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Unit 1
Apply for a Job

A. Lead-in

) Susan'’s Journal (1) Apply for a Job

Being inleresled in markeling, | decided Lo slarl my carcer as a sales
assislanl. The firsl Lhing I found the mosl slressful aboul applying for a job
was my resume. Whal slressed me was Lhal one simple misspelled word in my
resume could cosl me Lhe job. [L was scary Lo Lhink Lhal your one chance al a
slrong firsl impression came Lhrough a picce of paper. | spenl more Llime

rcading and ediling my resume Lhan I did reading job descriplions Fvery lime

senl oul my resume 1 cuslomized Lhe resume and cover leller Lo Lhe
prospeclive company. This once again led Lo me checking my resume Lo ensure
cverylhing was spell corrcally and flowed smoolhly. The lasl Lhing 1 cver

wanled was Lo be disregarded for a posilion duc Lo my own carclessness.

B.Hot Words
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g x
pocket skill BESE 7
all-round ability ZAEHEN
pull string “EE LR B A
vocational qualification WO % 4%
minimum wage system e K T 9 o
merit pay LR TR
pay caps FioK L BR
earn a bonus YL, HEIG
high-flyer R CAA)
work flex time S T A B )
work anti-social hours Jin Bt
work in shifts &l B
retention BAER T

C. Intensive Reading

How to Apply for a Job

In order to get a job, you have to know how to navigate the application
process. Toapply for a job, you'd better follow the instructions and do it
step by step.
. Choose the appropriate subtitle for each step of applying for a job in the
following passage. :
Apply Call the employer Follow up
Get a second (or third) opinion Write a resume

Write a cover letter if necessary

Step 1.

Even if the particular job you're looking for has an application process
where a resume isn’t necessary, the process of writing a resume can help sort
your thoughts and prepare you for an interview. Having a written record of

your work history makes filling out an application much easier, too. Tailor the
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resume to the type of job for which you are applying, emphasizing related skills
and coursework. If you're submitting a resume electronically, be sure to
include keywords from the job list so that your resume doesn’t get skipped over
by a computer. One discrete way to do this is to include a “Summary of
Qualifications” near the top of the resume that hits a few of these keywords
(which might be skills, personal achievements, known software programs,
etc. ). However, do not repeat anything verbatim or you won't look like a
trustworthy candidate.

Step 2.

Ask about the application process: “Good morning. My name is your
name. | was wondering if you had any positions open and, if so, how I might
apply. ” You will usually have your call routed to the hiring or human resources
manager. If they have any openings, they’ll either ask you to come in and fill
out an application or they'll ask you to send a resume and cover letter by mail
or e-mail, in which case you should inquire, “To whom should the letter be
addressed?” They will give you a full name. which you should write down
(asking for help with the spelling if necessary).

Step 3.

Make sure it is specific to the job, with the company name and address
and, if possible, the name of the person who will be receiving it. (Including a
real person’s name in your application is not only professional, but also shows
that you bother to track that information down and are not simply mass-
emailing every employer you can find. )

Step 4.

Ask friends or family members to read over your resume and cover letter
for typos, as it’s often difficult to see our own mistakes. If possible. get advice
from someone in the same field as your potential employer or who has
experience recruiting or hiring.

Step 5.

Visit the employer to fill out your application form. It’s usually best to go
during the mid-morning lull (when they're not too busy, but before the day has
worn them out). Ask to speak to the hiring manager and try to hand the form to
them personally: “Hi, we spoke on the phone yesterday about the (job title)

position. Here's my application. Let me know if you need anything else!” This will
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give the employer a chance to see you (so dress professionally and present yourself
well) and put a face to a name. Send your cover letter and resume as instructed.
Step 6:

If you filled out an application but the hiring manager wasn't there at the
time, call three days later, ask to speak to the manager, and confirm that the
application was received. “Hello, this is (your name). I filled out an application on
(day you came in) and I just wanted to confirm that it was received. ”

If you sent a cover letter and resume by mail, call a week later to confirm

their receipt. If you sent them by e-mail, call the day after.

D. Supplementary Reading

¢ Inthis part you are going to read two passages concerning job-seeking and

i finish reading comprehension exercises respectively.

Passage 1 The Stars of the Future

Existing management research does not
tell us much about how to find and develop

high-flyers, those people who have the

potential to reach the top of an organization. As a result, organizations are left
to formulate their own systems. A more effective overall policy for developing
future leaders is needed, which is why the London Business School has
launched the Tomorrow's Leaders Research Group (TLRG). The group
contains representatives from 20 firms, and meets regularly to discuss the
leadership development of the organizations’ high-flyers.

TLRG recognizes just how significant line managers are in the process of
leadership development. Unfortunately, with today’s flat organizations, where
managers have functional as well as managerial responsibilities, people
development all too often falls victim to heavy workloads. One manager in the
research group was unconvinced by the logic of sending his best people away on
development courses, “only to see them poached by another department or,

worse still, another firm”. This fear of losing high-flyers runs deep in the
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organizations that make up the research group.

TLRG argues that the task of management is not necessarily about
employee retention, but about creating “attraction centers”. “We must help
line managers to realize that if their companies are known as ones that develop
their people. they will have a greater appeal to high-flyers,” said one advisor.
Furthermore, selecting people for, say, a leadership development programme
is a sign of commitment from management to an individual. Loyalty can then
be more easily demanded in return.

TLRG has concluded that a company’s HR specialists need to take action
and engage with line managers individually about their role in the development
of high-flyers. Indeed, in order to benefit fully from training high-flyers as the
senior managers of the future, firms must actually address the development of
all managers who will be supporting the high-flyers. Without this, managers
will not be in a position to give appropriate advice. And when eventually the
high-flyers do move on, new ones will be needed to replace them. The next
challenge will be to find a new generation of high-flyers.

Exercises: Choose the correct answer for each of the following questions based on
your understanding of the passage.
1. TLRG is established for
A) researching the existing management system and providing advice
B) poaching the high-flyers among top companies
C) identifying high-flyers with the support of a guidance strategy
D) improving the leadership by exchanging the experience and ideas
2. What’s the main reason preventing the development of high-flyers?
A) Managers are frequently too busy to deal with the development of high-flyers.
B) There is a concern that firms investing in training for high-flyers may not
gain the benefits themselves.
C) Line managers are usually not easy to be persuaded to send best employees
away to have development courses.
D) High-flyers are often too busy to receive the courses on self-development.
3. What does the word “poach” (Paragraph 2, Line 6) mean?
A) Snatch. B) Abduct. C) Kidnap. D) Poach.
4. Which one is NOT the return of investment on development of high-flyers?

A) Firms who work hard on their reputation as an employer will attract high-flyers.
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B) Employees will attach great importance to loyalty to their firms.

C) Managers can spend more time on functional responsibilities.

D) More excellent employees can be retained who have had the intention of
job-hopping.

5. What is the key to the success of development of high-flyers?

A) Managers need to take action to convince high-flyers of their value to the firm.

B) Organizations need to look beyond the high-flyers they are currently
developing.

C) Managers need expert assistance from within their own firms in
developing high-flyers.

D) Firms should mobilize HR specialists, all managers and high-flyers to

support the policy with joint efforts.

Passage 2 Cosmopolitan Readers Queue for Tube Job

More than 1, 400 readers of Cosmopolitan have applied to become a
LLondon Tube train driver. LLondon Underground described the response to its
single advert in this month’s issue as “exceptional”.

Successful applicants will have to get out of bed for regular 4:45 a. m.
starts, but the £27, 650 salary and up to eight weeks’ holiday may prove
sufficient compensation.

Lorraine Candy, editor of Cosmopolitan, said the interest her readers had
shown demonstrated that young women were not bound by traditional career
patterns.

“It’s always been a classic thing for boys to want to be train drivers. Now

il

we're seeing that girls can do it too,” she said.
“I don’t think the job is boring and I'm sure the passengers couldn’t care less
whether the train is being driven by a man or a woman as long as it’s on time, ”
The ability to break bad news to travelers more sympathetically is one
reason London Underground is keen to increase its number of female drivers
from 100—just three percent of driving staff.
Excercises: Answer the following questions based on your understanding of the article.
Q1: What advertisement did London Underground put in Cosmopolitan?

Q2: Could you illustrate the advantages and disadvantages of the job?
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Q3: What do passengers care about most?

Q4: Why does London Underground want to hire more women?

E. Listening & Speaking

i Listen to a short passage concerning human resources and recruitment and

i finish the following exercises.

Part 1 Listening Exercises: Human Resources & Recruitment

Warming-up: In your opinion, which three qualities below are the most

important for a successful career in business?

» being on time » being adaptable

» having ambition » knowing about computers
» working hard » having a sense of humor
» getting on with people » looking smart

Exercise 1: Colette Hill runs a public relations company that advises clients on
human resources and recruitment. Listen to the first part of the recording and
compare what she says with your answers to the warming-up exercise.
Exercise 2: In the second part of the recording Colette talks about how to
prepare for a job interview. Listen and tick what you hear.

Before the Interview
. Answer questions fully
. Stick to the point
. Don’t talk for too long
. Take control of the agenda yourself

. Give examples in answers

(o2 S 2 B O N S

. Ask questions
During the Interview
. Know how old the company is
. Know how many people it employs
. Know what the turnover is

. Know how fast it is growing

(S 2 O oS

. Know where its headquarters are



