strategic and proactive, anticipates and takes initiative
critical thinker, strong analytical skills, accurate and probing
good researcher
tenacious sales developer, comfortable with demanding targets
technically competent/qualified
task-oriented, commercially experienced and aware

O high integrity and honesty
V‘EW energetic and positive outlook, which often inspires others

D JOB ‘NTER adaptable and flexible, well-organised planner
CV AN effective in the use of technologies

3.2

EMENT
WTLWRITING: JOB ADVERTIS

Write a job advertisement for the position of your choice including the items below.

e job title
- jescribe > job ti _
m " night be interested In, and C e iob » employer/recruitment agency name
tisement for the position you ‘u%% and the requirements of the JOb.
Find a job advert streng

. ead » company location
bilities which reflect b_oth yc?t hrases below and your own | » company actrvuty (_short company profile)
your capa following table using the P » to whom the position reports
Complete the 10 i » job role and purpose
» outline of an'ideal candidate profile
» qualifications and experience required
» salary or salary guide
» other package details or guide, e.g. car, laptop, luncheon vouchers, etc.
» full-time or permanent position
» explanation of recruitment process
» response and application instructions
» contact details
» website address

Job applied for
My capabilities

JOB ADVERTISEMENT

L
ot
@

9, VOCABULARY & SPEAKING
Task 1.

B

tasks and objectives

o : : o roblems
logical approach to achieving ctive solutions 10 P

itiative to develop effe Fill in the following sentences with the correct preposition.
isive, uses In! - : : — ;
determined and dec1slvgus and attention t0 detail business mind . | completed economic studies the University of Gdansk.
high personal ?tangegroactive strong drive and keen
al an .

. Did you graduate
- Have you already taken
- | earned my MA degree economics.
- My trainees have experience working with computers.

As a sales representative, | have experience foreign customers.
Do you quickly learn experience?
'm an employee 10 years’ experience.

entrepreneuri i
i . nd leads by
good t'me'mag 2gﬁfreuant, sets aims a'_“a te}(:%it: ?noﬁvates and encourages
self-driven an i orks well with 0 ’ ities
: al skills, W y . do ortun -
good Interperso'?husaiastic in finding openings an rcf;gct coordinator
good starte(;, ent epreneurial networker, eﬂelctl\i: Y
creative and entr tunities and problem: . .
: opportuni ings don
s rsscf;’?\r;c:\:i% aggroach to work and getting thing
active an

the University of Gdansk
medical studies?

economics?

N AWM =




WORK EXPERIENCE

)
-
Z
w
=
w
>
—
-
&)
<

| Task 2.

How would you
below, and use

over SiX years' prov

| Task 3.

Fill in the followin
1. I've been working
2. What qualifications
3. Have long

structure the expe
them t0 describe your oW

en expertise e

packground in a wide range of in

software, etc)
executive accoun
development, etc)

(year)

international HR manager sincé
in the demandin

supply chain manager within

environment _———
implementation of modern management

IT, etc.)

tability for —— (e.g. strate

g sentences with the corre

PP forover 10 years.
do you need 10 work _——

have you been working ———
marketing?

4. s it difficult tO findajob ——
5. Working a bank makes me feel stressed

6. | have been ~___Toyotafor the past 10 years
7. | worked really hard 10 geta placement ———

g. Why do young people pursue careers ———

10. Have you chosen your career path

a position _____ finance.
11. Asalaw graduate, I'd like to work ———

| Task 4.

How would you describe a
adapt them to your own CV.

chievements in your C

As a marketing specialist with ABC, | launc

promote
As an operations manager with AB
from months to days

As a logistics manager,
As a managing director, | incre

per year.

C, | introd

rience statements inyour G
n experience.

(e.0. logistics, finance,
dustries, including

gic planning, staffing, sales

g and pressurised busin

practices related to ———

a well-esta

| achieved a 10% reductio
ased new Cu

v? Look atthe examples

marketing, etc))
(e.g. pharmaceutical,

ess

(e.0. personnel,

ct prepos‘rt’ron,

computers?

this software company?

DB Schenker.
logistics?
9. I've been serving my internship ——— Microsoft for six months.
yet? I'm still thinking about app

lying for

blished law firm in London.

V72 Look atthe examples below, and

hed new marketing campaigns 10

uced systems t0 reduce lead-times

nin the procurement costs.

0. —

stomer growth from i

PERSONAL INFORMATION

STUDIES APPLIED FOR

(<1 Address

=
Telephone number B Mobile numbe
@ Email address r

JOB APPLIED
FOR - POSITION
PREFERRED JOB

WORK EXPERIENCE
Dates (from - to)

EDUCATION
AND TRAINING
Dates (from - to)

PERSONAL SKILLS
Mother tongue(s)
Other !anguage(s)

UNDERSTANDING

SPEAKING | WRITING

Listening = Reading . SPOKen Spoken
interaction production

English

German




Org

Communication skills

anisational / managerial

g

skills

ood 'éldmmunication skills gain
experienc

leadership (¢
of 10 people)

e as sales manager

Job-related skills

Computer skills

Other skills

Driving licence

ADDITIONAL
INFORMATION

Publications
Presentations
Projects
Conferences
Seminars
Honours and awards
Memberships
References

ANNEXES

fqu
ood command ot dt :
?esponsib!e for quality audit)

éood command O

carpentry

cop|esof degrees and qu

publications Of research

ality control pro

testimonial of employmen

ed through my

urrently responsible for a team

f Microsoft Office tools

alifications

cesses (currently

Q
Do you recognise action verbs in CVs? Look at the examples below, and incorporate Ro
relevant action verbs into your own CV. g
achieved directed negotiated =1
administered diagnosed organised )
advised estimated presented -
analysed examined promoted r'ﬁ
assessed guided supplied -0
audited handled surveyed %
calculated initiated trained

coached lectured translated

compiled led upgraded

consulted maintained wrote

Fragment of a CV:
Dates 20.04.2005-23.06.2008

Company name ABC

Position held Software engineer

t or work placement

Scope of duties

designed and implemented websites
managed software development processes
consulted technical solutions and provided benchmark analyses
led a software development team

implemented new technical solutions

launched new software products

assured quality in software development projects
cooperated in designing software marketing campaigns

~ LISTENING & SPEAKING
Y

AU Task 1.

Listen to Mary, a career advisor talking about job interview preparation. Which piece
of Mary’s advice do you find most useful?

CD1
} 17 m

A Sf[udent asked Mary whether we could mention a weakness at the start or end of
an interview. Listen to her answer, and discuss it with a partner. Have you ever been
asked about weaknesses at a job interview? How did you answer this question?

M3IAH3LNI gOr




Atajob interview, you were asked to fill in the language passport, and evaluate your
anguade passport template, and assess your

language skills. Fill in the Europass |
level of English and other languages you speak.

Self-assessment of language skills

Speaking

Writing

Understanding
5% d

9 an o
Spoken Writing

Listening Reading Spoken
interaction production
A1, A2 Al, A2 Al, A2 A1, A2 A1, A2
basic user basic user basic user basic user basic user
B1, B2 B1, B2 B1, B2 B1, B2 B1, B2
independent user independent user independent user independent user independent user
c1,62 ci,C2 Cc1,C2 c1,C2 c1,C2
proficient user proficient user proficient user proficient user proficient user
Certificates and diplomas
Title Awarding body Date Level
Linguistic and intercultural experience
Using languages for study / at work / while living, travelling abroad /
mediating between languages, etc. Duration
Look at the phrases and collocations below that might be used while describing
language skills at a job interview. Imagine an interviewer asked you the question
d of foreign languages. Based on your language passport and

about your comman
the structures below, answer the guestion.

e communication skills in English.
ish for the last
English speaking environ
t for this industry.

| have effectiv
I've been speaking Engl
I've been working in an
My English is competen

ment for the last

Complete th
e notes below d i :
would like to u escribing the skill
pgrade. ills you possess/lack
/lack and those you

| posses (skills).

However, | lack (skills)

I'd like to upgrade my (skills)

, VOCABULARY

You are applyi
plying for the .
second stage of a job | position of HR specialist i _
job int : , ist in an int :
AskaEa Solei 'anguzw\lcfw Is checking your knowledge Oi@;r;%a;ona‘ company. The
ge quiz below, and choose the correct agsg“Sh'fNOW‘ you are
wer for each gap.

1. I'report directly the team leader.

a) under
b) below C) to
2. The job d) onto
: aloto :
g; !ncludes f travelling.
involves C) covers
d) comprises

3. How do you commute to work?

a) | i
) | can work under time pressure

b) I appreciate challenging tasks c) | travel by car.

d s
) | cooperate with international entities

4. | have an exc
ellent ;
g) Corqmand of English.
. ) proficiency c) mastery
. In an informal envi d) fluenc
environ y
g) conditions ment, employees are on first name
" |=) circumstances c) texts -
- I'm not looking forw. €y fems
- a
g) sitting (s early retirement.
. N: opening g) taking
es the mi
g; gayment © mileage of PLN 1000 annually
onus c) benefit -
8. We will d) al
o lowanc
ou &
a) review your salary after you have been with us for eight
months
c) reform '

b) recap
d) remunerate

ZINO HH



aining course.
c) unfilled
d) unmarked

onthetr
9. There are still four _—— places

a) uncompie{;ed
b) untouche - |
10. Vll telephone _— you tomo c) with
a) to d) on |
‘'ma
b) - . mely well. _m
11. I'm a senior executiv c) heavy jumper
" a) heavy hitter d) heavy seeker

: her company.
e campe(;f your contract, you can t work for anot
12. ____ theterms

e who performs extre

c) Under
Below
a) On ! 3
for a new office?
ot ers agreed to _ mMore staff ke
13. Have the manag it
it d) take on .
o nces against my employer.

14. | enjoy my work and have no grieva

a) happy camper
b) happy hitter

C) happy flier
d) happy seeker

ini 2
going on atraining Course?

15. Would you benefit o) for
a) with d) at . for you?
b) from work objectives that we
16. Do you feel you have met the c) kept
a) met d) set
o) get money we earned.
17. A____shows us how much o payroll |
a) paylist d) payrounb - company.
2 Day_S“F:‘ list of people employed and reTulir)]:\rgﬁDd ’
18. _ isthel c .
k) payral workshops.
19. We _____regular courses and c) i|ump
d) leap ]
a) run _ -
b) train e (at the end of the working peri )
20. Wages are normally paid in —— c) attendance
| i o abStentlont s HR Manager
: i osta
b) ac:c.rualsOur interview, this letter is to confirm your p
21. Followingy ’ .
5 Qctober. c) commencing

a) relating to

by mlertity 10 i contract of
02, This letter forms the basis of your o) employment
- a) work d) employability
b) job

d) concluding

23. I have decided to my notice and this letter is to inform you about jt.

a) hand out ¢) hand away
b) hand on d) hand in
24. Have you planned to promote him_ g management position?
a) on c) to
b) up d) for
25. We have to the applications that have no chance of succeeding.
a) sift on C) sift away
b) sift out d) siftinto
26. The course will have a maximum _____ of 20.
a) enrolment C) notation

b) registration

Choose the phrase that sounds more formal.

d) subscription

a) I've been working in finance for 10 years.
b) I'm a wide profile financial specialist.

a) | perform well under pressure.

b) 1 work well under pressure.

a) lcanworkin a busy environment.

b) I'm used to working in a fast-paced environment.
a) | always meet targets.

b) Ialways get things done.

a) I'm determined to take action.

b) | have a can-do attitude.

a) I'm good at multitasking.

b) I can do several things at the same time.
| want to learn.

I'm eager to learn.

)

)

) | achieved a ot in the IT field.

) | have a proven track record in IT.

Task 3.

Fill in the phrases below with the correct preposition.

be resistant —__ stress

be good languages

be or qualified
gain hands- experience
hire sp

—— atrial period

—— pressure

—— tight deadlines

a working knowledge English

Work
Work
have




| Task 4.

ith one
Fill in the following sentences wit

She
i t programmer.
Marta is our bes =
12.. | believe I'll ggt promoted soon. My
3. After graduation,
first work
4. As a project mana

een working as ———
5. How long have youst()jepal‘tm ent a month ago.

candidate has a sound

thi
a chance to run ik
6. | can see that the first

| Task 5.

How are people remunerated for their

W.
them in with the correct words belo

salary | wage |

hourly
registration
annual
tuition
_____package
booking
sources of

SPEAKING & LISTENING

[ Task 1.

At a job interview, there are
prepared to answer the qu

below.

| got a trainee post in a freig

ger, | always get my project ——

pay | remuneration | commis

i ke appli :
jestions that ma N
eC;Ltli(s)n about your salary expectation

correct word.

in IT.
roventrack __—Ini
e ao?ion ~___are really high. S
inz ht forwarding company.

on time. -
of the accounting department? | g

of English.

' rases by filling
work? Complete the following phrases by g

sion | income | fee

____ per month
__ freeze

live beyond my
overtime
charge
work on

- ble. Get
> feel uncomforta
o Use the phrases

| expecta sala_ry co
| expect experie

: -
My salary expectations are in line

mpetitive for the in'dustry.
nce-based remuneration.

ith my qualifications and education.

P Task 2. b
S Listen for how Robe
!\;ith a very heavy workload. DO

answer the question appropri

rt answered the

stion: This is a job

. s : e
following job Interview &0 - t» Did Robert

you think you could cope witt

ately? Justify your opinion.

Ata job interview, be ready to ask y
position, tasks or the company in
questions the interviewers may pe

fill them in with the correct words
job interview.

our interviewer a few questions about your potential
question. However, there are some warning-sign
rceive negatively. Look at the following examples,
below, and remember not to ask them during any

pay rise | car | expenses | grievance | lunch | pension
1. How many weeksof _ do | get?

2. When would | get a ?

3. Whatarethe ___ times?

4. What sort of company
5. What other _____ are there?
6. Whatarethe arrangements?
7. Do you have a procedure?
8. What can | claim?

| perks | holiday

do | get?

BUSINESS SKILLS

As a group, you are going to role play a job interview. Follow the instructions below.
a) Each of you finds a job advertisement for a
to choose the position that suits your
agroup, vote for the advertisement th
b) Divide yourselves into job applica
(HR manager and recruitment
each of the recruitment team members. For example:

- HR specialist responsible for asking questions about personal development
and career path

- HR specialist responsible for askin
in an applicant’s CV
- HR specialist assessi
Each HR specialist as a
Case studies/tests for
¢) Each job applicant pr
d) The recruitment team r
tests prepared for applicants.
€) The HR manager opens the job interview.

position to be applied for. Remember
qualifications and present it to the group. As
atwould be used in the recruitment process.
nts and members of the recruitment team

g Questions about the information included

Ng an applicant while solving case studies
recruitment team member should

105




You are candidates attending an assessment centre session which consists of

exercises assessing skills and attributes required for the job. You have just arrived at
a company training centre, and you will be confronted with a range of tasks, both
individually and as a group. Applicants are asked to perform the activities below.

a) Spend five minutes talking to your neighbour to get 10 know as much as possible
about him/her and then introduce your neighbour to the group.

b) You are given a job description for a post to be filled in by internal promotion and
the biography of each candidate. Argue the case for your candidate t0 be the one
promoted.

¢) You are given a packground briefing on & number of sites under construction for
the location of a new manufacturing plant. After being allowed a short time to read
through this briefing, the groupasa whole must consider the pros and cons ofthe
various options and reach a unanimous decision on which site to approve.

d) Design/devise a poster with a slogan to advertise one of the company’s products.

e) A member of the recruitment team plays the role of an awkward customer and
candidates are asked t0 deal with the complaint made.

| Task 3.

At an assessment centre, you were given the following case st
solve it and present your answer.

Hitech PLC is a Korean company producing high tech
players. Recently, they have opened a factory in the town of Marstairs in Thanet, Kent,
an economic development area. The factory is doing well with 69% of its sales coming
from the British market. However, relations with the local population are poor. The
anticipated benefits to the town from the building of the factory have not materialised,
as most of the workforce needed to be highly skilled and were broughtin from other

areas, thus providing little local employment. These non-locals were highly paid
prices, leading to

and have pushed up prices in the local shops and also house
resentment. The chairman is aware of this resentment and wants to improve the
situation. The directors have agreed that up 0 £300,000 may be spent on a scheme

to benefit the community and lift the company’s image in the community.

udy. Your task is to

nology goods such as CD

Three possible schemes have been put forward:

Scheme 1.
The local hospital wants t0 set up a new heart disease unit. A donation of £300,000

would make this possible.

Scheme 2.
a charity that runs a prestigious orchestra for yound

The Marstairs Arts Centre is
people as one of its activities. The orchestra has been invited to tour Northern France
next summer. The company could enter into a deed of covenant to pay the Arts Centre

£100,000 for the next four years.

@x

{

L

Scheme 3.

The views of i
the Chairman and Directors are as follows: 2

The Fi i
Scﬁel::;arce Director’s calculations:
- No tax savings would accr;.le

Scheme 3. A ta :
o his, X saving of £100,000 would accrue

The Marketing Director feels:

Scheme 1
il nglt:lcé s;:arcely increase sales at all. The uni
Scheme 2 would givt:z o leltysibe very' posit?vlgt
to launch a marketin moderate increase to sales in Fr

g operation in France and though tance. The company is shortly

y's involvem 2 here
Scheme 3 would have a ﬁlne;[jwou,d be publicised. wouldbe no advertising,

popular as football in Kent
The Chairman

The Chairman h i
as said that h i
well as the public relations be c?Srvould like to see other benefits to the compa
_ ny as

or impact on sales. S
- . ©0me problem ; :
and hooliganism has been a problefn a; ftett::tc(j:ngket is as
ub.

T s
he Chairman has asked you, as a promi

ro
proposals, and make a recommendation

sing youn
should support a g manager, to study the three

for whi
nd why, for consi ! which of the scheme
ne of the scherrr'igegatlon by the Board of DjreC?O:ZEafqmpany
» $ay which scheme the co an be supported. After examini its next
mpany should support and give YO[Ijng all i

I reasons.

_" LISTENING
CD1
19 Task 1.

Listen to ¢
a fragment
: : of a rese: :
interviewees earch summ
s 2 o nmary re p .
, and decide what the figures g  heciD g recai
1000 ~ gures below refer to.

3=
25 =
20 =~

ters’ way of judging

Task 2.

Lis i
ett\in to gjoke related to
een interviewers and

a job interview. What does it tell us

interviewees? about communication




