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Outside: Beforethe Interview

A. Some Random Thoughts

1. For everything you do in your internships, practicum’s and courses ask yourself-
What effect will this have upon my job interviews and experience as a school
counsglor? How will this help me become a good school counsdor? What can |
do or learn in my internships that could distinguish me from other candidates?

2. Formulate your internship experiences around activities that offer you the
opportunity to learn about and have experience with (and therefore place on your
resume):

-being a strong student advocate

-having great organizationd skills

-the various aspects of a developmenta guidance program (learning to
work, learning to learn, learning to live)

-how to ded with avariety of counsding tasks in a fast-paced school day
-student scheduling and graduation requirements, college and career
counsdling, the specid education process, crigs intervention and
academic improvement counsding.

1 Y our internship should offer you appropriate experiences so that you can help
sudentsin dl agpects of counsding (learning to work, learning to live, learning to
learn) and so that you can speak concretely and specificaly about "how you have
handled" various counsdling Stuations.

2. Working on specid projects while an intern could make you a more appeding
interview/job candidate. Think about (with your supervisor) what prospective
guidance directors might look for (e.g. someone who has had experience doing a
guidance or scholarship bulletin or has planned a career fair or college fair or has
created a group guidance program for a specia population.

B. Y our Resume
1. A dearly written resume is one where the reader doesn't have to "guess' about
who you are or what you' ve done.

-education information should include years enrolled and the month and
year you received the degree

-your certification information should be prominently placed

-work/internship experience should clearly indicate the place, the dates of
sarvice aswdl as highlighting the important aress of counsdling in which
you have devel oped some competence.



2. Place on the resume only itemsthat you fed comfortable speaking about
because you have had experience dedling with that particular aspect of
guidance or counsdling. Since you can be questioned about anything on your
resume, it'simportant not to “pad it" with items you might find it difficut to
speak about because you had limited experience in that area. On the other
hand, don't be afraid to tell about al the wonderful things you have done and
al the counsding stuations with which you are familiar.

3. Note on your resume any speciad projects or specid things you may have done
gpart from your internship (bilingua studies, computer familiarity, college
tours, etc.).

4. Review thewords listed on the next page for use on your resume. Asyou
lig the activities you accomplished, use the same verb tense (e.g. presented a
workshop on anger management, created a college handbook, developed a
system for tracking graduation requirements, etc.). Also ingtead of saying
“Familiarity with the Expan College Sdection System” saying “used the
Expan as aresource in assisting students to select colleges’ or “acquired
proficiency in usng Expan as aresource in asssting sudents to sdlect
colleges”



adminigered
advised
andyzed
arranged

assembled respongbility

billed

built

carried out
channded
collected
communicated
compiled
completed
conducted
contacted
contracted
coordinated
counseled
created

cut
designed
determined
developed
directed
dispatched
distributed
documented
edited
established
expanded
functioned as
gathered
handled
hired
implemented
improved
inspected
interviewed
served as

introduced
invented
maintained
managed
met with
motivated
negotiated
operated
orchestrated
ordered
organized
oversaw
performed
planned
prepared
presented
produced
programmed
published
purchased
recommended
recorded
reduced
referred
represented
researched
reviewed
saved
served on
sold
suggested
supervised
taught
tested
trained
typed
wrote



5.

The elements of a good resume for school counsglors-to-be are:
-A heading with your name, address, home phone & work phone
-Objective
- Education
- Cetification
- Counsdling experience (listed from most recent to earliest experience)
- Related work experience
- Professond membershipg/affiliations
-Specid skills (computer, foreign language, etc.)
- Honors and awards
- Extracurricular interests
- References (separate sheet)

Sample resumeis atached as wdll as an article that describes aformat for your cover

|etter.

INSIDE: TheJob Interview

BEFORE

1.

2.

Prepare for the interview by reviewing your cover letter and resume anticipating
questions that might be asked based upon these documents.

Usudly one of the firgt questions asked is something like "Tdl us something
about yourself and your work as a counselor” or "We have read your resume.
Give"life" to it and tell us about your activities." So, be prepared to highlight the
aress of guidance with which you've become proficient.

Think about students you've worked with. Have their "stories’ firmly planted in
your head, ready to go as example of cases you've handled.

Bring multiple copies of your work with you. If possible, find out ahead of

time how many people will be on the interviewing committee. Bring sufficient
extra copies of your resume, your certification, letters of reference, projects that
you cregted in your internship.

Use dl of the computer technology at your disposd to present your work (e.g.
guidance bulletin, or handbook you created or college/career fair program)
meaking it look very professond and appeding.

If you are unable to make multiple copies of projects to distribute, at least bring
one copy that you can leave with the interviewing committee.

Y ou will most probably be asked before the actud interview (while you are
waiting) to complete aschool didtrict job gpplication and awriting sample (cf
attached writing sample that welve used at O'Conndl High Schooal).

DURING

1.

Beyond asking about items on your resume, 1've used the following questions at
varioustimesin interviewing counsdors-to-be:

Tdl us about some recent individua counsdling Situations that you've hed
with students.



Tdl us about some recent group counsding situaions.

If I had observed you how would | know that you're the right person for us
to hire?

What do you wish were on your resume that's not areedy there?
What is the most appealing aspect of counsdling to you?

What is the least gppedling aspect of counsding to you?

Tell us about any specid projects that you've done.

What have you done in the area of career counsdling?

What are your plans for increasing your familiarity with various colleges
over the next
three years?

Of dl the areas that are handled by a high school counsdlor whichisthe
areathat you fed strongest in?

In which area do you think you need the greatest improvement? (e.g.
College, career

crigsintervention, specia education services, financid ad, sudent
scheduling. academic improvement).

What is your plan for improvement in this area?

Tdl usin generd how you would work with a sudent who isajunior or a
senior and needs to make a tentative career choice.

How would you work with a student who has been sent to you by his
teacher who just told him that he should see you because hell never pass
the course and he should drop it?

How would you ded with a student who is cutting classes excessvely?

Can you give us some examples of where you have displayed initiative as
acounsdor?

What are your views on confidentiaity? What sort of information do you
consder

confidential? To the student? To the faculty? To the parents? To
prospective employers? To the college admissions office?



How would you ded with student/teacher persondlity conflicts?

What isyour opinion of individua student interviews? How often do you
fed they are necessary?

What is your opinion of testing? Which tests do you consder necessary
indruments in counsding? Which have you used? How were they helpful
to you? Did you find any wesknessesin the tests?

How would you handle serious persond problems revealed to you through
counsding?i.e. drugs, dcohol, sexud identity.

Have you used referrals? Which ones have you used? Were the referrals
successful?

What methods would you use to help a student make the decison
regarding higher education, vocationd training or joining the work force?
How would you involve the parentsin this decison?

What extra curricular activities do you expect to follow or be involved in?
Where do you place your loydty? Student, teacher, administration.

When, if a any time, should a counsdlor see a student during class time?

What are you feding about group counseling as compared to individua
counsding?

How do you see group work being fit into the day?

How do you finish dl your work within the day?

What do you do with a student who stops you on the way to lunch or
comesin without an

gppointment?

How do you fed about being on time for work, appointments, etc.?
How do you foster a good working relationship with students, staff,
counsdors and

secretaries?

What would you do if a student wished to have a particular teacher or
change a teacher?

What role would you play in modifying poor student behavior?



What would you do if ateacher refused to accept a student back in class?
How do you view standardized test scores?

Which referrd agencies are you familiar with?

Do you have any computer training?

In your opinion, how many times should a counselor see every student a
year?

How would you deal with a parent who comesin to see you without an
gppointment?

If you can't make a parental contact during the day, what procedure would
you follow?

What kind of records do you keep of your counsding sessons?
What training and/or experience do you have in Specid Education?

Wheat function do you see the counsdlor to havein a Career Education
Program?

Wheat resources are you familiar with in regard to a Career Educetion
Program?

What new programs have you initiated?
What qudities do you possess that are important for this position?

What theory of counsdling do you think is most gppropriate to the school
setting? Why?

How would you ded with an unmotivated student (to raise their
expectations)?

How would you resolve a conflict between a student and a teacher?
What are your thoughts on group work or group counseling? What kinds
of groups are

you prepared to handle? How would you handle confidentidity?

How would you work with a student whose parents come in and tells you
the kid is having problems but don't tdl him | told you?



How would you go about identifying students who are at risk?
What have you read recently in education or counsdling?

How do you fedl about spending extra time with students before and after
school ?

What are your thoughts on encouraging parentd involvement in the
counseling process?

What steps would you take to help a student who is having problems
attending school ?

What steps would you take to help a student who is experiencing academic
difficulties?

If you suspected child abuse towards one of your sudents, what would
you do?

Why do you want to be a counselor?

What do you see yoursdf doing 5 years from now?
What can you provide that someone el se cannot?
What are your strengths or weaknesses?

Areyou creative? Give an example.

Are you ambitious? Give an example.

How would you go about establishing aworking relationship with
counsglors and

faculty?

How would you ded with an uncoopertive saff member?
What are your ideas on Suicide Prevention?

Why are you leaving your present position?

What are your present duties?

What experience do you have in group counsding?



Wheat evidence could you provide of your commitment?

What have you done to keep abreast of current practicesin counsding &
psychology?

How do you know when to refer a student to another professiond?
What do you bring to this position thet is unique?

Describe some guidance activities you've used.

What has been your most rewarding experience?

Describe your previous experience. How will it help you in this position?



INTERVIEWING FOR A SCHOOL COUNSELOR POSITION

Questions we always ask:
Why did you choose counseling as a career?
Tel us what you know about Divison Avenue High School ?

What was the name of the student you had the greatest impact on during your internship?
Tell usalittle about the situation.

During the school year there are some busy times and some slow times. What types of things
would you do during the dow times?

What experience have you had with the college admissions process? If a student were planning
on gpplying to "inappropriate” schools, what would you tell him?

What's the name of the most recent book you read? Tell uswhy you did, or did not, like it?
One of the best questions you can ask:

For this particular position, can you describe the type of person you are looking for? Listen to the
answer and then explain how Y OU fit the description!

Don'tsthat some candidatesdid:

Don't bring a resume printed on blue paper with big white daisies.

Don't wear orange or hot pink outfits.

Don't pretend to know the district/school and describe it inaccurately.

Don't express any personal opinions.

Don't lose control of your emotions.

Don't ignore the ingtructions of the interviewer.

Don't bring religion into the interview, unless you're interviewing a areligious school.
Don't be perfect.

Don't go in with the attitude that this is the only job available and you must have it.
Don't behave asif you adready have it.
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