
Practicing Systems of Headings
Directions: Turn the following sentence outline into first-degree, second-degree, and third-degree headings. You may shorten the wording of the headings. If you like, type your own short report by filling in at least one paragraph under each heading.

How to Handle Yourself on a Job Interview

I.
Prepare ahead for typical interview questions.


A.
Write down typical interview questions.



1.
Visit your Career and Planning Office.



2.
Ask others who work at this company.

B.
Practice answering questions aloud.



1.
Record your practice sessions.



2.
Ask a trusted authority to role play a typical interview.



3.
Evaluate your practice sessions.

II.
Dress appropriately.


A.
Dress for the type of job.


B.
Dress conservatively.

III.
Arrive early.

IV.
Act with confidence.


A.
Offer a firm handshake.


B.
Keep good eye contact.


C.
Smile sincerely.

V.
Show knowledge about the company.


A.
Research the company in various places.


B.
Find ways to demonstrate your knowledge.
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