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Unit One
Looking for a Job

OBJECTIVES
In this unit the following will be provided:
m about this unit

background information

detailed explanation of Text A
detailed explanation of Text B
detailed explanation of Text C






Unit One  Looking for a Job

About This Unit

Finding a job is the initial and the most important step to get into the business world. This

unit will focus on the techniques on how to hunt for a job. Text A illustrates the major elements
which deserve consideration when one is looking for a job. Text B tells four horror stories
which contain some negative sides one may experience when looking for a job. Though
unavoidable, the experience may also a positive factor for one when he is considering the next
opportunity. Text C is the interview process of Shell Oil Company in which elements for the

management to consider when recruiting new members.

Background Information

Job hunting, job secklng, or job searching is the act of looking for employment
due to unemployment or discontent with a current position. The immediate goal of _]Ob‘ ‘A
seeking is usually to obtain a jOb interview with an employer which may lead to g@ttmg’

; hired. The jOb hunter or seeker typically first looks for job vacancies or employment
opportumtles The followmg steps are usually involved in hunting a ]Ob '

3 il) Locatmg jobs

‘ Common methods of job huntmg are: ;

: ijdmg a _]Ob through a frlend or an. extended business network or a personal
network ‘ ‘
. Usmg a Job search engine

o Lookmg through the classified advertisements i in newspapers
. Usmg a pnvate or public employment agency or recruiter .
i:Vlsmng a company’s websxte for open jobs, typlcally in 1ts apphcant trackmg'
'System - ' ,

old calhng or emalhng the company to mqmre about job vacancies

. " e Gmng to _]Ob fairs or career expos
i Researchmg the employers

o Many Job seekers research the employers to whlch they are applying, and some
ff‘employers see ewdence of this as a positive sign of enthusiasm for the position or the‘ .
,jcompany, or as a mark of thoroughness. Information collected might include open
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positions, full name, locations, web site, business description, year established, revenues,
number of employees, stock price if public, name of chief executive officer, major products
or services, major competitors, and strengths and weaknesses. With all of the resources
available on the Internet, expand the research to discover if the employer’s operation is
healthy and likely to continue to be prosperous. If an employer’s financial situation is not
good enough, new employees are often the first one out the door when a cut back occurs.
3) Applying for the job

After finding a desirable job, one would then apply for the job by responding to the
advertisement. This may mean applying through a website, emailing or mailing in a hard
copy of one’s résumé or Curriculum Vitae to a prospective employer. It is generally
recommended that résumés be brief, organized, concise, and targeted to the position
being sought. With certain occupations, such as graphic design or writing, portfolios of a
job seeker’s previous work are essential and are evaluated as much, if not more than the
person’s résumé. In most other occupations, the résumé should focus on past
accomplishments, expressed in terms as concretely as possible (e.g. number of people
managed, amount of increased sales or improved customer satisfaction).
4) Job interview

Once an employer has received your résumé, they will make a list of potential
employees to be interviewed based on the résumé and any other information contributed.
During the interview process, interviewers generally look for persons who they believe
will be best for the job and work environment. The interview may occur in several
rounds until the interviewer is satisfied and offers the job to the applicant.
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Personality Type

ST - B ETRSTRISES T

AR F R AV . XERSK TR ERER W EEZNERIT, Hxs—
R VA AR R R AT AESCREREE KRR M ARG S 8%, s
B AR, BESS 1 3 MU 1 8 A JE B AT 3 R A AR 2 o A AE SO 2 KA
“should” A1 “don’t” FKFE7s W AZKEWAT AN %8 G iIAT A, 890 7 Ei k. @A
3, BEEXN TR TP NEZRNZLA EMAERKTESRE, EFPmNS-—2.

= - SE ST
NS T ﬁ%*lﬁlfﬁ
career expos/ A7 1% (Para. 8)

Career expos are simply trade shows that bring potential employers and employees

together under one roof. Career expos serve two functions. The first is they give corporations a
chance to blow their own horn and explain to potential employees why they are the industry
leaders and, more importantly, why working for their company has advantages over selecting
the competition company. The second function career expos serve is that they give people
seeking to start, change or upgrade a career an opportunity to blow their horns and explain to
the corporations exhibiting at the expo how they can benefit the corporation and what they can
bring to the table. As you can see, there is a whole lot of horn blowing going on at career
expos, but without question they are an excellent opportunity for both potential employers and
potential employees to come together and seek mutually beneficial working relationships and
opportunities.

7 = S =

S = ERRIEMEEER

1. endeavor /in'deva/ v. attempt by employing effort /& JJ, %% Jj: To have the success tasted,
you should persistently endeavor to chase your goal. ARZE 22 I DM, 52420 E AN

1#15%% /1. // The company will endeavor to redress the grievance within one month from the
date of receipt of the complaint. 2 7R BIELEWCEIFL I H L — A H RN RCHS it
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(GMFEIAN) n %%, /2J7: We make every endeavor to satisfy our customers. FAI1/S
A ) TAL B A

2. advantageous /.2dvan'teid3as/ adj. good or useful in a particular situation £ FJf): I
declare that justice is nothing else than that which is advantageous to the stronger. T,
IE XA RN 5EE A F). // We are always in a position to quote you the most
advantageous prices for higher quality merchandise. FAIT4HZ A8 n] 53 7 $& At it e £ 1)
FEd, R B

3. positive /'pozativ/ adj. directed at dealing with something or producing a successful result
BN, dwtEr: s RINAT: You need to have positive work attitude and are able to
work diligently without supervision. RN iZ%F BRI TAEAEE, REWE7E A MBS O
T T4E. // A study shows that people with more positive emotional states were less
likely to suffer or complain about symptoms of the cold than people with negative
emotional states. FH/F TR P14 R B ARG 48 W A B9\ AR 28 B I LA I FE

4. capability /keipa'biliti/ n. the ability or qualities necessary to do something it JJ, 4 fiE:
One of the preconditions to explore the employee’s capability is to assign each employee a
proper post. 5 1 LM A E&E I R0, &R E i LA BERIRAT$EZ — . // Many people think
of P&G as simply a marketing company and are surprised by the enormous depth and
breadth of its science capability. VF% NI E# 2~ @ AUEM— M E A F], BT LA ELE
BHE_E A ey a2 A2 I Re TR M B .

5. assess /a'ses/ v. to calculate the amount or value of something {57, & (F& . ).
Audit findings are used to assess the effectiveness of the quality management system and to
identify opportunities for improvement. #1455 H T V¥ 2 it & B H R R 1A 24k A
FEMHEFINLZ . // A representative of the company will call on you to assess the damage.
23 A AR AT A 53 A VRAS S 408 2% RPIR DL o

6. determine /di'ta:min/ v. to make something happen in a particular way or be of a particular
type #R7E, HiE: You need to communicate with customers to determine the final product
requirements. {5752 5 V438 , #HIA B G 7 i 223K . // Price does not determine fashion
acceptance. M & ANE AR HIHE .

7. appealing /2'pi:lin/ adj. attractive or interesting F 5| J1[1); ARG A NN
ff]: Danish mortgage bonds seem appealing to investors. F13 155 = A DX 27 X
P E IR W] 17 // She always puts on special clothes to appear particularly appealing and
attractive. # 5N T 51 AVERMZIEITH -

(#hF&) appeal v.

1. to make a formal request to a court of law or to somebody in authority for a judgement or
a decision to be changed [ iff; H1if: He said he would appeal after being found guilty
on four counts of murder. & H| YA PUITEAR TR, MhRRZE BVF.

2.to attract or interest somebody HW 5] 71: A7E&YLS); 5l MHEE: The design has to
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11.

12.

13.

14.
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bl

appeal to all ages and social groups. Wi f3EMEMRILTL, EHHEH.

3. to make a serious and urgent request WFFF; i BK: Organizers appealed to the
crowd not to panic. 4141 M ABEAZ . // Police have appealed for witnesses to
come forward. 3 FFHFIE A SE ST H .

. contemplate /'kontempleit/ v. to think deeply about something for a long time &

T JH: The consequences would be too ghastly to contemplate. XA 5 KA AR // My
grandfather, a retired worker, often contemplates the past with a feeling of longing and

respect. AT RMNBAR LA, MEFHBADUER, RS R %,

. ensure /in'[ua/ v. to make sure that something happens or is definite frilf; fHLR; FifR:

The organization shall ensure that purchased product conforms to specified purchase
requirements. A/LA4) N A R SR T A 7= T RF AL E SR I 23K . // Company chiefs must
ensure the correctness of financial reports to show a company’s current situation. A ] 3

NGB TR ) B W 55 R IERA G IR, HUR i 22 =] IO .

. compare... to: examine and note the similarities or differences of two things 55+++--- FHE

(f514]) Remember, don’t compare your path fo the people around you and focus on the
disparity between their lessons and yours. PJEZZEARI A A TE 8RR B G A
HIAH L, B X ELARATZ B AN A (I 25 A2 )1l « // Cultural life in the country
cannot compare to that of a large city. AR SCALEIEARE S KISl AR EE .

7R : compare A with B IX/M45 #4930 % K <4 A 5 B MEL#; compare A to B WIRER]

LR A 5 B LR, tha] LLR R A HAE B: compare New York with / to London

AL RS HAE/NEEEL; compare New York to a beehive 4145 EL/F &L,

in charge: be responsible for something 7177, T

()4]) 1am in charge of overseeing the equipments of the company. 1 57 M H1L2 7 F
% % o// The first mate will be in charge when the captain is away. MK ANZER
PN

as to: concerning someone or something £, *T

(f514]) We quarreled over the question as to who invented compass. A IZERZHER T
FeRIEF AR |, B WLANA ./ His family did not accept his reasons as fo why he
dropped out of law school. Ath )28 A ANEZ 2 Ath iy vt (97808152 e 1 JE 1A

cross off: remove from a list |5, 2%

(f515]) Cross off the last sentence and put this in instead. #25¢/5 Ak, # Hix—Ha). /
Write in the number next to the item name, and cross it off your work list. ££
ZHIFFNE TR, RJa MR TAER L as—A 501 5 k.

rely on: be dependent on, as for support or maintenance K %&, 15 ¥t

({5161 ) No matter how favourable the conditions are, we’ll still rely on our own efforts. [l

A f A, MRS H A% )], // We mustn’t rely on sheer enthusiasm and
substitute our personal feelings for policy. FATIANGEAUSE A i o A B 24X
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15. appeal to: be attractive to Xf-++-+* PR ) .

(f5)5]) Any car that would appeal to these young customers had to have three main
features: great styling, strong performance, and a low price. &5 [IX 54 F
BIOVE FEA =AM AU PERERF. MRAEE. / While the book
will be welcomed by scholars, it will make an immediate appeal to the general
readers. IX AL F NG Y[R, e B L B 5 | D 5 R R

S W, BHSER

1. Comparing your personality to job choices just may lead your down the career track

that suits you. (Para.2)
[ #£X ] If you compare your characters and identity with the jobs you want to choose, you
will know what you want to take as your career.
[ f##7] comparing your personality to job choices J&I{E 4> a4 iE M I 1% . may lead /&
1Hif. that suits you & 1EMA), BEMi5EITIH track. Compare Ato B A E: 1) 48
A LEAE B, #: Life is compared to voyage. ANAUfFLEfiifE. 2) 8 A 5 B 1ELLE:, Sbi
L5 compare A with B & & [F]: compare New York to/with London &40 £ 148 EA
EL#Z

2. You will consider what type of job you’re looking for, and whether that career will lead
you where you want to be five, ten and twenty years from now. (Para. 6)
(R ] AH)E P IFH 0 5E1E A A) what type of job you’re looking for il whether that
career will lead you where you want to be. H A —NREEMNAP LEFH N EEMMNG
you’re looking for, {&1fii job. 2 —/NEiEMAIF A T —MRiE M) where you want to
be five, ten and twenty years from now.

3. You need to gain knowledge of how people react and work together in an environment
other than school or home. (Para. 7)
[ #£ X ] You should acquire knowledge about the reaction of people who are not your family
members and who work outside the campus environment that you are familiar with.
[f##47] 4% how people react and work together in an environment other than school or
home s M), M/ id] of FFE. il M AT react Al work FHFIMMM AJH)IETE. Other
than 4 “BR T 7. fl41: You can’t get there other than by swimming. [ T ik, 7R¥&
A IMEEE AR HL .

4. Rely a little on your instincts here, whichever appeals to you the most is the one your
personality may be most suited to. (Para. 10)
[ # X ] Here you have to depend on your heart’s decision. The job that attracts you the most
is the one that is the mot suitable to your personality, no matter what job it is.
[#%47] whichever appeals to you the most f&Eif M %], the one #H4L the job. Your
personality may be most suited to & %€ i A7), E17 the one, X H HHE T X R .
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1. administrative assistant/{TE BN 2 (Para. 2)
Administrative assistant is a broad job category that designates an individual who

provides various kinds of administrative support to people and groups in business enterprises.
Administrative Assistants perform many basic functions in offices, including:
e Answering the telephone
e Sending out and receiving mail and packages
e Writing, editing, and preparing electronic documents (often using word processing,
spreadsheet, and presentation computer software)
e Sending faxes
e Filing documents
e Data entry
® Research
e Ordering and receiving food deliveries
2. marketing rep/E X3k (Para.4)
Marketing reps or marketing representatives, also knows as promotional representatives, or

10
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promo reps, are people who are hired to promote a brand, product, or service. They are
generally hired by event marketing agencies, staffing agencies, and companies choosing to
promote their products, services, and brands through the use of live events, mobile tours, and
guerrilla marketing instead of television, radio, and print advertising.

3. account executive/[ HHZTEA, BFREE (Para.4)

The job role account executive covers various descriptions depending on the specific
industry.

In IT organizations, an account executives (AE) is a senior management role, responsible
for executing large contracts. Control of the Profit & Loss is one of the main activities,
together with customer alignment on a senior level. Usually an AE has one or more Account
Managers in his staff, to cover the various towers a large contract is mainly build of. These
Account Manager’s directly or indirectly control the program and project managers
performing the actual job. In an ideal situation, at the end of a contract life cycle, the AE and
part of the staff will be involved in new contract negotiations. This could be for the same
account or for a new customer. Once the contract is signed, the AE and staff will be directly up
to speed. However, practice shows this situation will only be achieved one out of five times on
average.

In the advertising industry, account executives are typically responsible for client
servicing and client acquisition. The AE serves as the direct link between the advertising
agency and the existing client, managing day-to-day affairs and ensuring customer satisfaction.
The word “executive” in this instance means to “execute”—that is he is mostly responsible for
more practical parts of the advertising jobs (i.e. media placement, distributions, contract
negotiation, etc). The AE is also tasked with bringing more clients into the agency to increase
revenue. He will typically have 1-2 assistants and answer to the respective account supervisor
and/or to the client service director/account director. This depends on the country and on the
account he is working for. In Spain for example, an account executive could probably develop
very important campaigns on his own.
4.CV/f& i (Para. 6)

CV, or Curriculum Vitae is a latin expression which can be loosely translated as [the]
course of [my] life. A curriculum vitae (also spelled curriculum vite) provides an overview of
a person’s life and qualifications. In some countries, a CV is typically the first item that a
potential employer encounters regarding the job seeker and is typically used to screen
applicants, often followed by an interview, when seeking employment.

S = s 5RENEEIER

1. scary /'skeari/ adj. frightening 24 ], '8 A [¥): Many young people queue up to ride very
fast and scary roller coasters, screaming but enjoying themselves. 1R £ F# A SR E AL
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