms. These
surveys will be anonymous and will serve to increase student’s awareness of literacy
skill. Teacher will guide an open discussion relative to this survey.

Homework- Students will be asked to research, locate and bring to class a job application
from a real business.

Lesson 1 Class discussion and review of job applications. Students will fill out
applications to the best of their ability; teacher will review and give feedback as if from
employer’s perspective.

Homework- Students will write a half page description of the job/career they think they
would like to have at some point in the future. Job requirements must be research based. |
will encourage the students to think about jobs beyond entry level/first time teen
employment.

Lesson 2 Class discussion on homework. Teacher will provide copy of MPD application
for discussion and engage students in a comparison of expectations. Focus will be on
details and careful reading /responding. Teacher will introduce homework and explain
students are to focus on observations of details and try to link essay content to
understanding writer.

Homework- Read the essay “Seeing,” from Pilgrim at Tinker Creek, by Annie Dillard

Lesson 3- Discuss essay. Ask students to engage n brainstorming to remember as many
details of story as possible. Explore why attention to detail can be important. Introduce
focus on police work (in which many past students have expressed interest) and discuss
why/how literacy skills and attention to detail is important. Introduce concept of literature
crime/drama and provide examples from American literature. Discuss changes in style of
literature and changes in police procedure over time. Ask students to engage in
brainstorming discussion about what they know about modern police procedures.
Homework- Read The Fall of the House of Usher by Poe. Introduce story as
psychological thriller/mystery. Tell students they will be asked to create a police style
report on the possible crime committed in the story, so they should take notes on details
as they read. Some of this will be done in class to model the process.

Lesson 4 —Class discussion on the details they noted and speculation about what
happened in the story. Was crime committed? By whom? What is the evidence?

Lesson 5 Introduce The Minister’s Black Veil, by Hawthorne,
Ask students to use art at beginning of story to form hypothesis about the story.



Explain their task will be to figure out the mystery of the minister and be able to explain
in police report manner what happened in the story. Their task is to solve the mystery of
the minister and his veil.

Homework- Read the story and take notes. Some of this will be done in class. Students
may work with a partner on this task.

Lesson 6- Class activity- Work in your assigned group to write a detailed explanation of
the mystery. Site specific evidence. Groups will present their finding to the class using
technology.

Introduce novel The Scarlet Letter, which students will read in part. Teacher will
summarize much of plot and ask students to read key passages. Unfortunately, time does
not allow us to read the entire novel, as it would take this class at least two months to get
through it. Over the course of the next several days, students will be asked to compile
evidence to solve the mystery of who Pearl’s father is.

Lesson 7- Student will be asked to write a formal position paper using citation and MLA
format to support their findings on character development and solving the mystery of
Pearl’s father.

Lesson 8- Guest speaker from MPD to talk about use of literacy skills in the workforce.
Lesson 9-Follow up survey- Students will be asked to complete a follow up survey and
discussion to see if/how their perceptions and attitudes about English class and literacy

skills have changed.

Lesson 10- Unit test asking students to recall and apply details, analysis and critical
reading/thinking skills.

Follow up- Detective type skills and making sense of apparently random details will be
the approach I use to study the poem, The Lovesong of J. Alfred Prufrock, by T.S. Eliot






Objective 5: Write two follow-up letters to a job interview.

Anticipated Problem: How can a job applicant effectively close the interview
process?

V. The Follow-up Letter—It is easy to feel relieved after your interview. You probably
want to just sit back and wait for the phone to ring. But there is one more step to the job
search process: the follow-up letter.

A. It is a thank you letter. It should express your gratitude for the employer’s
consideration of you and your sincere wish to get the job.

B. It should contain:

1. Appreciation for his or her time and interest in you

2. A reminder that you are enthusiastic and ready to begin work

3. Your phone number and times when you can be reached

C. It should be sent immediately after the interview.

**Application: Have students discuss and write a follow-up letter as a group for practice.
Then have each student write a follow-up letter to the mock interviewer, using
Supplemental Handout #5 as a guide. The instructor should grade the letters and have the
students mail them.

Plan For Independent Practice:
Application exercises for this lesson are sequenced throughout the lesson.

Assessment Based On Objectives:

The evaluation for this lesson can include grading for the mock interview, follow-
up letters, brainstorming activities, and poster review. Heavy emphasis should be placed
on the mock interview and follow-up letters.



Supplemental Handout #1.:

Interview Questions
Questions Often Asked in a Job Interview

. In what school activities have you participated? Which did you enjoy most? Why?
. How do you spend your spare time? What are your hobbies?

. Why do you think you might like to work for our company?

. What (part-time) jobs have you held? What did you gain from them?

. Why did you choose this particular field of work?

. Have you held offices in extracurricular activities?

. What salary do you expect for this job?

. Are you looking for a permanent or temporary job?

. Would you consider moving away from this city if the job required it?

10. Do you prefer working with others or by yourself?

11. Why did you apply for a position with this organization?

12. What types of work do you like best?

13. Do you plan to continue your education?

14. For what specific position are you applying? What makes you think you can do this
job?

15. Tell me/us about yourself.

16. What kinds of grades do you receive in school?

17. What were the circumstances concerning your leaving your last job?

18. What did you enjoy most about your last job? What did you enjoy least?

19. What is your greatest strength for this job?

20. What do you do if your supervisor makes a decision you strongly disagree with?
21. If you were hiring someone for this job, what qualities would you look for?
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Supplemental Handout #2: Attitudes
Attitudes, Behaviors, and Personal Characteristics

Valued by Employers
Responsibility

Dependability

Promptness

Eagerness to learn new skills
Attentiveness during instruction
Gets along well with others
Respectfulness

Honesty and integrity

Takes pride in work
Flexibility

Not defensive when corrected
Works to capacity

Pleasant and cheerful

ogededogodedogodedegogeded



Motivated to succeed

Takes care of personal appearance
Well organized

Follows others in a constructive way
Not a clock watcher

XX XXX

Supplemental Handout #3:

Interviewing Tips
Interviewing Tips

1. Be punctual: Never be late for an interview. If you have an appointment at 10:00 am,
be there no later than 9:45 am. Allow time for unforeseen problems, such as a flat tire, car
trouble or heavy traffic.

2. Be cordial: Walk in with a smile (but not a grin). A pleasant, friendly smile will get
you off to good start.

3. Be straightforward: When you meet your interviewer, shake the his or her hand with a
firm rip. Maintain good eye contact during the interview.

4. Be considerate: Remember you are being interviewed by a busy employer.
Demonstrate that you value his or her time. Say what you are there to say, but be direct
and get to the point.

5. Be confident: When you believe in yourself, it shows. Employers want confident
employees. Know your strengths and weaknesses. Do not be cocky.

6. Be prepared: Read employer literature and know what kind of job you want. Ask
meaningful questions.

7. Be neat: Although some employers are becoming more liberal in their standard of
dress and appearance, for many a well-groomed appearance could be the deciding factor.
8. Be sincerely interested: Show by your attitude that you really want the job. Many
candidates have lost jobs because the employer got the impression that he or she didn’t
seem too interested in the job or the organization.

9. Be organized: Have a neatly prepared resume for the interviewer. Keep it brief,
organized, and focused. Be sure it includes your name, address, and phone number. A
small picture of you, pasted or reproduced at the top, will help the interviewer remember
you.

10. Show good business manners: Immediately following the interview, write a brief
letter to the interviewer. Thank him or her for taking time from a busy day to see you, and
reiterate your interest in the job. Few candidates today take the trouble to do this, so such
a letter will make you stand out in the interviewer’s mind.

11. Be persistent: Show continuing interest in the job, though not to the point of irritation.
Phone the interviewer after a reasonable time. Follow up with a note giving additional
information— something not covered during the interview. Say right out that you want
the job.

12. Be hopeful: Keep an optimistic outlook. It can be a real factor in landing a job.
Nobody wants a grim “sad sack” around. Don’t give up, even if you do not get the first
job for which you interview. You can expect some disappointments—every job hunter
has them.



Supplemental Handout #4.

Interview Evaluation
Job Interview Evaluation

Name

1. Appearance (attire, posture, etc.) 15 pts. pts.
Comments:

2. Manner (eye contact, poise, confidence, etc.) 15 pts. pts.
Comments:

3. Speech (clarity, thoughtful answers, etc.) 15 pts. pts.
Comments:

4. Subjective impression (general “feeling”) 5 pts. pts.



Supplemental Handout #5:

Follow-up Letter
The Follow-up Letter

Your Address
The Date

Mr. John Arthur
Manager

Spandoflex Company
2123 West Broadway
Santa Barbara, CA 93030

Dear Mr. Arthur:

First Paragraph: Thank him for the interview and express appreciation for the courtesy
and consideration given to you. Remind him of the position for which you were
interviewed and the date of your interview with him.

Second Paragraph: Express to him the interest you still have in the position and in his
company Be sure to mention anything you have done since meeting with him that shows
your continuing interest in the job. This would include additional research you’ve done
on the company or courses you’re taking in the field.

Third Paragraph: Tell him that you are glad to provide any more information about
yourself if he wants it.

Final Paragraph: Close by saying that you are available for additional interviews at his
convenience. Include when and where he can reach you.

Sincerely,
(signature)
Joe E. Shmoe





