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Module 1

Job Hunting







Recruitment and
Job Advertisement

In this unit you will learn about:

|. Lead-In_ ' EiE) TP S AL

Il. Listening KRB TR

ll. Authentic Practice Phik A& Bk A

IV. Cultural Window £ EEE S

V. Writing Practice BB

VI. Take It Home GG

VIl. On the Lighter Side BRE; RS BOE g ol

I. LEAD-IN

One of the most important things in life is finding a good job. Clearly a good
education helps you get a better job, but it is certainly not the only thing. To find
a job you need to know what kind of job you want, where and how to apply for
this job, and how to be successful in a job interview.
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¢ 1. Job Application Questionnaire e
™ If you are sure of the question .

[J 1) When you want to apply for a job, do you know where to begm‘?

[J 2) What documents are the most lmportant in job-hunting? L

(] 3) What are the differences between a cover Ietter/apphcatton !etter and a
résumé? 4 '

[J4)ls it necessary to use the same language in your résumé that ‘th'ey use in
advertisements?

[15)What are the recruitment procedures?

[ 6)What are included in a job advert? .

[J 7) What kind of verbs does the company use on a TV commercial?

Add more details to the list:

® 2. Discussion
Discuss with a partner the words from the box below that You think suitable
Jor describing the recruitment procedures.

Vocabulary Box
covering letter application letter application form

recruit position /post career objectsve .

vacancy requirement recruitment agencres , ~
candidate shortlist applicant o ,expercence
ﬁihie‘rvieWer , interviewee qualification. .~ . . ,;ureference

referee apply for employ
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e 3. Match Work
Match the weords with their definitions.

2) referee b. certificates for degrees, exams pa‘ssed,r étc.
4) cover letter d. the person applying for a job

6) applicant f. a letter attached to your CV to make a good
impression on employer

8) recruitment h. introduction of the duties or responsibilities in a job

10) job description . the process of employment

11 LISTENING

e 1. First Listening ¢
Listen to the passage about the recruitment process and fill in the missing
parts, using the words you’ve learnt from the vocabulary box in Lead-In.

After university you will start , because
can be very difficult nowadays. If you want to

a job in a newspaper or magazine, first, you

must write a stating that you are interested in it. You then need

to fill in and attach your
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The CV, similar to a in American English, is the paper stating your
working experience or education. If the company needs a , you have to
ask your boss or professor to be a . The professor will give data about
your character and ability. If you have the right experience and such as
you having passed CET4 or CET6 and gained a bachelor degree and etc., the
company will ask you to attend an . They will decide to you

if they think you are the . However, if you want a
higher , you may it :

If you want to know your and , look at your ;
Many people these days have a . If you like your job

and feel happy, you have
Congratulations !

e 2. Second Listening e

Listen to the passage again and then discuss the following topic with your
partner. Some essential preparations in the recruitment process can be
summarized as ;

R ———

3. Discussion e

Imagine that you will apply for a job as a fresh graduate, write down your
career plan by following the guidelines below.

1)What is your career goal?

2)Where will you search for adverts?

3)What are the positions you are likely to be interested in?

4)When will you send your cover letter?
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5)When will you prepare your curriculum vitae?

6)Who will probably ask you to complete an application form?

IIL. AUTHENTIC PRACTICE

e 1. Reading ¢

There are many English job advertisements in magazines/newspapers or on
the Internet, etc. You will see lots of jargons and abbreviations in them.
Companies usually have to pay for the number of words in an advertisement,
so they want to save space. Read some of these advertisements.

JOB #1

Job Title:  Math Teacher

Employer: Intel. No.4 middle School

Location; Qingdao

Description: Required to teach 16 lessons each week to students in grades 6—
12. Successful applicants must have a bachelor’s degree in a field
related to mathematics or science. Master’s Degree preferred.
Applicants will be mentored for two years by an experienced
teacher, and are supposed to meet 3 times a week for this, in
addition to classroom duties. Each teacher has the responsibility to
act as an advisor for 75 students.

JOB #2

Job Title; Quality Engineer

Employer.  Excellent Inc. -

Location . Shanghai

Description: Excellent Inc. is the leading provider of engineering, product
development, manufacturing services and supplies chain
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management solutions to medical device companies through
development and design, prototyping, manufacturing, assembly,
packaging, sterilization and distribution services of high precision
products  globally.  Job responsibilities  include;  Support
implementation and improvement of processes through Process
Control. Oversee Complaint Analysis and Product Corrective Actions.
Provide oversight and Project Management support as needed for
product transfers. The position requires a BS Degree in Engineering
or 5 years’ experience as an engineer. Please email your résumé to
HRBP@ accellent. com.

JOB #3
Description: Receptionist needed for busy office: Part-time position for lively,
energetic individual. Experience required. Please provide references.

JOB #4
Au Pair needed: Friendly family offers position caring for two small children. Some
light housework. Good rate of pay. Provide references.

JOB #5
Secretary

Intel is seeking a secretary to the manager. University degree in management/
related subject; w/minimum 2yrs related exp; fluent in both oral and written English;
ability to develop solutions to a wide range of complex problems. Responsibilities
include organizing and keeping records, managing office account and keeping
appointment records. For immediate consideration, pls. forward your résumé along
w/salary requirements to hot. hr@ 126. com.

¢ 2. Note Taking ¢
Describe the items and features of the above adverts by filling in the
following table according to what you read.
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Position ;

The ideal candidates:
Company:

Skills ;

Responsibilities :

¢ 3. Reading e

Read an advertisement from a magazine offering vacancies for sales
assistant.

Regional Sales Manager

1)We are a major Import & Export Trade Company in Beijing, which began
trading in 1962. Our famous toy “Tiger” designed in 2007 has won our
company a nationwide reputation. ,

2)We are looking for a motivated regional sales manager to work in the sales
department. The position is available for two years. i

3) The ideal candidates should have at least 6—12 months’ working experience
in a sales department, and should be familiar with toys. This role is very
demanding and applicants should be committed and hard-worklng 7

4) Priority will be given to applicants majoring in marketlng or sales management

5)If you are interested in the vacancy above, please contact our Recru;tment
- Center for an application form.

Interwew will be held on March 11.

*4. Group Work e
Read the details of the three candidates. Decide who is the most

appropriate for the above position. And then compare your answers with
others’.



