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Introduction:
This report is about the various soft skills that are available, for you to use which can help with your personal and professional life. The first part of the report will concentrate on the techniques used by the creators of the Johari window. There are 4 stages in the Johari window which are your open, blind, hidden, and unknown areas. The theory of this tool is to help everyone understand themselves better, what challenges and problems they are facing and to try to resolve them.
The second part is to a series of self-awareness and motivation tests, to see what your personality is, and what kind of jobs suit you best. This are just tests and guidelines to help you with your future, doesn’t necessarily mean you agree with the results. You can choose to something completely different, but the soft skill tools are worth doing to help you improve your career and future. 
The importance of a good CV, and cover letter will be covered in the report. How you write a professional CV and cover letter when applying for jobs, and interview techniques when trying to secure a job, (GC Goodwin, SF Graebe, 2017). As you are trying to compete with other job applicants, the CV is the first thing the employers will see so it is important to do a good job. 
Using the soft skills and preparation for job interviews, will greatly enhance your chances of getting the job and career of your choice. It can also benefit you in your personal life to know what type of person you are.





Part A: Discursive Report.
Johari Window.
The Johari Window is a self-awareness technique that helps people understand themselves and others. A system that was designed to improve your personal and professional life. It was created by Joseph Luft and Harrington Ingham in 1961, (S Oliver, S Duncan 2019). There are 4 parts to the model.
There are four parts to the Johari window, the first part is your open area which are things that you know about yourself and are also known to others. This area can help with your development both personally and professionally develop your skills with others, (DE Osmanoglu,2019). You might have difficulty communicating with others which could affect you and have a negative impact on your life. There could be problems in your personal life, have difficulty understanding others, perhaps people in higher authority, behavioural problems. Because others know that you have these problems by talking and listening with them perhaps this could help to resolve the issues and challenges faced by yourself.
The second part is the blind spot is where there are things that you don’t know about yourself, yet others do know, (S Subramaniam). For example, you could feel that you have perfect manners, great communication skills and that there is nothing wrong. Whilst others realise that you have problems and difficulty engaging with them, (S Khatoon, 2018). It can be difficult to accept the fact that you have some problems when told by other people, especially those who are close to you such as family and friends. Using the blind spot theory and getting advice and feedback can help to improve yourself. There could be problems at work that you are not aware off, you might think that the work you are doing is okay and you don’t need any advice or help. Yet maybe your boss has noticed something which is affecting your ability to work effectively. Perhaps your personal life is ok, but there could be problems that you are not aware off. All these problems can be helped by listening and acting on advice from others who realise and know your problems. With their help and acting on the advice may help you.  
The third part is your hidden self, which is what you know about yourself, but other people don’t know. You could have problems at work that your boss is not aware off, perhaps having difficulty in communicating with work colleagues. There could be secrets or personal information that you do not want to share with anyone else. Perhaps you also know good things about yourself but are reluctant to tell anyone (I Peate, 2019). Its only by talking with others and informing them of your emotional and personal difficulties, (S Han, S Kim 2016), can you face your problems and deal with them. It is better to get help rather than trying to keep a lid on everything and pretend nothing is the matter.
 
The final part of the window is your unknown self or unknown areas, in this part there are things which are not known to you or others such as There perhaps might even be some things that you don’t know about yourself such as your talent, education, feelings etc. Maybe you are unaware that you have the necessary skills to do a certain job, (LMC Clarkson, QU Love, FD Ntow,2017). Sometimes you are not aware of your strengths and weaknesses, and you only find out when you do new things, what your capabilities are. You could have had a difficult childhood, which might affect you later in life. Gaining other people’s trust and telling them about your problems can help you move forward in your personal and work life. Getting feedback from people on how to resolve your problems is also a step in the right direction.
Communicating effectively with others is one of the most important things that you can learn, it helps you understanding of others, (P Saxena, 2015). Using the Johari window can help you improve your communicating skills either at work or in your private life. Getting feedback from others can help you be open to yourself and deal with the issues that are affecting you.

Career Motivation test.
The motivation test I used was the Myers Briggs personality test also known as the MBTI test created by Katherine Briggs and her daughter Isabel Briggs Meyers, based on the theories of Carl Jung, (A Buckley, 16/10/17). The tests are designed to see what your personality is and are widely used amongst some of the world’s biggest companies to help them get a better understanding of their employees. You can get an idea of yourself, what motivates you in your career and personal life. Are you the type of person for whom financial gain is more important? Or do you prefer a job where the salary is less, but you are happy working there. Do you value the importance of balancing your work and family life, or you are just a work acholic?
My tests indicated that my personality type was a tycoon, meaning that I wanted to progress in my chosen career regardless of the obstacles that I faced. As I said these are only a guide doesn’t necessarily mean that I am a tycoon. By looking at my results and trying to understand what they mean is important, (R Stein, AB Swan, 2019). My personal motivation is to do a job and career that I enjoy and balance it with a family life. Personal recognition of my work is not important as my primary concern is to do a good job. I enjoy helping other people, learning to further my career and taking responsibility. Working in an established company I believe will give me greater job security and chances of promotion. Financial rewards are less important to me than enjoying your job and spending quality time with the 

family, the results indicate different but are just a guide to help you. By looking at the pros and cons of each of the sections I can get an idea of my motivations for work are. I might not agree with all the results, but it gives me an indication of my career motives and the plus and negative side of each type.
123 Personality Test.
In this test I did I had to choose a series of pictures to find out my personality type, the test was designed by Dr John Holland, (AR Spokane, EJ Luchetta, 2002). These tests were to help you choose the right career path and if that job is the correct choice and you can do it. There are six types of people, according to Holland there are six types of working personalities, (K Stoltz, 2017), which are Realistic, Social, Artistic, Enterprising, Conventional and Investigative. You can get your personal code by doing this test and taking the letter with the highest score as being first in your code followed by the rest in the order of your results. Even though you might have some part of each code, the theory of the test is to find out which jobs you are best suited for, therefore creating a better and happy workplace to develop your career. The test I took my Holland code was CEISRA, and I was also given a list of jobs which I am most likely to enjoy doing. I scored highest in the conventional type, meaning that I am the type of person who is suited to working in an office. Conventional type people are those who like everything to be organized and done properly. Are interested in not taking any leadership jobs, and instead focus on doing the job, keep things neat and tidy, good at organising, don’t want to be the boss and good at data and maths. All the jobs which were listed as being suitable for me matched my personality. The next highest score in order were Enterprising and Investigative which showed that I like to do a lot of thinking, enjoy overseeing others, enjoy financial success. My lowest scores were for Artistic, Social and Realistic types. Which is true as I am not really a person who likes to do manual labour or have a wish to work outdoors. I am no good at any type of artistic work and I would rather work with other people than work on my own or in jobs such as a mechanic or graphic design. Jobs such as working in social care are not my type as I don’t think I will have the patience to deal with people and help them.
16 Personalities Test.
The final test was the 16-personality test also known as the 16PF test was developed by Raymond Cattell, (HEP Cattell, JM Schuerger, 2003). This test can be of help to you to identify to identify your personal skills, what kind of jobs are you are most suited for. It is based on six different aspects of test which are designed to give you your personality type when answering a series of questions. My results showed my personality type to be a The 

Consul, a person whose strengths are they like to meet people and get on with most of them. The type of person for whom making decisions is easy and have a good idea of what they want to achieve in their careers and personal life. Care passionately about others and the family. Have no problem interacting and communicating with people even those that they don’t know. There are also some weaknesses such as their need to improve themselves, problems dealing with people who criticize them and want to be recognised for their work and if not might tend to get upset. The importance placed on being recognised for their work can also be a weakness. Consul type are friendly and outgoing who care deeply for the people close to them such as family and friends, also people that they don’t know. They will always try to find a way to make people happy and get on with them. Friendship is very important, making new friends, socialising and are okay with taking negative feedback from people. They have a very warm and friendly nature and family life is important to them. Having a balanced family life and being a parent is of great importance. Consul type people are very organized, don’t mind doing the same routine every day at work, like to be efficient and have a lot of thoughts on how to improve things that are not right at work. Enjoy challenges and getting on with their work colleagues. Can work in a team and don’t mind working on their own. They are also good at judging others and like to help them their problems either at work or give personal advice. Friendly and caring type have good social skills and like to take care of others, even when they are having problems. Have the personality and feelings to make friends easy, understand how relationships work in private or professional life, and to diffuse any problems. 





Part B. Reflective Report.

This report is about what skills and techniques are required when applying for a job.
The first stage of the process is trying to find a job that you can do, you have the right skills and qualifications for that position. There is no point going for jobs for which you have not got the relevant skills, qualifications, or the general knowledge to the job. When applying for any job you must read the description and see what is required for the role. First look at the job description in detail to see what your duties and responsibilities will be and exactly what is needed to the job. Do you need previous experience in the role, and do you require a certain level of education for example is a degree required?  What are they looking for apart from previous experience? Make sure you read what is needed, what your job roles are and the main responsibilities you must do. Researching all of this will help you decide if you have all the right credentials to apply for the job. If you apply for any job without the relevant skills and qualifications, you simply won’t get a reply from the company who are recruiting. Businesses spend a lot of time and expense when advertising for new employees, so it is important you read everything in the advert before applying in order to give yourself a chance of progression to the next stage, you don’t want to fall at the first hurdle.  
Once you have decided which job you want to apply for, then by looking at your own personal experience, qualifications and other things such as your interests can help if you are a suitable candidate. Employers are not just looking to see if you match the skills they need, they also want to know if you have got good personal and communication skills, (R Bennett, 2002). First, are you suited for the role there is no point applying if you are not capable of doing the job. Most of the jobs advertised have a list of your duties but also list what the main duties are you be able to do both otherwise you will not get the job. If for example you have other relevant skills outside of work that can benefit you, such as doing volunteering work, have good time management, great at communication and the ability to work in a team environment. You could also mention that you are highly motivated and hard working. Extra activities you do like your interests and hobbies can help as companies want to know about personality skills and what type of person you are.
Writing a good cover letter for a job can show the employer other skills and qualities that you possess, (K Pelczarski, 2019). Doing your research on the company, finding out exactly what the company does, what type of person it is looking for, the skills required, and what the main job roles are will help you write a good cover letter. Most companies nowadays expect a cover letter as well as a CV. A good cover letter is no more than a page long at the most, you need to be precise and write down everything on one page, as writing too much and it probably will not be looked at. When writing a cover letter, it is always a good to find out who oversees the recruitment process and put the name at the top, it shows you are personally interested in the job. Write a few paragraphs about why you are getting in touch with them, you reason for being a suitable applicant and other skills and hobbies you do. It will show that you are genuinely interested in the vacancy.
It is important for you to read the job description when writing your cover letter and CV, as you make sure your skills, experience and qualifications apply. There is no point in applying for any jobs when you have not got the necessary skill sets as you will be unsuccessful in your application for the job. By looking at what is written you will have an idea of what type of candidate the company is looking for, does it need someone who has previous experience in the role, and you can see what your working hours are, what the salary is and company goals and targetOnce you have found a job which is suitable for you to apply, the next stage is to write a well written cover letter, try  a not to make it boring and to long, it should be all 

typed on one page. The cover letter needs to highlight your skills and other abilities you have as to why you want the job. Then you must write a CV, try to write your most recent qualifications and work experience. Making sure you read your documents for spelling mistakes, and that your personal details are correct. There is no need to put photos on your CV, on average most companies take less than thirty seconds quickly looking at your documents, (Wetfeet, 2008), to see if you have written the information that they are looking for.
The next stage if you have been successful and been asked to attend an interview, is to make sure you are ready and prepared. Taking your time in preparing for the interview can help you get the job. Firstly, do your research on the company to find out more information, what is it like to work for them, the people who are in charge, their future as some interviewers might ask you some of these questions. Choose what you are going to wear to the interview carefully, try to dress in a conservatively manner wearing something that makes you look professional person. Be well groomed and of smart appearance as you want to make a good start to your interview. First impression is important, and you can get off to a good start by being presentable and well groomed. Also, as you go in for the interview remember to shake their hand, whilst making eye contact and introduce yourself as this can make a good impression and be relaxed and try not to be nervous. You should have an idea of what the business is about and its future. Make sure you have the relevant documents such as your qualification certificates and references which might be needed. Talk about your previous roles and how that will help you in the job. If you have any skills and hobbies outside of work mention that if it is relevant. Remember the questions you want to ask and answer all the questions you are asked in the interview. Why do you want the job, what skills and experience you have that will help you to get the job and your future career plans? Remember you will be asked these questions so either practice by yourself or someone to prepare yourself and have a better chance of getting the job.
I also had the opportunity to put what I had learnt about job applications and the various aspects of each stage and do a mock interview for a job. The first stage was to find a job that I wanted to do, read the description and see what the job roles were and if there was a need for any experience. Write a cover letter to the company, in which I had to explain why I was the best candidate for the job, skills and other interests basically sell myself to the company. Write a CV with all the information such as previous job history, experience and qualifications. Then on the day of the mock interview be punctual and well presented for the interview. To be honest I thought that it was a good idea to have a chance to do a mock interview, so that I could find out what mistakes I made. Then I can try to rectify the mistakes and be better prepared for real interviews.
My interview did not go well at all just about the only thing I was good at was being on time. I did not introduce myself to the people who were interviewing me neither did I shake their hands. Even though I knew I had to be well-presented I did not wear suitable clothing on the day. The job that I applied for was as a customer service representative for HSBC bank. In the actual interview I presented my cover letter and CV. I thought the interview went well but by looking at the results obviously not. I should have done more research on the company and the actual job itself, and what my roles and main duties were. Also, why I was the best candidate for the job and why I wanted to work for HSBC. I never asked any questions about the job in the interview. Looking at the results of the interview my score was 66 out of a 100. With these results I might have been hired but I need to improve on a few things in order to be successful

There are several things I need to improve on to help me with my job applications and interviews. First, I need to structure my cover letter better and mention the key points related to the job and why I want to work there. I should not point out my weaknesses but concentrate on my strengths. A bit more research was required on the company and the job. Also, I should be prepared to ask questions and show a bit more interest in the job. Improving my interview skills by using things like the STAR method, (A Doyle 2019). It can help prepare with interview techniques. Looking at the job roles, main duties and what the requirements are for the position. Then try and see if you have relevant skills and experiences which are identical, and how and what you did to resolve them. Once you have done this a few times you should be able to get an idea of what you need to do in an interview. What I have learned is that preparation is the key to success, and without doing your homework and preparing for the interview you will ultimately not get the job. To help me with my future career success and to get the right job is important. From the moment you see the job you want to apply for the preparation starts. Applying for the job, writing a cover letter and CV. If you are successful enough to be called in for an interview, preparing yourself, making sure you have done all the research on the company, read the job description. Dress smartly and be presentable on the day, be punctual better still try and come about 30 minutes early for your interview, as to avoid being late. With the use of all these skills it can give you a good advantage, and a greater chance of being successful in the interview. 
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Your Personality Type: The Tycoon
People with a Tycoon personality are
destined to reach the top, no matter the
obstacles they encounter along the way.
These fearless individuals are motivated
to conquer all challenges and beat
others to the top. They want power and
all the rewards that come along with it -
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Tycoons know that to reach the top they
have to work their tails off, and they are
willing to put all their efforts into their
work.

Intro
Graphs
Detailed results

Career motivators

This report is intended for personal
growth purposes only. Professional
versions for HR professionals, coaches
or therapists are available. For more
information, visit
http://www.archprofile.com/




image2.png
3 7 .060%817:33

44

Achievement
; i % 100

Balanced Lifestyle _——

Change and Variety
@ 50 100

Cre? S0

—
0 50 100
60

Financial Reward




image3.png
3 T.476%m16:21

il

Idenmy
Altruism _37

0 50 100
Contribution

Inde dence ——

Inspiration

Respon%@




image4.png
a2

B T.476%m16:21

77 @ styourself.psychtests.com 2= ()

Learning =

Mobility

g

Recognition and _42

Appreciation Is ? o
Social Facmm_‘
E a 0 50

100

Stabilitv —<5

DI - I

=]
1




image5.png
@we B T .456%m17:46

77 @ styourself.psychtests.com 2= ()
0 50 100

Status
50
Fun ajoymenl
50 100
50

Customer Orientation
u 50 100

Job-| Hoppm@L_'

Active / High-pressure —40
Work Environment 0 0 100

< >o@ v =




image6.png
7] 3 T.479%m16:17

our personair pe

You preferred 'Conventional' the most,
followed by 'Enterprising' and 'Investigative'.
Your six letter personality type is 'CEISRA.
Your personal preference is also shown in a

graph below.

Fo 1

GENDER: WALE
AGE: 44

@\

B e B
’ INVESTIGATIVE ' 0 A
A

ARTISTIC

Your personal Holland Code

-~ OO0




image7.png
© 7 .158%@17:00

<7 @ nww.16personalites.com 2= ()

o:o 16 Personalities

Your personality type is:

Consul
ESFJ-A

< > @ v @ =




image8.png
Customer Servics Representative, Birmingbarm 17 AVS Starting Satary

Some carsers open more doors than others,

At our Birmingham Contact Centrs we ars focused on Creating an engaging working sweoreent, whather js
want 3 carser that will take you 10 the top, o7 simghy In 3 new exciting Grsction, HIBL ofisr oyyorweitiss, sugpsn
and rewards that will take you further. Our Contact Centrs is bassd in the heart of Sirmingfiam Just & § minuts wat
from Birmingham New Street Station

Wihen you join cur team in Binmingtam, from day one Yo 3 Lopmaitins tanatn pacsns

rssariaties e 3 SioATes

days 3 yezr. You wh

Quatifications

Wihat 4o | need 1o be successtul in this role?
1t Gomert ramar # youl ve rever watkers 1 3 Clontach Cantve CAKRS W S GuSANES 1 SN e Stene of 8 0
traieg ot here. You will Fave Grest comrmuricaton skils 300 ras 3 whegress

o B8 36 Sy o iy g
=

https://www.inde





image9.png
Mr Javid

Hamid
91B Grange Road
Small Heath
Birmingham
B109QsS
Jhamid7@outlook.com
07872833657
Dear Sir/Madam.

Re. Customer Service Representative.

1 am writing to apply for the position of customer service representative, which was advertised
on indeed.co.uk, and to explain why | am the right applicant for the job. I have over 20 years of
experience in the customer service field. | am currently employed by west midland trains as a
ticket clerk at a train station. In my job | deal with customers daily, selling them the right
product, giving advice on which tickets to purchase, how to buy them cheap online. Being the
only one working at the station | am also responsible for the day to day running of the station,
dealing with incidents such as delays, locating missing valuables left on the trains and
reporting any faults to the relevant department so they can be resolved quickly.

1 am exactly what you are looking for, as | like to provide an excellent service making the
customers feel welcome and happy. | have good time management skills and an excellent
work attendance record as | have never been off sick from work.

Currently studying at UWTSD Birmingham Level 4 in Higher Education and Skills for the
Workplace, and if | pass | intend to do further studies in Leadership and Management Skills,

as | would like to progress onto the financial and management roles.

Yours Sincerely
Javid hamid
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CURRILICUM VITAE

NAME: Javid Hamid

Birmingham B10 9QS.

ADDRESS: 91b Grange Road, Small Heath,

E-MAIL: Jhamid7@outlook.com  TELEPHONE: 07872833657

5 grade b, English grade c, Geography grade ¢, Religious Education

EDUCATION: 6 GCSEs Math'’s
grade b, History grade c and Science grade d
UWTSD BIRMINGHAM: Certificate of Higher Education Skills for the Workplace Level 4

From March 2019 to March 2020.

WORK EXPERIENCE:

May 1990 to March 1998: Cashier at Shell Petrol Garage.

JOB DUTIES: cash handling, stock control, dealing with customers, managing fuel and stock

deliveries and keeping forecourt and shop areas clean and tidy.
March 1998 - present: Customer Service Assistant at West Midland Trains.

JOB DUTIES: high level of customer service, providing accurate information, ticket retailing with
the current ATOC retailing instructions, doing the station accounts, flexible working hours, ensure
that the station is clean and all posters are up to date, assist with disabled passengers, working as
a team or on my one, opening and closing stations, station security checks in line with the current
government guidelines, able to remain efficient and calm working under pressure during incidents.

SKILLS AND ABILITIES:
1 have great communication skills as in my current role | deal with the public, selling retail

products and go that extra mile to make sure customers are satisfied and happy. | can also work in
a team or on my own depending on where | am working. Also make decisions and take
responsibility for the station and report any problems which need to be dealt with. | have also
worked in a supervisor’s role, which involves staff rostering, dealing with station problems and

liaising with the relevant managers to resolve them.

CCOMMUNICATION SKILLS:

1am a good listener, have excellent communication skills, and can get on with most people,
confidence in my own ability to do the job and respect other people. Honest and hard working and
willing to learn to improve myself and have a excellent work attendance record.

OBJECTIVE:

To start as a customer service representative and work hard and achieve promotion within the
company to management level. Currently doing a Level 4 at UWTSD Birmingham and hope to pass
and then complete my degree in Leadership and Management Skills for the Workplace.




image11.jpeg
lllllIIIIIIIIIIIlIllllllIIIIIII-I---------——crgggggggggg————*

Mock Interview Grading Rubric
Date: it \ ['; 1 9.

STUDENT: Qo A- Bl * . 0 S INPEN XVIEWER: \f{C‘\’\C . evdc

SCORE: 5= Excellent, .4=Very Good, 3= Good/Average, 2=Poor, 1=Very Poor

[7 I 3 ] 7 l ‘ 2171 - ‘ Comments A

BEIRSEIMERESSIONGS. v 6 o 0 o
| Showed up on ume | |

~ Firmly shook k hands pf gntemewer, “smiled and greeted ‘ o
Had resume/references and offered professional copies | O
Greeted and maintained eye contact T e
Dressed appropriately |a
=]

PO’B aentron +o ﬂcu\\x’ Aovneses sadlr

= 14

Posture (sat up straight, etc.)/Hand and facial
movements were natural |

i i b
| VERBAL BEHAVIORS

~ Demonstrated k&iwleche about the company
| Answered questions completely, yet briefly
| Utilized STAR/BAR format for Behavioral Questions

| Understood company needs/Emphasized qualifications

O @\DDDD
0 Ooooo

‘0 ooooo

\{Ul/u - OMV(} ’/\,cwuc done mene anesee An
‘ st feB®l t» shes S e o

RBe mone fon~de

Understood position/Pointed out work related skills
~ Displayed enthusiasm

Focus strengths; avoided weaknesses

f
. Referenced specific 1tem.§ on resume
“Responded to questlons prornptly, but not hurriedly
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Asked appropriate questions of the ir interviewer
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Spoke clearly and at a reasonable volume
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_ Avoided use of flller/ empty words, slang, etc.
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INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX
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Mock Interview Grading Rubric

TG Bamd ok ~ INTERVIEWE —owgen
Excellent, .4=Very Good, 3= Good/Average, 2=Poor,

7 s[afsfz2]1
|

o L ohd oo ﬂxw&3 Suckw e You, Coles
Lajla/ \

1= Very Poor
B ‘Comments

RST IMPRESSION

Showed up on time
Firmly shook hands of interviewer, smiled and greeted

Had resume/ references and offered professional copies
Greeted and maintained eye contact

Dressed appropriately
Posture (sat up straight, etc.)/Hand and facial

‘movements were natural
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\r VERBAL BEHAVIORS
Demonstrated knowledge about the company
Answered questions completely, yet briefly
Utilized STAR/BAR format for Behavioral Questions
Understood company needs/ Emphasized qualifications
Understood position/ Pointed out work related skills
Displayed enthusiasm

Focused on strengths; avoided weaknesses

Acted in a polite manner

Referenced specific items on resume

Responded to questions promptly, but not hurriedly
Asked appropriate questions of the interviewer
Spoke clearly and at reasonable volume

Avoided use of filler/empty words, slang, etc.
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HOW YOU DID:

TOTAL SCORE RANGE

YOU’RE HIRED!!!

90 - 100

Resume was printed and presented in a professional manner
Showed up on time in appropriate attire

Demonstrates confidence through voice, body language, and eye
contact.

Provides detailed and specific answers to questions

Sells skills and references previous experience

Clearly explains how skills and qualities match the job description
Asks thoughtful questions and demonstrates preparedness
Maintains a professional attitude and demeanor

Very clear and concise manner of speaking; avoids use of filler

words i S -
Demonstrates above-average maturity (professional, articulate, manners).

WE’RE CONSIDERING YOU...

80 - 89

Resume was printed and presented in a professional manner
Showed up on time and in attire that was mostly appropriate
Decent poise, body language and eye contact

Somewhat confident

Provides specific answers to questions

Sells some skills

Displays some skills and qualities that match the job description
Asks some thoughtful questions and shows some signs of having
done research on the company and position

Interviewee is usually professional when responding

Clear manner of speaking; used some filler words (um, uh, like, etc.)

Noticeable maturity (professional, articulate, manners).

WE MIGHT HAVE HIRED YOU, BUT...

60 - 79

Resume was not presented or needed work

Showed up late and/or dressed semi-professionally

Not enough poise, body language indicated lack of interest, some
eye contact made

Confidence is not convincing

Specific answers to some questions, others too general

Comes off as too inexperienced; vague in selling skills

Appears to have some communication problems

Skills do not match job description; lacks preparedness in research
Attempts to be professional when responding;

Manner of speaking is comprehensible, but sometimes a bit unclear;
frequent use of filler words (um, uh, like, etc.)

Some maturity is evident (professional, articulate, manners).

DON’T CALL US, WE’LL CALL YOU...

20-59

No poise, poor body language and little to no eye contact
Lack of confidence

Answers to questions are not sufficient, relevant or convincing
Inexperience is obvious

Resume was not presented
Showed up late and/or dressed unprofessionally

Does not display skills and abilities that are relevant to the position
Does not appear to have done any company research and is
generally unprepared

Comes off as undependable and unprofessional

Manner of speaking is unclear, jumbled or poorly worded
Interviewee needs more experience and maturity
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