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PGCE Training Session
Job Applications and Interview Techniques
Getting started, some questions to think about
1. Where do I want to teach?
2. What type of school do I want to teach in?
3. Do I want to teach in a big school or a small school?
4. What are the current education issues that I might get asked about in an interview?
Searching for that first position….
1. Times Education Supplement, every Friday, £1.20
2. Guardian Education Supplement, every Wednesday
3. www.tes.co.uk. A useful website which has lots of jobs on it and you can follow links to a specific part of the country or a particular sort of school
Searching for a job requires you to be pro-active and organized.
Application process.
1. You will be expected to complete an application form. Photocopy it and complete in rough first before you write on the original.
2. Complete the form in black pen and write neatly and legibly. Capitals for formal parts of the form, such as name and address, past employment details etc.
3. Letter of application. This is your selling point. Be to the point and answer the questions that they have asked you to answer. You may be asked to hand write this.
4. CV. Have your current CV up to date but at this point in your career the letter of application is more important. You should have a CV and keep it up dated throughout your career. This should be part of your professional portfolio that you keep together with any correspondence that you receive in the form of references or letters from your school.
5. References. Make sure you have the name of three people that you can use as referees. For your first application this should be your mentor in the second placement school or the PCM. You will then need another referee, either a past employer or someone who knows you professionally rather than personally.
6. Deadline. Always meet the deadline. Late applications will not be accepted.
Selection and Interview Process…..
1. Don’t necessarily expect to get an interview. Schools will short list candidates and you might not be the person they are looking for. You will not necessarily expect to get feedback as to why you have not been shortlisted.
2. If you are selected, then you will be called to interview.
3. It is the usual practice to interview all candidates on the same day.
4. You will very probably be asked to teach a lesson and then perhaps give a short presentation. You will have a panel interview with about 4 people on it. (Head, Deputy Head, Head of Department, Governor)

Planning for the interview
1. Make sure you are organized and prepared well in advance of the interview. Don’t be doing the work the night before.
2. Seek advice on how to teach your lesson. The lesson needs to demonstrate your ability and enthusiasm for your subject.
3. The plan must be detailed and accurate.
4. The Powerpoint presentation must be to the point and timed to the limit set by the panel.
5. Have your clothes organized and know what you are going to wear. Dark suits always look better. Clean your shoes! Don’t be OTT.
6. Plan your route to the school (have maps and school phone number handy)
7. Read up on the standards for QTS. They may come up in the interview.
Day of the interview.
1. Get up in good time and have a good breakfast. Don’t want to have rumbling tums!
2. Leave early. Allow for transport problems. Be on time. Anticipate particular transport problems.
3. Have a check list of things you need to have with you….laptop, lesson plan, worksheets, disk with presentation on, banana for mid morning snack!
4. When you arrive at the school walk in confidently and sign in at the main office. Remember that as soon as you are in the building people will be judging you and looking at your interaction with others
5. You will most likely have a tour of the school. This might be with pupils or with a member of staff. If it is with pupils remember to be on your guard as the students chosen to show you round will invariably be ones that will give a reliable opinion about the candidates! Ask questions and show interest. It is a question of getting a balance, over familiarity can be very irritating, silence suggests disinterest.
Teaching the Lesson.
1. Be confident and firm. Keep the pace going and make sure you have prepared enough materials for the time you are going to be teaching.
2. Follow the KS3 strategy. Objectives on the board, 3 part lesson etc. You may be observed by a consultant from the LEA as well who will be on top of the latest teaching requirements etc.
3. Be ready to ask questions about your lesson in the interview. You will be asked to review your lesson, looking for good things and areas that could have been done differently….anticipate these things in advance. Look at the OFSTED standards for good quality lessons.
4. Try to look like you are enjoying yourself.
In the Interview.
1. Walk in confidently, head up and greet the panel. The chair of the panel will probably stand and you would shake their hand. Gauge the situation if the others are going to shake hands then do that too.
2. They will be most likely sitting at a desk or in a semi circle. The chair of the panel will welcome you and explain the format of the interview.
3. Watch your body language. Make eye contact. Straight back and posture. Look confident. Engage with the panel. Don’t fidget, swing your leg, fold and unfold your arms, play with your hair etc etc etc!!! Interviewing is also a skilled job and it is not always easy for the panel if the candidate is a nervous wreck.
4. You will then be asked a series of questions. Normally all the panel will have questions to ask. Don’t be put off if one of the panel spends time writing and not necessarily looking at you.
Some questions to think about
1. Why do you want to be a teacher?
2. What skills have you that can benefit our school?
3. Please review the lesson you taught this morning.
4. Describe for me your best teaching experience so far and your most challenging.
5. It is last thing on a Friday afternoon and Anne Marie has not done her homework. She hates you / your subject and there is no way she is going to stay behind for a detention. What do you do?
6. Why is inclusion an important agenda in education at the moment?
7. How can you support Gifted and Talented children in your classroom?
8. Describe to us your use of ICT in a lesson and how you believe ICT can enhance the learning experiences of your students?
9. What else can you teach other than your first subject? Careful with this one
10. Where do you see yourself in 5 years time?
Be careful not to ramble. Finish sentences and don’t um and argh…the panel are never quite sure if you are finished or not! Watch the panel. Are they bored? Do they look stimulated by you? If not then try to rectify this. Interviewing can be tedious with boring candidates.
At some point in the interview you will be asked if you are a serious candidate for the position, normally at the start. If you are not, then withdraw before the interview.  If you say I would like time to consider before accepting the job should I be offered it, then be careful…they may decide not to consider you as a serious candidate.
If your gut reaction is that the school is not for you then withdraw.
Equally don’t accept the position and then go and have another interview and turn down the first school. This is not acceptable and is frowned upon by the profession.
You will be asked if you have any questions. Discussing pay is a difficult one and I would say not to do it at interview stage. Equally if you accept the job and then start asking about salary, the school will say that you are accepting the terms laid down in the advert and that is not negotiable. Watch this one carefully!
After the interview
1. You will either be asked to wait or be told to go home and will be contacted later in the day. If you are successful you will then be sent a contract in the post. This is a legal document and you are bound by it once you have signed it.
2. If you are not successful then you are entitled to feedback from the Head or Head of Department. This is useful for you as it will give you some indication of areas for development. If you don’t get a job it is generally because something was not right on the day and you need to know what that is for the future. Always take them up on the offer of feedback over the phone.
I would advise that you show someone in school your application before you send it off so that they can give you an objective opinion about it.
GOOD LUCK   
