Event Guidelines
Revised January 2020

Purpose

The Job Interview Career Development Event is designed for FFA members to develop, practice and
demonstrate skills needed in seeking employment in the agricultural industry. In this event members
submit a cover letter, resume, complete a job application and then conduct a personal interview. Each
part of the event simulates “real world” activities that will be used by real world employers.

Sponsor
AgCareers.com currently sponsors this event.

State Event Superintendent

The superintendent for this event is Mr. Joshua Bledsoe, State Agricultural Education Leader, Department
of Agricultural and Human Sciences, NC State University, Box 7654, Raleigh, NC 27695-7654

Phone: 919.513.1205 Fax: 919.513.0216 Email: joshua_bledsoe@ncsu.edu

Eligibility

This event is open to all FFA chapters and FFA members in good standing. FFA Members may not
participate in a Career Development Event that leads to a state level event after July 1, following the high
school/early college graduation. The event will be open only to students who are active FFA members
and who are currently enrolled in agricultural education. Members winning a previous state event in this
area or that have participated in a previous national event in this area are ineligible. This event will be
held during the North Carolina State FFA Convention.

Only the top individual in the regional event is eligible to participate in the state event. Each participant’s
cover letter, resume and application will be the results of his or her own efforts. Students must provide
their own writing utensils.

The use of cellular phones or mobile electronic equipment is allowed to provide information needed to
complete the job application. Electronic devices should be turned off and kept out of sight during the
actual job interview.

Any member found cheating in any state-level career development event will result in total team
disqualification for that event.

The North Carolina FFA Association, in keeping with the FFA mission and purposes, does not permit the
use of tobacco products, e-cigarettes, vapes, or Juuls at any FFA facility or at any FFA activity.

At the North Carolina FFA State Convention, participation in more than one FFA CDE event is permitted as
long as events are not being held concurrently and no special provisions are required to facilitate
participation with the exception that parliamentary procedure and public speaking and parliamentary
procedure and Creed speaking which are held concurrently will allow dual participation and special
provisions for flighting.

Dress Code
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Participants are required to follow the North Carolina FFA Career Development Event Dress Code. Official
dress for an FFA member includes: an official FFA jacket zipped to the top, black slacks and black
socks/nylons or black skirt and black nylons, white collared blouse or white collared shirt, official FFA tie
or official FFA scarf, black dress shoes with closed heel and toe.

The North Carolina FFA Association strives to promote a positive image at all Official FFA Events. The
dress code policy was established to address the issue of appropriate attire at all Official FFA Events.
Members should adhere to this policy for all events. A ten percent reduction will be applied to all
individual scores from a chapter if a participant from that chapter violates the dress code during that
career event.

Event Format

Students must provide their own writing utensils.

This event is developed to help participants in their current job search (for SAE projects, part-time and
full-time employment that is agriculturally related). Therefore, the cover letter, resume and references
submitted by the participant must reflect their current skills and abilities and must be targeted to a job
for which they would like to apply. In other words, participants cannot develop a fictitious resume for a
fictitious job. Instead, they are expected to target the resume towards a real job for which they qualify.

Participants must submit the following to the North Carolina FFA Association office by the state
convention registration due date of the year in which they are competing:

Cover Letter (100 points)
1. Four copies of a single-spaced 8 %" by 11” white paper. The cover letter is to be typed, one page,
single spaced left justified using Times, Times New Roman or Arial 11 point minimum font.
2. The letter is to be addressed to the Superintendent of the Career Development Event and dated for
the first day of the event.
Joshua Bledsoe
Job Interview CDE Superintendent
NC FFA Association
NCSU Box 7654
Raleigh, NC 27695-7654

Resume (150 Points)

1. Four copies of a single-spaced 8 %" by 11” white paper resume. The resume is to be single sided,

typed using Times, Times New Roman, or Arial 11 point minimum font. The resume should not

exceed two pages total. Paper should be 24 Ib. max weight. DO NOT use cardstock or colored

paper for the event. Resume paper is acceptable. Resume must be non-fictitious and based

upon actual work history.

Students are to submit three references.

Copy of an agriculturally related job announcement of which they are applying. The job

announcement or posting may be real or fictitious but should include a description of the job,

skills desired, name of the employer and job requirements.

4. Cover letter, resume and copy of the job announcement must be submitted to the North Carolina FFA
Association office by the state convention registration due date of the year that the participant is
competing.

wn
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Application (50 Points)

1. Participants will complete a standard job application on-site prior to the personal interview.

2. Participants will complete the application by their own efforts.

3. Application must be completed in blue or black ink.

4. Applicants can use their personal resumes to recall the information needed to complete the
job application.

Personal Interview (450 points)
1. Participants will interview for their desired job position in front of a panel of two to four judges.
2. The interview will be from 10 to 20 minutes in length.

Sample scorecards for this event are found in the National FFA Career Development Events Handbook

Scoring

Maximum Score 750
Cover Letter 100
Resume 150
Application 50
Personal Interview 450

Procedure for Determining the State Event Winner When Scores are Tied

Ties will be broken based on the greatest number of low ranks. Participant's low ranks will be counted
and the participant with the greatest number of low ranks will be declared the winner. If a tie still exists,
then the event superintendent will rank the participant’s response to questions. The participant with the
greatest number of low ranks from the response to questions will be declared the winner. If a tie still
exists, then the participant’s raw scores will be totaled. The participant with the greatest total of raw
points will be declared the winner.

State Awards
The awards for the state event will be presented annually at the state FFA convention to include a team
1%, 2" and 3™ place plaque and a travel monetary award.

National Career Development Event Participation

The State winner advancing to the national career development event will be automatically registered for
the national event. Itis the responsibility of the FFA Chapter Advisor to complete all necessary national
certification and waiver forms and return them to the state FFA Coordinator by the assigned due date.

State winners that choose not to participate at the national level should contact the state office by Sept. 1
prior to national convention. Winners that fail to inform the state office prior to Sept. 1 will be ineligible
to participate in that same CDE for the next year (chapters may appeal to the State FFA Board of
Directors). Winners that do not compete at the National Convention will be required to pay back the
travel award.
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Please print and complete all sections.

APPLICANT INFORMATION

Applicant Name

Address

City State Zip

Phone Email

How were you referred to Company?

EMPLOYMENT POSITIONS

Position(s) applying for:
Are you applying for:

Temporary work such as summer or holiday work? [ ]Yor[ IN

Regular part-timework? [ ]Yor[ IN

Regular full-timework? [ ]Yor[ ]N
What days and hours are you available for work?

If hired, what date can you start working? / /
Can you work on weekends? [ ]Yor[ IN Can you work evenings? [ ]Yor[ ]IN
Are you available to work overtime? [ ]Yor[ ]N Salary desired: $

PERSONAL INFORMATION:
Have you ever applied to / worked for Company before? [ ]Yor[ ]IN

If yes, please explain (include dates):

Do you have any friends, relatives or acquaintances working for Company? [ ]Yor[ ]N
If yes, state name and relationship:

If hired, would you have transportation to/fromwork? [ JYor[ ]N
Are you over theageof18? [ ]Yor[ ]N (If under 18, hire is subject to verification of minimum legal age.)

If hired, would you be able to present evidence of your U.S. citizenship or proof of your legal right to work in the
United States? [ ]JYor[ ]IN

If hired, are you willing to submit to and pass a controlled substancetest? [ ]Yor[ IN

Are you able to perform the essential functions of the job for which you are applying, either with / without
reasonable accommodation? [ ]Yor[ ]N

If no, describe the functions that cannot be performed:




necessary for eligible applicants/employees to perform essential functions. It is possible that a hire may be
tested on skill/agility and may be subject to a medical examination conducted by a medical professional.)
Have you ever been convicted of a criminal offense (felony or misdemeanor)? [ ]Yor[ ]N

If yes, please describe the crime. State nature of the crime(s), when and where convicted, and disposition of the
case.

(Note: No applicant will be denied employment solely on the grounds of conviction of a criminal offense. The
date of the offense, the nature of the offense, including any significant details that affect the description of the
event, and the surrounding circumstances and the relevance of the offense to the position(s) applied for may
however be considered.)

EDUCATION, TRAINING AND EXPERIENCE

High School Name

High School Address

City State Zip

Number of years completed: Did you graduate? [ ]Yor[ IN

Degree / Diploma earned:

ADDITIONAL INFORMATION
Do you speak, write or understand any foreign languages? [ ]Yor[ IN

If yes, describe which language(s) and how fluent of a speaker you consider yourself to be.

Do you have any other experience, training, qualifications or skills which you feel should be brought to our
attention in the case that they make you especially suited for working withus? [ ]Yor[ IN

If yes, please explain:

EMPLOYMENT HISTORY
Are you currently employed: [ ]Yor[ IN If so, may we contact your current employer? [ ]Yor[ ]N

Please describe past and present employment positions dating back five years. Please account for all periods of
unemployment. Even if you have attached a resume, this section must be completed.

Name of Employer

Name of Supervisor Phone

Business Type

Address

City State Zip




Length of Employment (include dates)

Position and Duties

Reason for Leaving

May we contact this employer for references?

Name of Employer

[ 1Yor[ IN

Name of Supervisor Phone

Business Type

Address

City State Zip

Length of Employment (include dates)

Position and Duties

Reason for Leaving

May we contact this employer for references?

REFERENCES

List three persons who have knowledge of your work performance within the last four years (professional
references only please)

[ 1Yor[ IN

First & Last Name Phone
Address

City State Zip
Occupation Number of years acquainted
First & Last Name Phone
Address

City State Zip
Occupation Number of years acquainted
First & Last Name Phone
Address

City State Zip

Occupation

Number of years acquainted



Please read and initial each paragraph; then sign below.

| certify that | have not purposely withheld any information that might adversely affect my chances for hiring. |
attest to the fact that the answers given by me are true and correct to the best of my knowledge and ability. |
understand that any omission (including any misstatement) of material fact on this application or on any
document used to secure can be grounds for rejection of application or, if | am employed by this company,
terms for my immediate expulsion from the company.

| understand that if | am employed, my employment is not definite and can be terminated at any time either
with or without prior notice and by either me or the company.

| permit the company to examine my references, record of employment, education record, and any other
information | have provided. | authorize the references | have listed to disclose any information related to my
work record and my professional experiences with them without giving me prior notice of such disclosure. In
addition, | release the company, my former employers and all other persons, corporations, partnerships and
associations from any and all claims, demands or liabilities arising out of or in any way related to such
examination or revelation.

Applicant Signature

Date




Job Interview Career Development Event

Judges Instructions: Use this rubric to score each contestant’s application. Please score each section on the
rubric and total the points earned for the contestant. Submit the completed rubrics to the facilitator of the
event per their direction.

Name: Chapter:

EMPLOYMENT APPLICATION RUBRIC

POSSIBLE
POINTS 2Adelid:

Overall impression 5
Legible 10
Neat

e Grammar 10

e Punctuation
Completed on site the day of the CDE event as specified by 10
the event facilitator without assistance and in blue or
black ink.
Consistent with resume 15

Grand Total 50

Judge’s Name Judge’s Signature Date



Job Interview Career Development Event

Judges Instructions: Please score each section on the rubric and total the points earned for each contestant’s resume.
Submit the completed rubric to the facilitator of the event per their direction.

Name: Chapter:
RESUME RUBRIC

POSSIBLE
A: General Appearance IS SCORE

Formatting: Four copies presented of a single-spaced, 8 %" by 11” white paper
resume. The resume is to be single sided only, typed not to exceed two pages total 15
and using Times, Times New Roman or Arial 11 point minimum font.

e Provided four copies of resume 4

e Used appropriate font 3

e Used correct paper 2

e Single spaced on one side only 4

e Limited to two pages 2
Grammar 20
e Punctuation and sentence structure 10

e Spelling 10
Overall Impression 40
e Captures interest 10

e Easytoread 10

e Layout has good flow and spacing 10

e Pleasing to the eye 10

A. General Appearance Sub Total 75

B. Composition

Personal data and contact information conveyed 10
Educational background and relevant course work identified 10
Identified position sought 15
Work experience and relevant skills identified 15
Special experiences, activities and honors identified 10
Three references given 15
B. Composition Sub Total 75
Total Points Earned = A + B 150

Deduction for materials received after the due date as specified
by the event superintendent (10% or a maximum of 15 points)

Contestant’s Final Score = Total Points Earned — Any Late Deduction

Judge’s Name Judge’s Signature Date



Job Interview Career Development Event

Judges Instructions: Please score each section on the rubric and total the points earned for each contestant’s cover
letter. Turn the completed rubrics into the facilitator of the event per their direction.

Name: Chapter:
COVER LETTER RUBRIC
POSSIBLE POINTS SCORE
A. Formatting: Four copies presented single-spaced on 8%” by 11” white paper. The
paper is to be typed only on one side with not more than 10 characters per square
inch formatted block justified. The letter is to be addressed as follows and dated for
the first day of the event.
Joshua Bledsoe 20
Job Interview CDE Superintendent
NC FFA Association
NCSU Box 7654
Raleigh, NC 27695-7654
o Addressed correctly 5
e Appropriate font 3
e Correct spacing 5
o Paragraph block justified 5
B. Grammar 20
o Correct spelling 10
e Punctuation and sentence structure correct 10
C. Content 35
e Identified position sought 3
e Interest in position 5
o Where learned of job 5
[ ]
e Employability 5
o Qualifications for job 10
o Meshed with resume and references 5
D. General appearance 25
e Has good flow and is easy to read 15
e Overall impression 10
Total Points Earned=A+B+C+D 100

Deduction for materials received after the due date as specified
by the event superintendent (10% or a maximum of 10 points)

Contestant’s Final Score = Total Points Earned — Any Late Deduction

Judge’s Name

Judge’s Signature Date




Job Interview Career Development Event

Judges Instructions: Use this rubric to score each contestant’s personal interview. Please score each section
on the rubric and total the points earned for the contestant. Submit the completed rubrics to the facilitator
of the event per their direction.

Name: Chapter:
PERSONAL INTERVIEW RUBRIC
POSSIBLE SCORE
POINTS

Appearance 50
e Professional dress 25

e Appropriately groomed/neat 25
First Impression 75
e Greeting 25

e Introduction 25

e Body language 25
Communication Skills 150
e Proper grammar 15

e Appropriate volume 15

e Good enunciation 15

e Sincere 15

e Concise and avoided rambling 15

e Courteous, tactful and used discretion 15

e Persuasive 20

e Confidence 20

e Poised 20
Interaction with Interviewer 100
e Abilities described matched resume 20

e Accurate knowledge demonstrated 20

e Cogent and organized 20

e Shared appropriate experiences 20

e Provided consistent responses 20
Conclusion 75
e Posed appropriate questions to interviewer 25

e Clarified next steps 25

e Appropriate thanks and steps 25
Grand Total 450

Judge’s Name Judge’s Signature Date
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