
Preparing for a job interview can be overwhelming and nerve-racking. 4-H youth can get a head 

start on this endeavor by participating in the New York State 4-H Public Speaking Program’s 

Interview Process. During the Interview Process, 4-H teens will undergo a simulated interview 

for a job with a trained volunteer evaluator.   

In the interview process, the résumé, cover letter and application (written presentation ) will 

be judged based on appearance and content.  The oral presentation will be the actual interview 

using questions selected from a set list . This list is on page 3 of this booklet. 

The written presentation documents will be submitted for judging prior to the face-to-face 

interview.  The face-to-face interview should last about 20 minutes. Afterward, the evaluator 

will review the youth’s evaluation sheet and provide positive feedback in a private  

consultation. 

Job Interview 

Job Position: 4-H Summer intern 

Required Paperwork: 

1. Completed Job Application

2. Résumé

3. Cover Letter

4-H Interview Process



2 

Printed Resources: 

Resources found on websites: 

Express Yourself: N4-HCCS Communications Curriculum 

Developing Your Résumé https://mass4h.org/programs/developing-your-resume\ 

Self-Assessment Worksheet https://mass4h.org/programs/self-assessment-worksheet 

Résumé Worksheet https://mass4h.org/programs/resume-worksheet 

Sample Résumé https://mass4h.org/programs/sample-resume 

Writing a Résumé https://mass4h.org/programs/tips-writing-your-resume 

List of Action Verbs https://mass4h.org/programs/list-action-verbs 

Winning Job Interviews 
http://msue.anr.msu.edu/uploads/236/66843/TFCF-
WinningInterviewHandout.pdf 

New York State 4-H Public Speaking Program 

Interview Process Recommended Resource List 

https://mass4h.org/programs/developing-your-resume/
https://mass4h.org/programs/self-assessment-worksheet
https://mass4h.org/programs/resume-worksheet
https://mass4h.org/programs/sample-resume
https://mass4h.org/programs/tips-writing-your-resume
https://mass4h.org/programs/list-action-verbs
http://msue.anr.msu.edu/uploads/236/66843/TFCF-WinningInterviewHandout.pdf
http://msue.anr.msu.edu/uploads/236/66843/TFCF-WinningInterviewHandout.pdf
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Questions for both Job Interview 

1. Tell me about yourself.

2. What do you like to do in your spare time?

3. Tell me about your previous work and or volunteer experience.

4. What qualities or skills do you feel you could bring to this job that will help you to be 

successful?

5. Why are you interested in working for our company?

6. How are you qualified for this position?

7. What is one or your greatest strengths?

8. What is one of your weaknesses?

9. What are you most proud of and why?

10. Do you consider yourself to be responsible? How so?

11. How would your previous boss or volunteer supervisor describe you?

12. If you have a problem, what methods do you use to solve it?

13. Do you consider yourself to be a leader? If so, in what way?

14. What motivates you?

15. Where do you see yourself in 5 years?

16. What were the responsibilities in your last job or volunteer experience?

17. Is there anything else you wish to share?

18. Do you have any questions?

Job Specific Question 

1. Why did you leave or why are you leaving that position?

2. Describe your ideal or dream job.

Interview Process Questions 



Cornell Cooperative Extension is an affirmative action/equal opportunity employer and educator 

Directions:    Type or print, using black ink. 

Sign the completed application. 

Please note that the Employment Record, Education and References sections do not need to be completed if a previously 

submitted resume provides all of the specific requested information. If there is information requested that is not on your 

resume, please be sure to provide that information in order to ensure your application materials will be considered fully. 

If you need additional space for information not contained in your resume attach a supplemental sheet. 

 

Name (Last) (First) (Middle)  Date of application 

Present address (street, city, state, zip code) Phone no. (daytime) Phone no. (evening) 

Address where you may be contacted if different Alternate phone no. Email address 

from present address 

Are you a veteran? Yes   No U.S. citizen? Yes   No 

(If yes, list special education received) If no, are you legally authorized to work in the U.S.?  Yes   No 

If hired, you will need to provide proof of citizenship or legal right to work in the U.S. 

Have you ever been convicted of any criminal offense other than minor traffic violations?   Yes   No  

If yes, please explain.  A criminal conviction will be considered only in relation to the job for which you are applying.  Seriousness 

and nature of the offense, time elapsed, and rehabilitation will be taken into account. 

 

Position applying for Date available 

Where did you learn about this position opening? 

 newspaper

specify _____________________________

 school/career center

specify _____________________________

 Cornell Cooperative Extension

source ______________________________

 state employment

office ______________________________

 Internet

specify _____________________________

 other

specify _____________________________

Cornell Cooperative Extension associations provide equal program and employment opportunities.  No person shall be denied employment on  the basis of any legally 

prohibited discrimination involving, but not limited to, such factors as race, color, creed, religion, national or ethnic origin, sex, sexual orientation, veteran status, age, or 

qualified disability. 

 

Institution  City and State  Dates attended  Major    Minor  Degree 

GENERAL 

POSITION 

EDUCATION 

Cornell Cooperative Extension of Cortland County
4-H Summer Intern Application



 

Experience relevant to this position (i.e. professional, internships, etc.):  _________ yrs 

Please identify experiences relevant to this position (i.e. 4-H experiences, other internships, etc.): 
_______________________________________________________     _________ yrs 

Starting date__________________ 

Ending date  __________________ 

Starting salary _________________ 

Final salary ___________________ 

Hours worked 

per week _____ Full time Part time  

Present or last employer :

Employer _________________________________________________ 

Street ____________________________________________________ 

City ____________________________ State ____________________  

Zip code _____________________ Telephone ___________________  

Position title _______________________________________________ 

Describe any promotions or new assignments during this employment 

Name and job title of last supervisor 

Reason for leaving  

Name Title Mailing Address Telephone 

home: 

work: 

home: 

work: 

home: 

work: 

home: 

work: 

EMPLOYMENT RECORD 

References List four persons, other than personal friends or relatives, who have knowledge of your work experience

and/or education 

Position duties (include number and types of people supervised) 



Cornell Cooperative Extension Association Important Notice to Applicants 

Disability Accommodation Available for Applicants I understand that if I require an accommodation for a 

disability so that I may participate in the selection process I am encouraged to contact Cornell Cooperative 

Extension (CCE) office where I am applying. 

Equal Opportunity/Affirmative Action Employer and Educator Cornell Cooperative Extension is an Equal 

Opportunity/Affirmative Action Employer and Educator. CCE is an organization committed to diversity, 

inclusiveness and a welcoming environment for its educator, staff, and program participants. Consistent with 

this commitment, qualified individuals are considered for employment without regard to any legally protected 

status, including race, color, creed, religion, national origin, age, sex, marital status, disability, sexual 

orientation, or veteran status. I understand that if I become employed at Cornell Cooperative Extension, it is the 

CCE's expectation that I will comply with all anti-discrimination laws and support the extension's commitment 

to diversity and inclusion.   

Application Fraud & Misrepresentation I certify that all statements (verbal and written) made on any and all 

material collected during the hiring process are true, complete and accurate and I understand that 

misrepresentation or omission of facts called for in the employment application, resume, interview process or 

other application material may prohibit consideration for employment at CCE and is cause for immediate 

termination if employed.   

Reference and Background Checking Applying for a specific job authorizes Cornell Cooperative Extension to 

contact any of your schools, your current* and former employers, or other references for the purpose of 

verifying information and/or obtaining an account of your education, work experience and skills. By applying 

for a job you agree to hold any and all of your reference sources harmless and free of any liability for releasing 

such information. Please note that a more extensive background check is part of the employment decision 

making process and you will need to sign any necessary disclosure and release forms including, but not limited 

to, an authorization form as part of the hiring process. (* Please note that the point at which your prospective 

hiring supervisor will contact your employer may vary; however, this is most commonly done on a pre-

employment basis usually after the initial interview. This practice is rarely performed on a pre-interview basis. If 

you have concerns about having your current employer contacted, please communicate those concerns to the 

person who conducts your initial interview to determine what, if any, alternatives exist.)   

May we contact your present employer?  Yes  No  (NOTE: If you are one of the final candidates, it will be 

necessary to check with your employer for references and employment information.  An offer will be contingent 

upon the successful completion of the reference checking with the current employer.) 

Employment Eligibility Verification All offers of employment by Cornell Cooperative Extension are 

contingent on the provision of satisfactory proof of your identity and legal authority to work in the United 

States. Prior to or on your first day of employment, you must comply with the requirements of the Immigration 

and Naturalization Service's Employment Eligibility Verification (I-9 Form).   

Offers of Employment Please be advised that Cornell Cooperative Extension will not be bound by offers or 

conditions of employment other than those made in official offer letters.  

I hereby authorize investigation of all statements contained in this and other application documents.  I understand that references 

contacted will not necessarily be limited to those indicated on this application.  I authorize my former employers/schools and other 

individuals to release information relevant to my knowledge, skill, ability, experience, and suitability for the position for which I am 

applying.  I further understand that employment with a Cornell Cooperative Extension association is “at will” in that I, or the employer, 

may terminate employment at any time or for any reason consistent with applicable state or federal law.  By signing the statement, I 

willfully accept the terms listed above. 

Date _____________________________  Signature __________________________________________________ 




