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Unit1
Recruitment and
interview

Aims

v To listen to and master the relevant knowledge of recruitment and the skills of ‘
interview;

v" To master vocabulary and discuss about recruitment and interview;

v" To practice listening for specific information;

v' To practice listening for general ideas.

o

Situation

Recruitment is the process of obtaining new members or employees. It links the
employers and the job seekers. It is important because high performing employees are
essential for successful business. On the other hand, a person can enter a job only through
the interviews that are conducted by various companies for their jobs. Only if one is well

prepared can he or she get through such interviews.

Warm-up
Word Bank
recruit v. M BSAL: 476 ME3E  sales representative AL
assistant 7. B, BJJ}E, ﬁjﬁﬁ candldate n. 1"5%1@/\ f’_ﬁ%‘ live |
depressed acy HER e Hmotwate vt Wb ﬁﬁé‘ﬁﬂﬁﬁ

vacancy . %t S FE H
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@ In ABC Cbmpany, the HR manager and the managers from other departments are
discussing about recruiting new staff members. You will hear a dialogue about methods of
recruitment. Listen to the dialogue to find out the advantagés and disadvantages of internal
recruitment and then decide in which row each one belongs to and fill out the chart.

It will limit our choices of candidate.

It is cheaper and quicker.

The candidates are familiar with the business and our culture.
It will create another vacancy which needs to be filled.

LS 100) e

This will provide promotion opportunities for our staff and is a good way to motivate
them.

23]

No new ideas can be introduced from outside the business.

7. The candidates not appointed will feel depressed.
8. We’ve already known the strengths and weaknesses of the candidates very well.

Advantages of Internal Recruitment Disadvantages of Internal Recruitment

( 5
1. If companies want to recruit some new staff members, what will they do?
2. Brainstorm with your partner:
If you-are the HR manager, and you want to recruit an assistant to the account manager,

will you select the members within your company or outside your company? Why?

il
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Listening for Gist

Word Bank

[ e 468
T”C&"am ad aﬁw ; HERS
’ ersonal  adj. Aﬁ?ﬂ‘} Aﬁ/‘si’;i’ﬁiﬂ‘l
pro-actlve adj. ﬁ”ﬂﬂgﬁﬂ‘]

negoaam n ‘&%ﬂ _

charactenstlc n CF’HE‘ ﬁ‘ﬁ;;ﬁ@.

@ In ABC Company you will hear John who is responsible for the recruitment reporting
his arrangement to the HR Manager and discussing about preparing for the relevant job
interviews. Listen to the conversation and choose the right answer to the questions you hear.

Question One

How many vacancies will be provided?
ASE | ‘
B.3i

C.4.

Question Two

How will the ABC Company recruit the production manager?
A. By internal recruitment.

B. By external recruitment.

C. Through the Internet.

Question Three
What isn’t mentioned in the job descriptions?
A. Qualification.
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= Quality.
C. Education.

Question Four

What kind of interview will they adopt?

A. The situational interview.

B. The situational interview and the technical interview.
C. The aptitude tests and the personality tests.

Question Five

What will be arranged after the interviews?
A. The tests.

B. The interviewees of the time.

C. The important interviewers.

@ In the following dialogue, the HR officer John asked the applicant Liza a stress
question. Let’s see how Liza handled it. Listen and decide whether the following statements
are true (1) or false (F).

( ) 1. Liza thinks handling conflicts successfully is an important part of being a
manager.

( ) 2. There are rumors that they are going to move their plant to India.

) 3. Liza was very prospective and brought the workers’ concerns to management’s

attention.

( )4.Liza attended a meeting with Union leaders and two key members of the
executive team in order to refute the rumors.

( ) 5. They set up regular meetings between managers and union leaders and created
local version of the company newsletter in order to improve communication.
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@ In this part, after several rounds of interviews, the HR officer John finds two
candidates are really outstanding. Today he talks about this with the HR Manager. Listen
and choose the right answer to the questions you hear.

Question One

How many candidates are mentioned in the dialogue? Who are they?
A. Three. They are Lisa, Anna and Susan.

B. Two. They are Lisa and Susan.

C. Three. They are Lisa, Annette and Susan.

Question Two

According to John, what’s the problem of Susan? He doubts about
A. Susan’s soft skills.

B. Susan’s communication skills.

C. Susan’s technical skills.

Question Three

What are the HR manager’s reservations about Lisa?

A. Whether she can handle the shift for more fast-paced and marketing-oriented
organization.

B. Lisa will want more money and more compensation than they will offer, and maybe
even out of their budget.

C. Both of A and B.

Question Four

Who performs very well during the interview and gets the offer at last?
A. Lisa

B. Annette

C. Susan.




6 TRAEEEENIE—M

Listening for Specific Information

Word Bank
sity ?xunal interview %ﬁiﬁﬁ panel interview J]‘ﬁé@ﬁ .
‘scheduled adj. WE K Eﬂﬁ”ﬂ’] | assess vt ﬂzi it
assessment checkhst LSHEE?— . limitation "w Tﬁi%, e :
 predict vr. Tﬁ?ﬁ ﬁm,fﬁfﬂ . |nmeat aaj ?&%E’J "Jf’ﬁﬁ'] 'ﬁ(uﬂiﬂ‘l e

In this task, you will hear a dialogue about the main types of job interview. Listen and
fill in the blanks in the following table.

Types of Job Interview Characteristics

Structured Interview

The employers design the questions to test whether the candidate
has the (1)

Situational Interview e : g ;
Situational interviews are trying to find out how you would

respond to a future situation in the position for which you are

applying. They’re a test of your (2) and critical
thinking abilities. They also give the interviewer a sense of your
3) and personal values.

Telephone interviews are question-and-answer exchanges between
an interviewer and an interviewée who speak professionally about
a specific topic such as job (4) . They are
typically scheduled in advance for a given time.

Panel Interview

A panel interview is when you are interviewed by a group of
company (5) . Each presents its own set of
challenges and communication issues.
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@ In this task, you will hear a passage about preparing an interview. Listen to the

passage and choose the right answer to the questions you hear.

1. A. Clothes.
B. Appearance.
C. Language.
D. The way you walk.
2. A. Wearing a nice short skirt.
B. Looking neat.
C. Looking at the interviewer in the eye.
D. Giving the interviewer a firm handshake.
3. A. Clearly.
B. Loudly.
C. Softly.
D. Quietly.
4. A. To show irritation.
B. To leave at once.
C. To pick up a magazine and read quietly.
D. To read a novel or a short story.
5. A. On Friday afternoon.
B. A day or two after interviewing.
C. On Monday morning. :
D. About a week later.

@In this part, you will hear a man talking about job hunting. Listen to the passage and
fill in the blanks with the information you get from the recordings.
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How to Get a Job
Finding a vacancy:
I. advertised vacancies
a. Local/national press, trade 1 , and so on.
b. Special bodies (% . [#44) which provide an 2 service.
c. Recruitment agencies with vacancy details/local training 3 3
d. Internet.
II. Unadvertised vacancies
a. Approaching the company directly, known as the speculative -+ :
b. Personal contact.
Preparing the interview:
a. Impressive S and letter of application,
b. Information on the company from the Internet, company 6 , and recruitment
literature :
c. List of skills, 7 , and interests.
d. Predict the interview questions.

Speaking Focus

% Work in group of two and make a role-play according to the following situation.

Situation

You are a college graduate. You are interested in the position of sales representative
1 in ABC Trading Company. Now you are going to talk with your friend Sherry about how
. to succeed at a job interview in English. Then change the roles.
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