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Who Would You Hire?
Applicant A

She arrives ten minutes early and is courteous and respectful to everyone.  During the interview she shares that she has a criminal record from 3 years ago.  She was found guilty of drunk driving.  You notice she is dressed appropriately for the interview, not wearing a strong perfume or smelling of cigarette smoke, and has clean, nicely trimmed nails.  She also maintains a positive attitude and never speaks poorly of her past employers.
Applicant B

She arrives with a clean, crisp resume without any typos or misspelled words.  During the interview she makes good eye-contact, maintains a friendly expression and sits without fidgeting.  While looking at her resume, you notice that she has no previous direct-care experience and has only worked in fast food restaurants and briefly at a grocery store.  She also sends you a prompt thank you note for taking your time to interview her.
Applicant C

She arrives, completes the application in neat, easily read handwriting, and lists her job history which shows she has not had a job in 5 years.   During the interview she did not understand a question you asked and asked you to repeat the question.  You notice that other than that she seems prepared for your questions.  She also knew information about the company and asked questions about the job and the organization.  
Rank the Applicants for who you would most likely hire (1st) to least likely (3rd).
1st _____

2nd _____

3rd _____
	Handout 8.2
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What Documents Do I Need for the Interview?


A job interview can be a stressful and yet necessary experience in order to get a job.  In a job interview employers are basically looking to see if you have the skills, abilities and attitude to be successful in the position you are applying for and if you fit into their organization’s culture.   There are four basic documents that you need to get invited for an interview, and to help you get hired. 
Job Application: A job application is a written form provided by the employer that the applicant fills out.  It can be the deciding factor in getting invited for an interview and includes the following:

· Your skills learned through other jobs, your education, and your personal life experience and activities that reflect the skills, abilities and attitudes needed for this job.  For example, here are transferrable skills for a PHCA:

· You have been an at-home mom for the last 5 years.  Your transferrable skills are experience with time and home management skills.

· You worked in a fast food restaurant.  Your transferrable skills are experience with customer service and food preparation.

· Reason for leaving your past jobs—framed as positively as possible

· Salary listed as “open” or “negotiable” 

· All blanks are filled out honestly, completely, and neatly 

· All information should match information on resume and reference list (page 2)
Cover Letter: A cover letter is brief and is addressed to the person responsible for interviewing. It includes the following:
· The position for which you are applying

· Your qualifications for the position (education, certificates)
· Your talents, skills, and experience that match the position
· Explanation of any gaps in your work history—in a positive way 
	Handout 8.2
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What Documents Do I Need for the Interview?
Resume: A resume should be one page and includes the following:

· Contact information that allows an employer to reach you during business hours
· A specific one-sentence statement of the position you are applying for and how you will benefit the organization in that position.
· Your work and educational history, qualifications, skills and accomplishments connected to the position 
Reference List: A reference list can be the deciding factor in getting a job. It includes the following:

· A title heading as either “References” or “Reference List”

· Names of three to five people (preferably employers) who will talk about your work experience; do NOT use family members 
· Current job title and company name of each person on your list; and contact information that allows the employer to talk your references during business hours 
	Handout 8.3


What Should I Do to Prepare for the Interview?
Learn about the organization. For example:
· Read their website.

· Know how large they are, their history and what kinds of clients they serve.

· Figure out the type of healthcare setting they are such as nursing home, home health, etc.

· Find out their exact location and how long it will take for you to get there.

Think of questions an employer might ask and practice answering them in a way that shows your strengths, positive attitude, and enthusiasm.  For example:

· How would you describe yourself as a worker?

· What do you consider you greatest strength and weakness?

· What experience do you have that makes you qualified for this job?

· Why did you choose this career?

· Why do you have gaps in your work history?

· Why did you leave your last job?

Think of situations from your life and work experience that can be used to illustrate that you are a good fit for the job and organization.  For example:

· A time when you successfully solved a problem situation

· A time when you successfully faced conflict or an upset customer

· A time when you prioritized and showed good time management

Think of questions you might ask the employer to show your interest in and knowledge of the organization. For example:

· What are the day-to-day expectations and responsibilities of this job? 

· What are the company's values? 

· Does the organization support ongoing training and education for employees to stay current in their fields? 

What are the personality types and skills of people who are the most successful within the organization? 

	Handout 8.4


What Should I Do During the Interview?



Make a good first impression.  For example:

· Dress conservatively

· Arrive at least 10 minutes early, more if you need to fill out an application

· Turn off your cell phone 

· Make good eye-contact

· Be enthusiastic and positive
· Shake hands 

· Treat everyone you meet with courtesy and respect

Demonstrate appropriate hygiene.  For example:

· Be free of body odor or cigarette smoke

· Do not wear strong perfumes or colognes 

· Fingernails should be clean and trimmed 

· Do not chew gum
Show confidence.  For example:
· Maintain a good, relaxed posture without fidgeting or needless movements

· Be honest, brief, and use examples that highlight your strengths when answering questions
· Ask for clarification if you do not understand a question
· Come by yourself
· Do not make negative comments about past jobs or supervisors
· Call the interviewer by name
	Handout 8.5


What Should I Do After the Interview?
Ask about the next steps because it has the following affect:
· Allows the employer to express any concerns about your employment while you can address them immediately.

· Creates an opportunity for you to be proactive in gathering any additional information the employer might need to move forward with the hire.

· Shows you think the organization is a good fit for you and that you are interested in being employed by them.
Write a thank you note to each person who interviewed you. This is important because it:
· Shows you have good manners.

· Demonstrates respect and courtesy which are two qualities employers look for 

· Shows that you can write English, which is necessary to perform the tasks of a PHCA.

· Shows that you are interested and serious about working with them.
Complete all pre-employment screenings and send all necessary information to prove qualifications for job as requested of the employer (see Handout 8. 6).
	Handout 8.6


Pre-Employment Requirements for PHCAs
Most jobs have some pre-employment requirements. In direct care work, the requirements often differ by workplace setting and employer. Healthcare providers require pre-employment checks on certain information to ensure that high-quality care and services are provided and that committed and qualified PHCAs are hired. These checks are usually scheduled after an official offer of intent to hire is given to you by the employer.  
It is important to remember that a positive drug screen or criminal record may not mean that you won’t get hired.  Pre-employment checks help employers make a more informed decision about hiring a new employee.   Employers will often take the information gained in the checks and screens and make their final decision based on the employer’s policy and the nature of the information.  

Pre-Employment Requirements for PHCAs
Drug screening
Criminal background checks (state and national)

Health Care Personal Registry check
Health screening for Tuberculosis, Hepatitis and general fitness for the job
Green card for immigrant employee
	Handout 8.7


Job Search Sources

PHCAs provide an estimated 70 to 80 percent of the paid hands-on long-term care and personal assistance received by Americans who are elderly or living with disabilities or other chronic conditions.  PHCAs are employed in a range of settings and are one of the fastest-growing workforces in the country.  With all the job opportunities available, it is important for you to know where to look for employment.

The following list is a start in the right direction.

	Adult Care Home Listing by County

http://www.ncdhhs.gov/dhsr/data/ahlist.pdf 

	Family Care Home Listing by County

http://www.ncdhhs.gov/dhsr/data/fchlist.pdf 

	Home Care All (Home Care, Hospice, Home Health Services and Nursing Pool) by County

http://www.ncdhhs.gov/dhsr/data/hclist.pdf 

	Hospital Listing by County

http://www.ncdhhs.gov/dhsr/data/hllistco.pdf 

	Intermediate Care Facility/Mentally Retarded by County

http://www.ncdhhs.gov/dhsr/data/icfmr.pdf 

	Mental Health Facility Listing by County (including Group Homes)

http://www.ncdhhs.gov/dhsr/data/mhllist.pdf 

	Mental Health Private Psychiatric Hospitals 

http://www.ncdhhs.gov/dhsr/data/psyclist.pdf 

	Nursing Home Listing By County

http://www.ncdhhs.gov/dhsr/data/nhlist_co.pdf 


� Materials adapted from Providing Personal Care Services to Elders and People with Disabilities, PHI 2009, � HYPERLINK "http://phinational.org/training/resources/pcsc" �http://phinational.org/training/resources/pcsc�
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