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Tasks

Suppose you are a college graduate and want to get a job at a certain
company. You should be able to

¢ have a good listening ability and be good at communicating with the
employer

¢ master special terms and expressions as concerns the job
write a resume and a letter of application

¢ translate a job advertisement and a resume.

—

Task A Warm up with the words below if they are new to you

applicant one that applies as for a job




Social Communication II

scrutinize to examine or observe with great care

conduct behavior

client customer

superior one who is higher than another in rank station or authority
assemble to bring or call together into a group or whole

slouch to sit stand or walk with an awkward drooping excessively

relaxed posture

napkin a piece of cloth or absorbent paper used at table to protect the
clothes or wipe the lips and fingers

discreetly carefully

steer to follow or move in a set course

spaghetti a pasta made into long solid strings and cooked by boiling
messy disorderly and dirty

Task| B Listen to the tape recording and fill in the blanks

Handling a Meal Successfully during Your Job Interview

A meal can be very important to your job search success Most employers have
busy schedules and will 1 . Sometimes an applicant may share breakfast with
one group lunch with another and still another for dinner. All the while the applicant is
expected to answer questions well while the interviewers eat. You could be 2
your table manners and conduct in addition to your answers to the interview questions.

Employers may want to see you 3 to see how you conduct yourself
particularly if the job for which you are interviewing requires a certain standard of
conduct with clients and superiors. Many times meals are the only time that certain
groups of workers can be find to assemble together for an interview.

Tips for Interview Dining Etiquette 4 your host or hostess. You should
wait for your interviewer's to ask you to sit down before taking your seat. If he/she
doesn’t ask you to sit wait for him/her to be seated then sit. During the meal

5 on the floor or cross your legs at the ankle. Crossing your legs during the
meal can cause you to slouch and looks too casual. As soon as everyone is seated
unfold your napkin and place it across your lap folded with the fold toward you. Do
this discreetly. If you need to leave the table place your napkin on your chair folded
loosely. Only after the meal is over 6 on the table to the left side of your plate



