SOC 409: Agency Interview Assignment 2015

Agency Interview Assignment

What is this assignment? This assignment requires you to conduct an interview with someone who is working in a non-profit organization, governmental agency, or business so that you can learn how the organization is funded, how the organization  evaluates its programs, and what working in the organization entails. 
· Schedule the interview several weeks ahead of time. 

· Do some research about the organization or job. Check online.

· Write some interview questions (see some examples listed below).

· During the interview, focus on the person and not on writing notes.

· Jotting down some notes is OK, but don’t let your note taking interrupt the conversation!
· Keep an eye on the time. Do not take up more time than you prom031302955ised in the initial telephone contact. Most people are willing to give you 30-45 minutes. After that, they find you annoying (because you are taking up their time) and may wish you were gone!
· A face-to-face interview is preferable, but telephone or email interviews are acceptable with your instructor's permission.  
What is the end product of this assignment? You are to create an executive summary using a narrated Power Point format of no more than 8 slides (plus a required cover slide and a reference slide, if applicable) in which you explain the following:
· What is the organization? What is their purpose? 
· What are the organization's mission and values?
· With whom did you meet? Include the person's name and title and date and time of the interview. 
· How did the person you are interviewing come to work at this organization? 

· What was his/her career trajectory?

· How long has the organization been in existence? How did it come to exist?
· What do they evaluate? How is it done? If they don’t evaluate anything, why not?
· Who are their stakeholders? How are they supported? 

· What are their biggest challenges? How do they plan to stay in existence? Where will support come from? 
· What are the organization's revenue streams (sources of funding)?

· What types of career opportunities exist in this organization? (Remind the person that you are not asking for a job, but just want to learn more about how you could best position yourself for a future career). 

· What would the person you interviewed recommend to others who want a career in this field? 
· Be sure to review the grading rubric and address each point in the rubric. 
Follow APA format. OWL can help you with APA format for Power Point. You will probably need to cite at least the organization's website. You may not need a reference page if your only citations are the website. Your instructor will discuss this in more detail.  

How will this assignment prepare you for your future? Learning interviewing skills is important to everyone. Those who develop good interviewing skills, both as an interviewee and as an interviewer, will have an edge on preparing themselves for job interviews and find it easier to conduct research. 
IMPORTANT Things To Keep in Mind:
1.      You are not asking for a job, simply for information and advice, so don’t put the person on the spot. 

2.      You want to learn as much about evaluation studies as you can. 
3.      You must prepare for the interview, so that you can ask good questions that will draw out the interviewee. 

5.      You should create a list of three to five prospects, so you’re not discouraged if one person turns you down.

6. 
 You must interview 1 individual from an organization, preferably someone who has been working there at least 5 years.
SCRIPT for making the phone call:
Hello_________________________, my name is __________________. 
I am a student at Wilmington University majoring in __________________________, and am interested in the field of _______________________________. 
I would appreciate an appointment with you, at your convenience, so that I might better understand how your organization and how it evaluates programs. I promise to take no more than 30 minutes of your time. (Be sure to set a specific time and place to meet).
May I have your email address so that I can send you a confirmation of our appointment? 
· Follow up the initial phone contact with an email to confirm the appointment. 

· Be sure to use your Wilmu email address!
Conducting An Effective Interview:
1. Research the organization and the person you will be interviewing. 

2. Prepare by making a list of questions you want to ask; think of some that would be interesting to answer. You can use the questions below as a starting place.

3. Practice interviewing people for fun. Practice the phone script above. 

4. Dress as you would if you were in that career field. Over-dressing is better than being too casual. 

5. Listen to what the individual is saying. Show enthusiasm and appreciation. Maintain good eye contact. 
a. Immediately after the interview, schedule time to be by yourself and write field notes. Find a coffee shop, a fast food-place, or library where you can ignore your surroundings and focus on recalling the interview. DO NOT PUT THIS OFF! It is very important for researchers to schedule reflection time when they are in the field. 

b. The notes written immediately after the interview event record your thoughts, impressions, and feelings. 

i. What did you learn that you didn’t already know? 

ii. What surprised you? 

iii. What reinforced what you already knew? 
Asking The Questions (NOTE: do not ask all of these questions because the person will feel like they are being grilled. Select a few questions and develop possible probing questions to get more detail). 
· How is your organization funded?

· Who are your stakeholders?

· What programs do you evaluate? How do you do this? How often?

· If you have not evaluated any program, can you tell me why that is? Is it because you don’t need to? Because you don’t have the time, because you don’t have people with the expertise to do this? 
· What can you tell me about how your agency is organized and funded? May I see an organization chart? 

· Who makes the decisions for your agency? 

· Be sure to cover the requirements of the grading rubric.

Follow–Up

Shortly after each interview, write a thank you expressing your appreciation for the interviewee's time and interest. You may want to mention a specific piece of information which you found interesting or helpful. A hand-written note is preferred, but an email is acceptable. A good thank you note is at least 3 sentences: the thank you, mentioning something specific to the interview, and a closing. 
Writing Up The Assignment

It is suggested that you have a set of questions for each interview with spaces after the questions so you can write the responses to each question. 
Follow APA format, including a cover slide and citations if applicable. You may not need a reference slide. 
Be sure to include the name and title of the interviewee, as well as the date and time of the interview and the address and phone number of the interviewee. 
Your slides can be in question/answer format or narrative format. Remember, when using Power Point, less is more. Your narration will fill in any information not included in the slides. Your instructor will give you more guidance on creating a successful Power Point presentation. 
Your instructor may require you to hand in your raw interview notes. 
HOW WILL THIS ASSIGNMENT BE GRADED? Please see the rubric below:

	
	RUBRIC FOR INTERVIEW ASSIGNMENT WITH 

Executive Summary

	CRITERIA
	UNACCEPTABLE WORK AND/OR NOT INCLUDED IN THE PAPER
	BELOW EXPECTATIONS
	MEETS EXPECTATIONS
	EXCEEDS 
         EXPECTATIONS

	POINT VALUE
	0
	1
	3
	5

	Description of the organization, including, but not limited to its mission and values,   and a description of  the person holding the job, including, but not limited to,  career history and educational background
	Did not understand what the organization does and/or its mission and values; insufficient or missing description of the person holding the job. 
	Elements of the description were missing; confusing description
	Provided a basic description of the organization, including its mission and values, and a basic description of the person holding the job. 
	Description of the organization and the job was clear and detailed. The description of the organization included its mission and values, as well as additional descriptive information. The description of the person holding the job included career history and educational background, as well as additional descriptive information. 

	Description of evaluation studies: how are they done? If the organization does not complete evaluation studies, please note this in your paper. 
	Not clear if the organization does evaluation studies and/or description of how studies are done is not understandable. 
	Muddled description of evaluation studies and stakeholders
	Basic description of evaluation studies and stakeholders; not very detailed
	Description of why, or why not, or how evaluation studies are done in this organization was thorough and detailed

	Description of the organization's  revenue streams 
	Description of revenue streams is either not provided or is not understandable. 
	Muddled and/or confusing  description of revenue streams
	Basic description of revenue streams
	Detailed description of revenue streams and how they are related to the rest of the organization

	Copy of the Thank You note
	Copy of thank you note not submitted. 
	Thank you note may have been either poorly written and/or not included with the assignment
	Copy of the thank you note was included; the thank you note was brief and to the point
	Copy of the thank you note was included; it was well written and explained what made this interview valuable for you

	Mechanics, usage, grammar, spelling  (MUGS)
	More than 7 grammatical errors in the text on the slides or  spoken narration.
	No more than 5-7 grammatical errors in the text on the slides or  spoken narration. 
	No more than 3-4 grammatical errors in either the slide text or spoken narration.
	NO MUGS errors in the slide text or  spoken narration. 

	APA format
	APA format not followed or used with more than 6 errors. 
	APA format used with 4-6 errors.
	APA format used with 2-3 errors.
	APA format used correctly with NO errors. 


Total possible rubric points: 30
To determine your final grade for this assignment, take the total points earned and divide it into 30. Example: A total of 25 points earned for this assignment is 25/30 =  83%, which is a letter grade of B-. 

Please be sure to ask your instructor if you have any questions about this assignment. 
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