OFFICE OF FIELD EDUCATION/UCF SCHOOL OF SOCIAL WORK

 Interview Preparation and Requirements

Arranging Interviews:

1. Call the contacts provided to you to arrange for an in-person interview.   Do not procrastinate as there are many agencies in which there is competition for a limited number of internship slots.

2. Interact in a professional manner while making telephone contacts – be positive, enthusiastic and polite.

3. If the contact person is unavailable, leave a message and reliable number where you can be reached and a best time when the contact person can reach you.

4. If the contact information is incorrect (for example, the contact person is no longer at the agency), inquire about who the appropriate person would be for you to speak with and verify that the agency is accepting interns.  You may make an appointment with the person identified by the agency as the correct contact person for coordinating internships.  Please notify the Office of Field Education of this new information – we greatly appreciate your help with this.
5. Make certain to note the name of the contact person, the appointment time and the correct address for the interview (some agencies have multiple sites).
Face-to-Face Interview:

1.   Arrive on time.
2. Dress professionally – remember that first impressions count and you will be expected to dress professionally during your field placement/internship.

3. Bring a copy of your field application, a copy of your resume if you have one and a positive attitude with you to your interview.

4. Demonstrate what a great asset you will be to their agency  - this is your chance to shine as a prospective professional social worker.  

5. Ask meaningful and relevant questions.

6. If an emergency prevents you from keeping an appointment, please call ahead to reschedule. 
Confirmation Form:
Take the Confirmation Form with you to the interview.  If you and the field instructor make a decision right away about a placement, the form can be signed off at the conclusion of the interview.  Please note that many agencies will not make a decision on the date of the interview.  It will be your responsibility to obtain the signature of  the agency field instructor once a decision is made

PLEASE NOTE:  The completed Confirmation Form must be returned to the Office of Field Education prior to the start of the field placement.  Field hours will NOT be accrued until your Confirmation Form is submitted to the Office of Field Education.
