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Preface

The forces of globalization, along with the rapid development of knowledge-
based economies and knowledge societies demand that countries and societies have
to be increasingly competitive in the global marketplace in order to survive. A key
aspect of this competitiveness is the development of a workforce that is adequately
prepared for the labor market via work-integrated learning. This is because in the
workplace the demand for cutting-edge knowledge is continually growing and
evolving, so that the traditional divide between "education" and "work" is no longer
sustainable, least of all in higher education. As a result of this on-going change, no
provider institution in the higher education market can afford to ignore work-based
learning; the integration of it into higher education curricula is no longer an option,

but a necessity.

The @WIL Unit promotes work-integrated learning, labor market preparation and
workplace ethics among the students of the United Arab Emirates University (UAEU).
Accordingly, its mission is to cultivate work—integrated learning values as an integral
part of the education strategy of the UAEU, and to render work experience a
structured part of all the university's curricula. This will provide UAEU students with
work-integrated learning opportunities that will have a significant positive impact
upon the development of their professional careers. In pursuance pf this, @WIL
aims to build strong partnerships with employers, supports sustainable, effective
learning systems and enhances student learning through academically approved

work experience programs.

Labor market preparation is perhaps the most important feature of a student's
internship experience. This preparation is achieved through three condensed
workshops. The pre-placement workshops aim to empower students with the
required professional skills. Thus, successful completion of these workshops will
enable the student to become a productive and employable intern, thereby
benefiting the employer who is facilitating the internship. Indeed, it is a mark of a
successful internship that the student is able to contribute productively to the
providing organization adhering to the same standards as a paid employee. An
internship survey carried out by World Association for Cooperative Education (WACE)
sought to identify international best practice in this field. The WACE survey shows

that more than 80% of the employers surveyed graded the students’ pre-placement
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workshops to be most valuable for both the employer offering the internship and the
student participating in it. Accordingly, ®WIL has developed a series of workshops

aimed at students' pre-placement preparation.

The first workshop will prepare students to identify and develop their career
objectives and to assess their qualifications with respect to the required career skills.
This workshop is intended to take the student through the stages necessary to
present educational and career information as effectively as possible through resumé
or vita (CV). The second workshop enhances students’ commitment to their
prospective employers and career choices they seek. Through this workshop
students will be trained to market their qualifications for different career
opportunities and to develop the communication, behavioral, and professional skills
needed for job interviews. The third workshop will provide students with a basic
understanding of work ethics and employer expectations. The materials for the
workshops are designed for instructors to hold the pre-placement workshops

effectively.
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Workshop |

Internship: Steps to Success
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Instructor Guidelines for Workshop |
Internship: Steps to Success

This workshop aims at acquainting the interns with the registration
procedure, on-line system use, application procedure, resume
preparation, and rules and regulations. In this workshop students are
trained on filling out their application forms and curriculum vitae.
Through this workshop the students are prepared to identify and to
form their career objectives, and to assess their qualifications
(intellectual, professional and social skills) vis-a-vis the sought career
skills .

The presentation material for this workshop is two fold:
1. The main presentation file and;
2. The supporting presentation material .

The main presentation file has a total of 25 slides. The time scheduled
for this material to be presented should not exceed 30 minutes. Spend
the time explaining the various items of the CV and use the provided
examples to illustrate to the students what should be written in the
career objectives and the qualifications or the skills section.

Attached to the main presentation file is a supporting file that contains
additional slides to address what are the skills needed for the various
jobs. It might be a good idea to utilize some to stress the importance
of matching the students' skills with the required job skills .

It is important to focus on training the student on filling the application
form as well . The ®WIL online application form contains all the
students' contact information, job sought, and guardians' information.
In the application form, the student has to select three different
companies that match his field of interest. The companies’ names and
details are automatically extracted from the job databank, and it is the
student's responsibility to review the description of the job and select
what suits him/her .

The total workshop time is about 2 hours, and it is better divided as
follows:

Presentation: 30 minutes

Open discussion: 15 minutes

The student filling the online application form: 30 minutes
The student filling the online CV form: 45 minutes
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Slide 1
(K% United Arab Emirates University
=¥ internship & Work-Integrated Learning Wik
* Workshop |
Steps to Success:
Writing an Effective Resume
WL
Slide 2

ﬁ Resume

Among the most important steps for
the internship preparation is

Writing an effective resume
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Slide 3

Resume Sections

Heading

Career Objectives
Education

Courses

Experience

Skills

Honours and Awards
References

Slide 4

Resume Sections:
HEADING CONTACT INFORMATION

Your name, address, phone numbers
(home, mobile), e-mail address, and
personal home page (only if it represents
you positively!).
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Slide 5

Resume Sections:
CAREER OBJECTIVES

Why Write Objectives?

An objective gives the
employer an indication of
what you are trying to
achieve in your career

Slide 6

Resume Sections:
“ CAREER OBJECTIVES

What is a Career Objective?

An objective is a brief, concise statement of
your career goals and interests. It describes
the job opportunity you are looking for.

R "%’ =y
\t\ ez 4
SO »!
i —
Example 1 Example 2 Example 4 Example 5

10
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Slide 7

Resume Sections:
ﬁ EDUCATION

= Include the following:
= Major and Degree Expected

Spell out the expected degree (e.g. Bachelor of
Science) and the major (e.g. Civil Engineering,
Computer Science, Business Administration).

= Name of School (College)

= Graduation Date

= Enrolment Date

= Credit Hours Finished and GPA

= If you attended more than one school, list the most recent
school first.

Slide 8

Resume Sections:
ﬁ COURSES

This is an optional section that you may use
to briefly describe related course work

List the courses relevant to your major
and the internship. State clearly the name of
the courses; do not use abbreviations.

X ISLM 1102 VISLAMIC THOUGHTS

11
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Slide 9

Resume Sections:
ﬁ EXPERIENCE

= Include previous job experience (full or part
time, class projects, etc).

= List the name of the company (if any), the job
title (if any), and the dates of experience.

» Describe your job responsibilities in action
verbs (such as trained, planned, designed,
supervised, increased, represented, etc).

Slide 10

Resume Sections:
‘ EXPERIENCE

= Highlight problems you solved, or projects you
have been involved in. Express your experience in
the form of Problem, Action, and Results.

= Try to quantify with amounts, percentages or
measurable values.

12
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Slide 11

You Get the Job
i if You Have the SKILLS !

Student
Career
Resources
Job J

Required Job Skills = Earned Student Skills

Employer will offer the job if the student skills
Match the required job skills.

Slide 12

Resume Sections:

‘ SKILLS

Learning/ Understanding

Critical Thinking

Decision Making

Problem Solving

—r>cHomrrrm-z-—

Leadership

13
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Resume Sections:

‘ SKILLS

Organizational

Communication:
Written and Oral

Technical/ Vocational

Computer

r>Z20—uununmmmQO XU T

N £

Slide 14

Resume Sections:

‘ SKILLS

Interpersonal

Initiative

Reliability

14
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Slide 15
ﬁ Samples of Resume Skills
Slide 16

Resume Sections:
‘ HONORS AND AWARDS

List honours, awards and scholarships that make
you a distinguished individual @@;}7

Examples: Qé

= Distinguished Student of the Year-2002
» Placed 2nd in the Quran Memorizing competition

15
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Slide 17

Resume Sections:
‘ REFERENCES

m List the names, addresses, and contact
information for two references aware of your
academic background or previous work (include
your academic advisor).

= Make sure that you ask your references before
using their contact information.

Slide 18

‘ Sample of Resume

Sample of Resume

16
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Slide 19

Thank You

Slide 20

‘ Action Verb List

Achieved Communicated Developed Installed Published
Adapted Compared Documented Maintained Recorded
Administered Compiled Drafted Managed Reported
Advertised Completed Edited Mentored Researched
Advised Computed Ensured Modified Responded
Allocated Conducted Established Monitored Reviewed
Analyzed Consulted Evaluated Operated Scheduled
Assisted Contributed Examined Ordered Supervised
Authored Coordinated Experimented Organized Taught
Built Cultivated Facilitated Participated Tested
Calculated Decreased Fixed Performed Trained
Checked Delivered Generated Planned Upgraded
Coached Designed Increased Programmed Utilized
Collaborated Determined Initiated Provided Wrote

17
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Slide 21

ﬁ Career Objective: Example 1

internship position that will enable me to
gain valuable skills and work experience
in (civil engineering, business
management, food systems, computer

science, etc)

Slide 22

‘ Career Objective: Example 2

internship position to enhance my
interpersonal and communication skills

18
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Slide 23
ﬁ Career Objective: Example 3
internship position that will enable me to link
my academic knowledge with the real-world
experience
Slide 24

‘ Career Objective: Example 4

To learn more about the work practice in the
field of xxxxxxxx, to enhance my capabilities
in working with groups, to understand more
of the work ethics, responsibilities, and
expectations.

19
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Slide 25

ﬁ Career Objective: Example 5

To assess my skills and qualification in line of
my post-graduation career goals and

directions.

20
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Slide 2

®WIL Pre-Placement Workshops

United Arab Emirates University
internship & Work-Integrated Learning

QWL

* Workshop 1-Support

Steps to Success:
Writing an Effective Resume

WL

ﬁ SKILLS: Problem-Solving

Individuals who can identify problems,
find solutions and make effective
decisions are needed in

several fields such as business

administration, management, public
administration, science, and engineering.
&

21
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SKILLS:
‘ Technical/ Vocational

Today, technology is advanced in all life
aspects.

Installation, testing and repair of most
electrical, electronic and mechanical
equipments in fields such as engineering,
telecommunications, and automotive
require people with advanced vocational-
technical skills.

& S
& & "

ﬁ SKILLS: Human Relations

The success of a company depends
upon how well people can work together.

It is the job of human resource
managers, and department

managers to understand the T"]
needs of workers and how

best to meet those needs. e

%
e,
‘.

&

\
-
/ ///
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Slide 5

SKILLS:
‘ Computer Usage & Programming

Computer skills highly increase your
employment opportunities. Computers
could be frustrating sometimes, but
always rewarding.

Slide 6

ﬁ SKILLS: Teaching-Training

Our modern society keeps on developing
new data, facts, and events every day.

7\//{!

>

A demand &/@
/7

for people with teaching
and training skills in the
fields of education, social
services, management
and commerce.

23
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‘ SKILLS: Science and Math

Great advances are

being made daily in the
fields of science, medicine
and engineering.

People skilled in science and math are
always needed.

ﬁ SKILLS: Money Management

Stock investment

brokers, retirement

planners, and

accountants are in

continual demand. Q\’.Qr

24
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Slide 9
SKILLS:
‘ Information Management
It is the Age of Informatlon
Inf t
n orm.a ion is /”\v/

the basis of the /’/
Economic System.
Systems analysts, information technologlsts '
database administrators and telecommunication
engineers have highly developed information
management skills.

Slide 10

ﬁ SKILLS: Foreign Language

Why? We are attached to global markets
for goods and services.

The ability to speak a foreign (}

language highly enhances the
employment opportunities.

25



®WIL Pre-Placement Workshops

Slide 11

SKILLS:
‘ Business Management

= The ability to manage people, systems,
resources and finances.

= The ability to understand
the needs of consumers
and translate those needs
into ideas and business opportunities.

26
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Sample Resume

27



Place a recent photo
here

Career Objectives

Education

Courses

Skills

Experience

®WIL Pre-Placement Workshops

Abu Dhabi- XXXXX street Tel: 02-XXXXXXX
Mobile: 050- XXXXXXX
Fax: 02-XXXXXXX
E-mail: xxxxx@uaeu.ac.ae

Student Name

To establish a career in XXXXXX

Current College Enrolment
19XX-Present XXXXX Engineering-UAE University
Currently fulfilling the course requirements towards the B.Sc. Degree in XXXX Engineering.

Previous College/University Enrolment
19XX-19XX Department of XXXX- XXXXX college- UAE University
Covered xxxx credit hours of courses.

List courses related to your major area of study

. Structural Design . Soil Mechanics
. Advanced Fluid Mechanics . XXXXXXXXXKXKXXX
o XXXXXXXXXXXXXX o XXXXXXXXXXXXXXX

Using action words to maximize the impact, describe how your background and strengths would make
you a strong candidate for the position you are seeking. This section should be concise, contain action
words, and should sell your most marketable experiences and abilities.

Computer/Programming Skills

. List software here (e.g. MS Word)

e MS Excel, XXXXXXXXXXXXXX
Communication Skills

e  Competent in oral and written XXXXX

. Fluency in XXXX technical writing
Organization Skills

o XXOKXXXXXRXXXXXKXXXXXKXKXK

o XXOORXXXXXXXKKXXXXXXKXKXK
Interpersonal Skills

. Efficient, self-motivated, XXxXXxxx

e  Can work independently and in groups
Other Skills

o XXORXXXXXRXXXKXXRXXXXXKXKXK

o XXORXXKXXRXXXKXXXXXXXKXKXK

List all you previous/current work experience

19XX-19XX United Arab Emirates University
Job Title (e.g. Research Assistant)

Participated in the data collection for XXXXXXX.

Participated in the XXXXXXXXXXXXXXXXXX.

28
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Honours and Distinguished student of the year- Faculty of XXXXX.
Awards Distinguished Student grant by XXXXXXXXXXXXX.
Certificate of XXXXXXXXX.

Accomplishments  academic Accomplishments
. Data collection in the research project titled “XXXXXXXX” by “Name of Professor”, 2002
e  Analysis of data results in the research project titled “XXXXXXX” by “Name of Professor”, 2003 |
. ) 9.9.9.0.0.0.9.9.0.9.9.9.9.0.0.9.0.9.9.9.9.9.0,6
Other Accomplishments
. XXXXXXXXXXXXXXXXXXX
LI 19.9.0.9.0.0.9.9.9.9.0.0.0.9.9.9.9.9.9.0.0.4

Membership XXXX student chapter
Societies Faculty of XXXXX- Student Union- Member
XXXXXXXXXXXXXX
Interests Computers, Reading, Programming, Swimming, etc.
References Dr. XXXXXX XXXXXX (Academic Advisor) Dr. XXXXXX XXXXXX
Department of XXXXXX Department of XXXXXX
Faculty of XXXXX Faculty of XXXXX
UAE University UAE University
Tel: XXXXXXXX Tel: XXXXXXXX
Fax: XXXXXXX Fax: XXXXXXX
E-mail: XXXXXX@uaeu.ac.ae E-mail: XXXXXX@uaeu.ac.ae

29
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Sample of Skills

30
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Sample of Skills Sentences

Reliability

e Accustomed to working in stressing environments with the ability to think
quickly and successfully handle difficult situations;

Initiative

» Highly motivated to exceed sales expectations and attain superior
marketing objectives;

Computer

» Excellent computer and programming skills for money management
activities, and banking systems;

Interpersonal

» Excellent interpersonal skills, ability to work well with others, in both
supervisory or support staff roles;

Learning/Understanding & Critical Thinking

* Ability to identify change actions to reduce cost, to enhance quality, and
increase profit margins;

Interpersonal — Initiative
« Skilled at developing long-term relationships with customers/clients,
generating business loyalty above and beyond the immediate sales
relationship;

Interpersonal

» Excellent personal motivation with a proven ability to build and work
collaboratively in a strong team concept environment, and independently;

Intellectual skills (grouped)

» Focused, dependable, multi-task oriented, flexible, and positive;
Flexibility

* Ability to adapt effectively to challenging and emergency situations;
Organizational

» Well developed skills in prioritizing, organization, decision making, and
time management;

31
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Communication

» Well developed communication skills, verbally and in writing, for both
English and French;

Interpersonal

* Strong interpersonal skills resulting in exceptional relationship with
people;

Initiative

» Capable of initiating, promoting and maintaining strong interpersonal
relations;

Interpersonal

» Able to deal courteously, professionally, and tactfully with the general
public in a variety of circumstances;

Technical/Vocational

» Qualified in Industrial First-Aid health care application in emergency
situations;

Technical/Vocational

» Excellent statistical analysis skills, quality control and quality control
applications;

Technical/Vocational

» Highly skilled in teaching, research and training activities with strong
candidacy and preference to work at academic institutes;

Technical/Vocational

» Excellent analytical skills with the ability to analyze situations accurately
and effectively;

Computer

» Strong computer skills in Microsoft office applications, and several
statistical packages;

Computer

» Excellent programming skills with Visual Basic, FORTRAN, C++, and Java;

Technical/Vocational

« Skilled at teaching elementary courses and dealing with youngsters;

32
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Problem Solving

* Creative problem-solver and marketer, who can see big picture while never
losing sight of details that deliver results;

Organizational & Technical/vocational
» Motivated team player with demonstrated talent for deploying research
and organizational skills toward analyzing and upgrading complex
marketing processes for improvement opportunities;

Intellectual Skills (grouped)

» Enthusiastic, self-starter who can demonstrate productivity, cut costs,
promote efficiency, and ensure profitability;

Technical Skills

* Highly skilled in executions of creative concepts from thumb sketches to
fine photo finishing, retouching, and special effects;

Technical/ Computer

» Talented with hands on experience in graphics' design software,
empowered by creativity of new ideas and application of new design concepts;

Technical

» Sound technical knowledge of print and production techniques for high
guality reproduction;

Intellectual
* Highly skilled to work effectively under challenging stressing environment

caused by deadlines, tight production schedules, clients' satisfaction and
guality issues;

33
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Workshop I: Arabic Version

34
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Workshop Il

Career Start-Up Kit: How to Present Yourself
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Instructor Guidelines for Workshop Il
Career Start-Up: Interview Skills

The aim of this workshop is to prepare the interns for commitment to
the prospective employers and career choices being sought. Through
this workshop the interns are also prepared to market their
qualifications for the different career opportunities, to maximize and
grasp what internship offers, to develop the communication/
behavioral/ professional skills needed for job interviews.

The presentation material for this workshop is two fold:
1. The main presentation file and;
2. The supporting presentation material .

The main presentation file has a total of 26 slides. The time scheduled
for this material to be presented should be around 30-40 minutes.
Spend the time explaining the general internship benefits, as well as
the intern's actions during the interview and after. Pay particular
attention to the interview tips. Use examples to make it clearer to the
students.

At the end of the main presentation, the students should be asked to
take the quiz on some of the very important behavioral interview
questions. Ask the students to rank the answers in the order they feel
mostly appropriate. Please note that there could be more than one
correct answer to the question, but there is only one "best™ answer.
Reading the hints might help the students grasp what could be the
correct answer.

Attached with the main presentation file is a supporting file that
contains additional slides to address the behavioral questions at
interviews. The instructor may use it to discuss the quiz. It would be a
great idea to get back to this material after the students finish the
quiz. These additional slides will illustrate the ideal answers for the
questions that the students have taken in the quiz.

The total workshop time is about 2:00 hours and it is better divided as
follows:

Presentation: 40 minutes

Open discussion: 20 minutes

The student taking the quiz: 40 minutes

Revisiting the supporting material: 20 minutes
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Slide 1
United Arab Emirates University
internship & Work-Integrated Learning M

Workshop 11

Career Start Up: Interview

Skills

@OWIL

Slide 2

ﬁ Internship Benefits

= GAIN WORK EXPERIENCE

and enhance resume while
receiving college credit
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Slide 3
ﬁ Internship Benefits
» CAREER EXPLORATION
and to sample the "world of
work"
Slide 4

ﬁ Internship Benefits

s DEVELOP WORK SKILLS

interpersonal and
technological strengths
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Slide 5
ﬁ Internship Benefits
1z
N\ 0 = APPLICATION
of classroom knowledge
and theory
Slide 6

ﬁ Internship Benefits

= SEARCH, IDENTIFY and Q efa

ESTABLISH YOUR
(=
o
\KQ

"IDENTITY" in your chosen
career track
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Slide 7
ﬁ Internship Benefits
s DEVELOP SELF CONFIDENCE
and professionalism
Slide 8

ﬁ Internship Benefits

= GAIN AN EDGE
in today's rapidly changing job %
market =

\JK 3 9
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Slide 9
ﬁ Internship Benefits
s ACQUIRE KNOWLEDGE
of professional demands in
your career track
Slide 10

ﬁ Internship Benefits

s ESTABLISH PROFESSIONAL CONTACTS
and referrals in the business field
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Slide 11
ﬁ Internship Benefits
s CONSTRUCT BUILDING BLOCKS
for graduate fellowships and
scholarships
Slide 12

Job Interview:
ﬁ Before the interview

Prepare to talk about
Research the Company

Skills

Management Skills

Technical Skills

Communication Skills

Problem Solving Skills

Leadership Skills

Interpersonal Skills

Organizational Skills
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Slide 13
Job Interview:
ﬁ During the interview
Actions
Listen
Organize Thoughts
Slide 14

Job Interview:
ﬁ During the interview

More Actions

Emphasize Strengths

Elaborate Career Goals

Ask Questions

Convey Interest
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Slide 15
ﬁ Job Interview: After the interview
Evaluate
Every Interview is a learning Experience
Think of how to improve
Slide 16

ﬁ Interview Tips

Look Sharp

Before the interview, 1
select your outfit. Dress

for confidence. If you feel
good, others will respond

to you accordingly.
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ﬁ Interview Tips

Be on Time

Never arrive late to an
interview. Allow extra
time to arrive early.

Slide 18

ﬁ Interview Tips

Do Your Research

Research the company before V-
the interview. Learn about its € Nz
services, products, customers —aelp
and competition. The more you

know about the company, the

better are the chances you
have of selling yourself.

(A\WAM
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Slide 19

ﬁ Interview Tips

Be Prepared

Bring along a folder
containing extra copies of
your resume, a copy of your
references and paper to take
notes. You should also have
guestions prepared to ask at
the end of the interview.

QWL

Slide 20

ﬁ Interview Tips

Show Enthusiasm

Plenty of eye contact
demonstrates confidence.
Speak distinctly in a confident
voice, even though you may
feel shaky.
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Slide 21

ﬁ Interview Tips

Listen

Make sure you are not only
listening, but also reading
between the lines.
Sometimes what is not said
IS even more important
than what is said.

Slide 22

ﬁ Interview Tips

Answer the Question Asked
Make sure you understand
what is being asked, and get
further clarification if you are
unsure.
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Slide 23
Interview Tips
v$' 2, Give Specific Examples
‘ An example of your
)7 2 background is worth a lot.
~ » Prepare your stories before
\ n the interview. Give examples
that highlight your successes
\\\"/////n‘ O and uniqueness. Past
experiences indicate future
= 15 performance.
/’ —-—, —
NS
> ZMXX S
)
Slide 24

ﬁ Interview Tips

Ask Questions S s
Many interviewees don't ask V42
questions and miss the
opportunity to find out 4
valuable information. Your < :
guestions indicate your
interest in the company or
job.

J
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Slide 25
ﬁ Behavioral Questions at Interviews
Take a Quiz
Slide 26
Thank You
Questions?
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Slide 1

United Arab Emirates University
internship & Work-Integrated Learning M

Handling Behavioral
* Questions at Interviews

Supporting Materials for
Workshop 11

QWL

Slide 2

What Are Your

Weaknesses?
Handle it by
minimizing your
weakness and
emphasizing your
NP strengths. Stay
= away from personal

qualities and

Y% concentrate on

\ professional skills
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Slide 3
ﬁ Why Should We Hire You?
Summarize your
strengths,
capabilities and
experiences
Slide 4

Why Do You Want
ﬁ to Work Here?

You don’t want to
say “to be able to
sleep!” The
interviewer is
listening for an
answer that
indicates you've
given this some

thought.
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Slide 6
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ﬁ What Are Your Goals?

Sometimes it's best
to talk about short-
term and
intermediate goals
rather than locking
13_.&;‘ yourself into the

rx distant future.

What Makes You
ﬁ Most Satisfied in Your Job?

You don’t want to talk
about money or
financial benefits! The
interviewer wants to
know what motivates
you. If you can relate
an example of a job or
’ project when you were
excited, the interviewer
will get an idea of your
preferences.
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Slide 7

What Can You Do for Us That
ﬁ Other Candidates Can't?

What makes you
unique? This will take
an assessment of

your experiences,
“’ T skills and traits.
7 §3 Summarize concisely.
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Quiz on Behavioral Questions at
Interviews

Following below is a sample of some common questions you usually
encounter in the interview. Please take your time reviewing and ranking
(with a scale 1 to 4) all the answers in the order you feel mostly appropriate.
Rank the best answer with 1, then the second best with 2, etc. The attached
hints will help you then identify the best answer. Justify while ranking the
answers.

Q1. What Are Your Goals?

My immediate goal is to get a job in a company that has a good
reputation like yours, and where the work environment would
enable me to illustrate my capabilities. | hope to eventually grow
into a position of responsibility.

My goal is to become responsible for the human resources section in
your company after 10 years.

My goals are to find a good job that would keep me current in my
field of expertise- A job that will also help me maintain my bills.

My goal is to become an expert in the field of ...... It is the area that
matches my academic background, my skills and interests. | do
think a job in your company with such high good reputation in this
field will help me become the expert one day in the near future.

Q2. Why Do You Want to Work Here?

I've selected key companies whose mission statements are in line
with my values and career objectives, where | know | could be
excited about what the company does, and this company is very
high on my list of desirable choices.

The benefits you offer are quite attractive, and also the flexible time
schedule that you allow.

Because you are one of the very few companies that are located
close to my residence.

I have heard from my colleagues about how nice the working
environment is, and how flexible the working hours are, and |
wanted to be a part of the team where | could apply my knowledge
to benefit the company.
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Q3. Why Should We Hire You?

With background in the area that your company is looking for, with
my records in certificate, and with my qualifications (skills) indicated
in my CV, I am sure | could contribute to your company and add to
your team.

Because | am qualified for that job.

Because | could contribute to your company and help you achieve
more profit.

Because | am one among the best applying for the job.

Q4. What Makes You Most Satisfied in Your Job?

I will be mostly satisfied if the benefits are equivalent to the work
effort one does.

I was very satisfied in my graduation project because | worked
directly on solving problems that relate to (describe your project). |
guess working on the same line (here in your company) would keep
me quite excited.

I would be mostly satisfied if the working hours are flexible.

I will be very satisfied if 1 to work in the division of (say, human
resources). My background and qualifications will help me fit in the
position, and will enable me excel in performance.

Q5. What Can You Do for Us That Other Candidates
Can't?

I have a unique combination of strong technical skills, and the ability
to build strong relationships and connections. This allows me to use
my knowledge and fit within your working team.

I am specialized in Java programming software.

I have very strong interpersonal skills that will enable me to handle
your job description mostly effectively.

I am not sure what the others cannot do.
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Q6. What are your weaknesses?

I am always working on improving my communication skills to be a
more effective presenter. | recently joined that institute for this
particular purpose, which | find very helpful.

My main weakness is my communication skills. But I am working on
it.

Nothing, I could recall.

I cannot find an answer.

Hints for addressing the quiz questions

Hint-Q1: It's best to talk about short-term and intermediate goals
rather than locking yourself into the distant future.

Hint-Q2: The interviewer is listening for an answer that indicates
you've given this some thought.

Hint-Q3: In addressing this question summarize your strengths,
capabilities and experiences.

Hint-Q4: You don’t want to talk about money or financial benefits!
The interviewer wants to know what motivates you. If you can relate
an example of a job or project when you were excited, the interviewer
will get an idea of your preferences.

Hint-Q5: The question is intended to assess your experiences, skills
and traits. Summarize all concisely.

Hint- Q6: Handle it by minimizing your weakness and emphasizing

your strengths. Stay away from personal qualities and concentrate on
professional skills.
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Slide 1
3aaciall A_ujd\ <l ey dxala WIL
(Aalsill alail g igall cuy il QWL
ngl.'ﬁ\ Jaxd) MJJ
OWIL
Slide 2

ﬁ il 5 U e

8 i GuuiiS) m
A5 & s Gy g
aalsY) alaic ) ALt oL

73



®WIL Pre-Placement Workshops

Slide 3
ﬁ il il ) 3
Lga e Gyl w
“Jand) alle” Ll g
Slide 4

ﬁ ) ) U e

Jaadl (2 i) g ysb w

£ 56 55

74



®WIL Pre-Placement Workshops

Slide 5
ﬁ (el Gl L)
Gl
Ayl 531 36yl

Slide 6

ﬁ il G U e

Lggdl oo Eayl w
“lliy gA” (98 9

gf'\g_,d\ JL..»J\ @
aJUiS L;J\




®WIL Pre-Placement Workshops

Slide 7
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Slide 13
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Slide 19
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Ethics and Employer Expectations
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Instructor Guidelines for Workshop Il

I nternship: Ethics and Employer Expectations

This workshop aims at forming and/or acquainting the interns with the
work disciplines and the general ethics needed for successful careers.
The interns are also prepared to meet the prospective employers'
expectations with emphasis on strengthening the initiation, leadership,
flexibility, self knowledge and competitiveness skills.

The presentation material for this workshop is two fold:
1. The main presentation file and;
2. The supporting presentation material .

The main presentation file has a total of 16 slides. The time scheduled
for this material to be presented should not exceed 30 minutes. Spend
the time explaining the general terminologies for the work ethics, and

how can one define the ethicality of actions.

The instructor must indicate that there are some specific ethics for
each profession, however, all share some common rules. And that is
what the presentation focuses on. Pay attention to the five "be"
statements, and the five rules. Use examples to make it clearer to the
students.

Put emphasis on the general employer expectations and how do they
relate to the skills addressed in workshop I. Attached with the
presentation is a quiz to be taken by the students at the end of the
presentation. Make sure to address the importance of honesty in
addressing the quiz questions, as they will help identify the points of
deficiencies of the students' skills, and would as such be used in
indicating the direction in which they should be enhancing their
capabilities. Please pay attention to the categories of the possible quiz
grades, and comment on that.

Attached with the main presentation file is a supporting file that
contains additional slides to address the details of the employers’
expectations. It would be a great idea to get back to this material after
the students finish the quiz and know their grades. These additional
slides will illustrate the link between the questions that the students
have taken in the quiz and the specific employer expectations.
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The total workshop time is about 1:15 hours and it is better divided as
follows:

e Presentation: 30 minutes

e Open discussion: 15 minutes

e The student taking the quiz: 15 minutes

e Revisiting the supporting material: 15 minutes
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Workshop Il Materials
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Slide 1

United Arab Emirates University

) _ _ /AANI
internship & Work-Integrated Learning

* Workshop 111

Work Ethics and
Employers Expectations

QWL

Slide 2

\7rfr

4

ﬁ Introduction

According to the Ethics Officer Association
(USA), 48 percent of surveyed workers
indicated that they had engaged in at least
one unethical action such as:

Cutting corners on quality

Covering up situations

Lying about sick days

Deceiving customers

Some reported taking credit for another's idea
Lying to superiors on a serious matter

QWL
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Slide 3
ﬁ What are the Work Ethics?
Ask yourself the following : to,
“Gﬂ 2’ i
= Is this legal ? g 5
S
= Is this against company policy? &/
= Can I sleep at night if I do it? \/
¢ \
O] >
Slide 4

ﬁ Rules of Thumb

Build credibility p )

9

Keep away of actions that = >
may compromise your credibility4
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Slide 5
Five “Be” 's to Enhance Your
ﬁ Credibility
Be Enthusiastic /\
N tt hat the job *\‘\.‘ ; 7%
o matter what the job, o
complete it with a sense of el “ :Z
urgency.
q
Slide 6

Five “Be” 's to Enhance Your
ﬁ Credibility
Be Optimistic

Negativity in the workplace is destructive.
You may not always complain wrong things;
but you can always suggest improvements.

-

25

n
WIL m
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Slide 7
Five “Be” 's to Enhance Your
ﬁ Credibility
Be Flexible
You can’t survive in business today while
resisting change.
Slide 8

Five “Be” 's to Enhance Your
ﬁ Credibility
Be Cooperative

Since companies must do more with fewer
resources, teamwork is essential.

\
W
7,

Y
/
=
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Slide 9
Five “Be” 's to Enhance Your
ﬁ Credibility
Be Creative
What process can be improved?
How can you make things easier for customers?
< ®
QWL ¥
y
Slide 10

Five “Rules” to Maintain Your
ﬁ Credibility

Keep Up with Your Field of Expertise

No matter what field you're in, 3 ;/\> )
there are always changes. \ //E__’\
People want to follow leaders who =

are current, knowledgeable @ \D’H

and confident.
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Slide 11
Five “Rules” to Maintain Your
ﬁ Credibility
Never Withhold Information
Good leaders and team members do not keep
information from others.
Slide 12

Five “Rules” to Maintain Your
ﬁ Credibility

Always Tell the Truth

Be honest with others and you will better serve
yourself and your organization in the long run.

AN

103



®WIL Pre-Placement Workshops

Slide 13
Five “Rules” to Maintain Your
ﬁ Credibility
Get People to Respect You Rather than
to Like You
_ _ PAN <\

Typically, a person who is

trying to be liked rather than q9

respected is perceived as

insincere and non-credible. v s
Slide 14

Five “Rules” to Maintain Your
ﬁ Credibility

Accept Personal Responsibility

If you're not willing to accept
personal responsibility for what
you do, you will lose credibility.
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Slide 15

* Employers’ Expectations

Slide 16

|

Thank You
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Slide 1
United Arab Emirates University
internship & Work-Integrated Learning WIL
Workshop I11-Support
Employers Expectations
Slide 2

ﬁ Employer’s Expectations

Ability to Communicate

= Do you have the ability to

organize your ideas
effectively?

= Can you express ideas clearly
orally and writing?

= Can you present ideas in a
persuasive way?
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ﬁ Employer’s Expectations

Intelligence

= Can you understand
assignments?

al

= Can you learn details of
operation?

= Can you contribute
ideas to your work?

ﬁ Employer’s Expectations
Self-Confidence
Are you able to deal

positively and effectively
with situations and people?
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Slide 6

ﬁ Employer’s Expectations

Willing to Accept Responsibility

Are you someone who recognizes what
needs to be done and willing to do it?

ﬁ Employer’s Expectations

Initiative

Do you have the ability

to identify the purpose

for work and to take action? oi

*\“\' ) §:k)
()4:)/) T <
—— ———
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Slide 7

“ Employer’s Expectations
Leadership
= Can you guide and direct

others to obtain a
recognized objective?

= Will you be liked and
respected by the team

you lead?

QWL

Slide 8

ﬁ Employer’s Expectations

Energy Level

= Do you demonstrate

the energy and capacity to
make things move ahead?

= Can you maintain
your work effort at an
above-average rate?
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‘ Employer’s Expectations
Qég’ lg%;@? Imagination

25

L/

Can you confront and
deal with problems that
may not have standard
solutions?

ﬁ Employer’s Expectations

Flexibility

Are you capable of

changing directions and
being receptive to new

situations and ideas?
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Slide 11

“ Employer’s Expectations

Interpersonal Skills

Do you encourage
individuals to become
effective, enthusiastic
members of team?

Slide 12

ﬁ Employer’s Expectations

Self-Knowledge

= Can you realistically assess
your own capabilities?

= Can you see yourself as
others see you?

= Can you clearly recognize
your strength and

weaknesses? 3 :l
\\
A\
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Slide 13

‘ Employer’s Expectations

Ability to Handle Conflicts

Can you successfully handle
stressing situations?

Slide 14

ﬁ Employer’s Expectations

Competitiveness

= Do you have the capacity
to compete with others?

= Are you willing to be

evaluated by your
performance in relation to

that of others?
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ﬁ Employer’s Expectations

Goal Achievement

= Can you identify and
work toward specific
goals?

Do such goals challenge
your abilities?

Slide 16

ﬁ Employer’s Expectations

Vocational Skills

Do you possess the
combination of education
and technical skills
required for the position
you are seeking?
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Employer’s Expectations

A ) .
p . P, Direction
' = Have you defined your
goals?

= Have you determined
what type of position to
fit your knowledge,
skills and goals?
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Employer Expectation Quiz
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Employers’ Expectations Workshop

Read the following questions, and tick the square that mostly relate to the level you feel
applies to your skills' levels. The rule of thumb is to be honest with your self. This quiz aims
at helping you understand more about the employers' expectations. Choose your answers
based on the scale below:

Mot Really
Acceptable
Average
Good

Very good

.

1. Can you organize ideas and express them effectively?

R wWNE

=]
w
b
[9,]

2. (Can you contribute ideas to your work?

3. Can you easily communicate in a foreign language?

4. Can you lead a team to obtain a recognized objective?

5. Can you maintain your effort at an above-average rate?

6. (Can you deal with problems and find solutions?

7. Can you change directions and accept others' ideas?

8. (Can you successfully handle stressing situations?

9. Do you have the capacity to compete with others?

10. Do you recognize your strengths and weaknesses?

U I I Y I O O
U I I I A O O R
oo |o(go(bo|o|g|jg 0
OO0 |g|o(o|o|gjg
I I I Y I I I O I

Add up your score and select the appropriate category below:

40-50. You are a highly skilled person. You would ideally fit the employer's expectations. The
chances of you having a very successful career are very high. Good luck;

25-40. You are an adequately skilled person to a great extent. Try to improve on the areas
that you scored minimal. That would help a lot on increasing your job opportunities;

10-25. A lot of work needs to be done. You should work more on your intellectual,
professional and social skills. Dedicate some time understanding what are the
employers' expectations, and put more effort to enhance your skills for the target
career you are aiming at.
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Workshop Ill: Arabic Version

117



®WIL Pre-Placement Workshops

Slide 1
paaiall 4w ydl G HaY) Axala
o U s o
ralsil) alxill g gl Guyail)
AN Saad) A g
Jaadl lasal cilad ¢ g ddgall cLENA]
OWIL
Slide 2

ﬁ Lasia

(0 0648 (1 (3asiall LY 5l1) gl MR dday) y 5 sase oy ol I 1okt
uhsju\_)}hq‘_g}mds\ésu)k)}mag_’b\j)m‘ C.u.d\ L@JAMI‘;\”‘\JM\
1l L Lo 558 15 digal

sagall (iat o (3 k)l alad

<l glaill Ao

e el SV b Adlaadll aae
eSandl dcad

G AT Y8 s paan a8 e Gl Jsan e )l
Zgoall Jiluadl 3 0 shuaall ead

/AN

118



®WIL Pre-Placement Workshops

Slide 3
ﬁ ¢ digal)l @A & L
DAl Y slal) el e -kl
i
(@) . CoslE 1 Ja m
S:C.' D A8 Al dulan e i jlay 138 Ja
l"\g/ fClad 13) s S o sl ey Ja m
/\/
[\l
Slide 4

dalal) 2o g8l
2\,35\&4.& ;U._a [ |

’
Jhall elidlaas a pd Al Slajladd) (o 225 =

-W
,/
(9

/AN

119



®WIL Pre-Placement Workshops

Slide 5
“ i8I taa Cpadl i) aad
e
IR ERRIR g
ouban s e 0l
AANI
Slide 6
ﬁ LBl tan fpeat] “EIalE )7 Gead

ALiia Y Jmd¥) (ped calan jeaie Jeall (e 8 Al

Rl (o S (e Yy Janll el il SEY) e S 5
m( ¢Ua;y \J\J.a\}

Fiy LT

/AN

120



Slide 7

Slide 8

®WIL Pre-Placement Workshops

ﬁ LBl s fppead] “elald_)” ued

———

Usa oS

poall 3 Glle & plal) eliSay Y
ol Caa g8 13)

(AANI

i

Aidldan Gyl il )7 Guad

U gladia (S

() sall JBL Jaad) o ilisns 5l Al 0 Ly
_%BJJFJLALA c.ua\‘;cw\w\ulﬁ

\\ S

-

\
\

(AN

121




Slide 9

®WIL Pre-Placement Workshops

Slide 10

|

AiBlaan Gaadl “alald ) ued

Lelad o

Sl (K 1 lleall o L
e anll ST LY Jagust liSay (oS

(AANI

Slid)aa s Jadladil “ac) 877 uad
Alaad) i d el g

A& gl ‘Fﬁ\ Al colabaal) Ll &
Andl ) 48 yaall

122



Slide 11

®WIL Pre-Placement Workshops

ﬁ diidlaas o Bhatl “ao) 7 el

Oz Y (e pd Cpmalill (5 i) eliac 5 3000

Gla glral) aaas ¥

OAY ce il sladll

Slide 12

ﬁ didlaae o Bt “ac) B uad

A8y |

Laily ;\3;\3;3\ Jka)

e e Jand il A sl 5 il
Al g2l

/AN

123



®WIL Pre-Placement Workshops

Slide 13
ﬁ didlaas o Bt “a0) 7 Guad
& gayiag Gkl Jral
_ N 7 N\ 948 du
doan O Oa Jud
v A ) e S el el
A S ise ne g galia yadd
Slide 14

didlaga o Biladl “ac) 877 uad

".. I3 :.n @J‘ “ ! -

Ay suaall Jand 8 2l ) (5 4113
Al S S (a8 A Jaal) e

(AANI

124



®WIL Pre-Placement Workshops

Slide 15

* Jand) lana) cilad g

Slide 16

S

125



®WIL Pre-Placement Workshops

Slide 1
sasiall Ay yadl il Hle¥) daala WL
(shalsil) alal g geall quy i)
Bilicall-AENEY) Saald) A g
Jandl claua) cilad g
/NN
Slide 2

ﬁ Jand) Cala cilad g

Gual gill Jo ol jab
..—--'-"-.-'_'
gﬂ)&éiﬁkﬂgcbﬁ\égﬂda "
¢ dlelsy
¢ LS 5 Ligads <y
g sy JSEY) s i

@WIL

126



®WIL Pre-Placement Workshops

Slide 3

Jand) calia cilad g

&y
¢ ilial gl ogh ey Ja m
¢ Slleall Jualdi alai SllSals Ja w
A Sl aales o) (S b m
¢ ellee ¢lal 8

(AN

Slide 4

ﬁ Jand) calia Cilad g
{\‘ - oudilly A5

Jalall e 5 j0adl bl Ja w
gla W 5 31 81 ae Jlndll 5 sy

% ¢ 483l culd
-

(AN

127



Slide 5

Slide 6

®WIL Pre-Placement Workshops

"

S
s
=

SR

Jard) ciala Cilad g
A gmual) Jand A4S )
Lﬁﬂ\uécu)a_\guu;u\dh u

25 A Hll 4aalg calee g
¢ anll

Jard) caalia cilad g
SJJL.\AJ\

Calaal) paat Ao 5 sl dlal Ja w
€ LU Cled ) AaS) 5 Jaall

128



Slide 7

Slide 8

®WIL Pre-Placement Workshops

salaal)
W i) 4 559 a8 @Lﬂ“‘-‘ Ja m
Ly [ . <
R # Calaal) (3a8a3 gad o &Y
i £322a4l)

Jard) caalia cilad g

Lo yina s luna sSin s m
?a.\)ﬁé;\” Gadll eliac) Ji8 (ha

@WIL

2 -
Jard) Galia Cilal ¢
aa'elﬁ:ﬂ PEBAT] (6 Shsa

Lo dacd) g 48U jelaiv Ja w
ol ) sa¥) ad

Uil gal 2gall o dhiladl) pkiini o w
€ omnaill Jarall (358 Jaall

/AN

129



Slide 9

Slide 10

®WIL Pre-Placement Workshops

Jard) cialia cilad g5

7
st @f’} > f/ @Y\
O\!! ==
DR 0
o, o Jalaill g dgal sall Sy Ja w
Ld sl gy Y 58 ‘";“d\ JSLaa
R RPN

Jand) calia Cilad g

A5 g all

e Sl e s ail bl Ja w
172 C— e asladll s 5 piall clalasyl
¢ 30l ¢l V) cillasadll

DA

130



®WIL Pre-Placement Workshops

Slide 11
Jand) Cala cilad ¢
duadldl) clidall & jlga
Sllae B2 8 eliac| c;&.\dh -
§ plaa s dleley Jaall e
/AN
Slide 12

ﬁ Jead) cialia cilad g5

A5 43 )

‘\'!/9' ¢ mAY
3 5l i) B 2 jre S O

J

. ‘1-‘" %
N{,,/

@WIL

131



®WIL Pre-Placement Workshops

Slide 13
Jand) Calia Cilad g
ale) 3l da e 5 il
o dalaill Sy Ja w
S anl) oL dseasll cilialial)
AN
Slide 14

ﬁ Jand) calia Cilad g
ddlial)

g il e 5,0l Lol Ja
¢ Ay

‘\},- ,,/ww wasuiﬁsw\‘;g,_@)mm -

¢ LAY ey

(AN

132



®WIL Pre-Placement Workshops

Slide 15
‘ Jand) Calia Cilad g
o 1Y) (adas
I~
Calaal) e o il GliSay Ja w
[Fa ¢ Lg&iad gad Jaall g
— ..
¢ bl jad gaat
=4 == e
(N\\ANI
Slide 16

Jand) calia Cilad g

duigal) &l jlgall

Ladaill ) jleall Glal Ja
RSN R
? L@c H ..~

(AN

133



®WIL Pre-Placement Workshops

Slide 17

‘ Jaad) cala cilad g
kg dga gl

¢ clilaa) paat Cad o
W aghll yah d da w

<) jlga 5 lid yaa g (38) 55
¢ il

/AN

134



®WIL Pre-Placement Workshops

For further information, please visit our website at:

http://iwil.uaeu.ac.ae

@®WIL contact information:

United Arab Emirates University
P.O. Box 17555

Al Ain

Phone: +971-3-7634660

Fax: +971-3-7634650
E-mail: iwil@uaeu.ac.ae
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