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Module 4: Work Habits & Condct FacilitabNIXManual

Module 4: Work Habits and Conduct

(A\ng magandang buhay ay makakamtan sa pamamagitan ng husay sa
trabaho at sakripisyo 8 06

The good life is to be earned with hard work and sacrifice.

N\

f Work Habits and Conduct Objectives

By theend of the moduleparticipantswill be ableto:
V List anddentify waysto find work opportunities
V Identify the mainelementsof a basicbio-dataand applicationletter needed
to apply for work
\/ Write abio-dataandanapplicationletter
V Identify appropriateworkplacebehaviorandattitudes
V/ Describevaysto managetime

V/ Describevaysto balancepersonaland work life

Module Overview

? Activity Y Time
A session 1: Looking for Job Opportunities 3 hours 35 min
1: IntroductoryActivity& [ S | NIRSlddHn 1 hr
2: Preparinga Bio-Data& ApplicationLetter 1 hr10 min
3: TheJob Interview 35min
4. Informational Interviews 50 min

A session 2: Appropriate Workplace Behaviors 2 hours 25 min
& Attitudes

5: IntroductoryActivity 20min
6: WorkplaceBehaviorsk Attitudes 1 hr5min
7. TimeManagement 60 min
Total Time: 6 hours
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Module 4 Materials and Preparations

Basic training materials: manila paper, markers, tape, A4 paper

C MakesurdJF NI AOALI yia KIS GKSANI tF NIAOALI y

Session 1:

Review main concepts from previous module

Prepare a manila paper with thmoduleproverb to discuss with learners

Prepare a manila paper with the list of resources inHhadout 4.1

Handout 4.1: Sources of Information to Find Work

t NEBLI NB | YIFYyAtlF LI LISNI gAGK GKS [ SFNJYSN
[ SINYSNR&E wSTfSOlAzy

Prepare manila papers with the Sample-Baia and Application lettetHandout 4.2)
Handout 4.2: Sample Bio-data and Application Letter

Prepare a manila paper with tH&o-dataWriting Tips Handout 4.3)

Handout 4.3: Bio-data Writing Tips

Prepare a manila paper with the Biata Forma{Handout 4.4)

Handout 4.4: Bio-data Format

Prepare a manila paper with thpplicationLetter Format(Handout 4.5)

Handout 4.5: Application Letter Format

With a co-facilitator (or a participant), preparea3” minute mockinterview that doesnot
gowell (the interviewee is not regponsive,articulate, polite, etc.)

Prepare a manila paper with the tipshandout 4.6

Handout 4.6: Processes and Tips during a Job Interview

With a cefacilitatior or participant, prepara list of at least companies or individuals in the
community that youth may want an informational imtéew

Handout 4.7: Informational Interviews

Handout 4.8: Sample Informational Interview Questions

Handout 4.9: How to Conduct Yourself During an Informational Interview

Session 2:

Review main concepts from previous session

Handout 4.10: Workplace Behavior Scenarios

Handout 4.11: Appropriate Workplace Behaviors and Attitudes
Handout 4.12: Work Habits Inventory

6 paper balls

Handout 4.13: Time Management

Make a copy of th&nd-of-Module Assessment for each participant

Mindanao Youth for Development Project
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Module 4: Work Habits and Conduct FacilitabNIXManual

SESSION 1: LOOKIRFORIAB OPPORTUNITIES

? Activity 1: Introductory Activity

V Objectives — By the end of the activity, participants will be able to:

a. Review the main concepts of the previous module
(Leadership

b. Share prior experiences and knowledge regarding seekingainthg employment and
their ideas of what behaviors and attitudes are important at the workplace
c. ldentify sources of information to find a job

Y Time Required: 60 minutes
% Methodology: pair work, large group discussion, brainstorming

Materials and Preparation: manilapaper, markers, tape
C Review main concepts from previous module
C Prepare a manila paper with the proverb (below) to discuss with learners
C | Handout 4.1: Sources of Information to Find Work
C[SIENYSNDna wSTtSOuAz2y

2,
‘fﬁg/ Steps:

1. Welcomeparticipantsto Module 4 and quicklyreviewthe main conceptsfrom the

2.

previousmodule. Haveparticipantspassa ball or other objectto one another.The

personwho catchest, shouldmention one conceptor ideafrom the previous

module.Continueuntil the main conceptsare covered providinginput asneeded.
(5 min)

Askparticipantsto think aboutthe proverbfound at the beginningof Module 4:

0Ang magandang buhay ay makakamtan sa pamamagitan ng husay sa trabaho at
sakripisy@ (The good lifés to beearned with hard work and sacrifice

What is the meaning?

Explainthat this modulewill focuson findingandkeepinga job. Askthem what
they think isthe relevancebetweenthe proverbandthe module.How doesit
relateto their own life story?Thefirst sessionwill coverthe stepsone needsto
takein findingwork. Statethe main KeyTopicsof this session(below)

(5 min)

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits and Conduct FacilitabNIXManual

4 ~ ~ )
N KeyTopicsi

A Identifyingemploymentinformation andresourcedor findingemployment

A Main elementsof a bio-dataandapplicationletter

A Processes and tips during a job interview

)

3. Have learnersakethe Learner’s Reflection explainingthat thisisnot atest but isa
wayto seewhat they alreadyknow or do not know aboutthe topics.

Asklearnerstod 2 G2 G KS [ SloMNIsdINIAG WXKFSE SO MNTAYOA LI vy G ¢
Handbook Explain theneaningof eachcolumn(1, 2, 3, 4). Telithem that you will

readafew statements.

Foreachstatementthey needto checkthe columnthat bestdescribegshem.

Stresghe importanceof answeringhonestlyandindependently.

Readone statement at atime andallowtime for learnersto think of an answer.
(15 min)

4. Askparticipantsto find a partnerto discusne or two expeaiencesthey hadin
searchingor andfindingwork. Dividethe classin 2 sections(without having
learne's move)andassigrone of thesequestionsto eachsection.Askthem to
discusghe questionassignedo their sectionof the class:

A What stepsdid you taketo find ajob? Whatwentwell?WhatR A Ry Q (i K
A When you havea job, what do youthink are the mostimportant behaviorsand
attitudesto rememberat the workplace?

Askthe first questionandinvite 1 learnerfrom that sectionto sharesomeof the
answes with the largegroup.Askthe secondquestionandinvite 1 learnerfrom
that sectionto answer.

(10 min)

5. Explainthat in this sessionthey are goingto learnmore aboutthe informationand
skills thatthey needto find ajob. Keeplearnersin pairsandtell them they will
playa contest.Askthem to havetheir notebooks (or a pieceof paper)ready to
write on. Tell them that they are goingto identify sourcesof informationto help
them find work. Oneexamplecanbe the newspaper.They will have3 minutes to
comeup with alist, andthe groupwith the longestlist will win. & w S I Je&DIK2 H £

After 3 minutes,havethem hold up their list soeveryonecansee. Countthe items
on thelists and congratulatethe winner! Explainthat the sourcesof information
they cameup with are the resourceghat they canuseto find work.

(5 min)
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Module 4: Work Habits and Conduct FacilitabNIXManual

6. Ask participants to go tHandout 4.1: Sources of Information to Find Work in
0KSANI t I NI A ORevidwyielispwith the-ciisRapdmdgklearnersto give
other exampleghey discussedhat are not in this|ist.

(5 min)

JOB OPPORTUNITIES

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits and Conduct FacilitabNIXManual

Learners’ Reflection: Module 4 Work Habits and Conduct

This is not a tesbut is a way for us to see what you already know or do not know about the.tbpiids
read a skill that is listed in the left colunirhink about yourself and your experience. | will read the
statements across the top. Check the column that best reptegour situationThe results will guide me in
helping you learn more about this topic.

Ang mga katanungan dito dyindi test Ito ay isang paraan upang malaman natin ang inykaglaman,
kasanayaro kakayahan tungkol sa paksang itd.ahat ng inyongnga kasagutan ay ating tatanggapin.
Babasahin ko ang bawat tanonlylagbalk--“ tanaw sainyongmga karanasanat i “ tsek angsagotna
naaangkopsainyongsitwasyon Ang inyong kasagutan ay magiging gabay ko sa pagpapalawak ng inyong
kaalaman tungkol spaksang ito

My experience 1 2 3 4
I don’t have | have very I have some | |have alot
Knowledge, skills and abilities any little experience of
experience experience doing this. experience
Kadaman, kasanayanat kakayaha doing this. doing this doing this.
Mayroon
Wala akong Kaunting akong Marami
karanasan sa kaunti lamang| karanasan akong
paggawa angaking sa paggawa| karanasan sa
nito karanasarsa nito paggawa nito

paggawa nito

Finding information about possible wor
/ Maghanap ng impormasyotngkol sa
posibleng trabaho.

Writing a job application letter & bio
data /Gumawa ng sulat/ aplikasyaat
bio-data para magaplay ng trabaho.

Responding to questions during a job
interview with confidence Makasagot
nang mahusay sa mga tanosg
interbyuparasa inaplayang trabaho.

Demonstrating good behavior and a
positive attitude at work Magpakia ng
mabuting asal at ugali sa trabaho.

Showing up to work on time. /
Magtrabaho sa tamang oras.

Managing my time well. Mahusay na
pamamahala o paggamit ng aking oras

(15 min)

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits & Conduct FacilitabNIXManual

N Handout 4.1: Sources of Information to Find Work

W Word of mouth: from friends,family, former colleaguesprofessionakontacts,
etc.

Newspaper: employment section,advertisenents

Radio and Television Announcements

Job Notices/Bulletins

Potential Work Places

Internet: jobstreet.cam, jobfinder.cam.

= = = =z =z =

Government agencies: NationalYouthCanmission(NY C)Cooperative
Devebpment Authority (CDA), PESO Department of Lebor and Employment
(DALE) Department of Tradeand Industry(DTI)

W Non” government organizations and private sector such as LocalChanbers of
Canmerceand Industry and Industry groups and associations

W Recruitment agencies
W Job Fairs

W Networking: informationalinterviews, networking with peopleyou know in the
area in whichyou want to work, volunteering,interning

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits & Conduct FacilitabNIXManual

? Activity 2: Preparing a Bio-data and Application Letter

V Objectives — By the end of the activity, participants will bble to:
a. ldentify the main componrents of a bio-data
b. Identify the main comporents of anapplication letter
c. Experiencdilling-in a hio-dataand writing an application letter

Y Time Required: 1 hr 10 minutes

% Methodology: small group discussion, largeoup discussion, individual writing

! Materials and Preparation:
C | Handout 4.2: Sample Bio-data and Application Letter
C | Handout 4.3: Bio-data Writing Tips
C | Handout 4.4: Bio-data Format
C | Handout 4.5: Application Letter Format

&

J Steps:

1. Explainthat employers look for people who are committed, positive,
hardworking, respectful and trustworthy. They want people who will show up
on time, work hard and take initiative. They like people to be skilled and to
have experience but often will hire peopiéo they think they can train. To
gain some experience, it is good to volunteer or do an unpaid internship where
you can learn by patrticipating in the work. Sometimes these can lead to paid

opportunities.

2. Tellparticipants thatfindingajob usuallyrequiresa bio-dataand an application
letter. Askif anyonehasexperiencedwriting a bio-dataor applicationletter. To
knowif participantshaveprior knowledgeon a bio-dataandthe different parts
of an applicationletter, the facilitator maydo a quickreview:

A Bio-data: It is a brief historyof your education work experienceand
activities, skills, accomplishms and any other informationrelevantto
gettingajob

A Applicationletter: It isa letter to an employerexpressingourinterestin a
particularjob or areaof work and highlightswhy you are qualifiedfor the
work

(5 min)

3. In alargegroup, ask participants to go télandout 4.2: Sample Bio-data and
ApplicationLetter A Y (0 K S A NJ t | NIi. DiGdepaittigipandsiato dmally Ro6 2 2 |
groupsof 4 peopleandaskthem to discusghe following:

a. What typeof information do you find in a bio-data?

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits & Conduct FacilitabNIXManual

b. What typeof informationdo youfind in the applicationletter?
c. What arethe differences betweera bio-dataandapplicationletter?
(10 min)
4. Debrieftogether.

/ Debriefing Questions: \

a. What type of information do you find in a bio-data and application
letter?
Bio-data: contact information, skills summary, work experience, education,
references Application letter: contact information, purpose of letter, sunmary
of skillsnecessaryfor a particular job, closing statement

b. What are the differences between a bio-data and application letter?
An applicationletter shouldnot just re-state your bio-data, it should emphasize
those skillsand experiencesthat are most relevant to the particular job you are

& applying to. J

(15 mins)

5. Ask Participants to refer tHandout 4.3: Bio-data Writing Tips in their
Handbook.Discuss with learners the tips fpreparinga bio-data.
(10 min)

6. Askparticipants to refer toHandout 4.4: Bio-data Formatin their Handbook).
Have learners work individually to develop their owio-data, following that
format and using the writing tips discussed ear({i¢andout 4.3).

Learners may fibut the bio-dataall together as the facilitator is discussing its
details. Explain that learners will need to finish theio-dataat home and
submit it to the facilitator the following day.

(15 min)

7. Ask learners to review the sample application lefi@andout 4.2) intheir
Handbookand explain the main parts of the letter (you can #s@dout 4.5:
Application Letter Format as you guidein the discussion). Ask learners to
develop their own letterusing the writing space at the end of Session 1 of
Module 4in their Handbook Let them assume a scenario of a job opening that
they would like to apply based on their experience.

Learners may write their application letter line by line or by paragraph and all
together as the facilitator is discussing its detaliplain that learners will
need to finish their application letter at home and submit it to the facilitator

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits & Conduct FacilitabNIXManual

the following day.

Once learners submit their bidataand letters of application the next day,
review them carefully and give them comments daddback to help improve

them so they can have a solib-dataand application letter that they can use
in the future.

(15 min)

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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— — — — — — — — — — — e e e,
—_— -

g E Facilitator Tip E N
Remind learners that theyayinclude activities they have been involved in :
Examples of these are activitieschurch or youth groups, family businesses, |
etc., especially if they have no formal work experience. If they are having |
difficulties identifymg activities, have them think about their daily, weekly and :
monthly activities. For daily activities, have them draw a clock and label what |
they do at different times of the day. For a weekly schedule have them draw

N _square for each day of the week antw pictures representing their activities .~

~ —_—

e e e e e S — — — — — — — —— — — — — — — — — — — — — — ——

_—————————

| LOW LITERACY ALTERNATIVES ¥

Because this activity requires a lot of writing, participants with low literacy levels
might have difficulties. It is important to give one on one support during the
training but also to emphasize that they will need to find someone outside of tije
workshopwho can help them complete thgio-dataand application letters.

Inviting volunteers who have been through the training already to assist with

this activity/assignment could be helpful too.

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Module 4: Work Habits & Conduct FacilitabNIXManual

N Handout 4.2: Sample Bio-data and Application Letter

Name: MICHELLE LOCSIN

Address: Block 24, Lot 8
Talungon Drive, San Roque,
Zamboanga City

Birthday: June 23, 1994 ‘ .

Age: 21 years old

Contact Number: 0926 763 5271
Email: mlocsin@gmail.com

OBJECTIVE

To be gainfully employed and be a productive member of the community utilizing my acquired
education and skills.

EDUCATION AND TRAINING

January 2015 Computer Hardware Servicing NC I

USAID-MYDev Skills Training Program
Barangay San Roque, Zamboanga City

Year 2008-2012 San Roque National High School
Zamboanga City

Year 2002-2008 San Roque Elementary School
Zamboanga City

SKILLS

A Computer literate - familiar with MS Word, Powerpoint and Excel
A Willing to take on new challenges and eager to learn

WORK EXPERIENCE

April i June 2014 Assi stant Encoder , i El Bar at o(
May 2013 Volunteer i ABS CBN Bayan Patroller

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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Sample Application Letter:
March 15, 2015

Ms. Melanie Luas
aStlyASQa / 2YLMzi SNI wSLI ANJ { K2LJ
San Jose Gusu, Zamboaqijg

5SIFNJ al QFY [dz &%
Re/Ref: Job Application as Computer Technician

I am applying for the position d@omputer TechnicianThe vacancy was advertiskst March 8
2015in the DailyZamboanga Times Newspaper. The position seems to fit my experience and career
interests.

I am a high school graduated a resident of San Roque, Zamboa@dg. | am fluert in Filipinoas

well as the Visayan and Chabacano dialetts ' Y Ff a2 | AN} Rdz2t 4SS 2F | {!L5Q
Development (MYDev) skills training in Computer Hardware Servicing NCllpassedt 9 { 5! Qa
competency assessment.

The said position requires competenage servicing computers, printers, local area networks to
include software installatiorl.believe | possess the said qualifications and | am confident tzat |
work well with peopleand can readily follow given instructians

My previous work experience include being a voluntd&SCBN Bayan Patroller in 2013 and an
laaAradlyd 9yO2RSNI G a9f . INXid2¢é ¢NIRAY3I AY HAamno

My enclosed resume provides more details on my qualificationgll be happy to come for an
interview at you convenience.

Respectfully yours,

Michelle Locsin
Applicant

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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N Handout 4.3: Bio-data Writing Tips

Include relevant information onlyyourbio-data should not include all details about your life!
Keep it simple, clear and neat

Limit to 12 pages

Be accurateno spelling or grammatical errors

Use bullets to describe duties/responsibilities of previous work

T £ £ T =z =

Spell out acronyms the first time you use it, put the acronym in parentheses and then use
the acronym after that

E.

If usinga computer, font size should be between 10 and 12 points

E.

Use 2.5 cm margins

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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N Handout 4.4: Bio-data Format

BIO-DATA

Position Desired

PERSONAL DATA

Date

Name

Gender

City Address

Provincial Address :

Telephone

Cellphone

E-mail Address

Date of Birth

Birth of Place

Civil Status

Citizenship

Height

Weight

Religion

Spouse

Occupation

Name of Children

Date of Birth

Father’s Name

Occupation

Mother’s Name

Occupation

Language or dialect spoken and written:

Person to be contacted in case of emergency:

His or her address and telephone:

EDUCATIONAL BACKGROUND

Elementary

Year Graduated

High School

Year Graduated

College -

Year Graduated

Degree Received:

Special Skills

EMPLOYMENT RECORD

Company Name :
Position :

From: To:

Company Name :

Position

From: To:

Name

CHARACTER REFERENCE

Position

Company

Contact No.

Name

Company

Position

Contact No.

Res. Cert. No.

I here certity that the abovwe infiemation &

Issued at

% the best of my knawledge and belicf

that any musmrpretation will be

Issued on

withdrawal of an offer or subsoquent dism

SSS

TIN

NBI No.

cans klered

true and comect
1 ako understand
son  for

sl if empkiyed

Passport No.

Applican’s Signature

Mindanao Youth for Development Project
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N Handout 4.5: Application Letter Format

1. First Paragraply Greetings and Wy you arewriting
2. Middle ParagraphsWhat you have to offer
3. Concluding ParagraptHow you willfollow up

1. Why You Are Writing
In some cases, you may have been referred to an employer by a friend or acquaintance. Be
sure to mention this person.

If you are writing irresponse to a job posting, indicate where you learned of the position
and the title of the position. Express your enthusiasm and the likely match between your
credentials and the position's qualifications.

If you arewriting a letter in which you inquire about possible job openings *  state your
specific job objective.

2. What You Have To Offer
In responding to an advertisement, refer specifically to the qualifications listed and show
how your particular abilities and experiences reléb the position for which you are

applying.

3. How You Will Follow Up
Close by restating your interest in the job and letting the employer know you can make
yourself available for an interview.

In conclusion, you may indicate that your references arelalbig on request. Also, if you
have a portfolio or writing samples to support your qualifications, state their availability.

* Adapted from: Alison Doyle, About.com
http://jobsearch.about.com/od/coverletters/a/aa030401b.htm

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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? Activity 3: The Job Interview

V Objectives — By the end of the activity, participants will be able to:
a. ldentify the main parts of an interview and tips to keep in mind wiéang interviewed
b. Recognize typical questions asked du@arjgbinterview
c. Demonstrae proper demeanoduring a jobinterview

Y Time Required: 35 minutes
% Methodology: small groupwork, role plays, large group discussion

! Materials and Preparation: manila paper, markers, tape
C; With a cefacilitator (or a participant), prepare arBinute mock interview that does
not go well (the interviewee is not responsiviisrespectfuletc.)
C I Handout 4.6: Processes and Tips during a Job Interview

/fq/ Steps:

¢ 1. Explain to participants that now that they know the main elementa bib-data
and application letter, it is time to discuss and practieinginterviewed.
With a cofacilitator (or a participant), perform a-@inute mock job interview (that
you prepared ahead of time) that depicts the interviewee as being unresponsive,
disrespectful, unclear, not answering questions clearly, not showing good
communication skills (e.go eye contact), etcParticipantsshould dressup
accordingly (formal attire) to truly depict an actual job interview.

Ask participants what they observed and share what they think went well and what
did not go well. Ask them if they have ever had laijgterview before. Have them
share what it was like, what went well and what did not.

(10 min)

2. Invite a resource person to discubs® main parts of an interview usirlipndout
4.6: Processes and Tips during a Job Interview. Ask participants to go tHandout
4.6: Processes and Tips during aJob InterviewA Yy G KSANJ t F NI AOA LN yiQa
(Explain that there are three parts of an intervieypeningc greetings & purpose
of the interviewpody - interviewer asks questior& interviewee respondsgjosing
-a4dzYYIENES ySEG aGSLlaz GKIy] &2dzQa g J22Ro@é 8

_______________________________ (5 min)
<—/’ E Facilitator Tip E >
\\ Remind participants that any contact with a potettemployer :
: should be treated as if it is an interview. For example, if you stop I
| by a possible place of employmentask if they have job :
N openings, behave as you would in an interview. _/

— —_——————_—_e—_ee——_ e e e e —

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
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3. Form groups of 4 and ask them to prepare-midiute role play of an interview. One
person will be the interviewer, another person will be the interviewee and the others
will be observers. If time T T T T ~

allows, they can switch roles // Facilitator TipE ™\
SO everyone can practice -~ Depending on the background of the
interviewingand being AN participants, provide some details
interviewed. Please refer to N regarding the interviewFor example, if

Handout 4.6: Processes and : the participants are in the hospitality

Tips during a Job Interview | industry, pretend that the interview is a

for common interview : job in a hotel or restaurantAlso, alll
|
|

—— e ————— — — —

questions. participants should dressp

accordingly to truly depict an actual
The actors shouldse the tips \_ job interview. Y,
in Handout 4.6 in their \\\ ________________ _7
HandbookObservers should
think of things that went
well, what can béetter, and
how to improve them.

(15 min)

4. Ask participants to reconvene and have a few learners share how it went. Point out
the most important tipsduring a job interviewfHandout 4.6). Answer any questions
participants may have about interviewing.

(5 min)

| LOW LITERACY ALTERNATIVES ¥

ReviewHandout 4.6: Processes and Tips during a Job Interview
together as a group. Instead of just reading it, make it more interactive
by having participants come up with the list of typical interview

guestions. Similarly, when reviewing the interview tips part of the
handout, make it interactive by asking for dwateer and acting out

the tips with that person. 7

Application of Learning:

Do a mock interview with the invited resource speaker as the interviewer. Give
ample time so that most learners would have the chance to be interviewed and
get an actual feedf a typical job interview.
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N Handout 4.6: Processes and Tips during a Job Interview

A job interview is an opportunity for the employer to find out more about gowur
education, work background, interests, personadjtgnd for you to find out more about the
employer/business/company/organization and the specific job to which you are applying.

In general, there are three main parts to the interview:
1. Opening: greetings, introductions, employer states purposeniérview
2. Body: interviewer asks questions. Typical questions include:
a. Tell me about yourself.
b. What qualities and skills do you have that will help you perform this job?
c. What previous experiences do you have that are related to this position?
d. Describehe responsibilities you had in your previous job.
e. Are you familiar with this company/business/organization?
f. How did you learn about this company/business/organization?
g. Why do you want this job?
h. What are your strengths and weaknesses?

i.  Why should wéhire you?

Once the interviewer is finished asking questions, s/he might ask you if you have any particular
guestions about the job or the organization.

3. Closing: The interviewer thanks you, provides information on the next steps of the hiring
process andays goodbye/shakes hands. The interviewee also thanks the interviewer and
expresses interest and enthusiasm regarding the next step. If the interviewer does not have
a copy of your CV with your contact information, make sure to provide one before leaving.

* Adapted fromThe InterviewA&E, DepED, EQUALLS, Bureau of Alternative Learning System BALS),
Philippines, 2001.
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Tips during a Job Interview

Before the interview...

V Learn as much as you can about the organization or business to whidire applying

for a job¢ What do they do? Where? Size? Who are their clients?

Think about how your previous work experience, schooling and activities will help you
perform the job to which you are applying.

Dress appropriately for the interview: nealgan clothing and shoes

Allow plenty of time to get to the interview.

Bring copies of your CV and a list of references (names, addresses, phone numbers).
Write down questions you may have for the interviewer.

<

< <K<

During the interview...

Greet the intervieweproperly (handshake).

Speak slowly and clearly.

Think before speaking.

Be respectful.

Be a good listeneg wait until the interviewer has finished talking before you respond.

Stay calm.

Ask the interviewer to repeat or re-phrase a question if you haveuityt understood it.

If you do not know the answer to a question, be honest and let the interviewer know why.
Be honest in your answers but present any negative experiences in a positive light or as
lessons learned.

Present yourself as being confident thau can do the job.

{KF1S 0KS AYOiSNIBASESNDa KFEyR 4 G4KS SyR FyR
discuss the position.

<LK LK <LK LKL LKL KL

<<

*After the interview...

V Send a thank you letter by post or email if appropriate.
V Follow up with a phone call after a weelagpropriate.

*Note: These are example of things that may be helpful to do after an interview. But what is
expected and appropriate to do (or not to do) after an interview may vary by industry or sector.
It may be helpful to hear advideom people who work in similar jobs.
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? Activity 4: Informational Interview

V Objectives — By the end of the activity, participants will be able to:

a. Recognize the potential opportunities that an informat@mterview can have
b. Identify ways tgoursue an informational interview
c. Demonstrate how taisean informatioral interview to develop leads for job opportunities

Y Time Required: 50 minutes

% Methodology: small group work, role plays, large group discussion

:+  Materials and Preparation: manilapaper, markers, tape

(; With a cofacilitatior or participant, prepara list of at least companies or individuals in the
community that youth may want an informational interview

C | Handout 4.7: Informational Interviews

(; I Handout 4.8: Sample Informational Interview Questions

(; | Handout 4.9: How to Conduct Yourself During an Informational Interview

1. Explain to participants that now that they know the main elements of a job
interview, they can learn about a different type of interview caliafbrmational
interview. Begin by askinkgarners to raise their hands if they have ever heard
about or have beeninad A y ¥ 2 N | (0 A 2 sk themito/edpBiNIhatS ¢ ¢ ©
GKSe GKAY{1 YR aAyT2 NXKiedgatleyng & fewhigedisS NIDA Sg¢ Y
share this definition:

OAn informational Interview is a meeting in which a job seeker asks for advice

rather thanemployment The job seeker uses the interview to gather information

aboutthe field(or about a specific industry or companfid employment leads

and expand their professional network. Tisiglifferentfrom ajob interview

because in an informational interview it is the job seeker who asks the questions.

CKSNE YIeé 2NJYlI& y2i 06S SYLX 2eYSyd 2LIJ2 NI d:
(5 min)

2. Explain to participants how anformational interview can be useful when you are
looking for a job ofooking to change the type of work you are engaged in.
Informational interviews can be used to learn more about a specific foeldbout
a specific industry or compangj aboutways to start your own business.

It is important to emphasize to learnetisat they are NOT directly asking for or
inquiring a job opening. Their purpose is to collect information from peason
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Ask participant$o work in pairs and revieWandout 4.7: Informational
InterviewsA Y GKSANI t F NIAOALI YyGQa | I yRo221®
(10 min)

3. Asklearners to suggest people or companies in their community that they would
want to do an informational interview with. Keep a list on a manila paper in the
front of the room. Make sure to have at least 4 companies or individual names.

(5 min)

4. b 2 5 préctic@afew mock informational interviews. Sgiié participants into
4 groups and assign each group one of the companies from the list in Step 6.
Within each group, assign one interviewer and one interviewee. Within each
group,ask learners t@erform a 3minute mockinformationalinterview. Ask them
to usethe sample questiong1 Handout 4.8: Sample Informational Inteview
Questions in their Handbook.

(10 min)

5. Asklearners to review the handout in their groups and idénthings they found
that cameup during their mock informational interviews. Ask learners to discuss
what they observednd share what they think went well and what did not go well.

(10 min)

6. Ask learners to go ttHandout 4.9: How to Conduct Yourself During an
Informational Interview in their Handbook. In a large group, ask them to share a
couple of items fronthat they have observed in their mock informational
interviews.Make sure to also explain those tips that were not displayed during the
mock interviews.

Clarify any questiondiey may have. Explain that simitara formal job interview,
you should conduct yourself with professionalism, be polite and respectful and be
prepared to ask questions and answer questions as you would be in a regular job
interview.

(10 min)
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N Handout 4.7: Informational Interviews

What is an Informational Interview?

Vv

< < < <

A meeting in which a job seeker asks for advice rather than employment.

Differs from a job interview because it is the job seeker who mostly asks the questions.
Try to talk to actual people doing the work you think you’d love to do.

There may or may not be employment opportunities available.

It can be used to gather information about the industry, career paths, find employment leads
and expand their professional network.

How Can | Get an Informational Interview?

Vv

Vv

Informational interviews are initiated by the job seeker.

You can get the names of people from workmates, classmates, teachers, friends and project
staff. Sometimes your training program can help you set one up.

Expect that you will be meeting someone for the first time.

What Happens in an Informational Interview?

Vv

< < < < <

Plan to take at least twenty minutes

You learn about the company

You learn about the individual’s career

You learn about the skills and qualities they look for

You learn about the entry level jobs they typically hire for

Ideally you get ideas about which types of careers would benefit from your skills and if any
opportunities may be available.

Mindanao Youth for Development Project Life SkillsCuriculum, adapged from EDQ W/RN Curiculum
©2016 Education Devebpment Center, Inc. All Rghts Reservel. Page 24


http://en.wikipedia.org/wiki/Employment
http://en.wikipedia.org/wiki/Job_interview

Module 4: Work Habits & Conduct FacilitabNIXManual

N Handout 4.8 Samplelnformational Interview Questions

Sample Questiondor Job Seeker to Ask

What kind of work do you do?

How did you get into this work?

What do you like the most about it?

What is difficult about your work?

What types of jobs would someone do in the first 1-2 years of this career?

How can someone prepare to join this field of work?

< < < < < < <

Do you know of work opportunities, places I should look into, or people I should talk to?
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N Handout 4.9: How to Conduct Yourself during an
Informational Interview

Before the interview...

Identify what you want to gain from the interview: what kind of information do you
want to obtain?

Make theappointment for aninformational interviewg recognizing that someone is
doing you a favor by meeting with you so be courteous and flexible according to their
schedules.

Prepare questions that you will aakd write them down This should include

guestions about the business, questions about ititerviewer and their experience

and career path, and follow up questions about other people that you may be able to
connect with to support your job search process.

During the interview...

<LK LK <LKLKLKLKKLK KL

<

Greet the interviewer properly (handshake).

Show interest: sagomething nice about the interviewer or the business/company
Reference your network or individual people that connected you to the interviewer
Speak slowly and clearly.

Think before speaking.

Be respectful.

Be a good listener wait until the interviewerhas finished talking before you respond.
Stay calm.

Identify next steps for how you will use the information gained and how it will support
your job search process.

{KI1S 0KS AYyUISNBWASHgSNDa KFIyR i GKS SyR

*After the interview...

\%
\%

Send a thank you letter by post or email if appropriate.
Follow up with a phone call after a week if appropriate.
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SESSION 2: APPROPRIATE WORKPLACE BEHAVIORS AND ATTITUDES

? Activity 5: Introductory Activity

V Objectives — By the end of the activity, participants will be able to:

a. Reflect on prior experiences and knowledge regarding appropriate workplace
behaviors and attitudes

Y Time Required: 20 minutes
% Methodology: individual reflection, large grougiscussion

| Materials and Preparation:
(; Review main concepts from previous session

Q??)Steps:

¢ 1. Remind participants of the last session on finding a(jotaling employment
information, writing abio-data and application letter, an@rocesses antips
during a job intervievand follow up) Ask 34 learners to share what they have
learned or share reflections/experiences with the last lesson
Assume that you did well in the interview and got the jbithis sessionwe are
going to focus on the next gja ¢ the behaviors and attitudes necessary to keep a
job once you find one.

(5 min)

N KeyTopics
A Workplacebehaviorsandattitudes
A Timemanagement

2. Ask participants to think of any previous work they hdeae (including long or
short term jobs, family business, etc.) Ask them to close their eyes and think about
the following questions:

A What was the work setting office, shop, construction sitegstauran®

A Did you need to follow any rules or regulatidasess, workours)?

A What happened if you were not able to follow the rules?

A Did your employer give you feedback lbow well you were doing your job?
And on what you need to do better?

A Did you behave the same way at work and at home? Why or why\Wbi
were some of the differences?

(10 min)

3. Ask participants to share some of their answers with the large group.
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Explain that at the end of the session they will have a better understanding of
workplace behaviors and attitudes thean help them be morsuccessful in their
work.

(5 min)
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? Activity 6: Workplace Behaviors and Attitudes

V Objectives — By the end of the activity, participants will be able to:
a. ldentify appropriate workplace behaviors and attitudes

Y Time Required: 1 hour5 minutes
% Methodology: small group work, large group discussion, brainstorming

I Materials and Preparation: manila paper, markers, tape
C; I Handout 4.10: Workplace Behavior Scenarios
(; | Handout 4.11: Appropriate Workplace Behaviors and Attitudes
(; | Handout 4.12: Work Habits Inventory

A

Gy
/C Steps:
1. Divide participants into small groups and ask them to sedout 4.10: Workplace
Behavior ScenariosA Y (1 KSA NJ t I NJi ARéskl thiloygtii tledscehaliof R6 2 2 | P
together andthen have half of the class focus on scenario 1 and the other half on
scenario 2. Have groups discuss the questions in each scefasiouct both groups to
act out the scenarios.

2. Let the groups present their scenarios.
In a large group aftethe presentations,
ask participants to brainstorm a list of
appropriate workplace behaviors and
attitudes based on the scenarios and
what they know from their own
experiences.

Make sure to discuss the importance
and valueand valueof employers
providy 3 FSSRol O]l 2V
performance(their way of working).
Highlight that feedback can be used to
help improvehow we do our workand

it is important for employees to accept
both positive and constructive
feedback.

(15 min)
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3. Invitea resourceperson, preferably ahlR Manager to discusise workplace
behaviors and attitudes) Handout 4.11: Appropriate Workplace Behaviors and
Attitudes in their Handbook).
(15 min)

Application of Learning:

Ask the learnerst@ 2 G2 G KSANJI t | NI Allat Hiindbut RE2: Work Y R0 2 2
Habits Inventory as a way to reflect on the habits that they already have and the habits

that they need to work more on/ KS O1 K Sutpbt&hdNjiveSeelback and
encouragement oguidance.

(15 min)
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Scenario 1 Questions:
1.

Scenario 2 Questions:
1.

Possible Answers to Scenario Questions:

What happened in the scenario and why?
(Grace lost her job because she was late. Grace spent too much timepgimone arguing

gAGK KSNJ I dgdvié Xef wiatrdifgyefote 8hd Jired Grace)

What behaviors led Grace to losing her job?

(tardiness not focusingonworgd LISy & GAYS 2y LIK2yS (2 RA&E|[Odzaa LIS
warnings seriously)

Do you think the supervisor made the right decisioffite Grace?

Is it important to keep work and family life separate? How does one do this?

(Itis important to keep them separate as much as possible. Personal phone calls should fjot

be made during working hours, except on breaks. Grace should talk @nhigr fnembers
Fo2dzi GKS o02dzy RFNRSakNUzZ S&a 2F ¢g2N] a2 00fSe 462yQ
during working hours.)

What could have Grace done differently so that she would not have lost hefljat@ned
better to her supervisor, followdte rules at work about arriving on time and focusing on
work during working hours, talked to her family members to explain what is required of he
at work)

What happened in the scenario and why?

(Mario became frustrated at work ardid not talk about it to his supervisor. He grumbled to
hisco-- “workersand then ignored the advice of his supervisor. Mario was not accepting
yS6 ARSI AXZ RARY QUG NBALISOG KAa ySg aAdzZLISNHAA2NI |y

What behaviors and attitudes led Mario to his state ofange® | &y Qi oAt f A Y G2 | 00
3dZA Rl yOSs RARY QU NBaLISOOG KAA &adzZLISNIBA&a2N gl ayQi

Do you think Mario could have handled it differently? Ho{2 could have trietb

communicate better with his supervisor by asking questions about the cutting of the
g22R YR aKIFINARYy3I KA& ARSI aXo-K®orkarswvithdeft Ry Qff KI @S O
GNBAY3 (G2 aSS] | azfdziazys X0

Do you think Mario should lose his job? Why or wby?
What can Mario do to improve his relationship with his boss and succeed in his job?

0/ 2YYdzyAOFLGS 2y | NB3IdzE I NI olFaira FyR Y2NH 2LSyf e
ARSI & Xo
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N Handout 4.10: Workplace Behavior Scenarios
Scenario 1: - For Role Play

Grace has been working Atnor Hotelfor 4 months as receptionist. She greeguestsand
answers any questions about tihetel. Grace lives a bit far from the office so it takes her one
hour to get to work. Her supervisor noticedattover the last month Grace has been arriving
half an hour late and is often on the phone quarreling with her aunt. The supervisor has given
Grace two warnings now.

One day, Grace arrives 20 minutes late due to traffic. When she arrives she sees Ineissupe
helping a customer. Once the customer departs, the supervisor informs Grace that she will no
longer need Grace to work for her. She needs someone who can be on time and responsive to
customer needs.

Discuss:

What happened in the scenario and why?

What behaviors led Grace to losing her job?

Do you think the supervisor made the right decision to fire Grace?

Is it important to keep work and family life separate? How does one do this?
What could have Grace done differently so that she would not hastehler job?

arwdE

Scenario 2: - For Role Play

Mario works forDennisConstruction. He has good skills in construction but can be stubborn
sometimes While working on anewrojects al NA 2 Qa & dzLJISNIDA a2NE G K?2
made some suggestions on how td seme pieces of wood so they would provide more

support to the floor above. Mario had always cut the support beams in a certain way and
thought his supervisor must not know much about construction. Mario complained to his co
workers but did not discuss ¢hissue with his supervisor. When it came time to cutting the

wood, Mario did it his usual way. The supervisor saw him doing this and yelled at him for him

to do it the way that he was told. Being yelled at in front of hisxwrkers embarrassed Mario.
Hethrew down his tools, yelled at his supervisor and walked away from the construction site.

Discuss:

What happened in the scenario and why?

What behaviors and attitudes led Mario to his state of anger?

Do you think Mario could have handled it differenti@w?

Do you think Mario should lose his job? Why or why not?

What can Mario do to improve his relationship with his boss and succeed in his job?

arwdE
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E.

£ = =

N Handout 4.11: Appropriate Workplace Behaviors and Attitudes

Dress neatly and appropriately for the work: If wearing a uniform make sure it is clean and
neat; clothing should not get in the way or prevent you from doing your work; clothing
should not be distracting to you or others.

Be on time: Attendance and punciality are essential to keep your job. Let your supervisor
know if you are going to be late.

Manage time well: Focus on doing your work during work hours; follow break times.
Speak to co” workers in a positive and respectful manner
Speak to supervisors in a positive and productive manner

Be open to feedback and ask for feedback. Feedback can be very helpfiRositive feebdack
helps you be proud of what you are doing well. Constructive feedbalgdsyou become
awareof things that you caimprove at work Welcome feedbackom supervisors and o
workers If they do not provideanyfeedback, you may agkem how they think you are
doing your jobwhat they think you do well and what you could do better

Be honest: Being honest will gain the respt ofco” workers.
Keep discussions and interactions relatedtowork: 5 2 Y Q0 0 NA Yy I & 2 dzNJ LIS NA 2
work or let them affect how you do your job or interact with others. Avoid topics or making

comments that might make others feel uncomfortable.

Staypositive: 52y Qi O2YLIX Ay 2NJ 6S Llz t SR Ayd2 yS3ali
approach problems positively and help to think about how to improve the situation.

Be respectful of others and your environment: Take proper care of equipment, ptitings
back where they belong, keep the environment tidy.

Be a team player: Participate proactively and respectfully and listen to the ideas of others
as well.

Respect the roles of others

Believe in yourself and what you do: Being positive about yoyob and how you do it will
help you to succeed and achieve your goals.
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N Handout 4.12: Work Habits Inventory

Directions: Read the descriptions given for each of the qualities listed below. Place a check
mark on the blank next to the stateent, which most accurately describes you.

1. COURTESY

____| am often discourteous to others

___lam sometimes not courteous in action or speech
___lam usually courteous and considerate of others
____ | am considerate and courteous of others

___lam always vergourteous and considerate

2. COOPERATION (ability to get along with others)
__lwork against rather than with others

__Ifind it difficult to get along with others
__lusually get along with others

__|l get along with others

___| get along well with others,dm friendly and helpful

3. INITIATIVE (tendency to go ahead)

___I'need to have repeated instruction

___I need to be urged to do things

__ Il do routine work acceptably

___lam fairly resourceful, do well by myself
___lam resourceful, look for things to learn add

4. ATTITUDE TOWARD CONSTRUCTIVE CRITICISM
___lresent any criticism

___I'do not pay much attention to criticism
__laccept constructive criticism and try to change
___laccept constructive criticism and improve greatly

5. SUPERVISION

__lusually need constarsiupervision to complete routine tasks
___I'need frequent supervision to complete routine tasks

___I need occasional supervision while doing routine tasks
__I'need little supervision while doing routine tasks

__l do not need supervision while doing routineska

6. ACCURACY OF WORK

___lam very careless about my work

___lam frequently inaccurate and careless

___I ' make errors; | show average care, thoroughness and neatness
___I make few errors; | am careful, thorough, and neat

___ I seldom make errors and do workry high quality.
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7. WORK ACCOMPLISHED

___lam very slow; output is unsatisfactory

___lam slower than average; output is mediocre

_l'work with ordinary speed; output is generally satisfactory
__l'work rapidly; output is above average

__lamfast and efficient; output is well above average

8. TIME USAGE

___l'waste time and need to be prodded along
___lwaste time and need some supervision
__l'waste time occasionally but am usually reliable
___ I seldom waste time and am reliable

___lam industriousind concentrate very well

9. ADAPTABILITY

___lcan't adjust to change

___I'have difficulty adapting to new situations
__ladjust to change after instruction
__ladjust to change readily

___Ifind it pleasant to adapt and meet changes

10. PERSONAL APPEARANCE (neatness and personal care)

___lam careless about my appearance

___ | sometimes neglect my appearance

___I' make an effort to improve my appearance

___| care about my appearance; | look neat most of the time

___lam extremely careful about my appearance; | lgeky neat all of the time

11. ATTENDANCE (to work, or organizations to which | belong)
___lam frequently absent

___lam not regular enough in attendance

___lam average in my attendance

___lam almost always in attendance

___lam never absent except for amavoidable emergency

12. PUNCTUALITY

___lam frequently tardy

___lam very often tardy

___l could improve my punctuality

___lam seldom tardy

___lam never tardy except for an unavoidable emergency
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? Activity 7: Time Management

V Objectives — By the end of the activity, participants will be able to:
a. Appreciate the importance of task planning and managing time
b. Identify strategies to better manage time
c. Reflect on their time management skills

Y Time Required: 60 minutes
% Methodology: largegroupdiscussionsmallgroupdiscussionreflection

| Materials and Preparation:

C 6 paper balls
(; I Handout 4.13: Time Management
(; Make a copy of th&nd-of-Module Assessment for each participant

6g}‘Steps:

1. Explain to participants that nowe are going to focus on one of the elements
discussed in the previous activiftime management. Ask participants what their
understanding of time managementds/Vhat is it? How do you do it? Is it
something that is done at work? At home?

(Time managemat is the ability to use your time wisely and appropriately. It involves
accomplishing tasks within a specific time frame. It applies to both personal and work
life and helps to balance the two.)

(5 min)

2. Form groups of 5 and give each group a paper Bak.them to first think of tasks
that they usually have to do at work or at home efhask them to think of things
that can usually distract them and get them off track from the task that they are
supposed to do. Have groups pass around the ball witreir giroups. The learner
who receives the ball should say what can distract him/her from a task at hand.
Have groups share back in a large group: Pass around 1 paper ball to invite a
learner to give an example and ask him/her to pass it to someone in a different
group. Haves” 7 learners share.

(10 min)

3. Ask learners to discuss ways that they can manage tined better, including
balancing time for work and family, so they get their task done well and on time.
Have learners pass the paper ball around in their teams again.

Have groups share back: Pass around 1 paper ball to invite a learnes to gi
an example and ask him/her to pass it to someone in a different group. #Hate
learners share.

(5 min)
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4. Have participants turn tdHandout 4.13: Time Management A Y UG KSANJ t | NI A OA
Handbookand review togetheor let participants wrk in groupgo reflect on ther
time management skills, benefits, personal qualities of a good time manager and

challenges listed there.
(10 min)

Application of Learning:

Have learners reflect and write in theiotebook how they can improve theiime
management at home and at worlllustrate by showing their daily schedule for a

week.
(10 min)

5. End of Module Assessment:

Congratulate parcipants for finishing Module .ZExplain thathey willnow take a short
assessment to see how much they learned. Clarify that this assessment is
veryimportant for the Facilitator and for themselves to se#at knowledge and skills
they know and what they still need to reinforce. Tesults willnot affect your ability to
continue in the program.

(20 min)

Make sure learners are seated in a way that is conducive to testing and with enough
space between learners.

Give each learner a copy of the EoidModule Assessment and alem to answer the
guestions.

Once participants have finished the post assessment, go over the answers with them if
time permits.
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N Handout 4.13: Time Management

Time management is the ability to use your time wisely and appropriately.
Personatime management skills include:

n  Setting goals and planning

n  Prioritizing what you need to do in a day, week,
month, etc.

n  Making decisions abotumportant choices

n  Scheduling what you need to do

These skills can be applied in your personal life and at work.

There are manpenefits of good time management skills. At work, there may be improved job
performance and possible promotions as a resuligdar personal life, you may have a better
marriage, more family time, more time with friends, less debt and less stress.

Certainpersonal qualities will help you to become a better time manager:
n Good organization skills
n Self discipline
n Motivation

Beingfocused on accomplishing tasks and not getting distracted

15

There are many things that can get a person off track in managing time:

Postponing or delaying

Inability to say no (taking on too many things at once)

Disorganization

Interruptions (e.g. wanting tehat in person or on phone)

Distractions (noises, something going on around you, televisldnR A 2 X 0

B Do Do Do P

Being aware of all these things will help you to become better at managing your time.
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End-of-Module Assessment
Module 4: Work Habits and Conduct

Circle an answer for each statement.

English

Tagalog

1. Ways to find work include:

Friends and family
Newspaper advertisement
Job notices

aoop

potential employer
e. All of the above

Submitting an application to a

1. Kasama sa mga paraan paghahanap
ng trabaho ang:

a. Mga kaibigan at kamagnak

b. Patalastas sa diyaryo

c. Paunawa ng bakenteng
posisyon

d. Pagpasa ng aplikasyon sa
potensiyal na employer

e. Lahat ng nabanggit

letter cover the same thing.

a. True
b. False

2. A biodata/resume and an application

2. Pareho lang ang nilalaman ng
biodata/resume at cover letter ng
aplikasyon

a. Tama
b. Mali

Contact information
Skills summary
Work experience
Education

All of the above

® Qo O0TY

3. A biodata/resume should include:

3. Kasama dapat sa biodata/resume ang

a. Contactinformation

Buod ng mga kakayahan

c. Mga naging
trabaho/katungkulan

d. Pinagaralan

e. Lahat ng nabanggit

=3
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4. During an interview: 4.

a. Speak quickly so you can share |
lot of information about yourself

b. Interrupt the interviewer once
you have understood thquestion
and have an answer

c. Present yourself as confident tha
you can do the job

d alt 1S dzLJ I yas SNE
always true in order to present
yourself positively

e. All of the above

Habang ininterview.

a. Magsalita nang mabilis para
makapagbahagi ng marangn
impormasyon tungkol sa sarili.

b. Pigilan nang magsalita ang
interviewer kapag alam mo na
ang tanong at mayroon ka nan
sagot.

c. lharap ang sarili bilang may
lakas ng loob na magagawa m
ang trabaho.

d. Magimbento ng mga sagot
kahit hindi totoo para maging
maganda ang maiharap na sar

e. Lahat ng nabanggit

5. During an interview you are asked a | 5.
guestion that you do not know the
answer to. You should:

a. lIgnore the question and talk
about something else

b. Tell the interviewer you do not
know theanswer and explain why

c. Keep quiet until the next questior
is asked

d. Make up an answer even if it is
not completely true

e. None of the above

Habang ininterview, tinanong ka ng
isang bagay at hindi mo alam ang
sagot. Dapat:

a. Huwag mong pansinin ang
tanongat magsabi ng tungkol
sa ibang bagay

b. Sabihin sa interviewer na hind
mo alam ang sagot, at
ipaliwanag kung bakit

c. Tumahimik hanggang sa ibiga
ang sunod na tanong

d. Magimbento ng sagot kahit na
hindi iyon ang buong
katotohanan

e. Wala sa nabanggit

6. When you dsagree with a cavorker, it | 6.
is best to avoid an argument by avoidir
contact and not listening to his or her
ideas

a. True
b. False

Kapag may dbagkakasundo sa isang
katrabaho, ang pinakamabuting parai
para makaiwas sa pagtatalo ay ang
pagiwas sgrakikipagugnayan sa
kaniya at hindi pakikinig sa kaniyang
mga idea

a. Tama
b. Mali
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7. Good time management involves: 7. Kasama sa mabutingangangasiwa sa

Planning

Prioritizing what needs to be don
Avoiding distractions

Staying focused on the task

All of the above

®Q2O0T®

oras ang:

a. Pagpaplano

b. Paguuna sa mga
kinakailangang gawin

c. Pagiwas sa mga
nakagagambala

d. Pananatili ng tuon sa gawain

e. Lahat ng nabanggit

8. Dressing properly, being on time, being

respectful, and being honest will help
you keep a job.

a. True
b. False

8. Makatutulong sa pananatili ng trabah

ang pananamit nang maayos,
pagdating sa oras, pagiging magalan
at pagiging matapat.

a. Tama
b. Mali

. You work as a server in a restaurant.
Fridays are usually busy and they are
short of staff but you really wartb go
out dancing with your friends. You
should:

a. Not show up to work

b. Show up to work but leave early

c. Plan another evening for dancing
with your friends

d. Tell your employer that you are
sick

e. None of the above

. Nagtatrabaho bilang serbidor sa isan

restawran.Laging matao kapag
Biyernes at kulang sila sa tao pero
gusto mo talagang lumabas kasama
ang iyong mga kaibigan. Dapat:

a. Huwag kang magpakita sa
trabaho

b. Pumasok ka pero umalis ka
nang maaga

c. Magplano ng ibang gami para
lumabas kasama ng mga
kaibigan

d. Sabihinsa employer mong may
sakit ka

e. Wala sa nabanggit
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10.To manage your time at work and mak|
sure it does not interfere with your
personal life, get work tasks done
quickly, regardless of the quality of wol
you do.

a. True
b. False

10.Para mapangasiwaan nang mabarig
oras mo sa trabaho at tiyaking hindi it
nakasasagal sa pansarili mong buhay
tapusin mo agad ang mga gawain mg
hindi na mahalaga ang kalidad ng
nagagawa mong trabaho.

a. Tama
b. Mali
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End-of-Module Assessment Answers
Module 4: Work Habits and Conduct

6. False

8. True

9.c

10. False
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