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Learning Objectives

© Preparing for a job interview

© Talking about educational background, qualifications, experiences and
special skills

o Writing a curriculum vitae and a letter of application

1.1 Listening Task

1.1.1 Listen to the passage and answer the following questions.

1) Why is it suggested that one should concentrate on well-known companies

when looking for a job?

2) What are the three ways to contact the companies you are applying for?

3) Why do you use these ways to contact the companies?

4) Why is the job interview crucial for getting a good job?

5) What is the company concerned with in a job interview?

6) What are the three stages of the typical interview?

7) What should a person do in an interview?

1.1.2 Listen to the dialogue and complete the form below.

Position applied:
Title:  Mr/ Miss/ Ms Age:

First name: Surname:
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Address:

Tel:

Education:

Qualifications:

Present position:

Date and time of the first interview:

1.2 Speaking Task

1.2.1 Dialogue

Mr Tony Johnson, the manager of Export Department, is interviewing Ms
Linda White who is applying for the post of secretary.

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Please sit down, Ms White.

Thanks.

Well. I think you probably have a fair idea what sort of job you’ve
applied for.

Yes, it was very clearly explained in the advertisement for applications.
I see from your application that you’ve had quite a lot of experience as a
secretary already.

Yes, I’ve been a secretary for five years in three different firms.

You’ve changed firms quite often. .

Yes, [ wanted to get more interesting work—that’s why [’m applying for
this post.

Good. Now, perhaps you would tell me what sort of qualities you’d look
for in your secretary if you were in my shoes.

Well, to start off with, I’d say she needs to be pretty hard-working.

Yes, as a matter of fact, ’'m new to this post myself, but so far I
certainly haven’t had too much time on my hands. Anything else?

I’ve learnt that the secretary of an export manager has to be able to do a
lot of things on her own initiative.

Quite right. By the way, do you like travelling?

Oh, yes, especially abroad, and I speak French and German fairly
fluently.

Excellent. You’d probably have to come along with me to conferences
and things on the Continent from time to time.
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Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

Tony:

Linda:

I’d like to do that very much.

Now I see from the report that Personnel Department sent me that you
did reasonably well in the shorthand and typing test, and very well
indeed in the intelligence test. I suppose you’d be able to handle report
writing — summaries, keeping minutes at meetings and so on.

Yes, [’ve had to do quite a lot of that kind of work, and [ seem to have a
better memory than average.

Yes, I can see that from your test results, and you’d certainly need it as
my secretary because my memory’s like a sieve. And what about
planning the manager’s day?

I’'m used to doing that, and to seeing that he doesn’t forget his
appointments.

That’s sounds fine. By the way, how do you feel about sharing an office
room with your boss? We’re a bit short of space here as you can see.
From the secretary’s point of view I think it’s much better — there’s not
much chance of her superior forgetting to let her know about important
matters.

Yes, | rather agree. Well, thank you very much, Ms White, and you’ll be
hearing from us in the next few days.

Thank you and I certainly hope the answer will be favorable.

.. Answer the following questions

1) What does Ms White do at the moment?

2) Why does she want to change the present company?

3) What did Ms White say about the qualities a secretary should have?

4) What did the report sent by Personnel Department say about Ms White?
5) What do you think of Ms White’s replies at the interview?

6) Do you think Ms White will get the job? Give your reasons.

1.2.2 Dialogue

Miss Jones comes to see Mr Smith, the personnel manqger,fér the Jjob interview.

Smith:

Jones:

Good morning, Miss ...
Miss Jones.
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Smith:
Jones:

Smith:

Jones:

Smith:

Jones:
Smith:

Jones:

Smith:

Jones:

Smith:

Jones:

Miss Jones, yes, right. You’d like to join our team, I gather.

Yes, [ would.

That’s very good. Now, I’d like to know a little bit about you. Perhaps
you could tell me a little bit about your background.

Oh yes, right. Well, I left school at 18 and for the first two years I went
to Gibsons, which is an engineering firm. After that, [ wanted to do a
course, so I did a one-year full-time PA course. Then 1 went back to
Gibsons. [ stayed there for two years and then moved on to my present
company, which is Europa Marketing. Mr Adair, the marketing director,
offered me a job because Gibsons had worked quite a lot with Europa
Marketing. And I’ve been with them for three years now, first working
with the Marketing Director and now with the Sales Director.

That’s all very interesting, Miss Jones. Um, can you tell me what you
enjoyed most at school? What was the course that you enjoyed most?
Ah, foreign languages I liked best. We did French and German.

And are you quite fluent in those now?

Yes, a bit rusty now, but obviously the more travel I can do, the more I
can use foreign languages, and 1'd like to learn another language. 1’d
like to add [talian as well.

Good, that might be very useful. Now, tell me a little bit about the work
you’re doing at present.

Well, Europa Marketing is a marketing and public relations company
and they do consultant work for companies operating in the UK and
European markets. Our clients come from all over the world. We deal
with some of them by post but most of them come to our offices at least
once during a project. I assist the sales director by arranging these visits,
setting up meetings and presentations and I deal with her
correspondence. I’ve not been able to go with her on any of her trips
abroad, but I’ve been to firms in this country several times on my own
to make these arrangements.

It sounds as if you're very happy there, Miss Jones. I’'m curious why
you’d like to leave them and join our company.

Well, I know that Anglo-European has a very good reputation. And I
feel that 1 would have more scope for personal development in your

company and that the work will be more challenging for me. might be
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able to possibly travel and use my foreign languages. At the moment
most of my work is rather routine secretarial-type work, but I like to
have more challenges in my life.

Smith:  Very good. Now, I have no more questions.

Jones: I wonder if I can ask some questions if you don’t mind.

Smith:  Oh, no, I don’t mind at all,

Jones:  I'd like to know if I get this job with Anglo-European, would I be able
to work abroad in one of your overseas branches?

Smith:  Yes, certainly. Our staff regularly do six-month placements in other
branches.

Jones:  That’s good. That’s what I am interested in.

Smith: ~ Well, time is pressing on, I'm afraid, so thank you very much for
coming to see me and we’ll be in touch with you before the end of the
week.

Jones:  Good. Thank you for seeing me.

Smith:  Goodbye.

Jones:  Bye.

Answer the following questions

1) What is the applicant’s educational background?

2) What does she do at present?

3) How did the applicant describe her foreign language ability?

4) Why does the applicant want to leave the present company and join Anglo-
European? :

5) Why does the applicant want to work abroad in one of the overseas branches?

6) Do you think the applicant is a right person for this company? Why or why
not?

1.3 Reading Task

PRE-READING QUESTIONS FOR PAIR WORK

1) How many interviews have you attended? What were they for?
2) Did you think they were good interviews or bad interviews? What made them
good or bad?
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3) Did you prepare for the interview? If you did, then how did you prepare for it?
4) Do you think it is necessary to prepare for an interview? Why or why not?

5) If you think preparation is necessary what should the preparation involve?

6) What do you think are the effective ways of impressing the interviewer?

How to Make Your Job Interview Successful

Handling job interviews. is probably the most critical part of the whole job
searching process.There are articles upon articles of advice on interviewing, from how
to answer certain questions to how to dress — right down to the color of your socks! It
can seem overwhelming, but remembering a few key points can help make your
interview successful.

1. Research

Find out a little bit about the company you want to work for. Visit the location in
person if it is a store or building open to the general public. Visit the company’s
website and talk to anyone you might know who works there. What kinds of products
or services does the company make or sell? What types of people work there? What are
the typical hours this position requires? What are some of the day-to-day tasks that the
job involves?

Make notes of things you want more information about and ask the employer about
them at the end of your interview. Researching a company and the position makes you
stand out in an interview. It shows that you are really interested in working there.

2. Practice

It sounds funny — and it looks even funnier — but practicing out loud for your
interview will help you sound more polished and concise and less nervous in the actual
interview. List a few key things you want the employer to know about you, and review
common interview questions. Formulate answers to those questions and answer them
out loud while looking at yourself in the mirror. This exercise prevents you from
rambling in the interview and sounding unpolished and unsure. It also helps you
discover what really does make you the best candidate for the job! T

3. Dress to make a good first impression

In an interview, first impressions do matter. The best way to ensure a good first
impression is to dress smart. If you are interviewing for a job in an office, it is usually
best to wear a dark-colored, conservative suit ( for both men and women ). If you are
interviewing for a job where the dress code is more casual ( at a factory or a
construction site, for example ), nice slacks and a collared button-down shirt with a tie

for men and a nice dress or blouse and slacks or skirt for women are usually
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appropriate. You should avoid wearing excessive jewelry, perfume, and flamboyant
clothes. Good personal hygiene is also important.

If you are unsure what to wear, you should always go with the most conservative,
professional option. Most experts agree it is better to be overdressed than dressed too
casually. What you are wearing tells employers a lot about how serious you are about
getting the job.

4. Be conscious of good interview etiquette

This list could go on forever — there is literally an endless array of “dos ” and
“ don’ts ” for an interview — and not everyone agrees on every aspect of that list.
There are, however, some basic “ interview etiquette ” tips that are important to
remember.

Be on time Jor your interview. This is, perhaps, the most important. Employers
expect employees to arrive on time to work. They may see a person who is late to an
interview, when he or she is supposed to be showing his or her best side, as someone
who will have difficulty arriving on time to work or meeting deadlines if hired.

Be aware of your body language. When shaking hands, make sure your grip is
firm and confident. Have good posture, but avoid appearing like you’re as stiff as a
cardboard cutout. Even the most experienced professionals get nervous in an interview
—it’s normal. However, if you appear too nervous, the interviewer might draw the
wrong conclusions about your ability to do the job — especially if it involves
interacting with people! Conversely, make sure you don’t slouch — this could give the
impression that you are lazy or uninterested in the position. Maintain eye contact with
your interviewer to convey confidence. When speaking, be polite and professional and
avoid using slang and profanities. The more confident and polished you appear the
more likely you are to leave the interviewer with a positive impression of you.

Keep the interview positive. Avoid making negative remarks about any previous
Jjobs or employers. Also, refrain from complaining about any job-related tasks or
responsibilities you were given in a previous position. Employers want to hire someone
who is positive, enthusiastic, and able to meet and deal with challenges.

5. Be prepared to ask the interviewer questions

This is where your research comes in. Employers want to know if you’re truly
interested in the position. They also want to know that you have all the information you
need to make a decision, if offered the job. It isn’t a good idea to turn the tables and
“interview ” the interviewer, but it is a good idea to go into the interview with a few
questions in mind. This is your chance to ask additional questions about the business,
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the position, the requirements, and the expectations of the person who will fill the
position.

6. Follow up with a thank-you note

Make sure you let the interviewer know how pleased you were to have the chance
to interview with him or her. Immediately after the interview, send the interviewer a
thank-you note, thanking him or her for taking time to interview you. This is not only
proper etiquette and a common display of appreciation, but it also allows you to
reaffirm one or two key points of the interview. It also lets the interviewer know how
interested you are in working for the company. Being polite and professional always
makes a good impression.

All of this advice comes down to three important things to
remember when you’re interviewing: being prepared, professional, and
polite is the best way to make the right impression!

Answer the following questions

1) Why do you need to do some research before an interview?

2) What sort of information do you need about the company you are applying for?

3) What is the proper way of dressing for a job interview?

4) According to the passage, what is meant by good interview etiquette? Can you
add more?

5) Why is it necessary for a job candidate to prepare some questions?

6) What should you do after the interview?

1.4 Writing Task

Employment-related Letters — Curriculum

Vitae and Application Letter

Employment-related letters include application letter and personal data
( curriculum vitae ). The research for a promising career position can be rather
competitive. In applying for a job, an application package ( a combination of
curriculum vitae and application letter ) will be requested. These letters have to
convince the reader that you deserve to be granted the thing you asked for.

A curriculum vitae often shorten as CV or résumé ( in American English ) is a
summary of an applicant’ personal data, educational background, work experience and
job qualification. A CV is the equivalent of an advertisement in which the applicant



