Complete the following table answering the questions bellow

What makes an effective answer and what makes an ineffective answer?
	Question
	Example of a Good Answer          
	Example of a Bad Answer          

	1. Tell us about yourself
	 
	 

	2. Why do you want this job?
	 
	 

	3. Why should we hire you?
	 
	 

	4. Why do you want to work for this company?
	 
	 

	5. What experience do you have that relates to this job?
	 
	 

	6. What are your strengths?
	 
	 

	7. What are your weaknesses?
	 
	 

	8. Tell about a successful experience you had on a job.
	 
	 

	9. Why did you leave your last job?
	 
	 

	10. Why do you want to leave your current job?
	 
	 

	11. Tell about a problem you had at a job and what you did about it.
	 
	 

	12. Tell about a mistake you made at work and what would do differently?
	 
	 

	14. Where do you see yourself in five years?
	 
	 

	15. Do you have any questions for us?
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JOB OBJECTIVE WORKSHEET
The questions below can help you determine what your job objectives should state: what type of employment you are seeking; what you can offer the company; where you want to go with this position. 
Answer these questions, and write a job objective based on your answers. 
What kind of job would I like to have? Three choices would be: 
Job 1____________________________________________________________________
Job 2____________________________________________________________________
Job 3____________________________________________________________________
What qualifications do I have for the jobs I listed above?
Job 1____________________________________________________________________
Job 2____________________________________________________________________
Job 3____________________________________________________________________
What can I do to be better qualified for these jobs? 
Job 1____________________________________________________________________
Job 2____________________________________________________________________
Job 3___________________________________________________________________ 
What are my future goals in these positions? 
Job 1____________________________________________________________________
Job 2____________________________________________________________________
Job 3____________________________________________________________________
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EDUCATION WORKSHEET 
Use your answers to the following questions to compile information for Education Data on your CV. 
List courses you have taken in high school, vocational school, and college. 
____________________________       _____________________________
____________________________       _____________________________

____________________________       _____________________________
Which of these courses have helped you prepare for the position you want? 
____________________________       ______________________________
____________________________       ______________________________
In which of these courses have you excelled? 
_____________________________       ______________________________
_____________________________       ______________________________
_____________________________       ______________________________
COVER LETTER WORKSHEET 
Answering the questions below will help you decide what information should be included in a cover letter. 
What do I want from this company? 
________________________________________________________________
________________________________________________________________
What can I offer to this company? 
________________________________________________________________
________________________________________________________________
What experience do I have that will qualify me for this position? 
_______________________________________________________________
_______________________________________________________________
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