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Get tips on how to find
your first employer.

Today's job market is characteristic of severe competition
Do you feel a bit‘'waorried or:diffident when you are stepping into
it 2 The following texts will offer. you some useful suggestions

to help you achieve success in the job market .
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How to Apply Online

You've found am ad for an entry-level
position at XYZ Ine. “With your skills and
qua||f|cat|ons, you fit the bill perfectly. But XYZ
requires ‘an onllne apcllcatlon — and that means
(you thlnk'), you ﬂll out a cookie-cutter
application that dls;llls your skKills so that it
appears you' re one?bf-a-mnllon applicants, not
one-in-a-million. ‘And then - when you click
“send” — your application swirls away into the
black hole of electronic waste.

Should you or shouldn’t you use an online application? And if
you do submit your resume online, how can you get it the
attention it deserves?

If You Want the Job ... Follow Directions

[ AT B T FF 9 A P BLA R 2]

Online applications won't go away, employers say. An
increasing number of employers want candidates to find job
openings on company web sites or Internet job boards; they

¢« 2 .



reguire online applications; they prefer to communicate with
potential hires via e-mail.

Hiring with the aid of technology is a time- and money-
saving proposition for businesses. It has maximized efficiency
in the candidate selection process. '

Employers say they can advertise to a wider, more diverse
candidate pool (which means you’ve got more competition than
ever beforel), find matches for hard-to-filk: positions, easily
share resumes of qualified candidates with hiring managers,
streamline the hiring process, and tighten the timeline between
the need for a new employee and the date the employee starts
on the job.

Employers say that using. the company’s own online
application system is the fastest way to get your resume into
the right hands. Your focus .should be on. making your
application unique; to avoid its- belng swallowed up in the
technology abyss. , :

Typically, applications submitted onhne g0 dlrectly into the
employer’s agpplicant data base. Paper resumes are scanned or
keyed into the data base (where a scanner or data processor
may add errors to your resume) .

A hiring manager who needs to fill a posntlon enters
Keyworas to search the data base and find the applications of
the people who are the best fit for the JOb Those results
pecome the candidate pool. '

Making a Big Splash in the Candidate Pool

= gstsh. AEFBEERRAAS AT RARGAZ
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A recent survey by the National Association of Colleges
and Employers asked employers for their advice on'how to make
an electronic application outstanding. Here's: what they
recommend: ‘ R

" Follow directions. Be careful to enter the oarreot data in
the correct field. ‘ :

Ask “for advice on completing the application from a
company recruiter or an alumnus who may \Nork at the
company. . ‘ :

Tailor your appnoatlon information to the position. Don’'t
copy and paste text from your generic resume: '

Use key words in the job ad as your model. Employers
search on key words when they’re looking for people to fill
specnﬂo positions. »

Create a sklllsinventory section even if the application
doesn’t require it. You might put this in @ comments section.

Include numbers and statistics if they are available.

Complete all fields — even those that aren’t reguired.

If the company offers an optional assessment: test online,
take it. (One employer recently aomitted that students who
don’t take the opt|onal assessment test are automatloally
screened out. ). -

Make sure your resume can hold its own-in a very simple
format. Fancy bullets, italics and bold do not ‘work well in an
electronic application. : LR

If possible, spell check and grammar check your appnoatnon
before submitting it. Have an error-free application because
this application serves as the employer’s first impression of
you.

o 4 e



Include a strong objective. Ask a career counselor to help

you word your objective.
Another use for the comment section, use it to

demonstrate that you’ve done research on the company and the
industry. | '

Use quotes from letters of recommendation in your resume
or cover letter. 4

Follow up your electronic application with a personal €-mail
to the recruiter. A follow-up phone call is acceptable if the ad
does not say, “No phone calls. ”

AS more and more companies tap technology to find new
employees auickly and efficiently, you'll need to,find new

methods to draw attention to your application. .
(http://www. Jobweb com)

{ A New Words and Expressjons

Cookle[kukﬂ o ARG E XA 5 &, ﬁﬁ%4‘ HTML WJ ﬁ}ixif"lﬁ’é‘]d'l %
BPH— I EEL

distill{ distil] &> vz. 32E

submit] sebmit | o> vr. R X ,iE X

potential[ patenf(a)1] o adj. %EQ‘J;%I’EEQ‘J

via ['vaio,'viza] © prep. ilit, %@

efficient [ififent] ©> adj. AR E, &-F6

resume [rizjum] o n. [£ &5

abyss [abis] o> n. EH

recruiter [rikruta(r) ] o n. BEAR

alumnus [ slamnss] > n. KA

generic [&Binerik] © adj. —#&#9, LT, Ei8 6

optional Lopfenal] o adj. Tit#:eh, MEH



assessment | 9sesmont ] © n. ##4F

* * * * * * *
fill out oo [US] fill in (a-document etc.) 3#F
swirls away ©> move away 373% o o
with the aid of o give assistance to *P*'Bil'f‘ bt FuRTIILD 6‘3%% ’
swallow up > engulf or absorb, exhaust #&&,#X
hold one’s own 'E#4E, & H4E ’

B} Notes to the Text

1. And if you do submit your resume online, how can' you ‘get it the
attention it deserves? (para. 2) %4RAER FRX The fﬁ}ﬁé s he {748
CABEAMKXER?

2. Typically, applications submitted online go.directly into the employer S
applicant data base. (para. 7) #BE XK, AR ERXAPHALRA
ARBHEHATELE, '

3. Make sure your resume can hold its own in a very simple format. Fancy
bullets, italics and bold: do not ,work 'well in an electrbnig -application.
(para 18) ‘ﬁl%ﬁ’éﬁ ’aﬁlﬁﬂhﬁﬁ *‘5 %“ﬁéﬁ%ﬁﬁlﬁl JEHE R Z 4RO R

ERTFeF itk

{C} Comprehension of the Text

1. What does the writer mean by saying “yaur application swirls away into
the black hole of electronic waste”?
A) Your application disappears in a black hole.
B) Your application goes into employer’s applicant data base.
C) Your application is discarded as useless information, -
D) Your application is saved by the computer as useful information.

2. What should you do if the company offers an optional assessment test
online?

.« § .



A) Ignore it since it is optional.
B) Fill in other items in the application form and then take it if you.still
remember it.
C) Take it because you think it is important.
D) Take it because employers consider it important.
3. The word “candidate” (para. 3) refers mostly to
A) the person who applies for the job
B) the hiring manager
C) the career counselor
D) the hikers
4, Which of the following suggestion is not mentioned in the text?
A) Ask for advice on completing the application from your teacher.
B) Complete all fields no matter whether they are required or not,
C) Do not make the format of your resume too fancy.
D) After sending your electronic application, write a follow-up letter to
the recruiter.
5. What does the text advice you to do if you'd like to make sure that your
resume gets into the right hands? '
A) Do not make your application so unique.
B) Make the format of you application as fancy as possible.
C) Use the company’s own online application system.
D) Fill in the application form with the company’s computer.

(D} " Exercises to the Text

I. Fill in the blanks of the folloWing sentences, using the words and
expressions given below. Change the form where necessary.

! distill submit potential via
efficient optional assessment fill out
! swirl away with the aid of  swallow up hold one’s own !

1. You don’t have to take this course in this term; it’s



2. Tim an application for his driver’s license after he passed his

driving test.

3. A whole village was by the flood.

4. Sea water can be made fit to drink if we out the salt.

5. The researchers made great achievement on their study the
government’s financial support.

6. The critic’s of the film is that it is moving.
Thick clouds of dust , getting into our food and drinking
water,

8. An excellent leader should be both competent and

9. Laws should be to the people for ratification before being put
into force, V

10. Most young people prefer to communicate with their friends
E-mail nowadays.
11. The old man had a hard time after the operation, but soon he

12. Although this area is poor now, its wealth is incredible.

1. Put the following into English.

L BREEGBHEFEZEHERANNHRN A LG s sEE,
2. RBZARBIMAXALTHAELHRTRAEHRAAG PIFA,
3. RGP IHRALEFBR, RACH AR EFGAE L,

II. Questions for discussion.
1. Name as many as you can the advantages of using online application.
2. Have you ever applied online? If have, share your experiences with your

classmates.
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Maxims e =/
It is no use doing what you like; you have got to like what you
do. (FAERFBITA T M7, BFMBiTEMBT,)
——Winston Churchill( &% /R )
It is impossible to enjoy idling thoroughly unless one has
plenty of work to do. (PrdkH A & eb 1%, TN —PARTRELE
WS I R KR )

—J. K. Jerome(J - K- * B#)
Confidence in yourself is the first step on the road to success.
(BIERESKIIGSBE—S, )
Opportunity only knocks once. (#14 &5, RfF=RK,)
——English Prorerb( #E48 =5 )
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Letting Federal Employers Know Your Worth

So, you found the job you want. You're embarking on an exciting journey
with dynamic opportunities. You're also competing with some of the best
candidates around. How do you know you've shown future employers your
worth?

First, read the job announcement carefully and acquaint yourself with
what the company is looking for. Then, check your resume to ensure it's
complete and includes all the required information for the job you want. Next,

capture how your experience matches the competencies and/or knowledge.
. 9 .



