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Job Hunting

Curriculum Coverage

© Read and find information in Searching for Job Vacancy, Application Cover Letters,
and A resume and try to understand main points in the article on how to write a job
advertisement and how to select information in the advertisement, how to write an
application cover letter as well as how to write a resume. Learn to write with the
application style about how to get a chance of job interview by selecting information in
the advertisement, writing cover letter and design the resume.

Key Functions

© Explaining a crucial writing style—job advertisemet, cover letter and resume

© Using process, classification and division, write in reverse chronological way to
expound how to write formally.

© Giving enough facts and views in the proper order of logical sequence depending
on the formal style writing

Key Grammar

© Review and practice tenses:
the simple present tense, the present perfect tense

© Phrases and expressions:
rough out, set forth, command (of sth.), back up, base on, look forward to,
participate in, in addition, serve as

© Discourse skills:
1. The expression “in addition” is to make a clear classification. (Text A)
2. The use of imperative sentences to make the sentence more concise. (Text A)
3. Elliptical sentence (Text A)
4. The present perfect tense (Text B)
5. Write in reverse chronological way (Text C)
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Text A Searching for
Job Vacancy

Reading Instruction

Pre-task activity

Encourage learners to ask each other:

— What is advertisement?

— What is the feature of wanted advertisement?

— How to select the information in advertisements?

Task

Discuss in small groups of four about the main idea of the text:

— What do you think of the wanted advertisements?

— How many parts are there in common wanted advertisements?

— Do you think advertisements should include every detail of the information?

— What are the differences between advertisements and other type of expository
writing?

— How do job advertisements attract applicants?

- Extension

Learners discuss how job hunters select the numerous wanted advertisements in
newspaper or on Internet. Talk about the topic “Indicator of Job advertisement
series”.

Reference source: http://www.anz.com/corporate/research/australian-industry-
economics/job-advertisement-series/



Unit 1 Job Hunting

Writing Instruction

Pre-task activity

In pairs or small groups, ask learners to write a paragraph of 50-100 words about
how to select and organize the information in wanted advertisement. Pay attention to
using formal style and imperative sentences.

Task

Ask learners to work in pairs and discuss how to select information and briefly
organize the information in job advertisements. We can do this by using “in addition to”
to add more details to the original information. For instance, “In addition to successfully
editing the company’s projects he/she will assist in the drafting of e-mail campaigns,
online print ads, web sites, press releases, brochures, sales training, letters, and other
marketing approaches.” Use the expression‘in addition to”’can attach more information
on what you are talking about or something extra existence to keep the sentences
coherent. Ask learners to practice writing a short paragraph using “as” about how to
balance the relationship between the old friendship and the new relationship in work.

Extension

In small groups, learners can take it in turns to read out the text. After that, some
learners can ask one student some questions according to each advertisement, and
the student being asked can answer them based on the text learnt or his own opinions.
His statement must be logical and coherent. His topic also can be around “how to write
job advertisement”.

Reference source: http://www.catererglobal.com/rzwritingajobad.html

Stylistic Analysis of the Text

The text is an expository paper exploring how to write and get information
from wanted advertisements, which is a common and formal style of writing for

-30
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almost all the people, especially to the youngsters while hunting jobs. The author
begins the exemplification from a brief wanted advertisement about English
teachers. Then he adds a relatively longer one till in the last exemplification he
offers a rather long wanted advertisement. The writing style in this passage is
concise and brief; therefore, imperative sentence is adopted for most of the time ‘
Also, the choices of words for formal writing should be noticed. .

O Words, Phirases and Grammatical Points

1.

accommodation /s koma'deifon/ n. a place for somedne to stay, live, or work in KEZhb,
kb TAEG AT

T iR#44T  lodging, accommodation, apartment, flat, quarters, suite iX£% 4 i3 F
“fEab” Z . lodging ¥ lodgins, fEIl I FH{E R 55 ] BfE % . accommodation 2 f5
SR EEER, —BIRE N TR . apartment 385 $8 5 BRI B 1 RE
EiR, EXREEFH. flat ZHTREE. SRR =, fBR—ZEERY A
— N EAERITH LA EE . quarters 155 —i NEFRIEHEX . suite A]Z FRAEAT R
#EEN—ERHN, HZHamEREE. BFEAgE PR ERNER.
proficiency /prau'fifonsi/ n. [U] proficiency (in sth./doing sth.) being proficient (in sth.)
FHIH; P& a test of proficiency (in English) (335 ) 7K FMAA // show proficiency in
operating a switchboard #4FHC HLAR 43 2k

#AC# R adj. proficient (in/at sth./doing sth.) doing or able to do sth. in a skilled or an
expert way because of training and practice ¥Fili[]; BZiM: a proficient driver T4
U/ proficient in the use of radar equipment ¥ il 7518 W 25 2 A HIf¥) // proficient at/in
operating a computer terminal 3% T2 /E T 20 1% % 1)

manipulation /monipju'leifen/ n. the process of skillfully handling, controlling, or using
something CEAVZRI) #efE; #H]; fi[: New, hot translation memory maintenance tool
for global search; replace operation, attribute manipulation, etc. 4= #\ s Bl RA7 At 28
%y T H, HTEBREE8 05 EE. BUHEIES. //His clever manipulation of the
stock market make him lots of money. AthfE % Z2A8 5 1 K SLHE U, Bk TIRZE. //The
complete operation performed on data. It includes steps of origination, input,
manipulation, output and storage. X #(H5 ) — R CBERAE . EAFEER. WA &
B B DA KA

#C#RE  manipulate vz. (a) to control or handle (sth.) with skill BAZRFHIEEER (3
HY)): manipulate the gears and levers of a machine PAZFERHNLAS IHERY AN AR TEFF/
Primitive man quickly learned how to manipulate tools. JRIG N R < TAEH T
H . (b) to control or influence (sb.) cleverly or by unfair means (F5@PHEEEANIE 2Hh) #5

-4.



Unit 1 Job Hunting

#il, B, W (FAD: aclever politician who knows how to manipulate public opinion
HTER YR P HE I I BE 2K/ She uses her charm to manipulate people. A H H fk
HEABAN .

. archive /'‘akaiv/ v. to file or collect in or as if in an archive f##4; f#fF#: A project
archive with this file name already exists. Do you want to replace the current project
archive with this one? HAT M4 KT H MK CRAAE . 184 F & B 3 21 1 0
H A%

. verbal /'va:bal/ adj. (a) using spoken communication rather than writing; of or in words |
S AE T 5 TR S EE R SO B S EN s FHSCFE I : verbal skills, ie. reading
and writing [ 52 05 5 1Y £ B8/ non-verbal communication, i.e. gestures, facial
expressions, etc. JEFEAZfx (FH. MHHEEE) (b) spoken, not written [13L[K) (JE
P D: averbal explanation, agreement, warning, reminder, etc. 1 Lfi#F. Wil

E . IR (c) word for word; literal B FM; —FAZM: a verbal translation
BB (d) (grammar) of verbs #hif[f]: a noun performing a verbal function #LZ)
A I 44 1]

BISCIR#HT  oral, verbal X P /MR “ [k RIAM” 2 7. oral I Tk M it
ITRIEAL . verbal 48 FSKHEAT, (HAHERRAE FH SCF AT e

. release /ri'lis/ vt. release sth. (to sb./sth.) (a) to allow (news, etc.) to be made known %
Aii G %5 ): The latest developments have just been released to the media. #7113t
JEIG UL E [0 KA & RE A K . //The police have released no further details about the
crime. 7 RAERX —FRRHE— LM PN (b) to make sth. available to the public
A ARIEBEEEFEY): release a film, book, record, etc. KATHEH « 5. M8 F%5//The new
model has now been released for sale (to export markets). #H A5 H = HELE (T
) .

. set forth: to explain or describe something in a clear or detailed way, especially in writing
I3k, $3&: The president set forth his plans in a television talk. & 2 7E AL HEE 1 BH
TABEITHR]. //He wrote a book to set forth the military exploits of the late general. 4th=
T RARR B MG E R . //As set forth, he was a changed man from that
moment. WIFIHTIA, B EMELER T HI—D A

. rough out: to produce a drawing or piece of writing without including all the details [}
(HED, 5ih (¥4i): He roughed out some ideas for the new buildings. fth 45 & 54
R T — LA,

. command (of sth.): ability to use or control sth.; mastery 1 F sk I H ke f); 4
#2: He has (a) good command of the French language, i.e. can speak it well. kS .
//He has enormous funds at his command. Y& E&% 4. /He has no command over
himself, i.e. cannot control his feelings, temper, etc. A /AHETLEIEH T .

10. back up: back sb./sth. up to give support or encouragement to sb./sth. 37 38k & Jil 4

A CREZEY): If1tell the police I was with you that day, will you back up my story/back

050
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11.

12.

13.

14.

15.

me up? (RAEBXTE 7 W BRBAMRIE i, VRE A BE D BIEMFE A KA UL ?
back sth. up (computing i) to make a copy of (a file, program, etc.) in case the original
is lost or damaged HI{E (SCfF. RS EHlfF CCART R4 R 8 )

Please send your CV to linlin212121@yahoo.com (Ad 1)

B ARy Ea), XA ARANET EENHEIBENRE, mAhad
HE send 1§18, FEWE your CV. X EHEAIEFIE you, XFEEMHMEM AT
fE, BUREHEH. HAXMAXAEBGS P —BAHEIEE . W RS
3P RIE FIFE RS AT UL s i A kAR IE, Bl 4] " LS : Your CV should
be sent to...

We offer a competitive salary, along with performance related year end bonuses and
generous benefits. (Ad 2)

MBHT  AHH 1 along with sth. = in addition to sth. FRF-ZYILISS, X HAFH along
with &k FRMEBAMFIRN A, XFPAVER in addition #[F, #EHk THEATHES
FIE L N E R RIS B4 RIE R . Blhn: Tobacco is taxed in most countries, along with
alcohol. BRIBZ 51, HHFAE 2 % E AR EAEF

Should you be interested, please kindly send your updated resume to paulina@
eidealink.com or fax to 2572 2081 (Attn: Paulina) (Ad 2)

f&#7 X HE [ should you be interested A 4%fF5]. (used after if and in case, or with
subject and v reversed, to suggest that an event is unlikely to happen H] T if £l in case 2
JGE Bk ETE S ENE, RanFEFEANATEERA): If you should change your mind, do
let me know. T —{REREEE, —EEEVFHK. //If he should have forgotten to go to
the airport, nobody will be there to meet her. & fthis T My, B A L) L
T o //Should anyone phone (i.e. If anyone phones), please tell them I’'m busy. & AFTH
R, AR ERIRT .

In addition to successfully editing the company’s projects he/she will assist in the
drafting of e-mail campaigns, online print ads, web sites, press releases, brochures,
sales training, letters, and other marketing approaches; additional tasks will include
data manipulation and interaction with the corporate database. (Ad 3)

%7 JXE in addition (to sb./sth.) as an extra person, thing or circumstance fl.Z ;
Feee e 2 Ak: In addition (to the names on the list) there are six other applicants. &I
(BB ERZTF) 25, BENTHIEAN.

Ensure that all projects on the edit system are managed properly and backed up
accurately according to the standards set forth by the Senior Editor. (Ad 3)

B AP ZRABITENES, EEbe+ VHEENX, XHEM are managed
and backed up Ft 2 HHER, FEX B ANERALE, E &R shia ar ek 5
AT Lo
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