270 – 650 Theory and Practice of Interviewing 
Fall 2007


270 – 650:  Theory and Practice of Interviewing

Fall 2007


Lab Instructor:  Belinda Gutierrez, 349H Education


Office hours:  By appointment
Email: bgutierrez@wisc.edu

 HYPERLINK "mailto:wthoyt@education.wisc.edu"
 
Class meets: Fridays, 8:00am – 9:15am                                    Place: 228 Educational Sciences

Lab meets: Tuesdays, 4:30pm – 7:00pm 


  Place: 347 Education Bldg.

Course Objectives. 

The purpose of this class is to provide students with an introduction and overview of the theories, tools, and personal understanding needed to communicate with others effectively. In addition to communication skills, students will be learning and practicing interviewing skills and techniques. The lab section of this course is intended to allow the students to expand upon the ideas learned in the lectures and readings, as well as to learn experientially through practice and activities.


*Note: Although all students will be required to participate in activities and mock interviews, it will not be required that you disclose any information which you do not feel comfortable sharing.  In some cases, you may choose to “act” or to make up personal information (for example, in a counseling interview).

Lab Attendance and Participation

Lab attendance and participation are required for this course, and are worth 15% of your final course grade.  Each student is allowed one excused lab absence without penalty; however, since many lab activities will be done in pairs or groups, please notify the instructor of absences as far in advance as possible so that arrangements can be made.  Each lab absence in excess of the one excused absence will result in a four (4) point deduction from your final grade.  Students are responsible for notifying the instructor if any information and/or materials are needed as a result of missing a lab.  In order to receive full credit for lab participation, students are expected to:

1. Actively participate in lab discussions by asking or responding to questions, making comments, providing opinions, and/or sharing experiences

2. Actively participate in exercises, activities, and mock interviews

You will not be graded on your expertise as an interviewer, on the quality of your performance in activities, or on whether you “say the right thing” in discussions (in fact, taking risks and making mistakes is encouraged and expected); instead, you will be graded on your effort and level of engagement in labs.

Assignments and Grading

The assignments are designed to help students reflect upon the themes, skills, and techniques explored in the course, and to relate course material to life experiences.  All assignments will be handed in to, and graded by, the lab instructor.  You are expected to turn in all of your assignments at the start of lab on the day they are due.  If you feel you are going to be unable to meet a deadline, you must talk to your lab instructor before the due date to request an extension.

Journals

Students are expected to keep a journal for this course.  These journals are designed to help students reflect upon what they have learned in lab, lectures, and readings.  Suggestions for journal entries have been provided in the course syllabus. These are only suggestions; students may choose to take journal entries in any direction they choose, provided that each entry is relevant to the course topic that day.  All of your journals together are worth 15% of your final grade. Each journal is worth a maximum of 1 point.  Some guidelines for journals:

1. Each entry should be 2 pages, typed and double spaced, with 12-point font.  Each entry should be labeled with your name and journal entry number; entries that are more than one page should be stapled together with name and page numbers on each page.

1. Entries will be graded on clarity, depth of reflection and critical thinking, and integration of course materials.  For writing assistance, contact the Writing Center at 263-1992 or www.wisc.edu/writing.

1. For the first journal entry, a re-write will be allowed for full credit.  

Audiotapes

A description of the audiotape assignments is available in the course syllabus.  Additional information and more specific guidelines will be provided closer to the time of those assignments. 

Accommodation Statement

Please inform your instructor and your T.A. at the beginning of the course if you need accommodations in the curriculum, instruction, or assessment of the course in order to participate fully.  To the extent possible, information will be kept confidential.

Sample Interview Guide for Audio Assignment #2

1. Develop a list of 5-10 interview questions for your taped interview

2. Identify the types of questions and the type of interview according to our text and lecture.  Identify what you will say at the different parts of the interview (introduction…body…conclusion)

Analysis of an Interview

Find an interview on the internet, on television or in a magazine.  Briefly summarize the nature of the interview, and then analyze the structure of the interview.  Submit a copy of the interview with your report.

Example of Job Interview Questions and Good Answers

First, generate 4-5 questions that you might be asked during an employment interview related to your major/area of study.  Then, write out a sample answer to each of your questions.  The answers should reflect what you would have to offer the employer as the best candidate for the job.

Outline For Lab 

	9/11/07
	Introduction and Course Overview  Interviewing as Communication
	Journal # 1 Due

	9/18/07
	Principles of Communication I
	Journal # 2 Due

	9/25/07
	Principles of Communication II
	Journal # 3 Due

	10/2/07
	Helping Interviews:  Active Listening
	Journal # 4 + 3 Previous Journals 

	10/9/07
	Helping Interviews: Effective Inquiry
	Journal # 5 Due

	10/16/07
	Helping Interviews: Reflecting Feeling
	Journal # 6 + Audiotape # 1 Due

	10/23/07
	Helping Interviews: Reflecting Content
	Journal # 7 Due

	10/30/07
	Exam I (NO LAB!!!)
	

	11/6/07
	Individual and Cultural Differences and the Interview 
	Journal # 8 Due

(plus turn in ALL previous journals)

	11/13/07
	Information Gathering Interviews
	Journal # 9 Due

	11/20/07
	NO LAB
	

	11/27/07
	Impression Management and Persuasion in the Interview
	Journal # 10 Due

	
	Selection (Employment) Interviews
	

	12/4/07
	
	Journal #11 Due

Audiotape #2  Due

	12/11/07
	FINAL EXAM (NO LAB!!!)
	Journal Summary Due (plus ALL previous journals) –turn in at exam
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