[bookmark: _GoBack]Short Sample Task 1 (Level 1): Interview with staff members
Notes for the Supervisor 
This sample task involves interviewing one or several staff members in your organisation. It is a good activity for students to practise their communication and interpersonal skills, and to find out job information which may be useful for their career choice later on. 

Task organisation
1. Select staff members 
Select the staff members for the student to interview. If possible, talk to the student area(s) of work he/she is interested in and see if you can find staff members available in those areas. 
2. Work request form 
· Fill in the work request form on the next page and print the work request for the student. [Insert your organisation name/logo]
· Include the name(s) and position(s) of staff members selected for the interview. 
3. Briefing 
· Brief the student about the task. 
4. Check interview questions
· The student can use the suggestions or add their own. You may want to check the questions before the interview.
5. After the interview
· The student shows you the report of the interview
· Optional – find out from the student what they have learned e.g.
· What is the most useful information that you have gathered?
· Would you be interested in some of the job roles in the interview for your career? 




[Insert your organisation name/logo]
Work Request for Work Placement Student

Student name: ___________________________________________________________
Work Requested by: ______________________________________________________
Contact phone/email: _____________________________________________________
Date requested: __________________________________________________________
Date and time required: ____________________________________________________
Task importance (please circle):		URGENT	    Normal	           Low
Task details
This task involves interviewing one or several staff members in your work placement organisation. It enables you to practise your interpersonal and communication skills, and to find out job information which may be useful for your career choice later on. 

Step 1 		Find out which staff members to interview
Check with your supervisor to find out the details of the staff members you are interviewing. Your supervisor may let you choose area(s) of work you are interested in and assign some staff members in those areas, or select the staff depending on whether they are available and so on. 

Staff members to interview
Name of staff					Position		Contact details
_______________________________           _________________   	_____________________
_______________________________           _________________   	_____________________
_______________________________           _________________   	_____________________

Step 2 		Contact staff members
Contact the assigned staff members to negotiate a suitable time with them. 
Step 3 		Prepare questions
Be organised and prepare your list of interview questions. You can use some or all of the following suggested questions and can also add some questions of your own. Check with your supervisor about the list of questions you are going to use before the interview. 
Step 4 		Write a report
During the interview, take notes and write them up in a report. Don’t forget to be courteous and thank people for their time. Check back with the staff members on your report before you show it to your supervisor. You may also wish to take this report back with you to use in the follow up activities you do at school or TAFE. 


Interview with staff member

Name of staff ____________________________________
Interview date ____________________________________
Interview by_______________________________________

	Suggested questions
	Your Notes

	· The staff’s position in the organisation

	

	· Length of time in that position

	

	· Summary of the tasks they perform 

	




	· How did they get to that position (education, qualification, working experience etc)?
	

	· What skills and knowledge are the most important/frequently used in their position?
	

	· Who do they interact with (other staff in their section, other sections, teamwork)? 
	

	· What do they enjoy most about their job?

	

	· What are some of the challenges in their job?

	



	· What would they change about their job if they could?

	

	· What are the job prospects (career pathways, promotions etc)?


	

	· Any other questions you may have about the job role of the staff you are interviewing?


	



Write these notes up in a report and show it to your supervisor. 
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