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Introduction

The aim of Cambridge English for Job-funting is to develop the English language and communication
skills you need o get the job you want, Specincally aesigned for beth working professionals and those
new to the world of work, the book tomprises six stand-alone units which cover all of the following
dreas and more;

Researching the market

Preparing a CV

Writing a cover letter

Answering interview guestions

Answeting competency based interview guestions

Turning negatives into positives

Telephone interyiews

= & @ % ®# & @

Negotiating terms and conditions of service

I the book we have used authentic materials such-as genuine CVs.and cover letters which you can
use as useful models when writing your own CV and cover letter. On the audia you will hear 3 lot of
interview extracts, from both strong candidates giving model responses Lo interview glestions, as well
as weaker candidates making commen mistakes. The book will guide you through these examples and
highlight successful technigues for dealing with difficult guestions, as-well as providing you with lots of
opportunities to practise. '

In the classroom Cambridge English for Job-hunting provides between 4() and 60 hours of study, This
can be extended using the teachers notes and extension activities onling:

How to use Cambridge English for Job-hunting for self-study

If yvou are working on your own, you can do the units in any grder you like. Choose the unit that
matches the stage you're at in the job application process and work through the exer cises, checking
your answers in the answer key. Note down any mistakes you make, then go brack and listen or read
again to see what the problem was: It's a:good idea to listen to the audio more than once and to read
the audioscript afterwards to check that you've understood,

For the speaking activities, think about what you would say in the situation. You could alse try talking
apout the discussion pﬁ-i’ﬂ'ts with vour friends and colleagues, as almost everyone has experience in
job-hunting and stories to share,

Audioscripts and a comprehensive answer key lincluding suggested answers for discussion tasks)
‘are at the back of the book. In addition, you can find extra marerial online at
www,. cambridege.orgleltienglishforjobhunting,

| very much hope you enfoy using the course and wish you every SUCCess In your own jab hunt. I you
‘have any comments on Cambridge English for Job-hurnting, I'd love to hear from you You can email me
at engl ishforiebhunting@cambridge.org..

Colm Downes is a freslance English language teacheritrainer and ESF consultant. He began teaching English as &
solunteer in Sri banka 14 1958 and has since worked in @ number of countries -:JFDUHd the world, frichiding Spain,
Egypt and Poland, and spent twe years hielping the British Coundl estatilish a teaching centre in Brussels, Whilst in
Belzium Colm wrate and piloted a aumber of succasaful ESP courses, including courses tor The Buropean Commission,
The Furopean Patent Office and Jub Applications Skills. He compieted an WA iR ELT and Apohed Linguistics at Kings
College Londen, developing his interest in World Enghshes and the uss of English as 2 Lingua Franca,

Introduction 3
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@ Tdentifying the stages-in the
® - Researching yourself
®  Highlighting your skills and.

'@, Researching the market .«

: gt
I: L
i 2
). Ty
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B [dentifying the stages in the job
application process

Most of us spend between 60-80% of our waking hours working,
o Is important to find a job that brings true satisfaction. IF you
haver't found it yet, then don't give up. Keep looking until yau find
a Job that you love doing.

1 3 TeresaFernandez, a recent graduate, is appiying for a job in ma_lji:etiﬂg;
Match the extracts from documents and conversations (a—h) to the stages
in the job application process {(1-8).

I Sending a coverletter & Responding to interview guestions 7  Resgarching the market
2 Sending a CViresume 5 Making interview small talk 8 Researching yoursell
3 Sending a follow-up letter & Reading a job advertisement

&

B 5

- . 'Il:,

MARKETING ASSISTANT, Bristol | |

circa $25K pa : AT i Teresa’

We are a leadet in th;e-'mtematmnaldagmucs. T e Halls

i WUEI ﬂﬁiﬁ:ﬁ:& ?y;;f;d}mﬂmir o 'Goed afternoon, My name’s Alan Cassidy. Sorry to
countries, We are s Sl e erignsiy en you waiting”

pmfﬂssi{mﬂ% ta join our marketing team. You : Keep IE’{HJ wfrlt %. N

will iave s good first degree in miarketingora. | ¢ Thats:all right. ['ve been enjoying your company
related subject, and ideally some experience Brochurs. It all looks very impressive, It's nice to

of wnﬁciﬁg’ iﬁ the marketing departmenl of a meet you at last!

large company. AbDOVe all, you lnll.'.'_’-i;:';ﬂ-"i.’ﬂ* gd |
 neitive attitude, strong creative skills, anaan | & | |
gﬁ‘:ﬁwﬁ} t';rc:}rk-waﬁli ina team. Full training will y Clu_ate (8 I_m_ ':Lfrre_”f:l-"r' ba.SE"l_j.Hl‘i Lendon, so |
abellir};vide& There are excellent opportunities | = came on the train this morning,

for pﬁ}mmtiﬁﬂ within the department.

Thanks. Have you travellea far to us today?

A TR

b
H = oo e e i pr= Mo E A sy |
e R SRR AT 'it"'--'_|--'-it-"-'-',‘-":'l'-'11'r|'r::'::':"'|‘f"-l:-"l:":"-'h!'f-""":"".!" ep i L |

=iy Y e e e . oy B R T F W S 4 §

o

6 Unit 1 Research and preparation



. i st e, o eriaTloEtinG,
; v araduate with first-hand experience O i
| e e skt EYCHIORY BT like 1o apply for the position of Marketng

custarner service and sales. | would

fesistant, as acvertised in The Guardian. :
| ] act O | i ¢o ; attractive because i Wi
i neosnact of working for your company very & | ues W)
lelgii? ?ﬁgrtf!;m my deep theoretical knowledge of human nature Mo a very
practical context i a successiul international firm.

o

[ s writing to thank you for giving nie the opportunity of'an interview
today. Bveryone in your office was ftiendly and madd me feel very weleome.

As we diseussed during the interview, | belicve miy skills and sxpericnce
wiould -enable mé to mhake:s very useful contribution to vour team, Onmy
jowmey homie | gave more thought to your question about priemg. L ehecked
vour prices against how much vour competitors are charging for cyuivaient
services; and calculated that with yoursireng reputation for guality, you

=
could jushify charges of ..

L WPy S L
g o oo AR T UL Y ek
5 - S I‘| 1 [ l_ -\-h 3 y 3

: P e s O L
: | .lh '--‘l"ut"_._h-'l_

ﬁ#ﬂﬂﬁnuuuﬂ a""ﬁﬁﬂﬁhﬁ-
yg ot

.S
£ Whatwould you say are your main
i weaknesses?
G Well, | didn't use to be very well-organised.
ik ey 4 Nothing very serious, but for exampié | used
: : = T to forget my friends’ birthdays or try to rush
g £ university assignments fo get them done at
' S i % the I_a:;_t m.inut::e. Em In the lastfew gearaﬁlt"‘m
sl learnt some hice tricks to help me organise

o
=IO deiTed tHrout ! ; ) . :
Hiinkiug i my ife = 5_,-1#1;:_11'& things like writing down all
my taszks for the day and not refaxing until

.‘;'J;‘ﬂ-“ﬂ FESS el 3
o4 the nei o & | ;
B S AR b ke 've dione everything | nesd to do
Prak Errgalyiy g N perbant Jf
A decisions
.S.FE{H.I'-_E et Lrsip b ' | &- E
Al Ly g : . o
T e 2004-2007 Kingston University
; SRR Ll T TR S ® RBSe {HEITJS] Fﬂ*‘gthﬂ'[ﬂﬂ {2.1)
2008 Customer service assistant, Packaging Palace

® Resolved customer complaints
® (reated customer loyalty programme

‘Good-afternoan, Faster Forwarding
® |igised with management on pricing strategy

Logistics. How can | help vou?
‘Hetlo. My name’s Teresa Fernandez.
Could | speak to My Cassidy in

Marketing, please?”

‘I'mm afraid he's in 2 meeting: Can | take 3 message?
m not sure | was calling to see if there are any vacancies in your marketing department. 'rv a recent

-

psychology graduate, and I'm very keen to wark for a company like yours, because af your excellent
reputation;

‘Actually, | think there is & vacancy, There was an advert in The Guardian last week, Have you seen it?
No, | must have missed that. Do you have:a copy of the advert that you could sefid me?’

'Gf course, hut you'll have to be guick; the closing date is tomarrow.

b Put the stages (1-8) in Exercise 1a into the most logical sequence.
Unit 1 Research and preparation 7



2

8

€ Read the extracts again. Which extracts mention:

—_—

details of Teresa's work experience? L
details of Tergsa’s studies and gualifications?
the job salary?
Teresa’s weaknesses?

evigdence of Teresa's:skill with numbers?
where the vacanty is gdvertised?
evidence of Teresa's research skilis?
Leamiwnik?
a compliiment from Teresa about the company?
evidence of Teresa’s research into the company?

3 W00 4o N R N —

Do you think Teresa has a good chance of getting the job? Why [not)?

Researching vourself

Before you look far the petfect job, write a CV or apply for a jeb, you need to do
come research. Researching yourself is the Key to finding the job that is right
for you.

B 1.1 Silvia Carnali is approaching the end of her degree course at
university. She has decided to start looking for a job, but is not sure where
to begin. Silvia asks her friend Sophie, who works in the university careers
office, for some advice, Listen to their conversation and, in pairs, discuss
the following guestions.

1 What is the first thing Sophie suggests Silvia does?

2 How does Sophie identify her transferabile skills?

3 Does Sophie think personality tests are very important?

4 What is the final piece of advice Saphie gives Silvia?

Have you tried any of Sophie’s suggestions? Did they work for you?

Your strengths and weaknesses

The first thing you need to do when starting the job-hunting gracess isa self
assessment of your own strengths and weaknesses. This process will help
vou identify the skills, gualifications, expenence, knowledge and personal
characteristics that employers.are looking for.

After talking to Sophie, Silvia produced a ‘mind map’ to highlight her
strengths and weaknesses. Complete the sentences (a—j) in Silvia’s mind
map on the following page using the prepositions in, fo or af,

Complete the headings (1-6) on the mind map using the words in the box,
Achievements  Experience  Knowledge

Unit 1 Research and preparation
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B 12 Listen to two friends, Federico and Jack, talking about Federico's
strengths and weaknesses, In pairs, discuss the following questions.
What has Federico recently ascided to da?

Why. has he made this decision?

What does Federico claim to be good at?

What would Federico really like to be able to do?

What is Federica daing in order to achieve this aim?

W W R

B 12 Listen again and underline the personal characteristics in the box that
bhest describe Federico. In pairs, discuss your answers using evidence from
the conversation to support your opinion.

creativel  disorganised  flexible
impatient  reliable stccessful

Match the personal characteristics {1-6) to the questions [a—f].

creative a  Boyoualways dowhat yeu say you'lb:de?

decisive \ b Areyougood at getting other people to sgree with you?
Hexible ¢ Are you gand at making your mind ug quickly?
arganised 4 Areyou able to plan ahsad successfully?

AErSUasIvVeE: \'-_e Hie },-'ELLI ableto cope with last-mminute changes?

reliable <t Are you good at coming ug with imaginstive solutions?

SR L P

Maké the personal ¢haracteristics in Exercise 3e negative by adding a
prefix (dis-, in-or un-}.

[ _aworembive 3 5
P it 6

In pairs, take turns to ask and answer the questions in Exercise 3e. Discuss

your individiial strengths and weaknesses, giving specific evidence.

A: ‘Do yau aliveys do what you say you Wil da?’

B: ‘Yes, I'm very reliable. I'm always on timé to work, classes and meetings;
artd when | can't mmake:it, | et people know ahead of time.'

Uit 1 Research and preparation
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10

h DPraw a mind map similar to Silvia’s, showing your strengths and
weaknesses. Add as many bubbles as you like. Try to use the following

b

phrases.
Strengths . Weaknesses  Positive Hegative
T characteristics characteristics
I'm excellent at . T'm ot very good at ... Lam ... L can sometimes be...
I'm able to .. 1 could be betfer at Tayte . Gocasianally Tam ...
I'm Ntx_ﬂes.fg_d ., T'tn rﬂaaﬂmbly gﬁ{:-t;l at Ligan-be 3 ittle bt ..

1 recently managed to ... [ 'would like 1o be alile t:::

In pairs, discuss your mind maps. Do you share any common strengths or
weaknesses?

Your qualifications

At all stages durine the job application process you will need o be alile to
describe your academic qualifications clearly,

Compiete the sentences using the correct form of the verbs in the box. You
will need to use some verbs more than once.

aware, complete  graduate  hold obtain  read

2

L

| graviieted with a BA in Sociolagy from the
Uriversity of California in Los Angeles in 2007,
I Economics at the London Schaol of
Economics and Political Science (LSE}. | then
a Master's in Security Studies at the University of
Birmingham, which included a semester at New York
University at the Centre of European Stucdies.

l with a BA in Hotel & Catering Management
from Hong Kong Polytechnic University. | also
an MBA in Marketing. which | last year: o
AltEr. from the Schoe! of Oriental Languages and Cc}mmun‘m;tmﬁ
with a BA [(Hons) in Mandarin Chinese and English in Maastricht (The
Netherlands), | was. a sthelarship to International Relations
at the College of Europe, Warsaw,

Complete the sentences using the prepositions af, from, in or with.

1

2

%

%

| started rmy carear At Johiston Grolp after graduating _ Hanvahg
University & BA and MA ___ Chemical Englnesring,

| araduated __ 2008 ___an MSc in Criminelogy and Criminal Justics
Tokye University.

| also obtained a BSc ___ Camputer Science  Moscow State University
___ 30085,

| read Madern Languages ___ The National University of Singapare.

In pairs, discuss the following questions.

G U el —

What gualifications do you have?

Whiere did you go to university?

When did you graduate?

What types of carcer are commaon for people with your gqualifications?
Which of your gualifications is mast Ii'lnzeiy to impressa future emplover?

Unit 1 Research and preparation



B Highlighting vour skills and experience

Employers will ask for transferable skills or competencies — the skills,
knowledge and behaviour they consider necassary for a particular job.
Reviewing your previous experience will help you to identify vour transferable
skills arid recognise jobs that you are gualified far,

5 & In pairs, discuss the following questions.

1

What general skills and knowledge do most employers look for in job

applicants?

3 Apart from specific qualifications and technical expertise, what skills and
knowledge have you got that make youemployable?

b Match the transferable skills {1-8) to the examples of professional

behaviour (a=h).

1 -amabylical skills \

¢

&

craativi v

eelf-ronfidence

rommunicabion
skille

ndependenca

| &

2

Tnterpersoral \ 7

shalls

negotiation
skille

sl fogwarenpss

I'have a justified belief in my ability to do thie job.
1-am-able to express my epinion o provide advice when necessany.
I am good-at making decisions,

1 actively spek feedback en my performance and carefully consider feadback.
I demonstate an interast fiv-dhd understanding of my own and other cultures;
I uniderstand my owri strengths and Umitaticns.

I am good at getting a geod deal.
I am good al developing and managing relationships with others.
I ani able to persuade; convince and gair suppart from athers.

1 any able to fermulate new ideas to solve problems.

Lam aple fo think aheatl to spot or create epooriunities.

I set aside thinking time Lo come up with alternative ways of getting things done more
et cientiy.

I cap work with sustaimed enengy and determingticn on my own.-

[¢an find ways tooverceme obstacles to'set myself achisvalde goals.
[ strivie towards my own targets and refuse to settle for second best,

T am good a4t data analysis,

[ am-excellent at interpreting dats to see cause and effect and am able to use this informaticn
to make effective decisions.

T am able to express mysell effectively,
I am able o make my opinions totally cigai-and am farely misinderstosd.,
1 produce clear, well-written reports that can be ‘easily understoed.

I am aood at working coopearatively.
I am good at working and commuricating within a team o achieve shared goals,
I ama good listener

C Write your owh examples of behaviour for the following transferable skills.
Compare your answers with the suggestions in the answer key.

1
%
3

4

flgxibility 1w wor vigid tn vy sapprasch ta wovk.

leadership skills
arganisational skills
teaimworking skilis.

d Iﬂenﬁfy three key transferable skills of your own, which you have used
at work or university. In pairs, tell each other about your skills, giving
examples of your behaviour,

Unit 1 Research and preparation 11



e bi_.i After creating her mind map, Silvia talks to Sophie about her
university and work experience. Listen o the conversation and answer the
following questions.

I When did Silvia apply for her MA course?
2 What was Silvia doing in Africa?
3 What job dia Silvia have at university?

f P Complete the extracts from the conversation using the correct form of
the verbs in the box. Listen again and check your answers.

apily je._:tmﬁn;g' deal  give plan  talk  understand werk

1l 2epied for my MA course while | was working in Mfrice. and ever
revaniigied ba start domg some researcn for the course before | come Dack bo
Engiland.

"So you're cleqrly guiite good ot

Z | tar an NGO as part of a large team with geaple from all over the
warid. We all tived together and shared a bathreom. The work was quite
Viarted arid 1 wes _different tasks to complete edcl week

3. Burmain aim was toeducate local people gbout the need for
reforestation. We tried pulting up posters: but this didn't ave much of an
effect. We needed to find a better wau to communicate this message: Later
on . to regpected mambers of the cormmunity, and _ tHem to
talk to other peaple in the village. This approach was far more effective

4 When | was at umiversity | was the communications officer of the student
tion and | was responsioie for _— with suppliers. | hird toeoraer food
anel drink for university concerls and so on. It was always possible ta get
o better gdegl iF you were good on the phone, [t wasn't just a giestion of
being bersuasive though, it was really i cose of béing clear amd expressing
yoursedt well, moking sure that everybody — what | was saying.

1

0 In pairs, discuss which transferable skills in Exercises 5b and 5¢ are
demonstrated in each extract (14,

12 Unit 1 Research and preparation



h Complete the phrases for demonstrating transferable skills using the
correct verhs in brackets,
I analytical skills {analyse / conduct / ety
a ihentity g mistake B . data ¢

a suryey

2 creativity (mvent ¢/ solve / suggest)

3 a machine B - ah alternative ¢ _a groblem
% ‘communication skills: (explain [ give £ write)

a a report | b an idea £ = a presentation
& interpersonal skills {fisten ¢ resoive f work]

a a dispute b to a point of view ¢ with ‘difficult’ people
5 leadershig skills (chair 7 defegate / motivate)

a _a meeting b a team & Fasks
6 arganisafional skills (decide / implement / neel]

a deadlines b on pricfifies c _a pian
7 teamwiorking skills [contribule / disclss /| sUpport]

a _an issue 5 te @ meeting £ a colleague

& negotiation skills (change / convinte / negotiate)
2 semeones mind b withh someone 5

someone to do something

i In pairs, think of some more specific actions or tasks which demonstrate
transferable skills.

identify three of your transferabie skiils. Make notes about the things you
have done in the past that demonstrate these skills. Use the phrases in
Exercises 5h and 5i.

-

K In pairs, take turns to tell each other short stories about the things you
have done that demonstrate your transferable skills, using your notes from
Exercise 5. Try to guess which transferable skills your parther’s stories
demonstrate,;

|l Think of three different jobs and list two transferable skills that are
essential to each joh,

Job 1 Job 2 Jc;yh 3
Skill 1 Skill 1 Skill 1
Skifl 2 Skill 2 . Sill 2 _

B Researching the market

Finding a job

Onhce you know vourself, it's time to start researching the market — finiding out
more about the type of job yau want and the companies and organisations that
have similar posts. Doing this will help you make a short list gf the places where
you'd like to work.

6 a In pairs, discuss the following questions,
1 Where would you start laoking for a job?
2 Which of these methods would you consider using?
® job agencies / headhunters ® the [nternet
®  mewspapers and magazings o cold calling / mailing
e networking

Unit 1 Research and preparation 13
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B 11 Listen to five people discussing job-hunting. Which job-hunting method
in Exercise 6a does each speaker recommend?

Speaker 1 Speaker 4
Speaker 2 Speaker 5
Speaker 3

B 14 Listen again and. in pairs, discuss the following questions.

1
2
5
4

Cold calling

Cold-calling means phening 3 company to enquire about job
opportunities which mave not been advertised. The phone
cenversation is used to generate interest in you as a potential
empioyee. The aim of the call is to get ah invitation to send
your €V,

in pairs, discuss the following questions.

I

P 15 Ervk and Patrick are looking for work in the hotel
industry in London. They both have experience working
in hotels in their own countries. They decide to ¢old-call
a numbet of hotels in London to try and find a suitable
job. Listen to their calls and decide who has the more
successful cold calling technigue,

Do you agree with the advice the speakers give?

Have you used these methods In the past? Would you try any of thesa
methods?

What are the advantages and disadvantages of gach method?

Can you think of any other job-hunting methods?

Hawve you ever tried cold:calling a company? Was it
successiul?

What advice would you give semebody cold-calling 3
company in your country?

Pis Complete the extracts from Eryids call (1-5) using the sentences (a—e).
Listen again and check your answers.

I o N S o U o BN e N s i 1 |

| have worked for o number of big hotels in Poland.

| would like to speak fa Janet Robinson.

What background experience are you looking for?

Are tfou lgoking for semeane With expérience such s ths?
Are you looking for employees with international experience?

Good morning. I'm Eryk Pawlchk, 15 she there?

| have cansiderabile proféssional experience in the hotel industry.

My mother tongue is Polish, but | can also speak Sparnish, having worked
for & big hotel in Spain.

To begin with | meinfy worked martaging a team of cleaners and porters:
However, my Spanish improved quickly and | was moved to reception, where
| deall with customers both face to face and on the phone, ___

‘Do you tiave a degree™

‘Yes, | have a degree In tourism. "

Unit 1 Research and preparation



d Match the extracts (1-5) in Exercise Tc to the Tollowing cold calling

d

1 CCDL _curvent cleaw Aviving ficevce, 5 OTE
2V 6 PA
% EXP T PW
& AGY 8 POS

Jjargon, like proactive team player. Look at the

techniques [&&].

a  Give just enough information about yourself to generate interest in voursalf
as a potential employee. _2_

b Respond to questions with vour own gquestions to find out more about the
company.

¢ Use positive questions that invite 3 'ves' respopse.

d Meantion one or two concise achievements, using facts and figures where
possible,

& Ask to sbeak fo the decision maker by nameée.

Job advertisements

A good job advertisement is designed to attract the most sultably qualified
applicants. It's not just applicants that are competing with each ather for jobs;

amployers are also competing with each other to attract the best candidates for

their vacanhcies.

In pairs, discuss the following questions.

1 What information would vou expect to-find in a wellwritten job advertisement?
2 What makes a good joh advertisement?

Employers usually try to sgueeze as much information into their job
advertisements as possible. However, because advertising is expensive and
space limited, they fend to use abbreviations to describe roles in as few
words as possible. Write the full meanings of the following abbreviations
using the words in the box.

agency  annum  clean  eament  currculum  defeng

garmings  experience.  fwenee of o pEr per

point  sale  target vitae week

Which abbreviation would you expect to see in a job advertisement:

1 if you need relevant professional experience for the pasition?

2 if the:salary mentioned was for the whale year?. -

% if a job agency is advertising the job?

4 if the position reguires experience of selling products to customers?

5 if the take-home pay will be part basic salary and part performance-related

pay?

Job advertisements tend to use a lot of :
Great graduate job opportunity
Are you a team player? Arp viou flexible,

dynamic & results-focused?

Da you have good organisational skills?
'hen we are looking for you ...

A
R T T R
£ g T i

extract from a job advertisement, In pairs,
discuss what the terms in bold actually mean
it specific, practical terms, Why are they
important skills in the workplace?

o e W TR s BT o
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€ Match the jargon in Exercise 8d to the following guestions. In pairs, take

turns to ask and answer the guestions.

1 Do you havea personality that will it in with the rest of the team? Are yeu
willing to help with tasks outside your iob role when reguired?

2 Are you semmeone who wants towork, 15 prepared to do what it takes to fulfil
vour job function and make money for the {tmr'npany? Will vou be aware of how

your gctions affect the company as a whole?

3 Are you innovative and ¢reative? Are you the type of person who thinks
itelligenthy-and can generate ideas Lo improve things?

& Are you prepared to work to meet the demands of the business, which might
mvolve relocating to anather office or werking extra hours — even weekends?

5 Do vou meet-deadlines, work well with ethets and gel thines dong? Can
vou produce reliable work under pressure gnd be trusted with multiple

responsibilities?

f Read the two jeb advertisements and answer the following questions.
Underline the parts of the advertisements that support your answers.

1 For which jeb is a university degree essential?

2 'Whicn job places more emphasis on being flexible and acaptable?

% Which job offers a higher salary?

4 What should you do if you wish to apply for the Media Assistant position?

5 How will you know if Media X is interested
i your application?

Trainee Finance Recruitment Consultant -
£30-£35K OTE. Queen Careers

Your Profite; Are you a graduate or of graduate calibre
with & track record of sugeess? You will have. a minimum
of twa yvears' solid sales experience and the hunger to
succaed! For a trainee finance recruitment consultant no
i Eidy’”":- are the same, and you must be a great mult:-
tasker with the ability 1o push yourseif further and further
all tha time. The right candidate will be target-driven,
arficuiate, determinad and overall 100% focusad on a
career in recruitment.

The Refe: The role of a trainge recrutment consultant

is varied from day to day. One day you could bi
saurcing and screening candidates for your current
roies, and the next everything from cald-calling new
clients to negotiating contracts: You will be working

en the secretarial and support team liaising with high-
fhying candidates and well-established companies in the
investment banking sector, so your presentation sxills:
should be second-to-none.

Thi Company: Very well-established and situated ina.
fantastic central London location, this is.an opportunity
1o waork for a market-eaging worldwide specialistin
investment banking and financial recruitment consultabay.
Professional and consultative in approach, they offer
sapond-ta-none training from ground level upwards with
benuses, incentives and fun along the way.

If this sounds like the career for you please email
Elizabethi@Gueencareers.com or call 0870 12341234,

Closing date; 157 May

e R
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Media Assistant. Media X

Cuote Rel: TH7584 MY

AR excellent spportunity to work for a leading
international education group in a small but lively media
department,

We are looking for a wellorganised and motivated
graduate to hsﬁmme part of an intf:r'rmtinnai-rﬁ'a'rk&ﬂng}’
medks team: The key ohjective of this role §s to sﬁpj:rﬁi-t
the team in producing a range of print and online
materials for worldwide marketing and sales teams, Tasks
will melude reporting ta the media manager, mana_'gi‘ng' |
fact files, accurate proof reading and ﬁd‘iliug, inputting
content into our website CMS, coordinating and gathering
'mfmjmamm. warchouse and stock management and .
collating and writing newsletters. '

We are l{:ﬂk-iﬂg tora graduate with excellent
communication skills, accurate written English, sond
altentionto detail and E_'r._i_}miE!.E&}q]ﬁﬁriﬂn{te-ﬂf"w&rkiﬁﬂ' it a
marketing environment, AT
Proficiency in M5 Office and excellent command of
English language dre essential: additional languades

winild be a plus.

Trait:ung, will be provided for Adaobe Creative Siite and
Tridion, although any working knowledse of either
software package would be advantageous,

Qu_aliﬁ cation Level: Undergraduate degree essential,
Salary: circa 228K pro rata j

Email your CY and cover letter to colm@MediaX.com by
May 237,

Ffeas_i;. note that due to the large volume of responses
expected, only successiul candidates will ba contacted,

ey 1 T |.'|_|': ;..'::\- r_':_' HEpiEsn r._.'|..|,-','.: 7 |:,r'._'::| Rl et |:'..'_:!..' i L ke
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g Read the job advertisements again and find expressions to match the
following definitions.

I A Latin term meaning approximately used to talk apout salaries, This term
informs you that the salary is not fixed But may be around 10% higher or
lower depeniding o your relevant experience and gualincations;

2 A term used to infarm you of the date by which the employer must have
received vour application. Also sometimes called a deadline.

% An abbrevistion meaning thousard.

4 A term used to inform you that you must quote the reference number when
you apply for the position. This.number should be clearly marked on your
envelope (if vou apply by post) or the subject line of your email, as wel| as at
the top of your cover lefter

5 A Latin termy miganing that your salary s caicuiated according torwhat
propertion of a full-time jobi your hours make ug. 5o, if the salary is guoted
at £18.000 pased on a fulltime week of 40 hours and you are working 50
hours per week, vou will be paid an annual salary of £13,500.

h In pairs, discuss the following guestions.
i What are the main transferable skills required for each joh”?
2 In which job would you expect to work under moere pressure?
5 Which job would you prefer to do-and why?

-l

Many job advertisements request familiarity with certain tools, skills or
languages that are relevant to the job. In pairs, put the expressions in boid
in order of knowledge and experience required,

. | | ® Training will be provi i
| e Proficiency in MS Officzand. excellent | | provided for Adobe |

I.'.. g

‘;." | Creafive Suite and Tridien alt %

command of English laniguage are e || P | working knowledge of either z;ﬂ;m I
Heuages are a £ : &

| essemntial: adﬂiflﬂﬂal lar ?1*1’ :"31 L= }} il & | ﬂacHﬁEE w-:;tujd EE adksantag:,m:& |
R TR W RN SR e i S i T R e e ey Tt 44

O I
IR s
] Wrile sentences about your own knowledge and experience using the

following expressions,

o | am proficient in ..

® | have an excellent command of .

® | have a good working knawledge of ...

K Sert the phrases in the box into two groups.

deally yed witl have'.. -—ﬁfﬂﬁ‘lﬁﬁ: Cisriecessary  Lols -pré&;redf s 15 vital
thﬁ‘*,sutmaﬂfu’l qaﬂd@afﬁe _mu Be o oh mautq bea plus wmjj_r.d;ﬁﬂﬂ atdvantagecus
. would be desirable ... would be w@lmrma ou mHthE' you will hiave ...

| Skills which candidates must have
R ko

¥ Skills which the employer hopes for (they may still consider the candidate if
they dor't have all of them)

I Which of the phrases in Exercise 8k are used in the two job advertisements
on page 167
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M Read the following job advertisement. Find words that mean someone who

is:

1
2

TTFE T T RO r T e ey r g Wiy ek B i b midah iy ke UL owes o cm e med ot odma b i e 00 i A NP R ol em W it P R T DA ™ LU R R IR G L B T T R R
i E r 1 - - -

goud at Anding solutions (o problems.
able to speak a language without any noticeable mestakes ar effort,

flexible and able to work on different projects at the same tine.

goad with computers.
gogd at maths and dealing with nurmbers,

Junior Consultant
faterra
sustaraability
communications

Organisationn FUTERRPA

At S
Lovation: Central Landor = BRSO @ EdEn

-----

salary: £18,000-£20,000

Are you & great communicator? Want o make a difference? Talkto Futerral

Fulerra is @ commurications agency that spedialises i the enviroriment and social
change. We work with geverniment, businesses and NGOs and h,awe..an.-excitif‘lg*
@pﬁﬂmmiw for a new junior team member. You'll need to be resourceiul and have
fantastic resaarch skills, cormmen sense — and, of caurse, uent English. You must.
e adaptable; there will be lots of desk-based research, but you may-alsa find
yourself hitting the phones or helping at events, You'll also have 1o be computer
literate and numarate. You'll have 2 degrea in a reievant discipline and a keen interest
in communications, and e able 1o demansirate @ commitment (o sustainalility,
whiether through ptevicus roles, intaernships of student activities. You'll fing us tright,
passionate; cormmitted and all-round fun people:

1 What skiils and experience would you need to stand a good chance of
being interviewed for the position? Do you have the transferable skills and
experience required for the position at Futerra?

0 Research the market and find a number of job advertisements for
vacancies that match your criteria for work. Analyse the advertisements
and identify whether you have the transferable skills and experience
required for the position.

Unit 1 Research and preparation
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B Structuring your CV
You've researched vourgelf and identified vour dream job.
You've researched the market and found 2 vacancy. Se how do
Vou put together a €V that will guarantee you an interview?

1

. =5*Erm:tunng your t‘fi e
®  Avoiding common Uu" miﬁt&iﬂ&i
® Creating a. El:mng first

. impression - |

. :IﬂEﬁf‘lfHTﬂg HOUT . !-:ey 5?:11!5

. :'H'Lgi'it‘ightmg youl wnrk

experience i
. ﬂeta‘ﬁung yﬂur E{iuﬂahnn and
gualfications 00

% Demonstiating yﬂur mtﬁfﬂsfﬁ
® Providing references

4 In pairs, discuss the following guestions.
What does CV stand for?

What is the main purpose of a €7

LA G g —

are'they?

6 What isthe best way tostructure the contents of your CV?

What is a OV commenly called in American English?

What are the key gualities.of a successful CV?
How many sections are therein a typical CV2 What

b B 21 Listen to Silvia and her friend, Sophie, discussing CVs. In pairs, discuss

the fellowing guestions.

| What are the two most popular ways of structuring a C\V7
2 What are the key differerices batween the two most popular ways of

structuring CVs?
3 Does any of Sophie's advice surprise you?

¢ P21 Listen again and complete the following CV structures.

Chronological €V Skills-based CV

1 Yeuwr wowme in large letters 9 n large letters
2 cetails 10 > =3

L M 11 ___ {Career profle

4 { Academiic qualifications 12 Rey

S = 13 s details

& Activities and T4 | Brofessional aualifications
7 Additional 15

8 18

Unit 2 Writing an impressive CV
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Look at the two versions of her CV that Silvia prepared. Which approach
has she followed for each version? Which CV do you prefer?

e Compiete the following CV using a past form of the verbs in the box.

T

20

- Home address; 42 Hampstead Rd

achicve - complete | coordinate develop:  hold
organise persuade  reprsent  reseawch  work

Silvia Carnali
Date of Birth: 14 February 1086

London NW3 Natiopality: - Italian
Telephone: 44 (03 207 862 4567
Email: sorarnali@hotmail oain

deﬂ. - ; - i ; - . . .
S0s=present  The School of Drdental and African Stadies (S0A5)
8 MSe (Hons) Bevelopment Studies (2.1 expectad)
8 J00eword dissertation on reforestation in Kenya
2004-2007  Wniversity College London (UICL)
® B (Hons) Geography (2.3)
2004 Diploma Maturitd Scientifica (55/60) - Liceo A Tosi, Milane
Professional Experience
2008 Project Volunteer: Susfainable Solations: (NGO ), Kerya (6 months)
® 1 M as part of an international team toincrease awareness of sustainabilityin Kerya
® 2 communication strategies to ensure that our message was delivered sffectively
® Established, managed and maintained relationships with key stakeholders
3. local community leaders to ingrease the lave] of reforestation in Kenya
2006-2007  Communications Officers University College London (1 year)
Drganised and managed catering for more than 10 separate UCL events for up Lo 300 students

4 University College London ata series of event conferences

S twoewsek event management traming course

2005 Activity Leader: Concord College Summer School, Shropshive, UK (2 months)

® Led sports and dramé activities-for 200 international students

Wl s weskend adventure trip in Wales, including leading @ walking expedition for bwenty students

L s daily-mieetings with sther members-of the activity beam. Provided training and support for
less experisnced members of the team

&
- ® |jaised with student council board members, catering suppliers, venues and performers
o
8

Activifies and Interesis
2067 Sept- Mountain Trekking in South America (1 month)
® 3 and planned group mountain expedilion in the Andes, Argenting

® Assole Spanish speaker I acted a4 spokesperson for the group. Reacting to. unforeseen events regulred
Frequent revision of plans; respondingto froup members, tour operator-and-airlines.

L aims of crogsing the remole central part of the Southern Patagonian iee capein Los Glaciares

National Park, improved: Hpanish l&nguaqe skills, staved within hudget

2003-present  Greciipeace Active Member (3 vears)

® 1. acampaignagainst nuclear power Persuaded 1000 people to wrlte to their local MP
demanding the Government to reconsider rénewable energy resources as a viable alternative to
mitlear power

Languuges Italian (mother tongue’, English (fuent); Spanish {upper intermediate)
Computer SKkills - Full command of Microsoft Office Suite
Driving : Fult etrent driving licence
References References available upon request
e B Lt e A A e e e e e T e e S e T o D e b L B B e T e

Unit 2 Writing an impressive CV
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f Complete the following CV using the skills headings in the box.

Adaptabibity and T‘ETSGUIEE‘F!IEHE-EE Eﬂﬁ]iﬁﬂﬂﬂahﬁﬁﬂ and teamwork
Eriergy and motivation  Research and computer skﬂls

Silvia Carnali - 42 Hampstead Rd, London NW3
Tel: 44 (0) 207 862 4567
Email: s_carnali@hotmail com

Welkarganizad, highly mativales commnications. %t‘r&*‘e-_;;:; agiviser Grogrphy grackiate with receant
professera! Hﬁé‘.{.}._—:.rfr_ani:‘q develoming communication.sttategy forpasitive change. Curranthy u:}.!:‘.',:riewng Niastars
in- Davelopment Studies with spectfic focus on sustamabifity Fluent apm&er gl writtan Enghish, Ssif-hotvated,
resourcaful and able 1o motivats crbers, with sxseliont communicasion and interparsonalskills.

Education

20082009 The Sehiool of Drieritel and Afiican Studies, University of Landen. MS, (Hors) Development
e Studies (21 expacied)

Eﬂﬂ-ﬁ = E:HGI.'? ln..lﬂl."-"ﬂi&t'ﬁ-" C'E}l"rﬁgﬁ} ]_'Eil"‘ O, Eﬁ’ {Hﬂﬂﬁr Gﬂﬁgrﬂﬂlhﬁ. |:2:, “

;

® African NGO Sustainable Sohifionss Sixv-morth volunteer projact 1o educate Kenyan people aboul the:
imiparance ef 'ﬂfﬂ-!EELﬂll'i‘J 1 Whyrsle was assistihe project 'tmn'u in devising and irnplenenting. ﬁlratﬁ:glﬁ
1o communioats this messene tolocal residents in different regions In F{en}'a Te.do ths eiféctively | had to
rernaiy gal, polteand parsugsive wier talking to semmunity leaders: 12008

® s communicalions Bfficer at UEL F‘r’-s-{:uféﬂer*'f{:d the University a8l conferances A drganiden student urion
syeris. As part of the s"ut!em urier team | wds responsiple for dualing with suppliers, hands, ste. and | sleo
Wﬂ“'é:ed If] mliaburatinn with the marketing eany advenising and Hcketing evants, | asmsnfzd i crganizing and
managing 12 E'._I{"'EEL_-E-fIJF vianis, all af whuch made a profit. {Eﬁ!}t‘i 2007

® i magzn 2007 | suscessfully r:a:mpzeu‘:m aneght peﬂémﬂ sxpediticn to- Austral Andes - Argentisg, inthe south-
wast of Larta Grug: g e Ega:ur-::ie: with Chile. Threg mianths of Faining and tungdraising prrﬂ]jiifa“ﬂ]‘" rﬁﬁuk[ad |
tha abigceas iUl cmﬂsmg of tha rarricie: cEntral p.ﬂrt of-the Sou J'r@fn Patﬂm-ﬁanlan e Sap i Lns Glaﬁr&. &5 I’ma:ﬁ&:na‘!
Park.-As the sole. Soanish spsaker | 2cied 68 sickesparsan for Bur group, oraaising hﬂnkuhgs and nﬂgﬂﬂatmg
theexpediion itrerany. (2007

" | ﬂrqﬂﬂﬁw ard led ‘Eparts and drarme 5ﬁtw e for 200 intermatioral students st's surmimer school i
Srrawesbury, My rofe included 'T‘ncﬁtwahni,_ ant supperting the less experienced members of the-activities leam:
| gevised @ nurmter -::uf sp{srlrng tourmarents for e BUTTITRIET sihool students and mictvated the children and
ataf to g k 1y m-.*r_ntucd mlrnr-aﬂng inan irtaraational vollayball sompetition {"ﬁﬂﬁi

[ wﬂrkca W Earge inteTnatiangl feam in Kenya The nature of the projess meantthat | higd to wevel regularly
tiroughout the couniry at short notice, and, share: basic hing. conditions. (2008}

® | handied s wide variely of tasks and projgcts thioughout the sikmonth praiect, each requiring differerit skills’
and appreaches In-ondss for targels to.be actieved and nbtacles 1o bel dvaredrie, | sugoested an E|1IE‘-TF'|EIJ’[|'-..-'E'
cormmuncation strategy of mestingwith local sommunty lgaders to discuss sustaingbility. | eonvinged
pemmunity lesdeds to. rriplement altermative 4 -ar'rnng rriedhinds: The suscesstul epprosch was sdopied by the
eritive tearn Seroas the couniny: 12008

L

® | rasezrchec wop intematioval univeraities 1 tor degrer course. Lam-curently complsding in-depth reséarch
on reforestarion technigques for the African subcontinant for my Master's degres dissertation. Hesearch for my.
dissertation inglutiss subistitial se of the Intarnet and professionsl journals, and interviewing expertsin the
figid. | bave an ‘evcellent command of Micrasaft Office Suits. ' :

& | updaied and meditied the website for Sustainable Solutions, resulting in'a 40% iAcrease nowebaite traffic. (2008}

Employment History
Sustainable Solutions INGO} 2008 Frojeut Voluniser, Hassd Kenya
Congoid Collgge summer sshoot 2008 slmwlw Lieader, based Shropshire LUK

Languages
[tatian, English, Spanish

Reterences avaiable upon régusst

Unit 2 Writing an impressive CV
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In pairs, discuss the following gquestions.
1 Why are skills-based CVs particularly popular with career changers and
recent graduates?

2 Which approach is more common in the country vou are applying for work

n?

Avoiding common CV mistakes

In pairs, think of five mistakes that people commonly make when writing
a Cv.

B2 A German student, Alex Mencken, has recently decided to apply for
two administrative assistant jobs-at London theatres. He is'in the process
of writing his CV. Listen to Alex discussing common mistakes people make

with CVs with his friend Ella, an HR officer, and answer the following
guestions,

I How many of your idéas in Exercise 2a does Eila mention?
2 Does Ella talk about anvthing that vou hadnt thought of?

B 27 Listen again and answer the following guestions.

I Accerding to Ella. what words are commonly misspelt in CVs?

2 Why does:she believe short, concise CVs are preferable?

5 Why shouldn't you e in a TV

& According to Ella, should you use the same CV for all your applications?

Elia mentions the importance of correct spelling. Look at the following
extracts from CVs. ldentify and correct the speliing mistakes (the number

of mistakes is given in brackets]. Use a dictionary to help you.

! In my preveus job | was responsable for dealling with my bosses’
correspondance, passing on their telephone massages, and i
‘sfrangeing apointments with visitors. {7) %

T Y L B o O T I T T N R O o T I O T R T A e v e

2

Ar:iaf“t f-:}rm thﬁ acaﬁﬁﬁlr berm‘"’ﬁtﬁ; The FRF]F‘F!EHE'F off Si.'l,]{i!ﬁg ;
abrar:,td Eﬂahiad me to, ﬂraEtlt’:E my foriegn Ianguagﬁz skitls and g
.EiE"-.Fﬁr’hE&n_E iy strmgﬁts in non-acaderic argas, (1 0]

Hire il 'i'l'i..!l--' .:-.r I.'rl:.'-'-ll CRE TN ..-l"\.'\...'.."ml-'i"- .Ir-i._"l.-'\.-l ‘-'l I"" l‘f-.l e O .-?-9- o L ni CAen T ":"‘::':'f-'-:-:".-';'-'-ﬁ"l'r--'l.'-;'
Guring my time as an assistent in the personal department, my
main acheivement was when | lead a project witch focused on
improveing startegic buicness planing, (9)
T T T T ey T L T e 8 e TR A . TS TIURTY YT _-.-_":-:-i

Which of these mistakes do you regularly make? Are there any other words

that vou often spell incorrectly?

Unit 2 Writing an impressive CV
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B Creating a strong first impression
Writing a personal statement

A personal statement Is a brief statement of the type of person you are, your
skills and vour achievements, It always comes near the top of the CV, before
the main body, and presents the facts in the most positive way, A well-written
personal statement will immediately -ﬂaptﬁ're_ the attention of the employer and
make them want to find out more about you.

3 @ Read Silvia's personal statement from her skills-based CV and find words
and phrases which demonstrate the following points.
I ecucation 3 knowledge 5 SUECEss
2 character 4 experience

. CLA" 1 z ] i Y i 5 j 5 f i i 1'.'1"
- Wettorgamised, manly motigted commnigslions sbetegy edviser Geography graduate with recent | B
prafassiona! EkpErance Mueuﬂpmg comrnLmGation: Siraiegy feir pastive chgngs: Currently completing Masters %
i ﬂﬁmrapﬁenf Stucties with specitic focus on-sus fﬂfl’?ﬁ'bﬂ'ﬁﬁ" Flagnt sparen g waitlen B ﬁQf ghi Si::i*" mmwa.{fi'ﬂ! E

| rescuraetil ang 5;fﬂ¢& e rriGtive et crhers, Vit BrGEEn! ﬁﬁmfr'.-m.c:arr{:rﬂ'r a1 i *an::u&r&r:maf e ."J‘Sh

=i s Sl o L e T [ ey
e TR Sigsiaa st il s SRR s IR i ATV e o rwﬂ.!#?"ﬂ“’f“l':r"ﬁ"f?m ﬁ}"‘f"ﬂ"—

b Each sentence in Silvia’s personal statement has a different main function.
Write the sentences next to the guestions that they answer (a—e].
a What sort of person am |7 Sel-metiveired, reseurcetul and avle fe

wotivate otievs, with excellent cowmnnication amd intevpersoval skills,
B What s my area of professional expertise?

¢ What 8 my most important qualihcation?

d  What is my most relevant skill for the jeb?

e What am | doing at the moment?

C Complete the following personal statements using the phrases in the box.

qaﬂﬁdﬁt[y and: affactively exparience in
full-time Drofessional.  proven abibity | well-oiganised

F!‘@f&&ﬁiﬂ“ﬁﬁl ; mmwdual- Communicates i

at all levels; demonstrates Initiative and confidentiality both mdependﬂnﬂy ' E
~and within a Eeam envireniment. .r
R P T 58 B o ey o v S Yy A Y e o D L e e .mt“w-wﬂr-w“mwwawf-f'
2 Enthusiastic PA with three years' experience. Excellent
writter and oral communication skills have enabled me 1o establish 3 strong i
network of prefessional contacts in your area. to meet “
deadlines and pricritise whilst maintaining consistently high standards. %
Substantial organising meetings and conferences gained
whilst providing PA and ﬁecrﬁ'm'rial--sew'i-ﬁe to main board gl's'rﬂﬂmr, ’
R e A T T T S g B e B B R R R T Ry R e e R PR g B

d In pairs, discuss the following questions.

I How do these statements compare with Silvia's? |
2 Which ef the questions in Exercise 3b does each statement answer?
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The personal statements in Exercise 3¢ were taken
from CVs written in response to the following job
advertisement. Read the advertisement and decide

which personal statement you think is more appropriate.

Find an advertisement for a job you would like to apply
for, Make a list of the key points that the employer is
looking for. Plan your personal statement with those key
points in mind. Think about the following guestions.

o How lorig will your persondl statement be?

How many serfences do you want to include?

What key gquestions will yau address with each sentence?
What additional information will you include?

In vihat arder will you put your senterces?

You can create impressive sentences for your personal

Our client is looking for somesne wha
can fill the shoes of a husy PA for 9 ito 12
months.
i sddition 10 the usual diary management,
organising of travel andcoordinating of
interviews and mesling rooms, "r’ElL:I_'-.-"-_'Ii"
be expecied w faciliigte nev stafers 1
thiz department, [se {;ﬁm]‘atﬁ;, wri{mﬁsp
commission schermes and job "“"?’”F_‘mﬁ”*‘
and courdinale the company's SUUSCHPION
Jityrary.
The ideal candidate will be highly
urgaﬁ'i-ﬁﬂ and able w nml'rit-aslm._‘-h_’ﬁ r
\written English must be of thr.-‘_!‘r_lg_ht“.?.t .
tandard, and as vou will be IIEII_'.-]E]'I!E weith
exerutives atall levels, you must naye
excellent Em’rf.-rpursctz]*ai.EL;EH::. Pravious
efg;a'ihnﬁe pesential.

i R T 1 11 4 3t o vk 17 6 1 L e al
statement by choosing a word or phrase from each column o . o

in the following table. For example, Highly experienced gccounts manager
with excellent communication skills. Complete the table using the words in
the box. In pairs, try and add more words and phrases to each column.

abilityto  broad  consistently high  enthusiastic
dneetestin . motivator  professionial . fearm igader

‘Modifier  Adjective 1 Sortof person . Adjective 2 Experience/skills
creative ACCOUMTS manager S L ar e, e
customer-orented  Enalish speaker e s communication skitls

e deep ERPEOENce in

ﬁ&fﬁew experisheed recent graduate with  excellent e e R

i Sl Tary sales professional extensive knowledge of ..
yasourceful self-starter Proven range of transferable skills
résulis-focused recent shills in ..

Use the table to write five true sentences about you.
Use your answers in Exercises 3f and 3h to write your personal statement.
Writing eye-catching headings

Imagine you only had 20 seconds to look at Silvia’s CV on page 21, What
waould you look at? What would yvour impression of Silvia be?

In her skills-based CV, Silvia used personal strengths and competencies as
section headings, Look at the following section headings and try to add
more to each group.

Areas of professional ~ Businessskills  Personal strengths and
sewperenEe o R SR s - competencies ;
Marketing Dealing with customers Innovation and creativity
Fresentations and publications  Financial management Leadarship.

Sales Managing people Strategic thinking

In pairs, discuss the following questions.

1 Which titles would you use for your skills-based CV?
2 Would vou use the same categories for every job you apply for?
3  Would vou use the requirements stated in-each jobadvert-as titles?

Unit 2 Writing an impressive CV



IR Identifying your key skills

5

Key skills may form the body of your CV (in a skills-based CV) or they may be
demanstrated thraughout {in a conventional chrenological CV].

Look at the following list of transferable skills, In pairs, discuss how you could
demonstrate these skills in your CV. Use examples from your work expetience,
your studies and your hobbies and interests.

Communication skills {written ang oral]

Foreign language skills

Intellectual skills (e.g. critical, analytical and problem-seling skills)
Interpersonal skills [e.g. working withor motivating others, flexibility)

IT skills

Nurieracy skills [e.g, statistical skills, data handling]

Organisational skills (e.g. warking ingepenidantly, meeting deadlines)

Reseéarch skilis

® & & & & 8 & @

The following sentences are taken from Silvia's skills-based CV. Cross out the
transferable skill which is not demonstrated in each sentence.

£ dadmts . s eds g admhifa kS a et te Sag s d el RSN AN TSRS R0 wl s L
Ity role: Was o agsist the project-tean in devising and implementing siratedies to : ‘%
| cormmunicate this mmg.’ag*e- 1o CrE:ET remchams i difterent remons i Kenya, 3
SEEFEIRE At R e R A n s i e S ST TR g e -4-“_-:5."_-.',"?5-.-{‘.5l"*;-":""?"f*'-*ﬁ g
[communication / te_amw_r;:urlg / 'Eﬂ_i;lfitl"n.g'it'}.’ | ersamsation]
2 -
i Sept: 0011 &umassfully complatad an sightparson. Expeu“mﬁ 1oy Austral Andesiin Argenting. _:r;:
f-‘-‘*w"1h.'r""'--" LT b s r..--,.-."'- Lo R ""I'l"'-l"‘-"-: T T T -“-.,',_,.-n_-\.r-,.-l.ql,l-r-—fl.l =l-.--...-‘~'
{mq:artwau@n !teammark ! aﬂhlE".-‘Eﬁ'iﬁnt.- EE’E‘EEEW‘E}{}
5 ﬁa&- the Soie SRanish speaker | acted as spokesperson for our group, organising: hookingsand 0
ﬁpg—ot.atmg the expmhr QY HAETERY, 4
e e T 1 .r 8 e AL AT T e SR |'51'r'|"||'-' AT T e SR S L o |..lu.l:_.|_',1_;--|-_-_-_-.$. "‘----'F"F'T'HF'TF'E?'L'-""-E'-F:'H'-"'?_'"-';'!'.
'{intgrpafamnal sk-ills ! c‘:}m-m'unirzatiﬂn / analysic [ negotiation)
£
3 1 urga riged-and leg s,;::iﬁriﬁ atid’ ::Erarr‘rﬂ Hotvities T 200 nisrmatibngl students ot a SR alnataTs : i’
ar:;h:mE in Shresebuny '3
.H kD T e el e L e Sl -\.-l.l-..l,l- St T FERAE S el LA ":'!"'V":'.-_‘,al-,-l....:.l-..-_.-_._-I-;—l'_| R -l'_-'l"ll .H.-" f‘il_l'!f.'*':'_-.“":'f:"-‘.‘-""‘lff'
L’_Eargamsatitm | leadership / motivation / wrlttng]
i< The Fatute ui'-he project rsant that | had 2o travsl regidarty throwahout tha gauriy at short L
ngtice, and share Basicliving condhions. : ¥
e | tr Ry e L PR e et en T T e Cey T TSR e e R e sopitd:
{ﬂﬁ:mmilty [ teamiwork | research / iﬂti?Fﬂ-E'ﬁSﬂﬂal skills)
& Fain currently complating in-gepin maeﬁrﬂh on refarestation te::nnquab forthe Adrican
subsofitnent for n‘w Master's ﬂewe-a fﬂssﬁﬁaﬂt}n. &
Fannl e ”,-.,__ﬂ'r.!u“ Y --rﬂu'-|1 |.!,,-I"\- e e sefprmptt apETE .._‘.,1-1,:““.-,-— S i s - ‘-'-'-'--:_::r‘-::lj".'

{r‘r’IﬂE;}EﬂdE‘HC«E i aﬂajysm | research I tﬂamwmk}

In pairs, tell each other which of the transferable skills in Exercise Sa you
have developed at university or at work. Provide examples that demonstrate
the development of these skills.

Complete the following seritences so they ate true for you.

My role was to' = :
As the | acted as
The nature of meant that | had to

Within this role | was responsible for
To do this effectively, | had to

ek T el
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B Highlighting your work

7

28

2 Look at the following extracts from Silvia’'s skills-based CV. What kinds of
word are missing?
1 |assistad in organising and managing 12 avents...
2 In Sept 2007 | cornpleted an eight-person expedition to Austral Andes
‘i Argenting ..
% Three months of training and fundraising preparation resulted in the
crossing of the remote central part of the Southearn Patagonian ice cap ...
4 | devised a nlmber of sporting tournaments for the summer schoel students
ang metivated the children and staff to get invelved, culminating in an
valleyball competition.
| ‘handled a _variety of tasks and projects throughout the six-menth
project ...
The spproach was sdopted by the feam across the country.
| researched _internalional universities for my degree courses.
| am currently compieting research on reforestation technigues .
S  Research for my dissertation includes usg of the Internet ..,
10, 1'have an command of Microsaft Office Suite.

S

m —l &

f Complete the sentences in Exercise 5e using the words in the box;

entire  excellent  fully iredepth  intermaticnal
substantial  successful (x3)  successfully top  wide

@ Choose five of the key skills in Exercise 5a. For each skill, write one or two
sentences to highlight that skill, using examples from your work, studies and
private life. Remember to mention your role, using sentences from Exercise
5d. and add positive adjectives and adverbs to make your senterices more
impressive,

experience

This isthe section in the CV where vou
highiight yvour professional achisvements
which are directly relevant to the position

vou are applying for. As well as highlighting
perigds of full- and part-time employment,
the wark experience section may also include
professional training, voluntary work. and shy
exlerded periods in which vour life focused on
a particular activity [e.g. travelling abroad].

d Think about a job or position of
responsibility you have held. In pairs, tell
each other about the position.
® What were your duties?
® What did you do?
® How did you doit?
®  \What were the positive results of the

acticn vou took?

Unit 2 Writing an impressive €V




Match the CV approaches (1-2) to the effect (a=b) they will have on the

layout of the work experience section of a CV.

1 chronological TV

Z skills-based CV

a With this approach vour relevant achievements are listed separately under
skills headings at the top of your CV. The names, dates and locations of your
work experience are listed towards the bottom of yvour CV,

b With this approach: your werk experience is listed in chronological arder,
starting with your most recent job. Your main achievements and skills are tied
toa speaified job, at-a specified time, in-a specilied place

When you give information about past work experience and achievements in a
CV, use verbs in the past simple without a personal pronoun: Chaired weekly
meetinngs (not Fehafred-weekiy-teammeetings), Look at the following table of
action verbs commenly associated with professional experience. Select five
verbs and write sentences suitable for your CV that are true for you.

achieved compiled edited improved operated resegrched:
anticipateéd consulted pstablished increased organised resalyed
approved convinced evaluated interprated persuaded schieduled
arranged coordinated gxaminad investigated planned supervised
butgeted creazed facilitated led prasented taught
calculated delegatad formulatad Hztemad recommended  trained
rhairad demonstrated identified motivater repaired translated
clarified designed implemented  negotiated represented  wroke

coligborated  devetoperd

In pairs, tell each other about your professional experience using the verbs in
Exercise 6.

Look at Silvia's chronological CV on page 20. Which verbs in Exercise 6¢ did
she usé? Which other verbs did she use?

Rewrite the following sentences using the verbs in brackets. Leave out any

information that is implied by the verh itself or is simply irrelevant.

1 There were five stiployess in my team. | was their boss and it Was my job o
keep-an gye on them-and help them when they needed my sugport. (managed)
Mauaged o teown of fve ewmpleyeas,

7 lLenrolled on and successfully finished a financial management course in order
te improve my knowledge in this-area, [completea)

3 When I arrived, the company website was only in Polish. As well as Fﬁhﬂh my
mother tongue, | also speak English, Cerman and French, and so | decided to
write the website information in English, German and Fretich. (transiated)

4 - The company’s database systern had a problem, which | foung, Afterwards |
talked to-my boss about a different way of doing things, which would solve the:
problem. {idettified fecommended)

5 While | was workitig at the hotél | noticed that there were some ways 1n which
the customer feadback system wasn’t working effectively. Therefore | developed
a new system and put thisin place. A resultof this was that custoner
satisfaction |evels increased by 20%. (desighed/implemanted)

Unit 2 Writing an impressive CV
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Rewrite the following sentences using the verbs in Exercise 6¢ so that they

are more concise and impressive.

1 | made recommendations regarding the most effective allocation of résources:
|Aeuntitied west effective allocation of vesouy oes.

4 lwas the front-office staff representative on the implémentation team for
our new ICT strategy.

3 1 was responsible for coming up with the training plan.

& | looked after the budget for running the office,
| looked for new suppliers. = —3
| gave & presentation of our clietit feedback questionnaire.

1 1lcoked into wayfi [0 reduce waste.
8 Iwasin charge of the design team.

P23 Listen to a discussion between Klaudia, who is looking for her second
serious job, and Tom, who has just proofread her CV, and answer the following
guestions.

I What are Klaudia’s responsibilities as a secretary?

2 What skills does Tom relate to these responsibilities?
5 What ather jobs has Klaudia done?

4 What skills does Tom relate to these jobs?

Write the work experience section of Klaudia’s CV, Then compare your answer
with the suggestion in the answer key.

Think of 3 job you would like to apply for and write the work experience
section of your CV. Use words and phrases from this section to help you.
Demonstrate only the skills and experience reguired for the position.

Detailing your education and qualifications

If your education and guatifications are your strongest selling point, then you'll
want to put this information clese te the top of yvour CY. This is especially true if
you ‘are a recent graduate, obtained excellent academic results or haye gained a
professicnal quaiification which is a prerequisite for the job vou're applying for.

In pairs, discuss the following guestions.

I Where should you put the education section of yoir CN7?
7 What gualifications shewld vou include?

Read the article about how te write about your education in your CV and
answer the following questions.
I Why shauld recent graduates put the education section hear the top of

their CV?
2. What term does the author use to mean just the main pieces of information,
nothing more?
Under what two circumstances would you include your Adevel results ina CV7
What qualifications should you mention first?
What should you do if you're searching for employment in the (T figid?

(5 SRS
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“ Should your educztion be proudly
at the ep of the €V or among the
optional sections. at the end? Tt all
depends omn who yew wre and what
job you dre (ryitig toget i vou have
just left sc:hmt:i collgge or WIVErSiLy;
vour echication experience 18 going
to. Beé more pnmediately  relévant
anid should therefors be prominently
displayed early on. Your potential
employer may be keen o hire
regent graduates and will wish 1o
see exactly what vour educational
aftaiiments are. Thie means you
cangive plenty of detail of curriculay
theses amd grades. However, 1f you
have been in the world of work for
20 vears, your education 1% of lnde
irerest o an émplover and showuld
go in skeletal form near the Hottom
of the CV. What you have achieved
since leaving full-tmie education is

obvicusly mere indicative bof your
valae.

Another thing to bear inmind 18 that
higher gualiications imply lower

ones. If vou have only gor GOSEs,

finie. If, however, you have a bacheior’s
degree, 1t i3 unnceessary T mention
your (GC8Es, or even your A-levels,
unless they are spectacularly good.
A recruiter will simply. assume they

were: taken at the usual time and.

w unlikely 1o be interested i how
sracry there were and what grades
they were: The same applies to a
Master’s degres ur PhID, The higher
gqualification muakes the menton of
any lower ones redundant.

If yeu foel you need to mentionmore
it the way of academic artainment,

for example ag a8 regent graduate
LA I

pr as someone with professional

skills’ or ‘technical expertise”)

guahficarions or other postgraduate
traindng, the section should be
erganised in reverse chromological
order, like your work experienice

SECon,

Finally, the education section can be
the place tomention thoall-important
computer skills that continue 1
dominate working life. Different jobs

atid. professions will reguire you o

bave an understanding of differem
compuler packages, and if yeu have
pood working knowledge of these it
s woerth mentioning that you ktiew
they exist, or have been trained to

use them. I you are-applying for &
job miore closely felated to IT, your

techaical proficiencies should have s
relevant section of their own (entitled.
‘compuater efficiency’ or ‘computer
much
higher up the priority list

i L e L P L
sl s L Hip: e et - '\.'|' R

C What five types of qualification are mentioned in the text? Put them in order

from highest to lowest.
T == &

B e i

i

d 1n pairs, discuss the following guestions.
1 What are the equivalent qualifications from Exercise {cin your own countey?
7 Would the advice in the text be relevant if you were applying for a job in your

oW Country?

3 At the moment in the UK most University students study for three years (four
years in Scottand) to gaina bachelor’s degreg, Some students then dedide to
continue at gniversity for bne or two years to da postgraduate studies and
gain a Master's degree. How does the higher education system in your country

compars to this system?

2 In pairs, tell each other about your qualifications. Compare them to the
qualifications in Exercise 7c using the phrases in the box,

something like  which isequivatent to

| have-a Physics degree from Ludwig-Maximilicns-Universitat in Munich, whica I5
eguivglent to g BSc in Physlcs in the UK.
| kove a licentiate degree from teacher training college. It was a threg-year

course, so something like o BEG in the UK | gof my Master's d few years ago.
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B Demonstrating your interests

f Look at the extract from the education section of a CV. In pairs, discuss the
foliowing questions.
1 Why has the writer given additional information about their qualifications
(i brackets)?

2 Wil you need to explain any of your qualifications? How?
2 What other details has the writer included in this section?
4 What gise could vou Include in the education section of your CV7?
Llnwarslw of Uister : i
« BSe Hons (2.1) European Regional Development (human geography’ and macre egonomics) i
& S-moath work placement. Eﬁﬂt‘!&i’ﬂlt Researcher, Narthem Iraland Civil Servies, Efﬂifﬂﬂ"' g
a EE,EJ’TEHQE: year: Diploma iriAres Studies, L.!nwerﬂny ot zaraggp‘z:a Soain (ecoromic geagraphy :
and Spanish)
o Dissertation: The role of EU funds on r&gl-::nat dewlmmrﬂ i ﬁragr:rn Sﬁﬁlﬁ i
T A T T R T e AT P T S T o et e s e ey S T SR S 0 T S LR R b T ““"*’- ah s | iiF ||I ARFTLL N bl e

4 Think of a job you would like to apply for and write the education section
of your CV. Use examples from this unit to help you.

h Look at Silvia's skills-based CV on page 21. Apart from the list of dates
and places she has studied, identify five sentences which mention her
education and gualifications.

&

Rewrite some or all of her sentences so they are true for you,

The things you fike doing in vour free fime say a lot aboul you as a
person, and your personality is relevant to every job application.

2 3 In pairs, discuss the following questions,
1 IFyou have produced a €V before, what did you put in the
personal interests section?
2 Why do employers want to know about your interests?

b B24Listen to two recruitment experts, Grace and Oliver,
discussing personal interests and answer the following guestions.
1 What goes the Vin CV stand for? Why is this relevant to your

interests?

2 What did Ofiver think was wrahg with putting “captain of the

foothall team™

Why is it a goad idea to list 2 Broad spectrum of interests?

What personal interests does Grace usual ly put in her cv?

What new achievement is Grace haping to acd?

0 S
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€ Match the skills and personal characteristics in the box to the

interests (1-5],

analytical'skills  creativity determination intelligence
intercultural awareness  erpefsonatsritls language skills

leadership skills  resouccfulness  self-motivation

I Team sports (focthall, volleyball, etc]
mpevpevsoval skills
2 Individual cempetitive spotts [evding, climbing, etc)

3 Traveiii'ng_{hacI;paa}cing, expeditions, etc.]

& Mind spertsfactivities: (chess; sudoku, etc))

£

Artistic nterests [painting, photography, ete)

Add some more interests to the fist and identify the
skitls and personal characteristics they suggest. Think
about what your own interests say about you.

It can be more effective to present your interests in
terms of who you are, instead of what you like doing,
using adjectives and nouns to describe yourself. In pairs, try and
add more words and phrases to each column in the following table.

Adjectives CEE | Houns

active former hallrenm danger rock quitariet
avid keen blogger saibor
committed proficient jewaliery maker ski-instructor
dedicated guabified ‘mpwittain: cimber stamp cotlector
experiencad regular Portuguese speaker  terinis champion
:-e};.p;-;rt?' successful feaifer valunteer

Match the adjectives with the nouns in Exercise 8¢ to make true phrases for
YOU.

avld reader reqular blogger
Write the interests section of a CV for the following topics. Use adjective and
noun combinations, the phrases in the box and your ewn ideas.

Active member of  Currently attending  Excellent working knawledge of

Particularly interested in - Recently completed  Responsibilities included.

1 Reading A veader: BEoavewist supsoviption, Pm*:ﬁﬂ‘tﬂlmﬂ_‘:,- mFevesked in
resding ethout vecent developments in science and techudlegy.

‘2 Walking

e —

% Photography

4 University Social Coordinator

Write sentences about your own interests. Be as specific as possible and
highlight the skills you need to achieve the things you enjoy doing.

Unit 2 Writing an impressive CV
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In pairs, take turns to talk about vour personal interests. Start with the

guestion, ‘So what do you like doing in your free time? Encourage your

partner to highlight the skills that their personal interests demonstrate.

Think of a specific job you want to apply for and write the interests section
of your CV. Highlight the skills that are relevant for the job.

Providing references

References provide further evidence to potential future employers that you are
whe you say you are, and that yau have dane what you claim to have done for
previous employers: 1L is highly likely that your referees will be contacted if you
are shortlisted, so it 15 essential to select them carefully.

In pairs, discuss the following questions.
T Why are references important?
How many referees do you need, and who should you chogse?

2
% When is a referee ne longer useful?

What happens if you don't get on with the most obvious choices for your
referses?

I5it OK to use sameone you know well whi works for the arganisation
where vou are applying for a job?

6 Dayou have to give your current employer?

7 How can you find out what a reference says about yeu?

Lt

Match the questions (1-7) in Exercise 9a to the following expert advice
(a—g). Do you agree with the advice?

it USUEHW bwo — an academic one and gither wr Elﬂ}:ﬂﬂ'}"éf ora ﬁﬂfﬁflﬂfﬁlr'
character referee. They should be of professional standing so that they can
comiment on your suitability for the job. Do not use a relative; a family friend
15 OK. Ahvays ask permission before Using someang asa reference, Provide
them with a copy of yaur CV.and an indication of the jobs vou are agplying
for. Let them know hiow you got on, and tnank them afterwards, S

b Yes. but they may feel uncomfortable, so be sensitive. They are putting their

reputationon the ling

You can't easily — that’s the point of a confidential réference. If you suspect a

poor reterence is causing you probiers, try changing your referes,

d It is normal to ask for your current employer not to be contacted yef. Offer
another referes. Ask to be alerted before your emplover is E-:_ml.*&tted- -

i

& When they don't remember who you are or become uncontactable.

—h

Choose another who will represent you in the best light.

g References provide confidential information about your character, skills
and experience. A positive recommendation will greatly support yvour
application. —

In pairs, discuss the following statements. Do you agree with them?

| Itis better to choose professional oracademic referees than personal
friends.

2 Aslong as your references back up the facts oh your C\.f then vou dofi't
el W wWorry.

% You don't nead 1o provide the rames and contact details of your referges in
your CV.
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d B 25 The opinions in Exercise 9¢ are expressed by the recruitment
consultants, Grace and Oliver, in a discussion about providing references.
Listen to the conversation and answer the following questions.

i
2
35

Who expressed which epinion (1-317 Write © (Qliver), '© (Grace) of B (Both).
Whiat reasons did they give in support of their oplnions?

What phrase daes Oliver use to say you tan provide references if they are
nesded?

€ Think of a specific job you would like to apply for and, using the models
presented in this unit, write your CV. Remember to highlight enly your skills
and experience that are relevant for a job.

In pairs, evaluate each other’s CVs, Think about the following guestions.

Is the English natural and accurate?

Does evﬂi*y-tﬁmg_ make sense? Do you get a good ided of your partners life
by reading their CV7

I the language impressive and petsuasive? IF not, how can you improve iE7
Is the layout attractive and Jogical? If not, how can you improve it?

Does your partner’s CV demonstrate a wide range of transferable skilis? if
not, where could you-add more proof?

Does your partner’s CV demonstrate that your partner is suitable for the job
they want? If not. why not? e

Is the CV too long? If so, which words/sentences/sections would you delete
or edit?

When you are happy with the feedback you have received, rewrite your CV.
Repeat the process until your CV is perfect.

Unit 2 Writing an impressive CV
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BN Identifying features of

1

34

2 Idﬂﬂ‘t]ﬁﬂhf@ featﬁrﬁs af cover

& Writing an &ﬁettw& ﬁnal

e a&mgﬂ&mwm*a Laﬂﬁu&ge
a5 WrEtmg &-;:&ver-he:ttm.

o letters -
e Eeganmng atwtﬁmr_

tettar ML
imfagfaph

cover letters

d [n pairs, discuss the Tellowing guestions.

|  What's the difference betweern a OV and a
cover |letter?

2 Have yvou ever written a cover letter in English?

5 What did you write in your cover ietter?

b Comiplete this introduction to cover letfers using

the words in the box.

busingss
interview

camplemant

nplement  cover letter  ©F
mtroduction

‘persuade  position’

C. Find an alternative expression for cover
letter in the text.

d Vicky Tang is the Communications Manager
at Green Pharmaceuticals. She wants to

change her job and phones her friend, Felix,

a recruitment agent, for advice on writing
a cover letter. In pairs, discuss what advice
vou would give Vicky on the following areas.
® the length and structure of the letter

¢ ithe language you would use

® the content of the letter

e P 11Listen to the beginning of the phone
call and answer the following guestions.
1 How long has Vicky been warking at Green
Pharmaceuticals?

2 Why is Vicky looking for a new job?

Unit 3 Effective cover letters

employer
well-facused

What is a cover letter?

A{1y Oy gives information about the
educational qualifications and professional
experience you have; whereas a (2)

explains why vou want the job. A cover letter
should (3) — , niot duplicate, your CV. The
main purpose of-a ;Jt':i'ﬁﬂl'lﬂli'“:l-"{.i cover letter is
to(4) __ thereaderto read your €V and
consider you for the vacant (5}

A cover letter is often vour earliest written
contact with a potential (6) , creating a
critical Arst impression. A wellwritten,

(7)— cover lefter demonstrates your
written communication skills and will help you to
get that alkimportant (8)
The letter of application should follow the general

guidélines for all (9} letters. bshould
have an (10) -4 main body, and a final
paragraph.



f B37Read the statements below and predict .Whe_ther Felix recommends them
{#) ar not (X). Listen to the rest of the conversation and check your answers.

1 Use high-guality paper that matches the paper of your CV. ¢

2 Ehsure that your cover letter is written using formal language.

2 Usethe same cover letter for every application.

4 Show that you have done some resaarch into the company you are epplying to,
5 Emphasise your suitability for the post,

6 Enclose copies of your educational qualifications and certificates.

{0 What do you think is the most important advice that Felix gives Vicky?

R Look at the example of a good cover letter that Felix sent Vicky. Read the
letter and answer the following guestions.
1 What is Jane studying at university?
2 Where did sha work last summer?
% What does she do in her free time?

JHHE Nut‘l-:lrl
71 Lﬂa’ﬂb:—‘:ﬂ chad
Brodon
Landen
o Eh‘u?- XL
- jane.nubaligekelac uk
\ " 1 December 2008
Mz Diana Alisopp
Hﬁc::;ualri’tam Mﬂrr&gﬂr
Mc:ﬂh:re = iglo § Clzrrnpan,.r
< RLesse Sauars

oo #E1G_EE‘.-_E
Dear Ms Allsosp,
© | ana final-yean stident at King's Collegy Lendan mading Economics, and
would s to apply for an Assaciale Consultant pasition with MoGlure and:
-.\,_\’L Carmpany, as acveriised on Wiy monslenanm: -
27 Managernent canaultami.r appeEis o me bﬁﬁ'ﬁﬂﬂi‘.‘: it combines analytic
reserich anross & wids range of busingss siuaticns with, fraguent client
contagt, | recently sttanded a MaGlure and Compary werkshop run by
[ Gharlotta Panton-Smith, and she gave aveEry positive impression of the
company. | was-paricularly impressed by ihe excellent in-hause training
programme which she deseribed. and | would weleome the opportunily (o
Work Insuch a ciose-knil eam ofsupporive colleagues.
3. Ruringmy time at l'ﬁng s College | have employed a variety of different
g —— reseanch ethods, and am femiliaswith the analytical applizations of
spreadsheets.: For exampls, for my recant dissertation; | used Excal o
y sompaze the eifonts of tax: -ncfeasm an alcohol and tﬂﬁaﬂm Consum pﬁ&n
] - sdehion, when | was working &t the Wiiton branch of E:aﬂtcuﬂer overthe
summer, | pmgsm:;-ﬂ suggestions for imoroving ehie laniiuit oif thi store 10 the
reégional mana‘gemﬂwﬁaam Thigy decided 10 pul fnese ideas it affect arnd
N sales ma& I:b*,? 7o oy e autumn quarter

 Buring my fres time, | sing Inand manags a Jazz band, arrqnang{mntwrta and
glgﬁ atd maﬂagmg the band's acgounts. | 'H'EF'_I.u' much enjoy collzborating with
a taam of ;:naupla 'ml:h sm‘armtemsi—s and working towards shamd foaiz. Lamy
also learning falian by stiending weekly evening classes and studying on my
oW mwarﬁﬁ the Adevel eiarm mextJuns,

lenclosea copy of my OV and hope very much to be itwited for interview,

1-1-"‘“* Vaurs sincerssy,

e Pltal
Jane Mutiall

=

i

e e s R e B e e

=

E .-.—."‘5‘-'-*‘iﬂﬁrtfﬂ?ailfl'-ifﬁ%;.ﬁ':.ﬁ‘s” DT e, LR e R e

|:'_-

J.| T m.,. Tl |1._lI :--17 TRIEEr ||.'_.|‘"|.""5"J'_r"| l'-"l‘—l;l,,'i""'||-'.| iy M&I'ﬁ:ﬂl—.ﬂf‘.rﬂﬂ:‘“‘ T ’F'E"'.lﬁ"l.l!‘li"-“ - '."H_ ‘QHETFEI'I’H'T]'"-I-#_“";" ""'""H'F"T"“"ﬂ
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Match Felix’s advice (1=12) to the parts of the cover letter [a—[) in Exercise Th.

Give your cantact information and current date; &

End "Yours sincerely’ and type your name under your signature [indicate Ms.or
Mr if net obvious).

Give a clear confext — say who you are and Wwhy you are writing.

Your sigh-off should be friendly, polite and to the point. —

Paint out your aptitude for the sorts of skills they are seeking.

Nameahy employee vou have met and say why they impressed you.

Your use of leisure time can show you are a well-rounded person,
Suppert vour claims with evidence, focusing on results and achievements.
In¢lude the name, title and full address of recipient.

Merition where yout saw the job advertisement.

Explain your mofivation for apglying. This aiso shows you have done your
research and learned something about the sector.

12 Show vou are acquiring additional useful skills,

=" EY

i =

— D B Y D B

—_—k o

j Lock at Jane's cover letter again. In which paragraph does she:
explain her interest in the position?

cregte a positive final impression?

demonstrate her skills and experience relevant for the position?
introduce herself and explain her reasons for writing?

mention other relevant skills and interests to impress the employer?

g N G T

RN Beginning a cover letter

The first paragraph of vaur cover letter should detail the job you-are applying for
and, if relevant, where you heard about the job [for example an advertisement, oF
personal recommendation).

2 a Complete the Tollowing opening paragraphs using the words in the box.

advertised  application  consideration “enclosed -enguire
m_g#&&ttﬂ@-..'ﬁﬂﬂlﬁliﬂ ..rgi:f:;}nﬂﬂendﬂﬁ Cregquirements  résponse

1V amafinalyesr glugdent who is ot 1o _avedumerte  with a bachslor's degree in |
cising Engineering from Bristal University | am witing to __E?.L:u:s_l_;t |
possible employment opportunities with Mendoza, | am interested in & position refated to
ranspartation ranagement.

y: o e e ] _. T " ' : i I | ¥ ! i ..'.I y e ; |'| ! a Tl ]
nwehsite, Thaye . - - .y Ry for your consid i : e S

il b T T R L b i e B bl ¢ i

% | was recently speaking with Mr Foux fram your firm and he — ‘thatl
send you a copy of my CV. Knowing the for the ;?ﬂosltlan, he feltthat
| would be-an ideal candidate, given my experience in international sales.

KT Lk T T e Tr T RrE ok o e e il BRI B LR B S T s i v I-‘i-"-" == 11 ¥ =
s T J\_-,_..E.J;_1-i'q_:..:ll_-_;'-.|-:“,-1. TR e e R A R T T R e F b ,-f'l.......-».d.l___ hogrrdil WA A v v B i Eal A I.

4 1 wnuil'-si_ -iikf o appl‘g'fm the post of a Commercial Solicitor in vour firm as
Om @gﬂgg_mtmnm_mm. AS 4 recent graduate, I was particularly happy to see that the
POsthOn 15 open o newly lawyers, | ” ..

bl TV o= A

5 Please aceept this letter as for the Marketing Manager position currently liste
on Monster.com, My CV s attached for yaur .

T R L M ol N o e e S s R P T e T e e o R o I T = s i Ay
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b Match the opening paragraphis (1-5) in Exercise 2a to the type of cover
letter (a—c) they come from. Which type of letter do you think is most likely
to be successful?

g Areply toa job advertisement
b A 'cold speculative job apphcatmn
¢ A letter foilowing a personal recommendation

¢ Evaluate the following opening paragraphs. What do you think is good or
bad about them?

i After attending the recruitment talk prasented by Financial Investments, | am
exirernely interested in the post of graduate trainee in the International Sales
Bapammﬂt I h.‘-ﬂ"n*’ﬂ ahauiut&w nﬁ dﬂuh‘t that my ﬂualmcatmna, E&Lﬁla ‘and professional

2 Jam: wﬂhﬁg to apply f-.'::r the graduata ‘ETEH'IEE position as advertisad r;mﬁne in the New i
?‘mm Times. | am a fi nal-year student majoring in Business Administration, with US '
am:t Chinese business relations as the focus of my dissertation. | bailave lam suutah!e
fﬂr this pmﬁi’trﬂn bEEﬂEJEE 1am ’very mterestad in. Ehanh:mg

3 ' I ‘-ﬁﬂiuld Ii’p:.e o Epﬁiy fﬂr a p:;b inyour ﬁrﬁﬂrﬁsﬂﬁﬂ-ﬂ | havaﬂr#aﬁ wanta-::l m wark at

ihe ﬂu‘ttihg;ﬁﬂga of gmh-ai strategy with a firm whose greatest assets are fts people,
a;nd I hama deudm;i t’ﬁat F%fwars & Co.is tha 1dear plase ter atart my ca:aﬁ:f

d B2 Listen to two recruitment experts, Grace and Oliver, discussing the
letters, In which order do they discuss them?

@ B 33Llisten again. What advice do they give? Do you agree with their
comments?

f Find a job advertisement that interests you, and write the opening
paragraph of a cover letter in response.

B Writing the main body of the letter
Demonstrating your key skills and experience

In the migin body of the letter you need to show why youare the right person
for the job, by highlighting your most refevant experiences and skills as they
relate to the position you are applying for. It is important to demonstrate
evidence of your skills ciearly it is nat enough to caim that you are "a hard-
working, flexible team player, with excelfent IT skillss you need to be-able to
orovide evidenge,

3 & Inpairs, discuss the following guestions.

1. ‘How lone:should the main body of the letter be?
2 How many specific peints shauld you maxe?
3 How will this section change depending on the job you are applying for?
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b Read the following extracts from cover letters. For each extract underline
the two main skills the applicants demonstrate.

i My past experience of working overseas has brought me a greater

understanding of internatianal cultures and traditions, as well as a better
appreciation of my ewn culture. These insights wouid cettainly benehta
miultinational corporation, such as yours.

L] F
& A s S Y e e T S T T B T T P T T S e TS A A P T e e i P P R o T A D TR

s—mar rma ! Tar

Skills: intercultural awareniess | dependability / flexibility / self-awareness

Within my role as a project manager. | am responsible for leading a teain of five !
people. We often have to work unsociable hours urider difficult conditions. | k
ensure that team morale is maintained by regularly counselling team members E
to check they are coping with the demands of the job. ::f

W T A me y 'l'-'lﬁ'l'l:l'l'l-"'w."_"l" Pwﬂﬁ‘kw T [ SRR AR S S s e R T R e R T"'_"" ] Bl L o Rt -'\---"r'—'q_ I O I [P LR i e

Skills: flexibilivy ¢ tateral thinking skills / language skills / interpersonal skills

Although | do not possess any experience in the hotel ndustry, | was g Holiday
Representative for Xtrame Holidays for two cengecutive summers, where |
learnad that customer satisfaction is the key to success in the service industry.

| implemented a new way for customer feedback to be recorded. which helped
Xtrems Holidays develop the service that they provide by identifying areas
heeding improvement. | believe | can apply the skills oblained from my previaus
grnploynient io this position.

T\rn'\-'\-'q-rrl.'u-|.1_-|--:a.-;-_-|;\.-.-_-_1_-.-_-_-_-_|-‘u:u_-.r_.-|.:|r-._--.,'\:-}. oy 3 (e Y Nl L PV L R DL earaiery | 1r.l1'|.:'\.|.:-_|"'-|.r'_--.-'--'r.-'\."':‘-'—.-'—.'n-.'"':"' 0 i i e L T e ! frr e

LT TR Ty

L8 e e e § e

Skille: 1T skills / customer service skills | communication skills / initigtive

;'Thlz summer | wnfrk&d at ﬁﬂ’[{’ﬂ TEM‘E‘I'E rhamepam wham | was mlifalig
; rﬂﬁpmsible for: apgratmg VETioLS fides. However, asi car speak both taian
and English fluently | was quickly moved into the qift shop fo deal with
:custmﬂers Warking in ﬂ‘l& shop haipgtr m& ta learn the |m¢3:3rtanﬂe E‘if dealing
with cusiomers in a friendly and efficient way. During t’r‘i?& month | suggested
‘changing the layout of some:of the gift ﬁisplaﬁ Thesa uhﬂngﬂated toa
Eagmfm;ant iHEF&&EE‘Iﬁ the EHIEE E?f«BEIHM‘EHI’E‘S

'-uniwrm.nm-p e el R e R R S e e e nnr'rnlm'r i e eI ':'li"';l"""-l'r q'.']?"ﬂ"'.”]’"""’"""‘—'?""""T""”" Sl e T el ""'_ i e o

" s g e em i | .-'_r=l1.'_-\.r|_m—_i AT

Skills: customer service skills / En‘tré‘pren.eurial skills / leadership skills /
numerical skills

| have a strﬂng history of staff maragernent, working closely with my current
team on their perscnal development plans, and understand my role assisting and
promoting staff member success. | regularly seek feedback on my performance:
from my superiors and colleagues to identify areas | need to improve in,

TR FE TR R TR

AT S e

Yy Sy {TH P T T T S s e, e oy T T T T e e e P T L T U P < TP FIF T

T

Skilis: reliability | leadership skills / self-awareness / technical skills

€ Underlinie useful phrases from the extracts which you could use in your own
cover letter. For exampie in extract My past experience of ... has brought
me a greater understanding of ..., as well as ...

d Identify three skills that you use oh a regular basis and write three
sentences that demonstrate these skills in action. Use the phrases in
Exercise 3¢ to help you.
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a

Matching your skills and experience to the position

In the hody of your cover letier it is essential that you are able to dermonstrate
hiow your work experience and skills match the specific position you are:applying
for, Te do this you need to: |
® read the job description carefully:

e identify the skills and experiance the company is particularly interested in;

® show any parallels with previous posts you have held or other experience.

In pairs, discuss the following guestions.

1 How will vour cover letter change with each pesition you apply fer?

2 How will you kihow which skills and experience to highlight?

3 Should you highlight skills and e«xpﬂmar'rce aven if they are not ahviously
relevant to the job vou are app}ymg for?

Read the letter written by Hanna Ahigren, who is applying for a job at the
Australian Embassy in Sweden, and answer the following questions. At this
stage, ignore the gaps in the text.

1 What position is Hanna applying for?

2 ‘What s her current job? _;

2 What subject does she have a degree In7
What skills and experience does she have?

' Dear Me Tiscal, ' i

LA witing i resporss o yeur aetrartisarent fortie paston of Pl Belationa Officer
and enclose iy curricuium vilae foryour corsiderstion:

| g cummsniy working as o Fress Ocer far the: Syvecish Eﬁ,.-!hruatw of Iriciistry,
ih W_ﬁ'}_FE‘HEW‘E‘ 'i‘v’hﬂi enapled we T gaina raad jFIJEI-T"._-.’I.Ei"’IC'II‘-Q of 4he
metﬁa and public relabons, (2 monitenng the Swedish and fareign .
' "‘J‘L-ufjha, am':i estﬁmﬁﬂhlng anl mantaning Key friscka cortacts. Laisoowrite prass: re‘iEaTBP": :u"ar:‘:
frganiss neai. events, Through 16s suceessiul uridertaking of these: responsibiities.
= e Swedish poiticel systenm. (e :
theoretical knowiedos aﬁah"led g pairt of ry university: diegree Foltizal Bc: wnoe; and put p
Fhis Ry ﬂ@ffeﬁge it Wﬁﬂﬂ@ﬁé appication.

Previols experiance st the Swedisn Embiassy {Warsaw gave me an opparuUnity 16 Work
weiin-the dipiomatic. services. D-urﬂ"g iy Nl there | learnt 1o prernote the stengins of
5wt through public relaions yents, aspait of & team, Poland's entoy 1o the B oooar
Unigey s the arain fosusof the Erﬁhabsﬁy it e whieh E@?*‘Tﬁmh’ influzaoedd My

]
work thera. B wﬁhqg,ramr'rt‘ organising: official visits fo Poland, g
anri dtsxr&“r:nwj wariois internal snd axternal falincioni)
B) — considerable exterante N fhisares: of puiplic: relations: from

P yEErS ST Ul aity ahd subssquent jobis. | air corfict that the r:..::mhl.rmu-::un aof Ty _ |
Ec:htrr*al SEcE ,;-a{}hgl‘%hd and relevaEnt. siills makess e En el eandidata § Far thie position
avainia: (7] Cideasand EnthusiEsm o e job.

et | 2 very & siited to Embasspak and feal this move would
fiea ingical caresr sten. THS Fole of Public Relations Officer wiouic allaw e 1o gevelon Y

. Eisting skils avaranviraniment in WIS T p::nlmﬂaj inguistic and gipfematc ckitle could be
ulitisad 1o thelr greatest patantial,

| g tbed e avaiiEhiefor |n~rew|aw it Yo rcunvemwc:e |k forwart! fahearg froem yau
Yowrs sincensly, 1
HHLia ph*%""ﬁ“

Ms Hanna Ahigren -
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e i W LY A . T S o

This-exaorie -

[ think that | could bring.

Here is the advertisement

that Hanna responded to.

Ity pairs, identify the main

skills-and experience they

are looking for.

Match the reguirements
listed in the advertisement
(a~i) to sentences from
Hanna's cover letter (1-6).
Some sentences illustrate

more than one requirement.

1 This experience has
enabied me (o gaina
broad understanding of
the media and public
relations, 1

2  Within my position at
work | am responsible for
manitoring the Swedish
and fereign media,
and establishing and
maimtaming key media
contacts,

A

% Through the successful
undertaking ef these
responsibilities | feel
| have significantly
strengthened my

| feel | have significantiy streng

My respensibilities included
Within my position at work | ami responsible for
As you can see from my CV | have

€ Complete the letter in Exercise 4b using the following phrases.

theried my knowledge and understanding of
My employment experience leads me to the conclusion that

My employment experisnce has enabled me to build on

Australian Embassy: Public Relations Officer

LERar TImentL,

Crepartmernt of Foreign Affairs and Trade

lmimiediate superiison  Fist Secretary

SEl s

4

h

SEK 18,000 per month (Tax free)

i SEl (e g Loy 0y i o =
% e e L e ot Lo e . e d
e R T 2 - =

Moenitor the Swedish, Finnish, Estenian, Latvian and Lithiugnian media
(including printed angd electronic) eacn day; prepare a sumimary of key
international and domestic news items.

Monitorand prepare reports.on interhational and domestic jssues in
Sweden, Fintand, Estonia, Latvia and Lithuania.

Organise programmes for visitors from Australia, and provide support
to Australian-based staff in relation to high-level visits.

Azsist in the management and implementation of the Emibassy s public
affairs function and cultural affairs programme. '
Bilingual Swedish/English language and translation skills ~ both written
and speken

High-level understanding of Swedish government, economy, business
ardl EUl praogesses

Alsility to prionitise, manags time effectively and work bath
independently.and as partof 2 team

Persorial contacts in the'media (desirable)

Experience in a public relations and/or a media-related feld (desirable)

- e A
R e A Pl iy e
el " | H A

o -— = T B i g ey ¥
P e T L - S o S R S S T
e e e 3:' L R e e

IS ALTT L ey

e e

i

Please note that to be considered, applicants must address the selection criterin |
when making their applications and all applications. must be in English, :

ETh

O RRE p

et e
I i ut

o W P s S L B R e e R e LR, Ll e g T

kKnowledge and understanding of the Swedish political system,

4 Previous experience at the Swedish Embassy in Warsaw gave me an
gpportunity to work with the ciplomatic services, Buring my time there' | learnt
to promote the strengths of Sweden through public relations events, as part of

agteam, /.

5 My respensibilities included writing reports, organising official visits to Poland,

and developing various internal and external projects. [

& The rele of Public Relations Officer would allow me to develop my existing
skills in an envirgament in which my political, linguistic and diglomatic skills.
could be utilised o their greatest patential.

Unit 3 Effective cover letters
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1 while | was o tearn leader at Global Computers, | introduced new
quality control procedurss resulting ina 50% fall in customer complaints. E
s .ﬂ:-:.l—l-..,.p_r.....]........,.._...,_,..l,:...___l_ A e T T I ey --1-._11 e ML/l L S ———— T TR L A o Al L L el D -.::
2 at Legal Solutions, | was responsible for marketing: i‘
software services. ;
T A S T T e et 1 e i Y e e S A ST [T A LT [P o] P e T T T T S ST T T I ) B T AR S .':'.'..1._.1'_|"'l"l';
5 degree course in Business Studies, | worked for three !
months in the Data Processing department of a large computer corporation, !
experience in IT solutions. [
e e T T P R T ey 1 o e o e o e T T T L e T e P o B e B T [P T A P R e e &7 -i
gl Star Enterprises | gained some knowledge of )
accounting, assisied their hmkkEE;&Er forthree months. Ln
S e e T Y L T Py Ty T o P T L En TS e A 8 & e S ety --:*J"'
3 | have been raﬁﬁanﬂlﬁle for the %;Tgamsatmn m‘ il -E
. ]
-:;ﬂnferencw . my knowledge and experience In thE: field i
have gf-::'uﬁ!ﬂ ﬁ;}ﬂﬂtﬁerahiy and I ﬁaw feal cﬂpabie 1:!-1‘ maﬁagmg E‘-'{'E-I“IE independenthy. E
I TN T O s LR '-'.r.'l:.r."-‘rr"-.rr"l— A e T “".n--—r--n—"r'l_r e Ll e ] 1—|- rm1=r-|:--—n-|—r '..—"m-'lll mEmn el o e e e '-*-.-.
6 people every day in a business setting, | have developed I;
strong interpersonal and tommunicative skills, ¥
I T e e o e L A R e 1 O i A P R TP B T e R e B T i A A e T TR R ——
h Compiete the following sentences so they are true for you,
1 While | was | was in charge of
2 Durivig b was responsible far
3. As part of my degriag course in at
I
4 During my period of employment at | gained
5 At present | am responsible for CAS A result
6 Sincel
1 In pairs, discuss your recent work experience, or time at university.
Highlight the skills you feel you have developed through these experiences.
What are the main skills you have that make you more employable?
Umit 3 Effective cover letters &1

f Underline useful phrases from Hanna's letter which you could use in your
own cover letter. For example, Lam confident that the combination of my ..
and ... makes me an ideal candidate for the position.

g Complete the following sentences using the phrases in the box from
Hanna's letter,

Asa vesult A ;:rari of my Eﬂmng my ‘period of émplﬂymerm at  During my t;rﬁ‘é
hmﬂg In the course of my cutrent job Smrml wmk with  where T g_mna&




I Writing an effective final paragraph

The final paragraph of your cover letter should round the letter off, leaving the
reader with a positive impression of your application and a desire o interview you.

5 A Inpairs, decide whether the following statements are True (T) or False (F).
1 The final paragraph should express willingness to provide any further
information that the reader may want, -
2 Itis not necessary to mention any items {including the CV)] you areenclosing
attaching. —
% |t is polite to thank the reader for their time and considerstion.
& The final paragraph may actually consist of two short paragraphs. -

b Look back at the cover letters on pages 35 and 39. Did Jane and Hanna
follow this advice?

€ Read the following paragraphs taken from British and American cover letters.
What differences in style do you notice?

1 1 took forward to hearing from you in the near future to schedule an interview at
EtlmEWﬂvEﬂmﬂt o you. During the mtE’IT"ﬂﬂW | hope to learn more about your
Eﬂmﬂﬁ?ﬂgﬂtaﬂﬁ ﬁ’l’lij gﬂalg. ﬂﬂﬂ diEE.:ﬂ Eﬁhﬁw TE'I"II’Q h’t mﬂil’ibﬂl’ﬁ ’_tﬂ'-’thﬁ EUEE&S& ﬂlf ihE
service team. . .

Sincere regards,

- el
- “.-:. &

2 Should you have any queties resarding m}*'_mxﬁiiéati{}ﬂ, ar require any further information,
please do not hesitate tocontact me. | would hike to thank you in advance for your time and
cansideration.

I look forward te hearing from vou..
Yours faithfully,

; l'ﬂd"_ﬂ".a—\.'—\.{ R o
3 J Imgw wat UVs Relp Vol to sor ot the sroaables from
wage tha personal calire of an wichivigual. | wadle! ke e

With the credentials, | hewe the personality th

e possibles, but they are no way to
mesl you and demonstrats thatglong
2t Manes fof 3 Succagserl 1

eam plaver
YOurs truly, Fie

4 You will find enclosed a copy of miy curricuinm virag, which gives further details of my
cducation and my career to dute. T would welcome the opporiumiy o discuss miy professional
histery and gualifications with you in greater detail.

Thank you in advance for vour cobsiderationy.

Yours sincerely,

d In pairs, discuss the following guestions,

1 Which extracts most closely follow the advice in Exercise 5a?

2 Which approach do you prefer and why?

% Which approach would be most suitable Tor the country you are applymng for
work in?

4  What, if anything, would vou need to change if you wanted to use ohe of these
paragraphs in your own cover letter?

42 Unmit:3 Effective cover letters



a

Read the following final paragraphs. What do you think is good or bad
about them?

' My experience and other technical skills are too extensive to be
listed here. | woilld appreciate the oppottunity to meet with you to
discuss my credentials st your earliest convenience.
| fook forward to hearing from you.
e o AT et e T N Ry o A A sl ey
@

_! would welcome thﬂ.r::-p;jqrt_ymtj;' 1o discuss with you how | might
contribute to your company in fulfilling its present goatls. 1 will be
available for appointment from 15t July,

Thank you in advanee for your consideration.

Fs_u Listen to recruitment consultants, Grace and Oliver, discussing the
extracts in Exercise 5e, What advice do they give? Do you agree with their

comments?

Think of a specific job you would like to apply for. Write your own closing

parag.raph using the phrases in the box and ideas from this section.

1 legk forward to hearing from ;.,mu

T would weitumﬁf,-’dpprwate the opportunity. +0 .
Pleace do not hesitate to contact me.

should you ha:u:ﬂf‘re-ﬂum

Thank vou in advance for your time and consideration,

Using appropriate language

Whether applyingonline gr sending vour coyer |etter through the post, it is
important to write using aﬁﬁrnﬁﬂa'té lanzuace. Although informal language
may sometimes be acceprable in-cover letters, more formal alternatives will
create & mare professional impression.

Complete the following table using the words in the box.

about  additional contact employer employment emsure  give

B = e s e e e s . L

[poking  more recefee  reguest  yeguire  show  talk about fell - want

Informal Formal

get — ] ECENE

axtra — 7

3 —- iwguld tike

need — 4

g —  discuss

Getin touch with — &

7 —»  concerning,/regarding
maka sure - B

g —»  provide somebody with
10 — inform

hoss —_ 11

12 —w  furthier/greater

13 —»=  searching

ask for — 14 :

wark/jab = 15

16 —» demonrstrate

Unit 3 Effective cover letters
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b cComplete the following sentences using the formal words in Exercise 6a. In
sentences 4 and 5, why is should used instead of if?
I | am writing in response to our telephone conversation on 9 May
vegewAing the secretarial vacancy,
2 | have recently graduated with a Master's degree 11 computing and am

furrently forsultable _ in the electronics field.

% | would aporeciate the opportunity ko meet you, where | toud _ my
<kills, capabilities and professional experiencein — detail,

4 | would be happyto —— yau further references shauld yeu
require ther,

5 Shouldyouw — any— information — my application,
please do ot hesitate to e,

C Rewrite the underlined sections of the following sentences using more
appropriate fnrmaj language. Try to use the word in brackets.
1 Lam writing aboeut vour ad for a Business Development Manager In The
Ecbromist. [response) 1 reéspeuse o Yo sVertisament
2 |am writing to ask if you ve got-any vacancies-at the moment in your human
resoutces department. (Currenthy)
3 lam writing to-apply for the financial administrater job. (pesition) - —

4 Asyou will see from my Cv my experience and qualifications are what you're
looking for, (requirements) |

5 The marnager of your Milar Branch told me to get in touch with you about
the opening for a media consultant. frecommended]

6 Here'sa copy of my CV. and | look forward o an oppertunity to demanstrate
how my professional experierca and skills would benefit Star Electranics.
(attach)

mntau me, [sh@uit:} 3
8 Thanks for your time and consideration. iw@uidl

d_ The following extract from a cover letter is too informal. Rewrite the
extract using appropriate formal language.

D-a’ar Sarah,

Tsaw your miw-ﬁ fora ;r_ﬂ:- a5 a aarreta&*:.r on the Iﬁt’emﬂt Tast wgék Twant to apply
for the job.

I*va bﬁﬂ’l wnfkmg as;a sec rEtar}r at Gﬂtﬂﬂn 5 Finaneiai S’E'I‘ﬁ.?’ii:‘;{t&& tﬂ Earcelnna fc-r

5 A
87
- o
5;
S Es
225
B
;%
~E‘
LT
s
%
gy
B
%
B g
=
%
-n%
s
&
o
E.

._hﬁs }ugt gﬂt a naw _;r;uh thh h:s Enmpan}r m leau

['ve heard a An::-f abnut your company. I think it’s one of the hbg;geﬁl ﬁﬂaﬂﬂlal
- service fﬂﬂi@aﬂ!ﬁ& in Milan, I've Wﬁl‘ﬁ‘ﬂ-ﬂ far years in this area (aver six yem's} and
think that this has given me the EFE{ZJE:T‘IEH-‘EE that your company neads

if you want to meet fo talk about how my skills and experience can benefit 3?{}411'
company in the futurf Twould be: happy' Lo come m and meet yﬂu
Kind regards, Jane : : -j

P T o S T R L AN il e o BT i o s e T S Y e sy ]

e e == Td
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Daay Mg Madtin,

Bl Writing a cover letter

7 a3 Look at the example of a bad cover letter that Felix sent Vicky. In pairs,
discuss the mistakes he has labelled (a—o).

Baldrick College
Swinton ¢

SW4 S8BT
Nat1987@bes.ac.uk -
PrincessNL@gmail.com ~ |
14 Octaber 2008 ©

Ace Consultants i
45 Strand 3

b \ London WC2 BLE e t

Dear Sir or Madam, / b

- would like to apply for a job at _Fﬁ.iﬁ‘:ﬂnm[jai-ljf_whén I E’t"&ﬁﬂﬁtﬁ this : d
§ = .r"""ﬁ SUMMmer. L
W™ | have always wanted to work with a strategic managemepl-
: consultancy firm which helps it's glients make lasting and

substantial improvements, and [ cannot imagine a better place 1o i
work than Hillier and Thomson: - res

| am extremely confident that my university course has prepared 3
[rEe fwrgﬂmmfmagunem Whilst at university [ had a number [
h -"“—"‘T}_f'art t‘ime Juhs. and] wcra.ild say that my 1 main 5trengih is my
(g ATAOE) 2

thmugh a raﬁrgf: t::f social .i{_tl‘li.:iLILb ] hawe n-erifectefi my uul:standm;z,

o —> communication skills, T sl

Ag you will see from my €V [ am not familiar with many computer
—programmes, but | would Tike to learn and am sure that 1 would pick
things up quickly. 1 reaily wart a job-which will give me the chance

to travel. as this is a particular Interest of mineg, CEsmeSnl ;
I would be truly grateful to be invited for an interview and to be i
/ given a chance fo further discuss my application. '

Yenirs, i

=

A T A T T A W ot e W T T T WA R A e i e i el b
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b Match Felix's advice (1-15) to the appropriate parts of the cover letter
[a—o) in Exercise Ta,

1
2

fehl

10

ot

1.2

13
T4
15

Find a named persan t write'to. B

Make your letter specific to each company you write to and make it clear
what job vou're applying for, |
Den't copy phrases from websites and brochures. Use vour own words, ___
Make sure the name of the company matches the ong in the address,
Research and be clear about the job you are applying for. Strategic

mianagement consulting is not the same as management.

Mistakes of spelling and grammar are-unacceptable — always double-chack.
Make it clear what you bring to the organisation, not just what yeu can gain,
Don't apologise for skills you haven't got; especially where they are not a
strict reduirement of the job. ___ |

Den't exaggerate your leve! of skill. Always use examples to substantiate
what vou say.
End your letier 'Yours sincerely’ [if to a named person) or “Yours faithfuily (if
5, 1 [

Be polite and respectful but not excessively so.

Dan't be vasue about your aptitudes. Make sure you know what the
recruiter is looking forand then provide specific evidence, highlighting key
narts of vour .

Don't start allimost paragraphis with 'l
Use apostrophes correctly (here jfs not its).

Just give oneemail address (keep this plain and sernisible),

C Rewrite the cover letter in Exercise 734, using the language and advice from
this unit. Then compare your letter with the model letter on page 111.

d

Research areal job that vou would be interested in applying for. Spend
some time researching the company and the position in more depth. Think
about the skills and experience that you have that are relevant for the post
and then write a cover letter for the job.

Unit 3 Effective cover letters
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o2 Pfe;}anng for the. mmnnew
L Mainng a positive nrsu '
| impression |
AL Dea{mg eﬁettw&ly wuth
- intenview questions
- ®  Talking about yolirself
' Avoiding commion mistakes
& Proving you've done j,."pur
research
. .[ﬁamnnstraﬁ g you Ve gﬂt what -
Akl tak&;i '

B Preparing for the interview

Congratulations! IF you have been invited to an interview, you
have passed asignificant test. Your CV and cover letter have
made a strong first impression. You have been selected in front
of your rivals, ahd made it to the short bst,

Praparation is the key to a successful interview, The piher
candidates may have simitar qualifications, skills and experience,
The interiew is your opportunity to prove you gre the best
candidate for the job. Ensuring you are well-prepared will help
you to reduce stress, increase your confidence and improve your
chances of being offered the |ob. |

1 & inpairs, discuss the following questions.
I Have you ever been interviewed for a job n En_glish?‘ How did it 207
2 How do vou feel about golng for an interview?
% How can you prepare for an interview?

b In pairs, discuss the following tips for preparing for an interview. Which
ones do you think are more important? Which ones would you do first?
o Ty to predict the guastions you are likely to be asked during the interview,
® Dosome research into the company you are applying far a job with,
¢ Find aut exactly what the job involves.
* Analyse your skills and experience and identify areas where they match the
jab reguirements and the company needs.
Roheatsa the interview,
o Decide what you're going to wear,
Prepare a list of questions to ask at the end of the PEErViEw.
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EEEEEEE Making a positive first impression

Before you arrive

You never get a second chance to miake a first impression:
People start forming their impression of you immediately,
Froking at the outside and making assumptions about the
inside, It is your responsibility to ensure that you send out
the right message about who you are; through your physical
appearance, your clothes and your body language, :

2 a Imagine you met somebody new today. After a few minutes talking to you,
what might they say about you, for example how successful or wealthy you
are, your level of education, or vour professionalism?

b In pairs, discuss what you can do to create a positive first impression with
an interviewer, Think about the following peoints.
®  Your gopearance
® body Iangu_ag_e
e how [0 ‘break the ice' with the interviewier

€ In pairs. discuss the follewing interview tips. Write do or don’t next to each
tip.

Arfive ten minutes sarly.

Speak English with a friend before the interview,

Bring a close frisnd or relative with you far support.

Take a copy of your OV and examples of your work with vou,

Learn some impressive words. and phrases to use in the interview,

& Memorise long answears toguestions that you anticipate being asked,

S T I

d P41 Silvia Carnali has been invited for an interview at the communications
agency, Futerra. Before her interview she meets Nina, a human resources
manager, for some interview préparation tips. Listen to the conversation
and write Nina’s apinion (do/don’t) next to the tips (1-6) in Exercise 2¢. Do
you agree with Nina? What tips does Nina mention that are not included in
the list above?

Small talk

Theioutcome of an interview can be decided in the first five minutes. From the
moment you arrive for an inlerview you are being assessed. Even befare the
interview itself beging you will be communicating @ message about who you are.
In order o create 4 positive impression, it's impertant that from the:mament
woiLl arrive what you say is clegr, confident and enthusiastic,

3 a PazListen to extracts from the beginning of Silvia’s interview
at Futerra and Alex Mencken's interview at a London theatre,
Answer the following guestions.

Why is Mr Lewis late forthe interview?

What does Silvia read while she's waiting?

What useful information does Silvia get fram the receptionist? ;
How does Silvia create g positive first imprassion with Mr Lewis? T
What do Alex and Karl chat about before the interview?
How does Alex cregte a positive first impression with Kar(?

R B I R I R O
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b In pairs, discuss the following guestions.

| Silvig is very polite to the receptionist, Why is this important?

3 What dees Silvia ask the receptionist? How could this helg her application?

% Alex mentions that a friend of his who works at the theatre suggested he
applied for the job. Do vou think this was a good idea?

'P 42 Match the conversation openings (18] to the responses (a—h). Listen
to the extracts again and check your answers.

: h'rﬂ T {:& fing &t s T = )
1 Tmatratd Mr Lews iy in @ meeting at e e

the moment. h o ok uatt, Tan
2 Can T getyou anything while you wait? _ IU 3 -lif‘_'iﬂ!-hfr_ l""":. "fi-'_.i?
3 Trmisory I'm late, Qurmseting oyerran a " .E_Hﬂw" S'ﬁl':'l g : s : Ll

b : g Thank yiau,llt ¢ nice te meet you too.
i Wi Gaii? = ?nu..wqrg_h1ghly recommended to.me
5 T mice to. meet yauat last. \F ?—::u?ﬁl:iw A
6 Bid vou have any touble finding us? T‘hr twu ;: - IIE ::h'ty »
7 T ecah't belisve the weatlerab the H ilf it _

- B That's okay. 1was just agminng the

moment!

& How did you find out sboult us? office.

In pairs, practise the small talkin Exercise 3c.

Look at the following examples of interview small talk. Match the
beginnings (1—10) to the endings (a—j). Would you say these to the
receptionist (R), the interviewer (] or both (B)?

1 Do you think | could have : a I goteaughtinthe @in,__

2 Do you have a company iﬂr;m b your tentet ta freshen up?

3 T vernysorny I late, o aglass of water while T'm waiting? B

4 Do you think Teould use d 1 was planning te be here over an hour age,

g Twas just admiing vour office. but my train was cancelled.

5 Are there many other candigates & 1could havea look atwhile I'm waiting?

T Ihadternble problems parsing B
Here. F s it Always this busy?

8 I'm afraid T onct feeling very well, g It all lowks very modern, 153t new?

8 Theoffice is smalier than T h Do oyou have many peoplé working
experted. elsewhere?

10 ds thete somewhere T could leave 1 Could Tsit down for a few minutes?

miy umibrelia? j scheduled for interdews today?

Having some small talk helps to build a pesitive rapport with the
interviewer. In the UK the weather and transport problems are very
common and appropriate small talk topics, In pairs, discuss the following
guestions.

1 What small talk toples are commonly discussed n your COUnIry s
2 Are there aty things you would avoid tatking about?

In pairs; role play arriving at an interview and making small talk with the
receptionist.

Student A, you are the candidate. Try to get some useful information from
the receptionist which you can use later in your hterview.

Student B, you are the receptionist,
Swap roles and practise again.

Unit 4 Successful interviews
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Body language

Much of the impact vou create at an interview is based on your body languags,
and getting this right is essential. The way you walk, sit and act may influence your
interviewer's opinion of you as much as what you actually say

4 a in pairs, discuss the following questions.
I How could your body fanguage let you down iy an interview?
2 How can you avoid these problems?

b P43 Listen to five people speaking about body language and bad first
Impressions in interviews. Write the extract number (1-5) next to the
problem 1t mentions. Then match ¢ach problem {a—e) to the advice on how to
avoid it [A—E).

Problem Advice

4. Trembling veice f Make ‘eye contact, but remember not to stare,

b Sweati ng il [ g TONE B F_DE‘_Et&!,‘_I.;'_ decling tea or coffee.

C 'Bad nosture L Breathe slowly and deeply.

d  Shaking hands B 'Sit up straight and lean farward when speaking.

‘s Noeyecontart . “E  Make sure you know Tn advance Bow to find the interview vésnue,

€ What tips on body language would you give sameone being interviewed for a
jeb in vour country?

NI Dealing effectively with interview questions

Responding to questions ab an interview 15 Your opportunity to give evidence of
your skills and experienice; prove you know what the job entails. and demonstrate
that you are the best persen for the job.

5 am pairs, discuss the following guestions.

1 What questions might you expect to be asked in any job interview?
2 What advice would you give somebody about dealing with interview guestions?

b Look at the following common interview guestions. Write the type of question
[a=c] next to each question [1-12].
a Questions that require vou (o talk about yourself, your ambitions, your
personality, vour hobbies and interests
b Questions that require you fo prove you have researched the job and company
you have applied for work with
¢ Questions that require vou to demonstrate yvou have the skills and experience
required for the job
Can you tell us something about yoursell? A
What experience do you have that is-relevant for this positich? —
What di¢ you legrn during vour time at university?
What do you see as your strengths?
What do vou think aboul our website?
What atiracted you to the position?
How waould your colleagues describe you?
What sorts of projects did you work on in your last position?
What university did you attend and why did you choose it?
10 How do vou typically approsch new projects?
11 What do you know about our comipany? —
12 Where do vou see veurself in five years time?
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€ In pairs, try to think of some more guestions for each category {a=c).
Which guestions would you weicome in an interview? Which questions
wouid you not like o be asked?

d in pairs, take turns to ask and answer the gquestions in Exercises 5b and
Sc. Which guestions are easiest to answer? Which are the most difficult?

@ B Listen to thrée extracts from an interview. Which three guestions in
Exercise 5b is the candidate responding to?

f P Listen again and, in pairs, discuss how each answer could be improved.

g Match the advice ‘'on how to answer guestions (1-5) to the practical tips
(a—e¢). What were the specific problems with the three extracts in Exercise

Se?
1 Be clearand a1 you persomally-did samething, say Taid” rather than ‘we did™
pxplcit o it was,
! b Most bes or exaggesations get diszovered and suggest bad
a5, ; judement on yourpart.

2 Be zumble o Dgnot ?i'r._s_ume-fﬁ‘tanri}awﬁrs kriow what your previous job
invabved, gyen i ihey work in the same otganisation. It s also

3. B ihncies important rot to use jargon or acronyms that the interviewer

nright not be familiar with,
d  Don't tatk far too Llong, brdrift sway from the paint. Be
4 Be tiutkfol, alert to any signs From The intervewer of boredom, oss of
concentration, of stanals that you ane Zalking toe much.
However, also ensure that you say enough.
Focus pn action & Anewers that can't be heard demonstrate poer interpersonal
yau have taken and communicative skalls:

LF

h Look at the first interview extract from Exércise Se. Rewrite the candidate’s
answer and improve it by:
& deleting any sections which drift away from the peint;
& trying to make the remaining sentences more dynarmic,

Well, I've never really thought about it. | suppose I'd like to be married with
kicis: perhaps. My sister's got three kids, and they re really great. i'd also fike
to e doing « job lenjey. There's nothing worse than being stuck in a boring job
where gou have the same routine every day. ir'd be b with fots of |
responsibility, but fsuppase not 100 much. fwouldnt want to get stressed. I

I wiis lucky enough to get this job, it'd be great, but | suppose five gears s d
long time without @ change, so-l'd try to gel a promotion, if I could.

| see wyselE doing o job | veally eujoy.

i PP Listen to an improved answer and compare it with your ideas. What
technigues did the candidate use in the improved answer?

Unit 4 Successful interviews
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] Look at the third interview extract from Exercise Se. Rewrite the candidate's
answer and improve it by:
® frying to make it more action-focused —make every sentence focus on what the
speaker actually does or did;
® adding specific examples.

Weell, usually there heeas to be g clear picture of what the aims of the project are.
So it's essential to speak to everyone involved before taking any action. I my
ctirrent job we use profect management software ta help ds keep Frack of what we
have tia do and when we have (o do it. OF course. its imporiant that somegne
keeps an eye on whether peopie are actually doing what they're supposed to be
Ao, o ﬁtmn;'rqsig you disa need fo deal with unexpected situations as they
come up.

g dvst Haing | Ao is make sure Uve aok o veally dleow pickure of what |

need e echieve. Leb wme aide vow am exowaple

K P46 Listen to an improved answer and compare it with your ideas,

L In pairs, take turns to ask and answer the three guestions in Exercise Se.

[l Talking about yourself

In all interviews veu will be required to talk about
yourself, Tre interviewers want to find out whether yvou're
the type of person who would be-able to do the joband
also whether your personality would ft in with the rest of
the company.

6 a iIn pairs, discuss how you would answer the following
guestions.
1 Can you tell uz semething about vourself?
2 What did you learn during your time at university?
2 What kinds of things do viou worry about?
4 Would you say you re an ambitious person?

b b Alejandro is a recent Economics graduate,
practising for an interview at an international hank.
Listen to his answers to the four guestions in Exercise
Ba. In pairs, discuss what you think of Alejandro’s
answers, and suggest ways in which he could improve them.

€ P48 Listen to a recruitment expert, Grace, commenting on each of
Alejandro’s answers. Do you agree with her?

d Bag Listen to the answers Alejandro sives in the real interview. How has he
improved his responses?
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2 PiaComplete Alejandro’s improved answers using the correct form of the

d

verbs in the box. Listen again and check your answers.

apply commumicate  develop  gain get (x2)
lead make  mest motivate par  worke

Interviewsr: Can you tell us sometning about yoursalf?

Alejandro: Well, I'm metivated and 1 (1] _puk g ot of effort into everylhing | g,
whether Um studying at aniversity, ot work or even when I'm playing sport, During
iy last year at university | was captain of the basketball team. | had to organise
matches and (2) the players. As captain it was essential that | was able to
_effectively and get glong with everybody in the team ... and for the

(3]
first tHime in years ouf team managed tg regch the regional final, We aian’t win,
unfortunately, but (4) the team ta the final was a big achievement for me.
Interviewer: What did you tearn during yaur Lime 4t Lniversity?

Alejandro: Oh, fots of things. My Economics degree was very practical, and there
were many elements of the degree that ool be (5) to-the business world.
| had @ number of challenging assignments, which often had to be completed
within a short period of time: This helped me to (6) — - my prioritising skiifs
and ability to (1) to tight deadlines.

Interviewer: What kinds of things do you warry ebout?

Alejandro: | worry abolt normal things, the same as everybody else, | think. |
worry about (B) . deadiines and (9) — everything done an time. I used
fo warry about data oif my computerguite ¢ bit, Now | back up afl my aata on

an externcl hard-drive. so that everything is protected. This way 've got one less

thing to worry about.

interviewer: Would you say you're an arribiitious person?

Alejandro: Yes; | would say that I'm ambitious. I'm very keen ta (10 a jab
with o company such as yours where [ can [11) full use-of my degree and
professiongl-experience. fan o dedicated worker and would hope to [12)
interngl promotion based on my performance at Wars,

Underline useful phrases from Alejandro’s answers in Exercise 6e which you
could use to answer the same questions. Fer example, | put a lot of effort into.
everything | do, whether I'm ... or even whelt Fm ... Plan your own answers to
the guestions.

in pairs, take turns to ask and answer the guestions.

L - o ] ;
Avoiding common mistakes
Whatever job you're applying for, there are some questions that you will nearly
always get asked. Preparing for these guestions will help you to use them to
demonstrate effectively why you are the best candidate for the position.

in pairs, discuss how you would answer the following questions. Then, take
turns to ask and answer them.

I What do you see as your strengths?

2 ‘What university did you attend, and why did you chogse it?

% \What are your weaknesses?

4 Whatdo you like doing in your spare time?

Unit 4 Successful interviews
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B 410 Listen to two recruitment experts, Grace and Oliver, sharing tips on
effective ways to answer these guestions. Do you agree with them? What
would you change about your own answers to make them more effective?

B 110 Match the advice given by Grace and Oliver {a—h) to the questions [1-4)
in Exercise 7a, Listen again and check your answers,

Use examples from your experiende to support yeur claims.

Don't say that you chose it becauss it was the closest one to Homea.
Mention what steps you have taken to tackle this problem, _

Focus on the educational/academic/professichal reasons for vour choice.
Den't use tentative fanguage such as 'l feel’ or I think I'm guite gooed at’
Mention anything that demonstrates you working as part of a team or group:

=k O e

g Don't say that vou have none,
b Talk about things that are unusual and memorable,

B 411 Lidia and Rafa are both applying for a marketing position with a
magazine based in New York: Listen to their answers to the guestions in
Exercise 7a and decide who is the stronger candidate.

B 411 Complete the following extracts from Lidia's interview. Listen again and

check your answers.

| Fm also able to priaritisd my work omd work under pressuve f deqdiines are
moved forward.

2 ldidafotef ____ into universities, beth abroad and in Spain.

3 Inthe enhd | decided to go te the University of Barcelong as it was clear that its
Econamics deparbiment bad dn excellent

4 Well my French is.a bit rusty, so | have —__ started evening classes o
improve it.
5 Istilptay— foralocol club and love going eway with the team for
matches against other clubs, :
6 I'matksoa_ traveller
I During the sumtner iast gear | a.mantl in Africa working with

voluriteers gt a hational reserve,

Look at the following answer templates based on Lidia’s answers, Complete
the tempiates so they are true for you.

1 [am and apply a approach to my work,
| balisve in _ . This enables me 'to Vm alsp
abie to For example, in my last job :
| i-m‘ﬁj'em'entat_i a new system for ' . This way we were able to
2 | did a lot of research into . In the end | decided to
as It was clear that its had an sxcellent
reputaticn.
5 Well, | feel that 50 | have recently started
o improve . used o be but I've started
cwhich has enabled me to ;
4 | enjoy . I'm.also a Keen . During the
| . . 'm ocurrenthy

In pairs, take turns to ask and answer the questions in Exercise T4, using the
templates in Exercise 71,
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B Proving you've done your research

Successiul candidates are the ones whio research the job and the company. They
are ahle to walk into an interview confident they have exactly what the company
is logking for.

8 a P 412 During her interview with Futerra, Silvia Carnali is asked what she
knows about the company, and why she wants to work there. Listen to the
extract from the interview and answer the following guestions.

What did Silvia do before applying for the position at Fulerra?

What attracted Silvia to Futerra?

What experience will Silvia be able to use in the job?

What did Silvia like about Futerra’s website?

Weould Silvia prefer to work for a large or small organisation?

Doobe N

LR

h P41z Compiete the following extracts from Silvia's interview using the
phrases in the box. Listen again and check your answers.
aftracted me to  dynamic place to work from everything Tve learnt
It's clear from  look at your website  réseafchantothes
well-established reputation

| Well before applying for this position | did some veseavch nbo the warket
atid Futérra carme aul on (o,

2 lhadd and could see that you work with a variety of
peaple ...
3 Well, it's really something that Futerrd,

& The Junior Consiudtant post cambines these two areas at.a.company with a

= ]

You carie across onfine as an-exciting, ;
. __ your website that Fulerra is @ glite a small company ...
[ definitely feel, about Futerra, that this is the type of

organisation I'd like to work for.

gt Ln

sl

¢ PPa12 Listen to the interviewers, Matt and Dan, discussing Silvia’s
performance in the interview, Do you agree with their comments?

d When demonstrating that you've researched the company, You should
mention positive things that attracted you to the company. Find examples of
positive expressions in audioscript 4.12 on page 90. Can you think of any
more examples of positive language of your own?

@ Cross out the word in bold that cannot be used fo complete each of the
following sentences.

1| had a look at your website, It's really impressive/innovative/chalienging/
eye-catching.

7 | wanted to work with this company because you have a really strong/

enjoyable/outstanding/excellent reputation.

The work you do seems 1o be very fulfilling/worthwhile/satisfying/first-class.

4 | was impressed by your fulfilling/innovative/first-class/best-selling

progucts,

| think working for you would be very enjoyable/chalienging/fantastic/

fulfilling.

[

o5
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Think of a company you would like to work for. Plan your answers to the

following questions. In pairs, role play the interview. Student A, you are

the interviewer. Student B, you are the candidate. Swap reles and practise

again.

e  What do you know about
Fere?

& Can tell us why this impressed yauw?

® (Can you tell us a bit more about what attracted you to the position of

7 And why would you like Towork

"
®  You mentioned that yvou looked at our website, What did you think of it?
®  Wauldn't vou prefer to work for a oreanisation?

Demonstrating you've got what it takes

In every interview you will be asked to talk about your transferable skills and

experience and how these meel the requirements for the job.

P 414 Susana Cilveti is a recent graduate, Listen to gn extract from her

interview for a sales assistant position and answer the following guestions.

I What skills does Susana think are necessary for a sales assistant?

2 What was she doing before she moved to England?

A What eviderice does she give of her financial experience?

% Susana claims to be a highly effective communicator, Do you think she
provides encugh evidence to support this claim?

b B4 Listen again and complete the following sentences so they are true

for Susana by undertining the correct words in bold.

1 Inmy last job | was responsible for implementing new strategies / selling
souvenirs [ negotiating deals,

2 [am used to dgealing with customers / managing big bucigets / coping

with problems,

| can speak ltalian reasonably well / a littie / fluentiy.

4 This period of employmient gave me experience of managing people/
networking / organising events.

5 When | was at university | used to be editor of the university magazine | a
member of the student council / captain of the volleyball team.

& | feel | am a well-organised person | highly effective communicator |
reliable and efficient employee.

7 ean work well under pressure / well autonomously / best as part of a
team.

8§ |am able to be firm but fair / delegate effectively / use my initiative to
solve problems.

&

Choose the best ending for each sentence in Exercise 9b so they are true
for you. You can invent your own endings.

In pairs, take turns to ask and answer the following questions, using your
answers in Exercise 9¢ to help vou.

1 What languages can you speak?

2 How would you describe theway vou werk?

5 What skills did you develep at university © at your last job?
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e FHE In her interview at Futerra, Silvia Carnali is asked how her skills and
experience match the reguirements for the position. Listen to the extract
and make a note of the skiils she mentions.

f Bt silvia uses a range of phrases to organise her answer. Complete her
answer using the phrases in the box. Listen agai‘n am:l check your answers,

alep when ﬂﬁ'ﬁﬂ-‘%‘e Anally  Hrstly Fr;illnmng
For mmnpie - For myms-sg?taﬁm ot thf'ea T’:&:&S&H’S :
ﬂerm:ﬂg 56 So to sum up. - Tha*’s mﬂitar wﬁ&n %
.:W!feﬂwai at Syearsage: o - :

well, (1) Haink U'wa suitele for the pasition o Futevva because |
understand the Issues you déal with and am passionate aboul them. Faur

(2) § | ioined Greenpedce and fiave been an active member
(%) :

(4) my BA I found out about an exciting project in

Kenya and spent six manths there aclucating local people about the need

far f'?ﬁ?fﬂﬂtﬁffﬂﬂ (=) — | started getiing interested i
sustainnbilfty and (B) = i started learning about different
communication strategies, () . our team found that

sitnply putting up posters @idn't reatly have much r.:if an impact, but going and
talking to respected members of the commuimity and getting them to talk te
dthers was much more effective:

(8] university | was the communications officer of

the student uniah and T was responsible for dealing with suppliers and

other student orgunisations. (2] I've got quite a lot. of'
communication experience | know you're alse looking for someane who's goed
gt research. (10] for my MA I'm researching hiow biest to
communicate reforestation issues, building on my owh gracticgl gxperences
gained i Kenya,

{11] . 1 think I'm suitable for the position at Futerra
(13 EHS) __, Pve dane a ot of
cormurication work. (14) _ . Fnra good team worker,
amd (15] - _because 1 have a geod understanding of the

sustaingbility issues this agentcy deals with

g Underline useful phrases from Silvia’s answer which you could usein an
interview of your own. For example, I think I'm sujtable. for the position at ..
becausel ...

h Put the following stages in the same order as Silvia's answer,

| Talking about your experience, providing Backaround informaticn foran

anecdoie

Summarising how the varicus examples have fully answered the question

% Giving specific details from previeus experiences and showing how these
experiences relate to the requirements of the job

4 Exgressing enthusiasm forthe job ang br}eﬂy relating your character to the
job

5 Giving a second example of experience that relates to the job requirements
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Think of a job that you would like to apply for. Plan your answer to the
guestion, ‘How do your skills and experience mafch the reguirements for this
position? using the structure in Exercise 9h.

Complete the following sentences so they are true for you.
1 | think I'm suitakle Tfor the position of — | begause

Following my degree |

| started getting interested in
When | was at universify | _
So to sum up, | think I'm suitable for the positionat _ for three
reasons. Firstly,
e R _, and finally

Look at the following table and add two more common interview questions.
Think of a job you would like to apply for. Prepare your answers to all the
guestions using words and phrases from this unit.

Question

Explicit
Audible
Concise
Truthful
language
Body
language

‘Clear

Canyou tell us something about yoursels?
What do you e as your strengths?
What do you like daing s your spare time?

What do you know about our ¢ompany?

How do yourskills and experience match the
requirements for this position?

In groups of three role play a job interview using the table in Exercise 9k,
Student A, you are the interviewer. You should ask a selection of guestions
from the table in Exercise 9k

Student B, you are the candidate. You should answer the questions honestly,
using your notes in Exercise Sk.

Student C, you are the observer, You should make notes on the candidata’s
answers in the table in Exercise 9k, using v and X symbols,

If possible; record the interview, as this will help you to identify your
individual strengths and weaknesses. When you have finished, the cbserver
should give feedback on the candidate’s performarice. Swap roles and
practise again.

Unit & Successful interviews



= . ; [ ®

UNITS Advanced interview

‘@ Handling com; 3

BN guestions 4o
Demonstrating your skills .

Talkitig about your weaknesses |
. Asking questions of your own
- Pealing with telephone.

etency-based e -
i [CCIITIICILIC

s @8 e

L interviews. -

-.ll!ll'l.
EE R EESAEES
va s B EREN
n o 8 .‘ﬂ"'. a
P—
R E R TN
4 B EER EERERD
= 2R BB BB S S

i E B E BB E S A

Handling competency-based questions

Competencies are a combinatign of knowledge, skills and behaviour
required to doa specific job.

1 a in pairs, ask and answer one of the fellowing interview questions.
I Tell nie about a time when you had te make a difficuit decision.
3 Tell me sbout a time when vou demonstrated gaod cUstomer
SEFVICE.
% Tell me-about.a time when you showed streng leadership sills:
4 Toll e about a time when you played an irportant role ih a team.
5  Toll me about a time when you éxperignced pressure at univarsity ar at work,

b P51 Listen to three people each answering one of the guestions in
Exercise 1a successfully. ldentify which question each speaker is answering,

Speaker 1 Sheaker 2 Speaker 3

€ Inpairs, discuss how you think each story ends. What would be an impressive
conclusion to each story, ta really demonstrate that the speaker possesses
the necessary competency?

d W5l Now listen to the rest of the extracts to check yvour predictions in
Exercise 1¢. Were your ideas similar?

@ The guestions in Exercise la are all examples of competency-based guestions.
In pairs, discuss the following guestions,
1 What is an interviewer looking for in tompetency-basec guestions?
2 Why is it essential to prepare stories before veul interview?
Z How common are tompetency-based intenview guestions?

f PsiListen to two recruitment experts, Grace and Oliver, discussing
competency-based guestions and compare their ideas with your answers in
Exercise 1e.

Unit 5 Advanced interview technigues 59



0 A common technigue for planning and structuring answers to competency-
based gquestions is the STAR method. Look at the diagram below. What de
you think the initials 5, T, A and R stand for?

i : N
g :
Sef the scene and ghis \

phe context. Give an

autling of & specific redl
situation oF probient that
you faced in the past

g
Go'intn maredetailand
identify the spacific aspects
v focused on-and why

Whal was the targét ortask &
necessary & mprove the 80
Situation

1k o B e

| A-_ —
| Describe the spedific action

| it vihen did vou da it and

Enar you took in ordeT 1o
improve the situation. What
chich you go, hiow did you 'do

wihiy did yeu do ER

PO s S AT .J____|'||.I._|:|_-|-|

b
v

N
R '

Finish by 1alking sbiout the
autcomes of vaur action
and the differencs it made
Wital happenad in the end,
what wasaccomplished,

“andd what did you learn? 40

h P52Listen to the extracts in Exercise 1d again, For each story, identify the
four sections (S, T, A and R).

—la

following questions,

Look at the sentences from the candidates’ stories and answer the

I Which phrasal verb 15 used o describe an unexpected success?
2 Which phrasal verb is vsed lo introdyce an unexpected cause?
3 Which phrasal verb is used to introduce an unexpected result?

It turned out that his accountant had heen taken il ..

Su we actually ended up getting paid within g week
So it all worked out in the end.

ol

the three phrasal verbs in Exercise 11

2 a PsiaAfter applying fora variety of positions at
leading international pharmaceutical compariies,
Communications Manager Vicky Tang is invited to attend
an interview at Clyde & Johnson’s. Listen to an extract
from her interview and answer the following questions,

Demonstrating your skills

It iz essential you provide evidence of how vou acted in
real situations in the past inorder to show you nave the
transferable skills reculred for the job vou are applving for.

| Where is Vicky from?
2 Where did she go to university?

P55 Listen to another candidate for the same position,
Pieter Volker, responding to the same guestion, and

answer the following guestions.

|
A
i
5
e

C In pairs, discuss Vicky's and Pieter's techniques
for tackling the guestion about their educational
background. Whose technigue is more successful?

60

Where dic Pieter do his first degree?
What did he do at the University of St Petersburg?
Where did he spend his stugdent work placement?
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d Bes5sListen to Pieter’s answer again. Which of the following competencies
does he demonstrate or suggest?

® customerservice skills feamwarking & @oal origntation
e flexibility e |eadership e communication skills
® organizational skills e decision-making skills @ interpersonal skills

@ In pairs, talk about your educational experience. Try to demonstrate or
suggest several of the competenciés in Exercise 2d, Try to guess what
competencies your partner is focusing on.

f PssListen to another extract from Vicky's interview and answer the
following guestions.

1 What problem did Green Pharmaceuticals have?
3 What did Vicky do to tackle this problem?
% What was the effect of Vicky's actions?

g Vicky uses the STAR method to structure her answer.
Underline phrases in her response that describe the four
sactions.

1 Situation (the problem Green Pharmaceuticals was facing)
3 Target [the sclution to this problem]

Z Action (what Vicky did to salve the problem)

& Result (the results of har actions)

At the moment | spend o lot of time traveliing Between Asia arich Europe working
with regional toams arganising educational events, so use both of these skills
an o regular basis. Let meé give you an example, As you Erow, the Cningse
market is growing in all aregs, .fn-f:.!'udmg pharmaceuticals. However, Gt the tine,
Green Phormaceuticals feit they didni’t have enough contacts i China. It was
cleat that the situatian wasn't very geod forus. We needed to improve Hiings.
Sa (1 order to increase our number of contacts fn Chia | decided to organise ¢
pharmaceqtical conference i Beljing. It was mjy responsibiiity to ensure that Gili
the right people were invited. | really had to use all my skilfs at communicating,
in Bioth English and Mandarim, [0 persugde peaple to participate. In the énd

miy hard works resulted in o successiul conference, with aur employgees meeling
and talking to the right peaple. As @ matter of fact this conference wgs such o
sifccess that it ispow an gangal event. atd has led directiy to closer professional
relationships between Girean Phiirmaceuticals and ey comacts in Ching.,

h Add one phrase from Vicky's answer in Exercise 2g to each column in the
following table.

Situatien Target Action Result
there was 4 time when .. what neetec to be donawas . therefore I ... this resulted in ...
1 discovered that ... it was very important that .. T grgantsed . . this LEd £ ...

= - —— — - " L —_—— e — — — Fm =S T ——— e —

—T
— - - e e — —_

§ Add the phrases in the box to the table in Exercise 2h.

1 agreed 10 ... 1 wanted to be a bit more .. probably the best ﬂi:ampie,ié
éol ... Soitall worked outin the end, ~The problem was ...
thers was one time when ... we actisally endedup-...
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In pairs, take turns to ask and answer the following common competency-
based question, ‘Tell me about a time when you had to resolve a difficult
situation.’

}-&‘.-'.Liist_-én to Vicky's response to the question in Exercise 2j. In pairs,
discuss the following questions.

1 What'was the problem?

2 What dig Vicky de to solve the groblem?

%  What skills ¢hid Vicky use toselve the problem?

4 Would you have handled the situation in the samie way?

hEJUiﬂlﬁ uses a range of expressions to structure her answer, _Cﬁmp!ete
her answer using the phrases in the box. Listen again and checlk your
ANSWers,

AW&' w!':ia‘t happened was AE spofias.  I'mianaged to!

Ithen 1In the end P: Wi very m;mﬂ:ﬂﬁt

‘Saidemd&dtn : e
Unfsrunatel this mesne that - - which Td drgsnised befarahand.

Oy, [1) Theve was & Yiwme whek | wigs organising a conférence here
in London, It was a couple of months age, and it was areally importamt
conference. (2] one of the main quest speakers, who was due to give
the opening address, had his fight cancelled ard wasn'tsure if he was golng to
miake [ on i [5) . the participonls were fiappy with the conference,

and | Bnew they would be disappointed if ke dignt showup. (&5 lry
ariel fing anaiher flight for the speaker. After o bit of negotiating with o differemt
girling: [B) . get himr booked onteg slightly later flight. (5)

evern if-he came straight from the airport, he would sHilf bea bit lote for the
opening address, | took a rnisk and heped that he wasn't going Lo be detuyed
any rore, (Th he'd tanded | contacted him, ond when | knew fe was
ina taxi and on his way, which was aboul Bve minutes before he was supposed
to be o stage. | got up on the stage. (8] told the participants about
the situyation and | invited them to have some coffee and cokes while we waited,
=) Actualiy, they liked this. gs it was g chance o netwerk a fittle
ana get to kinow seme of the otner conference participants. When the spegker

did finally arrive, it was actually difficult to get evergbody back in the main
fﬂ:rf (10) ! managed to keep everybody happy and ensure that the
conference went as smoathly as possible,

Which tense does Vicky mainly use to give the key events of her story?

In pairs, discuss what makes the following sentence from Vicky's answer
memorable.

When the speaker did frally arrive & was gotually difficuflt to get everybody
back i the main haill,
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Interview aneceotes are more likely to be interesting and memorable if
they inciude some surprising information. In Vicky's anecdote in Exetcise 21
shie introduces a surprising fact with the word actualiy. You tan also use in
fact or as a matter of fact. Make the following sentences more memorable
using i fact, actually or as a matter of fact. Several answers are possible,

i My boss wasn't convinced that it was worth investing in India. However, my
research managed to prove that it was,

J Az aresult of my actions, what could have beena disaster turned cuf 1o be
a big sucgess.

3 My work had really helped, and | thought that | would Be ivvited 1o join the
marketing team permanettly, but | was fnivited 1o lead the team!

4 | believed my suggestions would lead te bigger profits. What | didn't expect
was that profits at the company wauld grow by nearly 209%)

In pairs, take turns to ask and answer one of the guestions in Exercise
1a on page 59. Use the STAR diagram you prepared in Exercise 1j and
expressions from this section o structure your answers. Try to make your
anecdotes surprising and memorabie,

Talking about your weaknesses
Turning negatives into positives

In g interview you will almiost certainly face challenging guestions whicn
attempt to assess your suitability for the job. Itis vital to avoid getting caught
in the trap of saying negative things about yourself. Preparing for these
‘difficult’ guestions will help you Keep your answers pasitive,

P58 A recent graduate, Jarek, has been invited for an interview with an
international financial company. He arranges to meet up with his friend,
Olivia, who has been working there for a coupie of years. Listen to their
convérsation and answer the following gquestions.

1 Whia is going to inferview Jarek?

7 Why did Jarek quit his last job?

3 \What general advice does Olivia give Jarek?

Compare Jarek’s and Olivia’s answers to the guestion, ‘Why did you leave
your fast job? Complete Olivia's answer using the words in the box.

pithough  develop feel further liked  position
stretehed  working

Jarak's answer: Olivia's answer:

| hated my last fob, | ¢ouldn't stand (1) Althouaia | reaily (2)

the bass, He used to drive me crozy! foty, and the peoplé | was (B3

| bunded in my hotice and 2t as width, [ aiela’t (4) I wets peing

saon a5 4 could, (5) - enoligh. I'm lagking for @
(6) it which Lcan (7] ———
my professianal skills (8)

My

In pairs, discuss how you would answer the following guestions.

1 \What are vour weaknesses?
9 Tell me about something you have found difficult at work.
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In pairs, try to complete the following advice with a suitable word. Do you

agree with the advice?

1 In response (o open gueshons you should never actively voluntesr

information durng an interview.

2 Employers like to ask you to give negative infarmation not to

yal, but to see whatl sort of person you are:

You will seem much mere empiovable if you tan shaw vourself as someone

whe sees problems as

4 Questions about weaknesses are aﬂually a chance to demonsirate now vou
tackle and overcome , and why you are the right persahn for
the job.

il

B> 50 Listen to three different candidates responding to a guestion about
their weaknesses. Match the candidates (1-3) to the techniques they use
for tackling this question (a—c). Which answer did you like the most? Why?

a Talk abouta character flaw that could ultimately be viewed as 2 positive
characteristic.

b Talk about something that is-ne longsr a weakness. Mention hew you
gvercame the weakhess and that vou have solved similar problems more
recently.

¢ Talk about a knowledse-based weakness, which is gasily évercome. Menfion
why this weakniess isn't @ serious problem and what steps yeu are actively
taking to solve the problem.

Candidate 1 ___

Candidate 22

Candidate 3

In pairs, discuss the advantages of each technigue.

Which of the three candidates in Exercise 3¢ used the STAR techniqueto
answer this guestion?

Softening and emphasis

When answering interview guestions that reqguire negative information you
should soften any negatives in your response and emphagise any positive
information,

Look at the first candidate™ response from Exercise 3e, In pairs, discuss

why the candidate doesn’t simply say, ‘In the past [ used to procrastinate.
in their first sentence.

Well, in the past | somelimes used to procrastinate a little. There were Himes

when [ used to put things off unti the tast minuie, when compleling an essay. far

uriversity for example, But | regiised thot perhaps this wasn't e mosl effective
weny of working and so | started selting a sfrict schequile for all my projedcts.

well in advance and set myself perscnal deadiines, Using a schedue fias

really helped me and 'm much better organised now and able to toke on more
prajects al the same Hime.

Unit 5 Advanced interview technigiies



b Underline any words or phrases in the extract in Exercise 4a that soften

negatives and emphasise nositives.

B 55 Complete the second candidate’s response using alwgys, really or very.
Listen again and check your answers.

Hrim. My weaknesses? Lel me think, Well, in-answer 1o yeur guestion gou
mientioned that the staff here use Apple Macintesh computers. | am not (1}
farnilicr with Apole Mazs and I'm used to using Windaws. However, | managed te
tearn how to use-a aumber of programs (2 quickly on my ewn and £
stre I'd get used to wsing Appte Macs (5] quickly. ( [4) enjoy using
computers and sewgadgets, and I'm (b) keen to learn how to Use new
technology.

B 59 Complete the third candidate's response by adding the words in the box.
Listen again and check your answers,

extremely  occasionally  wvery : i

it ot
Weaknasses? Well, | ean a*_:re_.{'a workaholic and alwoys get invelved in every project
that | werk on 'm happy to spend time and energy making sure that every
project s successiul, So, when | feel that ather mierbers of the team might not be
warking as hard, ean get frustrated. I'm awdre of this problem, and I try to sofve
situations like this by E;}'gémg paositive and en thiustastic,

in pairs, discuss the following guestions,

1 What structure did the first candidate use to descritie a problem that no lenger
exists? Why is this structure especially suitable here?

2 What tense did she use fo show the present result of her new strategy for
dealing with this problem?

3 The second candidate said that he wasn't familiar with Apple Macs. What
structure did he use to show what he:is famitiar with? What structure did he
use to show fow He would become familiar with Apple Macs in the future?

4 What modal verb did the third candidate use to show that her weaknesses
don't always affect her?

Rewrite these descriptions of weaknesses using the expressions in brackets
to soften the negative information.
I 1 have difficulty making decisions, {occasionally / a littie)

7 lused to be too stulbborn and it was hard to get me to change my mind. fa it/
sometimes)

3 When working on projects | am a 'big picture’ person. This means that | miss
some details. (frem time to time / might [ minar)
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g B=5.10 Match the sentences (1-3) in Exercise 4f to the rest of the

by

el

candidates’ answers [a—c). Listen and check your answers.

a A former colfeague of mine told me that | was becoming difficult to wark
with. Well eversince then | have put significant effort into my tecmworking
skifts and now | actively ask for advice and suggestions front my colleagues
when making decistons. Last year | was even asked to chair weekly staff
meetings while our boss was away on business,

b This is Because | pay a ot of altention to detail and make sure that every
single decision ( malke is the best decision possible. Basically, I'm samebady
who carefully considers all of the available eptions before making a cholce

c. [I've been aware of this far some time, 56 now when I'm managing o project
I make sure that | have the support | need to feep aneys on specific minor
details, leaving me free to concentrate an monaging the entire profect. |
think successiul monagement is about gelting the right team together and
then completely trusting them o do the job you've givern them

! 2 3

Underline words in the extracts in Exercise 4g that emphasise positives.

B 511 Listen to a candidate, Adam, answering the question, ‘What is it
aboul your job thal you dislike? In pairs, discuss the technigues he uses to

“turn his response into an impressive positive answer.

Match the negative expressions (1-6) to the more positive expressions
(a—f). Which expressions did Adam use in Exercise &i7

1 'm bored with my job. Tt's too easy~ - a8 1 enjoy 2 greet deal about my currert job.

7 Tcan'tstand dealing with b I'm keen t:}'_t_i_e',reiuri my practical skitls,
customers, ¢ U'm loeking for an epportunily te

SR cantrbuie these skills toa larger

3 The place where T'werk is too small. T
o i e ' argarisation such & yours,
¥ :E.'l'ﬁ“:t have many professional lll g I feel P best suited to working pehind the
skills. V" s
5 Toaly know the theory Il"e T'm segking fresh dhatlenges.
& There are things that 1 don'tl: like at £ I'm seeking the pﬂa'ﬂibil'{f‘_-!.l- oo develap
wiork. further professiomally.

In pairs, take turns to ask and answer the following questions. Use the
technigues and expressions in this saction to soften any negatives and
emphasise the positives in your responses.

What are your weaknesses?

Tell me about something you have found difficult at university/wark.
What skills do you need to improve?

What kinds of decisions are most difficuit for you to make?

What did you dislike about university / your last job?
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Bl Asking questions of your own

It & vary comrmon for interviewers to cigse an interview by asking if the candidate
has any questions they would like to ask, People who ask good questions
demanstrate real interest in and knowledge of the job.

5 @ In pairs, discuss the following gquestions.

What sort of information should you try to find cut during your interview?
What guestions would vou ask inan interview in WLy country?

Are there any questions you wouldn't ask? Why not?

Would you ask about salary?

P LN R —

b RBead the following extract from an article about asking questions in an
interview. Which do you think is the best question?

Q'llESﬁﬂﬂS to ask opportunity  works. for you, wot € Whai are the most imporiant

against you. issues  that  vou think  the +

ob hunters are always heing told  Pick und ghoose from the following ﬁ{-’ﬂﬂﬂixﬂﬁﬁﬂ j;.'h‘:.‘_#;*;-.'-’

¥ to ask-one or twa killer guestions list of tried-and-tested uestions. d  Could you tell me more ahout the
i an interview. Bul how exactly do _ _ e apporunities yau ﬂ.l’fb*‘
yalr 20 about doing this? ' a Whatarethemost/Teastenjovable & Could  you fell me  how
A o G Nl e A aspecty of the vole? perfurmance 15 megvured and

4 important (o consider the cultur AL 4 *
tl:f?tlg i niﬁ;ﬁ?;l“-hil-ur f;: ;" :l;ﬂ b You memioned there wonld bea J‘ﬂwﬂf_H.‘f?{f_? _ i
e 'E:in &i 'ﬂtc }iﬂ;ﬁ“;} u{;ijth_g lot pf vesearching: Could you tell P Wonld there be o chance for |
'lﬂté;"*'iﬁ'ﬂfﬂ" [.i@. caﬁriﬁal to 2;1:10 it th.; e whot yoUF Mokl Suceessii privivrotion fivthe futire? '

: RSP emplovees find most satising 8 Do you have any donbrs about

right fone and convey @ positve

: : _ : abowt this partof the P whether | o suited o this
artiude. You want to ensure thiy R edin 4 '

posiiian? |

T A SNET T A S

C Match the guestions in the article (a—g) to the following expert advice (1-7).

1 This questien can highlight that you-are keen lo develep your skills-and add
further value to a company. 2.

2 This guestion can emphasise your determination to make progress and to do
saover the long term.

3 This guestion can demonstrate your listening skills, and associates vou with
being successful in the role. ds well as finding it satisfying. —

4 This question can show that you like to know what sort of challenge you are
aoing to face and that vou like to get properly prepared for it, -

5 Thisguestion can demoenstrate that you appreciate the impurmr-‘tce of
delivering results:

& Thig guestion can show that you are interested in the employer as well as the
jeb. 1t will be clear you have dong some research, done sgme thinking, and are
now keen to near their analysis.

7 This guestion is & rather bold way of emphasising soma of your strengins. |t
sugEests you are open to constructive criticism and willing to learn from the
experience of others. In addition. it gives you a réal chance to address any
weaknesses the employer may think you have. Finally, it allows you o finish on
a high, restating why you think you are the right person.
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Look at four versions of the same guesticn {a—d). In pairs, discuss the
following questions.

T Which version is the most agserthve?

2 Which version is the most delicatestentative?

3 Which would you use?

[ noticed from your brochure that you are actively invalved in several prajects
to-support the local community.

a F] were to work for you, would that besemething 1 could gt involved i
b If Lwerk for you, will that be something 4 can get invelved in?

¢ [Ifl worked for you, would that be something | 'could get involved in?

d Il work for you, s that something | can get involved in?

£

Complete the fuiim#iﬂg candidate’s guestions with your own ideas.

1 Could you tell me more about _ 7
2 What are the most important = 2
% Could you tell me how = Y
& Would there be a chance 7
5 Do you have ?

it is important to show you are listening actively to the interviewer's

respense to your question. In pairs, take turns to ask and answer your

guestions in Exercise 5&. Remember to show you are listening actively by:

*  jeeping eye cantact with the mterviewer;

® nodding your head,

®  making noises and shart camments to shavw you understand (O | Reaily? |
| see);

® paraphrasing what the interviewer has just told you (50 you've saijing ).

Dealing with telephone interviews

Employers often use telephone interviews for regruitment, as a way of screening
large numbers of applicants before selecting a smaller pool of candidates for
face-to-face Interviews,

In pairs, discuss the following

questions.

1 Would you prefer to have an
interview face-to-face or on the
telephone?

2 Why is it increasingly popular

for imitial inferviews ta be heid

gver the phone?

What are the advantages of

telephone interviews for the:

candidate?

4 When is the best time to
arrarige a telephane interview?

5 Why should youssmile during &
telephone interyiew?

& What is the candidate's main aim In most telephone interviews?

e

Unit 5 Advanced interview techniques



b Read the following article and compare the advice with your answers in
Exercise 6a.

Tackling telephone interviews

| is commen practice these days for initial

firal intervicws to e held ever the phone.

The main reason for this is that it significantly
reduces the cost for omployers, whe often use
telephone Interviews as o methodd of filtering
candidates before moving pn o face-to-face
interviews, Telephone inlerviews also have
henelits for the applicants as well. Aswell as
the obvious financial saving, an applicant may
forl more relaked within heir own environment
sumreunded by their CV and résearch materials 1o
aid them. Yeu also don't have 1o wear a sult!
I iz pssential that you organiss a time for-a
telephone interview that is convenient fdr
vous, You should suggest a tinme when you are
unlikely to be disturbed, when you are in @ quic!
environment and you are confident that you e
prepared sufficiently lo convince the ipterviewer

Duting the interview you shauld:

® smile, as this will Help vou to relax and praject
A positive image to the interviewer and will
aliet the tone of vour veire.

@ speik slowly and clearly. It's perfectly
acceplable to take vour time when answenng
(LEELIONS,

¢ giveshort, memorable answers.

@ sethe person's fitle (Mo Ms and their kst
name), Oniv use a firsl name if you arc invited
.

® keepacopy of your OV open next o you, so
thiat ity alyour fingerlips when you need it

@ have a pen and paper next o you sp that you
cari make notes if you need Lo

Remember that your goal is Loty and set up:a

facecto-face intervicow. At the end of the interview

ask il it wauld be possible to meat In person.

vou are the right Bersun for th&-;'ub, or at feast a

second intervioa:

¢ Alex Mencken fias recently applied for a number of administrative
assistant jobs with theatres. A potential employer calls him for a telephone
snterview. Howaver, as Alex has applied to many theatres he cannot
remember the specific details about the theatre when he receives the
unexpected call. In pairs, discuss what you would do in Alex’s situation.

d Psiziisten to the telephone tl:.'rm}'_Ei?Baﬂﬂﬂ between Alex and John
Bradshaw from King's Theatre. What do you think of the way Alex dealt
with the conversation? Do youy think he handled the conversation well?

@ Ps5izlisten again and complete the conversation.

John: Helle. Can | speak to Alex Mencken please?

Alex: This is Afex. (1) 7

John: Helia, Alex. Ky name is John Bradshaw and [m calling from King s
Theatre regarding your recent application for a position with us. Is this
i good time for you?

Alex: Th, (2) Uinfertunately | have about ten nunutes
before | have to leave. [s that erough time, Or ¢an you call back fater
this dfterfioon?

John: That would be fine. (3)

Alex: - How about 2,307

John: Perfect. I'll colf you at 2.30.

Alex: Great. |4) : =

John: Yes Sodo i Spedk to you later. Goodbye.

Alex: bBue

? I'm free after 2pm.
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P52 At 2.30pm Alex is sitting comfortably, he has thoroughly researched
the position at King's Theatre and he has a copy of his CV.in front of im.
When John Bradshaw calis for the interview, Alex is feeling well-prepared.
Listen to an extract from the interview and answer the following guestions.
1 What responsibilities does John mention?

2 Would the successful applicant receive help to do this job?

3 Why does Alex have problents hearing John?

4 How does King's Theatre support new talent?

B513 Listen again and tick () the phrases you hear.

Fm sorry, could you say that again? ¢

| dign't quite catch what you said.

F'm having troubie frédring you, Can you Kear fe cledriy?
Cauld you explain what you mean by .7

Se. if | understand you correctly ...

Do you mean .7

Could you efaborate a fittle'on ... ?

Could you tell me what that would invaive?

B0 = O T BN By —

Decide whether the phrases (1-8) in Exercise 6g ask for repetition (R),
clarification {C) or more information (i).

ke Pleoe—s Sass@ = B=w B T o= 8 =—

"5_14-E0m';}lete the following extracts from telephone interviews using the
phrases in Exercise 6g. Listen and check your answers.

1 Candidate: Could yeu explain what you wiean by nisce rates?
Interviewer: Piscework is a fornt of performance-reldted pay, where you
would be paid o fixed piece rate for each unit you produce,
2 Candidate: [/'m sorry, could you say that again. as
P
Interviewer: Ves of course My name is Mr Johnson and I'm calling to
discuss Your application for an internship here at Ariel
Publishers.
4 Candidate: that when the company is busy |
wotld be required to work overfinme?
Interviewer: Ves But of course overtime rates are higher than normal
payj.

4 Candidate:
Interviewer: Ves, [ can hear you perfectly this end, although if you can't
Hear me well, pernaps 'l try and call yeu back on a landiine.
5 Candidate: Youradvertisemen! mentions administrative work,

Interviewer: Well basically it means seeping our records ap-to-date and
sefidifig a weekly email to aur clients
6 Candidate; . what you're saying (s the job may
nvolve some overtime?
Interviewer: Yes bufyou would be paid extra for this.

In pairs, practise the dialagues in Exercise 6i.
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K In pairs, role play a telephone interview. Sit back-to-back.
Student A, you are the interviewer. Interview the ¢andidate faor a job you
kirow well. Use the following phrases.

Let me start by outlining the main. aap@fxta of the pesition and.
then we'll see how elt}sety OUT sszli_f. a;nﬁ Exiii&ﬂﬁﬂtﬁ nattuh the
J‘ﬂb.- 'ﬂﬁ; L e (e f

dne of 1 the main reaganmhhﬁgﬁ» of the F@Et hﬁdeT 15 tﬂ
ﬂnﬂtlﬂ&r part of the ]ﬁh 5

The: mie wmiﬁ also vequire .. e
What experience. do-you 1'iwe i the. areﬁ Df S

Teti; e al:mut a time when you. had i

Hm!s.e do oY E]ﬂﬂj- and mpﬁ:ﬁﬂ'nte'matfh the rﬂqmre.ments ﬁ:ar
th’rs position?

Student B, you are the candidate. Answer the questions honestly. Use the
following clarification phrases.

T'm sorry,. could you say that agam"‘

1 didn't quite catch what you said.
ftgutﬂ ynﬂ ﬂxpl@:m what: bei mEgn 'by
-Eﬂﬁﬁi yﬂu Etﬂhﬂmiﬁ a I:i?ﬁ{ﬁ ﬂn

Coutd yﬁu tell me what that w@uLd ihvolye

After the interview, give feedback to each other. Swap roles and practise
again.

L In pairs, tell your partner about a job you would iike to be interviewed for,
Look through units 4 and 5 and choose five guestions to ask your partner,
pased on the job they have chosen. Then take turns to ask and answer your
guestions. Try to use the technigues from these units to make your answers
as impressive as possible.
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B Keeping in touch

72

s

application to chance s a common mistake, But until you have

IT6

Keeping in touich
Handling rejection
Dealing with job-offers
Negotiating terms and -

conditions

As soon as you've put the phone down or walked out of the
interview room you can relax for a few moments. The interview

is pver. Howeuer, gven though the interview is over, there s still &
ot vou can do to leave a posithie impression on your prospective
employer, It's impoitant fostark the follow-up process as soon

as possible. Walking away and leaving the final stages of a job

been offered the job, the hunt is not over;

In pairs, discuss the following guestions. o

| What can you do after an interview to increase your chances of i
being offered the job? '

2 How lgng should you wait to hear from the interviewer? What should you do
if you don’t hear from the intetviewer after the interview?

3 What should you do if vou're offered anather job?

)
o
e

After the interview you should write down everything important that

accurred in the interview while you can still remember what happened. Why
could it be useful to review your performance in this way?

In pairs, think of an interview you have had in the past and discuss the
following questions.

1  What questions were you asked?

2 Were you expecting them?

5 Did vou feel you projected yourself well in terms of Body language?

% Did you manage to put across your key skills and achievements successfully™
5 Did you give any negative information about yourself?z

B Do wyeu need more practice in clesing the: interview positively?

7 Generally, what could you improve about vour interview technigue?

8 Did you askyourself these guestions after the interview?
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. BP1 After her interview at Futerra, Silvia Carnali meets up with her
friend Sophie to talk about how it went. Listen to the beginning of the
conversation and answer the following guestions.

| Did Silvia's interview go weil?

2 What does Sophie suggest Silvia does next?

% What is Silvia worried about?

In pairs, discuss the following advice on writing a follow-up letter. For each

sugeestion, think of reasons why it is a good idea.

| Send the letter within 24 hours.of the interview.

2 Refer to specific things that the interviewer mentioned during the interview,

% Demonstrate that you are excited about the job. can do il and want it

4 Explain how you would be able to contribute to the success of the company.

5 Include any imgortant information vou forgot to mention durirg the '
interview.

B 62 Listen to the rest of Silvia and Sophie’s conversation and compare
your answers in Exercise 1e with Sophie’s ideas.

Complete Silvia's follow-up letter by putting the following sentences in the

correct order. |

a .. the challengesof the post. Having discussed the role of Junior Consuitant
with yvou in greater depth, | am confident in my ability to meet these
challenges and believe | can make a significant ...

B With this in mind | have already developed some practical ideas for making
the Futerra newsletter and website more user-friendly, which would lead to
closer communication with key cients. Pleasé feel free to contact me if you
reguire any further mformation ...

¢ As mentioned when we met, | an keen to use the research conducted as
part gf my Master's degree on sustainahility to enhance Futerra s identity,
while at the same time meeting ...

d ... asifeel my gualifications and experience make me ideally suited 10 work
in this-area. | recognise the importance of maintﬂéniﬁg relationships and
ensuring that newsletters and invitations are sent out on a timely basis.

e .. tegarding my qualifications, experience or suitability for the pesition. |
loek forward -

f ... contribution to the close team at Futerra. | am particularly mterested in
the projects you mentigned during the interview which invelve working with
influential business leaders, ...

g .. at Futerra. | appreciate the time you-and your team took in telling me

about the specific aspects of the job and the valuahle work Futerra is doing.

h  Dear Mr Lewis, Thank you very much for taking the time  interview me
today for the Junior Conisultant positicn ..

i ... fo hearing from you socn, and thank you again for meeting me. Yours
sincerely, Silvia Carnali

T =k % = B - = 7 | —
2 g 6 8
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H The letter in Exercise 1g is one long paragraph. Show where new

il

paragraphs could begin by writing !/ in the text. Use the following structure
to help you.

Greeting

Paragraph 1: Reason for writing (thanking the nterviewer for the interview
and showing that you appreciated the opportunity and were impressed by the
company]

Paragraph 2: The job-{restating your interest in the position, showirg you
understand the demands and challenges of the pesition and stating how and
why vou feel you are confident you can meet these]

Paragraph 3: Reflection and extra inforration {demenstrating that you have
thought about what was sald during the interview and have already started
thinking of ways of aporoaching the job)

Paragraph 4: Final comments (expressing enthusiasm towards the job and
inyiting the possibility of 5 second interview)

Formal ending

Signature

Complete the following table using the phrases in the box. You will need to
use one phrase twice.

ored-wher-ire met .- -

Hclwng d’.’l‘ﬁmsmﬁl the “ile with you in greﬂsﬁ depi:h e

Lam confident in my d.ti:h ty to meet the challenges .. '

Tam p,arhc:u!ﬁr&; 'rmem&t&d it the EijIZ'E that yeu ta‘lkE-Ji about during
e intenviaw

1 apprediate the time Vou am:l the: team tookin EE'F.[%{'*H_’.I me about the

specific aspects of the job

T bebieve T can make a significant mﬁthbu’r‘mn tawaxd&sf

I feel Tam perfe«r:?ty suited for ..

1 look forward to hsaring fram. yau

Thank you for ta‘;ﬂﬂg the Hime to disouss ...

This hr&i{:fel:i e gain a hetter undﬂrﬂamimg» of ..

1nempn;tﬁﬁsaﬁpmﬁi’aﬁnnnfﬂmmtgmew o mmﬁhmﬂﬁﬁﬁtﬁmﬂ and erthusizsm towards the

3 Eﬂnm’&tﬁtﬁs tunﬁﬂﬂh‘t& 'Fn gqur ah‘ilify tu dathe 4 Baméﬁ&tr‘afes that y’nu pmd attention ﬁ} what wai
job : said

As mentianad whisw we wmet .,
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j Complete the following extracts from follow-up letters using the phrases in
Exercise 1i.

[ _ the insurance broker position with me, After meeting
with you and discussing the company's eperations, | am further convinced that
my backgraund and skills coincide well with your needs.

3 | would liké to thank vou for talking with me aboul the Researcn Assictant

positionat Mendoza. _and learning more about mie.

% The information vou provided about the planned new proguct fine was
particularly interesting. . thie company’s goals and
ohjectives,

& With my recent experience in climbing and mountaineering
_ the position of Expedition Leader, After the interview,
| am even more excited at the prospect of using my skills at Global Adventures.
5 You mentioned that a hiring decision would be made within two weeks
= I you reguire any additional information from mie in
the meantime, please do not hesitate [0 contact me,

B Handling rejection
Learning from failure

Almost nobody has succeeded in getting every job they have
ever applied for. There will almost certainty be times whan,
despite your best efforts, yvou don't get the job.

2 a Psidob seeker Paul has just received a rejection letter
from 2 bank he was hoping to work for. Listen to Paul
talking to his friend Carmen and mark the following
statements True [T or False (F).

| Baul was rejectsd because he didn't really want the job.
.F

7 Carmen thinks Paul was rejected because he wash't'a
strong candidate,

3 LCarmen thinks inferviewers sametimes already know who
5 likely to get a job before the interview happens.
Carinen thinks a candidate who already knows the
interviewsrs has a good chance of getting the Job.
Carmen thinks that mast interviews are apen and fair
Paul has written to request feedback.

Carmen Lhinks Paul stifl has 3 chanee of working for the bank. _

oL

ur

=18 n

b In pairs. discuss the following questions.

Have you ever been rejected for a job? How did it feel?

Think of as many reasons as you can why a candidate may not be offered a job

after an interview,

% Some pecple handle failure by forgetting all about thair unsuccesstul
application and turning immediately to the next one, Oithers spend a 1ot of
time analysing what went wrong and what they could have done better, Wnat
are the advantages and disadvantages of each anpreach? Which approach do
Vou Lse? |

4 Have yau ever requested feedback after an unsuccessiul interview? Was it a
useful axperience?

b —
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Requesting feedback

In order for your next job application to be more successful 1t is essential 1o
know why you didn't get this job. Did somebody else manage Lo convince the
employer that they were the best person for the job? What skills or experiente
did the other applicant have that vou lacked? OF was it you that made a
mistake during your interview? Reviewing your performance will helg you to
answer some of these guestions. but it is also perfectly acceptabie to ask an
employer why you didn’t get the job,

4 Complete Paul's letter requesting
feedback about his interview
using the phrases in the box.

Lam confident
I am grateful :
L et et

s st

Obyiously I am disappointed
Thank you very much in advance.

b Read the letter Paul received
from the bank in response.
Why was he rejected?

Dear Paul

! ey . s et o very stronic
Manviy thanies for your letier requesting feadback. As Im sure '-'u’_’ﬂil.-i 'Ug{j‘aﬁgl ;i i::;ﬁnmgm ’
eld of candidates. Although we considered your applicaton 1o 98 ugﬁ:ﬁp and we chose the
srocedurs enabled us to assess each 'ﬂ-'ﬂ”'?’ida?%:'a.ﬁ':::} AP

aniditate who scored most highly in our B3SessTEnt. - TP = are it
i?"uﬁﬁ ﬁer@ rnaﬁ.u things that impressed us aboulyour ap plleslion Your QL:-:-L;F:}?:E‘?Q&:‘:;E:;&
fh‘ﬁi oil Fave some good experignue in this SEcior. o  F ahs?ﬂh u ave saveral
iﬂﬁiﬁtﬁiaﬂ? sur cuestion atthe beginning aDoul CUSIOMET SEIVIES) farwiisn. e g

‘excellent exarnpies.

' T, rienoe | 17
Thi miain reason why your application was less successtul was that your w.prw_e:-:gz:rbtff; afm Y
l'ﬁﬂtﬁd and wa.ielt that 1,ﬂ:nu would Eﬁn&ﬁﬁrﬂr—ﬁ--s‘mwe m@ﬂﬂjﬂﬁ Sl m’_:__".‘-ﬁ-]“f’"'t_’?;j ﬂu R s
':rc:j.l. ':ah’a ready fora job involving managing peo ple and budgets. When wa asked ¥

. S A et Ui
oactorsnio skills, you gave a general answer rather than [ne specific exaripls ifal wa needed

Dear Mr Brooker,

Thank vou By '3-*4;1:1' letter infonming me that piy recert application for
employvment with your bank has been unsuceesstul,

(1} Laveatly appreciated Hie oppovtunity (ommest with Vo
and Vour s, |
{23

about the positivn. (3)

for the tine you took to-talk o me

| to hgive been
unsuccessful this time, as I felt my skills and expericnce matched the
requitenents for the joh.

(4)

—— it ifyou could explain in greater
detatt why iy application was unsuceesstul on this gegasion,
(51— el this information will help me to
identify areas which | need to wiorls o8 1 order 1o suecessfilly pain
emplovimgnt i future,

()

For your time en this matter.
Yours sincerely,

Paul Kristiansen

e R e e TR
= ey e T - T

e TR

gt ¥ e 2 m B

: ARt 3t thie intendew, b
suspectthat you do in fact have such skilis, but because you did not llUSHaLe thess 1.1 wiena '

o it your answers were often
i falt unable fo know for certain, This leads us fo A e general point: Your ansy

VOUr Nnexs intarview.

== c . - : _U!
] : e s oo potential to be a stong ar _Urw
A A ﬂﬁi{h‘lﬂk-irﬁﬂmﬁmﬁ'n BE S, and Favea g . : e il = |
?;ﬁf;:ii???ﬂai sioh as ours. If you ave interested in applying for a MO junior position
.

yrideal jt 5 tioned:
be your ideal job, But as [ men ] = YR
management position afteryou hiad suich ﬂxﬂer,mme-.. ‘ .
Thatik you again for your application, and we yifkh ot well in your Career

: TN o vour examoies morg carsfully batore k

short atid lacking examp .
|_':

: P demt; " . | realise this might not ¥h

adR e e rding o tFe job adverisernent atached. | 1 b ordeey 3

-anqgufag&‘fﬂu-m gonsidar respo éﬁgﬂuel:we falt HQU'Wauld pa g much siFonger cancdate fora '-

Chartie Brooker

AR AR R e L
ol ":"."f'"'I"T‘i‘-'.".""1'-"!:"f"'."”'!""'-'I.""-!"!d""'f!"‘-'!'“‘l ol
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In pairs, discuss the following questions.

T What did Paul do well in hig interview? What did he do hadly?

2 What advice 15 Paul given? Do you think this is good advice?

3 Why do you think the interviewers didn’t use his good examples of customer
service skills to guess about his leadership skills?

& Do you think My Brooker genuinely wants Paul to apply for the junigr jon, of
do all unsuccessful candidates get the same advice?

5 What would you do it you were Paul? Would you apply for the more
junior position e would you wait for another management position to be
availakle?

Write a letter requesting feedback for a real job for which you were
rejected, or for an invented one. Use expressions from the letterin
Exercise 3a.

. a L] #
Dealing with job offers
Accepting the job

Congratulations! You have been offered 4 job. bven if you have accepted a job

cver the phone. of in persan, it is impartant to write an acceptance iether 1o

confirm the details ofemployment and to formally accept the job offer,

In pairs, discuss the following questions.

I What should vou consider before accepting a job offer?

2 'Why is it good practice to write a formal letter acceptirig or declining @
position you are offered?

B 61 A few days after his telephone interview, Alex Mencken receives a
telephone call from King's Theatre offering him the position. Listen to the
conversation. How do you think Alex handled the conversation? Why didn’t
he accept straight away?

B 54 Complete the conversation using the words in the box. Listen again
and check your answers.

consider  Ontact  decision - latast | meantime offer
pesition | salary  speaking - fime , :

Alex: Hello. Alex (1) Segaking .

John: Hello, Alex. It's John Bradshaw from King's Theatre. I'm delighted to telt
you that after careful cansideration we would like to offer you the
(2] of adrministrative assistant,

Alex: Thank tou very much. That's very good news.

John: Az we discussed during the interview, we are-happy to offer youa

starting (5) 5f £20,000.

Alex: That's great. I'd like to take some [4) b (5] your
() st elkay i H{T) tou with o (B8] — biftormigrraw
ar-the [8) ?

John: ‘Yes. That's absclutely fing, And f gou fiove gny guestions i the
[0y, wlease feel free lo give me a call,

In pairs, practise the conversation in Exercise 4c¢, Swap roles and practise
again.

Unit 6 Follow up
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e Bsslisten to Alex discussing the job offer with his friend Elia and answer
the following guestions.

1 s Alex warried about relbcating to London?

2 Does hefeel he would be able to get on with the poss and the rest af the
team?

i he happy with the salary that he has been offered?

What izsues does he still nead to clarify before accepting the position?
What doss Ella think Alex should do after accepting the positien by phone?

N

f Pis Ella goes on to give Alex a lot of advice on how to write an acceptance
letter and what to include. Put Ella’s advice (a—e) into the most logical
order. Listen and check your answers. What do you think of the advice?

a Express how much you are looking forward to starting the job,

b Thank whoever made you the job offer, and then make it clear that you have
decided to accept it. L

t Repeat any instructions you were given during the interview such as your
starting date, working hours, etc.

d Request darification in your acceptanse letter of any fermsof employment
that were vague or that concerned vou.

& Restate the terms of employment as you understood them, including hours
oer week, salary and benefits.

g Alex called John Bradshaw at King's Theatre to clarify terms and
conditions of service, Afterwards, he wrote a formal letter of acceptance.
Separate Alex's acceptance letter into five paragraphs using the plan in
Exercise 4f. Mark the beginning of each new paragraph with //.

Deur Mi Bradshaw, Thank vou for your offer of employment as h{infini_&ﬂfatﬁwﬁﬁﬁigtan.L'_at Kings
'[“-hﬂﬁtrf,;., }'15-. we ﬁi&'ﬂ;}ﬂﬂhﬁd on the phone yesterday, | am-dﬂigbted to accept your offer and look
forward to beginning work at King’s Theatre. Tam pleased to accept your offer ata ﬁﬁ__lﬁffr’-'_ﬂ_r |
£90.0600 annually. As we agreed, my starting date will be July 29 to enable me to complete the
training programine that [ have enrolicd for. | also understand thm: [ -\p-n-ll_{.ﬁ:aa—;:w; f;ﬂl‘ mmmny pav
and benefits during the R-week long training programme as the skills I will acquire of fag courss
will be applicable and uselul within my new role at King’s Theatre. Dtmﬂg the TREPVIgNE W 1.j.1d_m}£-
discuss holiday entitlement and T hope you will be able to elarify exactly hrm much holiday leave |
will be entitled to. Thank you again for offering mie this wonderful ﬂp’pﬁrﬂmﬂy;-aﬂd de l'ﬁt.me'-it_-nﬂ?rf
ko e amy additional information ot paperwork you need prior to this. 1 very much look forward
o joining }f_a:‘;u and the theatre team on July 29, Yours sincerely, Alex Mencken

. z X o i ke e et A ey gy % W bl e e T T
e s g e L g e R T R et e T T T T T 1 -
.

h Underline three phrases in the letter referring to previous discussions.
What other phrases in the letter could you use in your own letter of
acceptance? For example, Thank you for your offer of employment @s ...

iy

What is the effect of the words in bold in the following extract from Alex’s
letter? |

Thank you again for offering me this wonderful opportunity, and do let me
kinow If there is any additional information or paperwork you need prior Lo this.
| very much logk forward to joining you and the theatre team on July 29,

-

Write a letter of acceptance for a job you would ke, Try to make your
letter positive and enthusiastic.
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—— o <i -1 . z o Dvird T S AT
ek, T TR e P P TIRY TR B e T S



Withdrawing from consideration

When vou accept a job offer you will fieed to notify other prospective employers
that you are withdrawing your name fram their consideration, As soen as you

have made a decision you should pelitely inform all other employers that you have
applied for wark with, Make évery effort to speak to your contact in person rather
than leaving a volcemail message. After you have spoken to your contact, follow up
with a written confirmation,

K a PoJAfter Alex has accepted the job at King's Theatre, he telephones the
Cromwell Theatre to politely withdraw from their application process.
Compilete the conversation using the phrases in the box. Listen and check
your answers.

ﬁw&dwyeﬁ-pﬂtmﬂmngb o Twasvery 'im_;tremd by yaur team
'm calling as Pve been offered It's the least L could do
1 just wanted to let yau know That's very kind of you
Alex; Helto, This #s Alex Mencken. (1) Could yeu put we tharoualy to

Karl Osborne please?

Receptionist: Yes, of course. Pl just put you on hiold for & minute, ang put you
through.

Kartl: Heflo, Atex. What ¢dn [ da for you? linafrafd we haven't made G
decision yel as we're still in the process of interviewing candidates
for the position.

Alex: Ves, | know: Actuafty, (2] a job efsewhere,
which | Hiave aceepted.

Kari: | see:

Alex: (%) . atso wanted fo say that 1 really enjoyed
meeting you. [4) and the werking environment
at the Cromwell

Karl: Thank you for saying so. lwowid say that we were aiso imoressed

by gour-interview and i sorry to hear that you've accepted
another job. But | understand gour decision. [ wish gou the very

best of luck,

Alex: Tham yew very much,

Karl: And if things don't work oul, make sure figl you giveme a rifigand
il see if vie've got anything we can offer yoil.

Alex: (5] 1 will go:

Karl: Thanks for letting us know like this.

Alex: (6] . Thank you for giving ime the chance [o

taik apout possible work at the theatre,

b In pairs, role play telephoning to withdraw from consideration, Before you
start, decide what job you have applied for.
Student A, you are the candidate. Call the employer to withdraw from
consideration from the recruitment process. Use the expressions in Exercise
Ba:
Student B, you are the employer. You interviewed Student A for a job, and are
disappointed that they are withdrawing. Be polite and fry to encourage them
to consider working for you in the future.
Swiap roles and practise again.
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C Match the spoken expressions (1-6) to the equivalent formal written
expressions (a—f).

& 1 vetentlysubmitted an application far the
vacant Administrative Assistant position

b The position closely matches my abilities
and personal career aims.

1 1 have accepted another job

2 s ajob that will let me use my
slitls and 15 what [ want to.do

3 1applied for the Administrative

Assistant job ¢ Tam writing to withdraw From considesation
4 T no longer want te be considered for the I:"'-"E_‘f".““ _

fur the job ~d I 'have decided to-accept @ position
5 T veally enioyed mesking Vou i E.Laelwl']e-r_e |

the rest of ‘the office g [ wish you and yourteam the best ebsuceess:
6 Good luck tn the future b I greatly enjoyed meeting you antd your team

d Complete Alex’s letter of withdrawal using all or part of the formal
expressions in Exercise 5e.

Disar Wir Dsbarne,

| &y writing to thirk veu for including me in thi interview processas you seek candidates Tor vour
(1) Mot Adwinistrative Ascishant position (3 vou and mismbers

of your staff and wag impressed by your opgration at the Cromwel| Theatre,

However, as | explaingd when we spoke this marmmng, 15
%) whigh | beheve (&)
| wish you and the staflat the Gromwell Thestrathe (Bi

Yours sincaerehy,
Alex Mencren

M s ey
= P ErELY

SR o

e
11
)

5
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@ Now write a letter of withdrawal based on the role play in Exercise 5b, using
formal the expressions in Exercise 5¢.

Declining an offer

The decision to decling a job offer is ysually made because you hava regeived
another offer that matches your interests and career goals better,

6 a In pairs, discuss the following questions.
1 Why iz it important to dedline 3 job affet that vou da not want politeiy?
2 How much information do you need to give whan declining a job offer?
3 When should vou decling a jobl offer?

b Psstomasz Filipek, a youtig graduate from Poland, recently moved to London
and applied for a number of different jobs when he arrived. Tomasz was
fortunate and received a number of job offers, including one that he decided
to accept. Now he is calling the other companies to politely decline their
offers of employment. Listen to one of these conversations and complete the

following notes,

1 Company:

2. Contact name;

% Position dpplied for:

4 Positive things about the company:
5 Reason for declining the position:

a0 Unit 6 Follow up
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€ Bi3Listen again and complete Tomasz's letter declining the job offer using

o

words from the conversation.

Dear Ms Johnson,

Thank you for extending the offer for the position of Graphic Designer.
I 'very much (1) .2 _eppveciate the time and slfort vou and *ﬁmr team

2y explaining the position and your agency’s specific
agoalg. Twas very (3) by the advertising campaigns you are
working on for major retailers.

4 _after much thought and careful deliberation, [ have
decided not Lo {5) _ your offer. Although this would have
certainly been an excellent () for me, | have decided to

aceept another position, which -umre;clﬂﬁtﬂ}r matches my specific skills
and caresr goals,

[ wish youand Future Designs continued success for the future.

Thank you agdin for your tiﬁ]ﬁ and consideration.

Yours sincerely,

Tomasz Filipek

In pairs, role play telephoning to decline an offer. Before you start, decide

what job you have applied for.

Student A, you are the candidate.

Student B, you are the employer.

Swap roles and practise again.

Underline useful phrases from the letter in Exercise 6c, which you could
use in your own letter. For example, Thank you for extending the offer for

the position of ...

Write a formal letter declining an offer using the phrases in Exercise 6¢,
based on your rele play in Exercise 6d.

Negotiating terms and conditions

Wheh negotiating a salary deal, you are trying to persuade your future

employer to give you the best deal possible, sc; VoL must e as polite and

diplomatic as possible. You should use tentative language and formal English.

In pairs, discuss the following questions.

1 Is it comman in your country to negotiate salary dnd conditions of
employment?

7 What advice would you give somegne enfering into salary negotiations?

B 69 Listen to two job seekers, Andy and Nick, negotiating a pay deal with
their future employers. Who negotiates a better deal?

B 610 Listen to two recruitment experts, Grace and Ofiver, discussing Andy
and Nick's negotiation strategies. What advice do they give? Do you agree
with them?

Unit & Follow up
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d Pag Complete the conversation using one word in each gap. Listen again and
check your answers,

Employer: Whal sort of Salary oré you looking far. Nick?
Mick 1: Well, [ snow you are a wellestablished company with g reputation lfor

Iooking after your pepple well, s6 (1) you will tie oifering
employment af the markel Fobe.

Employer: Yes, that’s very true, but we fave o start somewhere, 5o tell me, what

are you expecting?

Nick 2:  Perfiaps you could tell me what the range is far this position; as |

() betempted to overprice mysell if | give a figure.
Employer: Well, the ratige for this post is beliveen §42. 000 and 544 D00,
Nick 3:  [see Given that | have five years' full-lime expetience in this field, and
hove an MA, fiow far up the ronge (3) — you be able fo offer

someone like myself?

Employer: We were thinkiag in the region of $43.000.
Nick &: R oo
Employer: Bulin your case, consideriig your specific previous employment

experence we could offer 543, 000 plus a $2.000 starting bonus.

Nick 5: Thank you, (&) gou Tell me frow aften pay is reviewed here?
Employer: Normally once a year, The next pay review i due in October,
Nick 6; (5) — [ beentitled to a pay review at this pomt — subject, of

couyse, toumy satisfactory perfﬂr mance n the positions

Employer: Yes, thots reasonable,

2 Match Nick's responses [1-6) in Exercise 7d to the negotiation technigues

(a=f).

=

B
C
ol

iy m

Bemind the emplover of your key skills and relevantexperience. 5

Establish the emplover's range for the position. -

Avoid being the first person Lo state a-salary figure.

Before you agcept an offer astablish if and when your salary will be reviewed in
Puture,

Den't automatically accept the first offer that is made,

Before you accept an offer clarify yaur gqueries-about the terms and conditions.

f Nick uses formal language to negotiate a better salary. Complete the formal
versions of the sentences in bold by rearranging the words in brackets.

1

How much ¢an you pay me?
Could you tell me what (position [ the /is/ range { this / for) _

>
How much would you be able to offer someone [my {experignce [ of ! leve| |

withi ?
As I've got a lot of experience, will you pay me more?

Taking my experience into account, (higher ( consider [ a ( would / amount /

you) ?
| think | can get more morney doing the same job eisewhere.

I've done some research into equivalent jolis within the sector; and feel that

your [below / current [ market | position | this, / for [ 1s | offer / the / rate)
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g In pairs, practise your negotiation skills in a game.
Student A, you are the employer. Try and get the candidate to agree to the
lowest starting salary with minimal additional benefits. Use the role cards
on page 96.
Student B, you are the candidate. Use language and techniques from this
section to achieve the best possible terms and conditions of service. Use
the role cards on page 104,

Before you start, decide on the company and the job. Swap roles and play
the game again,

Rules

® The employer earns points by managing to keep the starting salary as
low as possible and by not agresing to too many additional benefits
(although remember that you do want to:employ this applicant).

® The applicant earns points by achieving as high a starting salary as
possible and by gaining additional benefits.

@ The employer and applicant de not Khow how many points the other
person can earn from each negotiation issve. The person with the most
points at the end of the negotiation is the winner,
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. 1.1

En:rprhm_ fey Silvia, How are you Wiat have you
been U ta? | aven't seen youTor ages.

Silvia: ' Fing Seplig Fm adlually looking fora
jobat the memezat.

Sophie: ¥Yean? 5o hows 1t ooings

Sitvia; Mot that greal; o be honest I'vaegot a
e deas for pessible, |abs bBut P'm st reatlv surd
WAl syt of work | wWant taan, or what I'd be
recliv godd at,

Sophie: | see I my excsslence wo Ve Bt Lo
wark aut what you want o do Seltre you starn
Eraki e o Bt where yob went 1 work, 5/ ster
by l_l':5|1|-:img,_.thu_t_ eh things yoi Thes: ololng: or
WHEE you'fe Interested in,

Silyizy Well, 'm inteeasted in sustainabitity and |
ejEy war ke i th peoete

Saphie: Exartiy So you'd prehably enphya

tok that inclaced beth of these thines. Thea,
ﬂ'ﬁer POLE WO DRt Yo fberests, the

FEEl SEp s b Uik abot e skills you've gl
Ehat con be used in aimost-any ;Eg'.c-. thirtgs Tike
crmimynication and peopie skilis: Everything thao
po v rivanaged b o Successfally et work o
Unlversity needed skils ko get these things done.
st are your transferatie shills.

Silwia: But v docbweirk ool what my
tramislerasle shills are?

Sophie: | try td think abautsomething 've done
Ehaf was ‘-L»l:“l:".‘*‘u"‘f'lﬂ. '-"q'|'".='| By El-EJIIF.- i5 1131-'2’ 2 EI%
Fdiffarence, Fnd Then iy 'f"'E'r"'l'f'_v thesakiiis |
sk

Sibvia:Hrm: L camdotivat, | Ehind.

Sopheie: Adwa ol of peonle e daus nse:
personality Lests 1o find gl more-asoul the toe
af pérson theydreamd Lhe typesof jobs that &re
suited to therm. Thete are guite a ot of them on
thie liitarnet (Eyou're infarestéd.

Cihvia: That 'ﬁ.:l:llll.-:':iﬁ |r'-1'.1rﬁ-;tt|r|g I'll givies it-a g0,
AT AR WAL T CoEnES uiE Wik

Sophie; TRy, Bl dlen’t Lake | ess tasis ion
sorjodgshy — ey e st e reto gwe N STITE
idEas and. suggestans. AL the end-of fhe cla,
Fe-anypersenwia regihcknaws who you Bre
ang whal fvpe of jobeis rrebit foe veu s e, And:
reinemaer; its noL justi abaul I'|n-"r"|ga~r4h thEE
voir'd brtgood Al You peed o Gnd 2 oy that
wiow' |l enjoy, enedd@El you'l leye daitg

Jacks S0, Feder e, Whal's gl this abigus v
moviag iabs?

Federico: Well, vog. I've-just decided 10 stard
leck g or A nely job, | love my current lob, ang
sl IE-FI-!"'IJF'S are et Sut i ' geing m:get
mciee experiense. 'l have o 2o somewbere alsa,
Jack: Sure yot Gan't get that experisnes s
you ari?

Federico: No. Our company's oo small, | need
tapn Baierhiare b EERt.

JackAny viea where?

Federieo: Wall vieoota fen rompanies ioming:
Jacke And have wen gok theskils and sxpenanes:
these companl ez are iooking for?

Federicg: 'Well, 've got the quaifications

ey re bookig. for, When iF comes to skills and
EXPEISNCE; | think i can demanstrate that 'm
iy adaptabie. | dop't mitnd working late grat
wedicanls and | BEve 3 g at amahineg | By
LRI g var Y quickie
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‘SEldent waionand’ | was

Jack: That s e

Federico: g good 2t comibgdp-pithinew
e gs B sulggesting AlteErnanie Solricns, That
sort af thing,

Jache Yeah, | rememiier witen W bsgd i work
Focethen you wsed -to stick notes with new ideas
everywhare Your desk was Such a mess and you
miever Ko whers ghyihing was Tre deskal's
oreative e L gness!

Federico; Well tne:desw isstill 2. mess Bat-atk
lerarst | g w e everyiiing s rew|

Jack: Vel it sounds |IKe oL ve got a 19l W olier,
Federico: Yes, alth airgh the main company Tm
IREEresied s fec-lu.r:g For SOmiEane wIrd carn
spraak a bitofdandarin, and Twe newerevern
Been b NG, B love 1o be able o speal.
Mandarn, thaug

dack: SowhRal Ere el gdin g b dioul WY
Federicoy Well . gerealby Vv ey startad
taking lessons, and |ve stafied distening ta
Chingse [anguage nodigers wiikle | travel on the
bas 'mi eSpinge that iy eommmniment might heip
eoftiimee. the company Lo Lake me o,

Jach: That's i prissivi, Howls 1t gonig?
Federica: It's fough, but il | wanl to Eek & e
1oh, V've goTte make the efforl,

R 1.3

Sophie: So. how's the job-hunting going?

Shivia: Weil, | hawven't pot wery far, 1o be Fonast
|'m Strugghng o ik gat what iy traristarahie
sktils e,

Sophie: Well, yo've done so much, Silva. I'm
SUFe Youve. g&t lods of giolls: that woudd be ussiil
mahmastany ab, Why o Ui el messome
things vow e dene-and then we-can wask ot
iar |:r_a-1:;.‘x'=.-r;+'::bg EEills. wou Ve pel?

Silvia: el | appiied tar my MAchurs: while !
WAL warking i Africa, and avan masaged IorsErs
e:qug;ﬂm—' research for the gotirge: bebore: | came
Back 1g Engiamd,

‘bephie: 5o yourTe ey geite 2000 ar plamine,
Snd whatwena yod-doing i Afria? 'm sars that

wing developed tats of sKills while You Were thers
Phat will helpryou gel aiol

Sipvia: | worked e on MO as part of o large
Taam with penglo feom all Gvier The wirid. We sl

Ireed topether ang shared a-bathroom. The wirk
was guite varied and | was given different tasks
Lo cantmEE eEch wWeek.

Sophie: Like Whatd

Sihdae Wiell, for examnie, o0 e projact BurariEmn

aHn-was boeedurale'locab people aboid fhe ieed

for referestaton. Welried putbne UpposiErs,
bt this didar’L hivee mogkcnd anoeflect, We
rieedad to find a.better way to communpicaie this
message: Later gn | talked 10 respectad mempers
ot k- coamim e Rty and caneiresd Tham i ek o
ather peape ih the vitage, This aporoach was far
e aiective

Sophie: ¥ouve always peen good al gerbuading
iier pecplst

Sitvia: | gunss you're cight When | wes at

university | wWas tha danmiumicaticns officer of the
cespensibie for dealing
with supphers e loorcer foad and deink
for university conderks and saon! [Lwas aleays
oossbie to ger & hetter deat i PO NETE Eh 00

o thie phigng. IEwasr't jest & guestion of heing

porsiEsive thobgh, 1t was realiv e case of bemg
Clear ang ¢xgressirg voursaitwall, making are
thiat everyiody urdarsiood whal, | was saving.
Saphie:Okay. L Lhink weve gob |0t b Wik
on-lready Mow let's try and Hhink oot what
Wik v said in terims of ransterable skills .

1.4

1

This imsasily e best way of Andipga ol Its
Sieripty, thie biggast resourie avarakle. ¥ou can
sedrch thedegh thousantds of [obs ad serd yoir
E3 znd cover: letter o mpployens all pver b
wWorld Iff mingtes: Yau can cven: post your own Ty
antine and Fielp e s amd Haadhun1ers i
vou. Thiers gre undesds of meborks, groass ang
special Interest lorums cﬂ_a'_t VI EANTSIEI LT
wiRich. cals dffervou-advice-and et you absut any
|ah appartinities, ;

2

N;_‘Jiil'mﬁ_Li_:._!:'al £k OF mauth At 8 persanal
recammerdation. Az theold saving goes, s ot
what vou kg P9 whio vop kpot: 1T you warnt

b et ahead and gel the jok you really sant,
LET o Ve oot 1o et to Knovy somieone whi
alpeady works in the industry sormenne whic can
|F::,4_.|"|n1=-.r:|;| il l'ur Aol o et el Eria gt Ay
CTINES. 7 -Eﬁ’i take oime and effort, bt i Y
TTVE [ o e reatl-,,_y::u,n: setitl thesbest eyt deit
|5 Dy mgeting Lhe igh L paople, Tadl BAVEIVGNE MO
Ruew yoire [Gaking for 8 job; 18l ther what area
of wadk vou'red interested in and gk thent to et
ikl kvaw il they can help vou |masy viay,

&

Frafessional Bnowiedgsand aovice fan reaily

| T o AT h_.:‘:ﬂii-‘.-“*". o @etting a qody, e uaedd
LEis e thod throughoul my entire carssr (2

bl e Fivd- and secure the best fobrs possible
Havirg anexparenced cansultant Was espacially
usarul wilven | mioved soroad for work, as they
vedy ke te [eealities of fhe recruitmisnt
process in the-cobnirg ] was |ooking Ter-vecsh: .
CF colrse, Uhad 1o pay for these sspvices, butin
come cases the emplopeers themselves pay Tor Uheg
service Yol ve sot oo maks sure you chaosea
well-psiabtichisd, reputable company A5 thers arp
S0l GT CowbBoys waTing to Ak s oy,

4

Alare With the rtlermat Lhis -k far the mast
COMman way peuole hunllor job vacances:
Almost all pubiications havea weekly ubs
section orsupplemznt thar provides a large
sesection of availatle jobs. 165 also worth going
ek and ineking:at old editions as.many jobs
areoften e antillad

Adthauah thid prethod fEies Courgse, asiiie
might often be faced with relection; with thy
right appreath thistan alse bea mighly efféctive
vy R g & [od. it5 afeo an ekcetlent Wayof
el iz ot mote infermation about companies,
jl:ﬁ'l deldbils and 5o an. Companies thamselves gr
cfien vory willing te el the pukhic know all-akout
wial they oo who thes amploy and what work
thed carmy put: but are rarely Contacted directy
35 A rEacurce, Calling & compbany o erqiire

abio i vacaniies and t‘rﬂfF'r WOMT S Cps. can oA
Ingr.l_.' effEckve way ol E:eu-:rlu Chefminteresied 1
wiL EnouEh toowart Ta Kndw mare anoul vau,



. 1.5 |

Patrick: Good morning, My pame-as Palrick
Raberts, Can | speak o Ehe head of Humay
Rasourass?

Feceptionist: I'm afraid she®s quite Busy al the
mdrenk: fan | ety ye?

Patricks | wes jush phemnng to engliss whether
Lere wers any johs gong.

Receptionist: Al our vacant positions are
advertised @0 our website znd 1 maticnal
newspapers Vacancesdo come ug regulary, 5o
advise you o kesn chedking.

Patrick: Thank yau very muzh for voul tinie,
Receptionist: You're wealcgme and gooc ik

Eryk: Good morming, U Crgk Pavkak. | woewld
like 1o speak 1o lamet Robinson, s shizthara?
Receptionist: She's guite busy ab the micmesl

Can | heln yaa?

Erylk: Thank o, Bt ' rathss @ik o N
Raobirean, iFthatis aka

Recepticnist: Clay Pigase hald and [0ty and

et v ek

Eryl Tharbk v,

Janet: Janet Rebinson speaking. How can | hislf
o]kl

Eryk: Wy nameis Eople Pawlak. |have
conslerabile professional expedence Ih the
lmmtmmuu yo | b Wik et Ton 3 iribier of
Big-horels in Potand, The regsen Fim calling,

Wik Rabinsos, e that | Bave-recenthy moved,

te Landon and ' |Goking foran entpigymant
gpportlnily in e iafor Fgtel which will make:
Lae ety experiarce and: danguage. skﬁ'li FBl=)
LA nie'v:d T Bl Wi . LOaEk 3 '-r.;'ifli?t!..' gif
Iaﬁ,,up.gpﬁ

Janet: Yos; ye de.

Evyie: My mother tongus isPolizh, Bul | can-alss

speak spanish, he:mng wiifkedh for & big hotel

i Epaun Are you If.fﬂr::i‘ng far Empioyees with

Interaatinnal evperienge’

Jamet; ¥os. How mch experiencs da vl have:

Eryk: Revontly | spent six immopths working-ior 2

netel in Madeid, To begin with | mmmyworked

ﬁ:lﬂiag.mi, ateam of cleaners and i:i-:lrtgr
HiciaEyver, niy ‘Gﬁ:ml*ah i reed Guickiy and was

el Lo reception, where | dealt Wikh customers

broth Taee toface and on the phons: Are vou

Emﬂé.if1#-mr-'s.;§;rgeme wilhréxperieive suchad this?

Janet: Do youave 3 degree?

Erik: es, | Have d 'degres 10 Wourizim. What
backgrourd gxpetionie are you lneking fur?
Jamet: We normally recruit pebale with a
packgrouna i hotel managemant,

Eryk: Weil, | howe cugariance [n this ares andam
ween o continge Yy proféssional devetopmant
' going I e close: o _l,'n.‘:.'ur hotel this week,
Vi . b .a-u:ul.al-:ﬂﬁ 0 MReT e 10 discuss My
qualiications and eynanence face 1o face?

Janet: Autually, U guite busy. Parhiaps wou
could:send me pour ::'!.,;' A o Coves l:.tt&r am:l It
Wavie ek at it

Eryl: 1 will da that, Tﬂqnh VL Aoy mch o yr:Tur
tirrie: 1 hioge to frear foonT you soon,

Janet Fnangs for youricall,

R 2.1

Sihvia: 5o, Sophis, Pee found 5 réa ‘!:.l ineresting
lwoking b vacancy at:a communications agency
iff centra! Lamddn

Sophie: Thatb greal, Have you Spnioff ':.-'fel.l-
appfeatien?

Silvias Actually, Yo wera s great at Felging me
work pul wdrat my-skills were, | was wondenng
if youcould ghie me some words of wisdonm. o
writing a Wiler G

Eaph:e Eifn:nurse Eﬂ-r.ay. on Che DD ImoSC Bopuiarn
ways ol irpanising a O Ak moonyertona
chronclogical TV and a slalis-based CW

Silvia: Oxay

Rophie: So, ohuidusly both ol them star witt’
youaame in lange lethers,

Sibvia: Why large™

Sophie: Your name's 2ot b be large so mat

thi wilerviswer caneasily find-your £ hidden
Ay i a-pile i |J@cer3 on iner-tesk when

they Internien you! Then afret that come LTk
comtact detailsaddress, telephone number,
el addrecs and soon-Oh, and niake sure it
a sensiie ermall adidress yaur rame@hotmai.
com, lor Bxapiple

Silviz: Oy

Eﬁ;‘hm IF g were saing b ok ude a-persanal
statement Bren it would 20, 'J"’“!L-ﬁ.- Ehias Tid

Hnder '-_.,n:iur-i:b'r'f“au__t ‘getails; bt They g ot
mers: comimion In skitls-baced Cvs Sodn a
chrpnglgical W yoird start with @n ecucation
Spction, euthnipg your man acadeniic
gualifications, most recant Rest: Aswell as the
balsics — unlversity namie degree and graduation
date — you e INiude Coursewark thars ralevant
e thejoh, aoademic Ronours or awands.

Silwiar [ hen what?

Sophie: Then youwd pal your worle Experlangs:
REXE i Lhr{lﬂtjll_]ﬂll,. al oidar bl.,:ll‘"l_'ll'l,.g l-ill'l i 28
TROSE rorEnt, with Sales, dulies, and thie: By sKills
AETLE g‘atr- sy @ach positlor

Stvia: What-about my sxpediticn inArgenting
Fagl yu"r‘v" Whgrs would | BuE bl

Sophia: Wi, FiEr ¥our E_vduuzitﬂ-’iﬂw_l:_tiv:rl EFi L]
WOk O pETIEaCE 1 A TEARToRal Chrenaingical £V
yordel have @ sention onacthitiessod inleests

— I'd put i i there Bul remegniien o tors an
thie shilly relevant foe e ol that thess actvitiss

and intarasts halped you 10 Sevelop,

Eilw-ax Right,

Sﬂ]ﬂﬂg-: Bl thendasthy, Vi can fist additicnal
sicills such a5 fan-gu-:.gn‘:*‘s -::c-m;:eutar sk, ::Enaan
-sz‘rj“vi‘n.g feonce aag sg . 1 RS o1l i [:}':r
really, anduing's appiving,

Silvla: What do you maan?

Sophie; Well, lust include the mln;ﬂ,i- rhat ,af#:
relevant for the ol I you were ' wiriter Fus
avaEmge youmight list vour publications hers:
Whetkeas it v witked negmplters. vaid have a
hﬂﬁl: SN fmuhir;g QT VDRI campiuter skifls,

Silvia: [zee And then at the bottem Foul Ay

refErences?

Sophie: BExmotly

Silvia: Soowhat'sthe ditlerancs with 2 gkiis-

Bused TV T Hen?

Enpl'rlﬂ Wikl with 3 skitlsbased CV yo dstart

198 samie, But ton s quile gifferent, Some

people ndude a personol statoment Or carper

*':.ml.le iTs JiEC 8. Tounie ﬂftfnlertmﬁ thal.

*-.umu'mr'"ie- wirlar valus bathe arnalﬂym e
3 bad dea e write eneoeven if you deods mot

L-:.:_ WSL it 48 Justwriting ane wili ielp you decide

Fow yau, warnt lepresent voursel and what you

want Gt af your chpger.

Silwias Goed dea ' ave a8

Sophie Okay, than after that in 2 skillz hased

OV vl fisE ol ke ekills. Bamloally, you deide
what ransferabio skifls the employer is loaking
for, gnd then you bresk these dowirmia.shmilar
groups-and brovice swidence that you e gat
rheng kil

Silvia: 5o you mesn when the jabadveebisement

mantieive Ehat UElR tocking for zome nnt&}-
whu's ‘gn.excellenl oomnmunicator and i |_'|a-£ ‘araat
resegrch skills', | should vints He TV dirsctiv in
roge liom o EREL with skills h‘ﬁacﬁl*gq Skl a8
Commuritalion, HE-&E'EELH A g 0el?
'E@pim! "re';, Thatglt This. at:!-pm&th TS glke
Bffartive as it foruses your OV Towards a sponimc
il and proves yeu've got all the shills thevre
after Thoerafter tal you simpshe Hst yoir work,
expErience details, sducation ann pretessional
gualifications, intarests snd lastly your referass
Silvia: | quite like thespung el asiksbased £V
bkt | trank the chrandlogical £V seems dasier o
WIThe:

sophie: 1075 A8 femenBer these Gre JUst tho

-d;ﬁp‘-'mﬁ'nfs Thzre: aren't r~=.~1=tl.|*.1 sy sbrich rules

2] I|".I+'Iw¢":l1' D,Fi,']E'.‘r 13 REIL WHF ECI lgns o, or E*:E"'I
WAST Lol Want wcall Thess sections, A% Imr-

35 theessential infornation is tere, ifsup to
yeut Its your TV and. how Wk r'Fli'En *1"-3 FTEATE

lsaws Sl:_":ll"s“FEh]"iE SEIONT W W ik fﬂf'l?f i j,-'EI i

charatter:
Silvia: Thianks moreadly Inspieed now,

. 2.2

Alex: Hi 13,

EHz: Ha, Mo Hewrars val daing?

Adex: 'mn fing. m st caliing as e Secided Lo
apply for 3 cotlphe of admin jobs. and|'d like

N el Wit iy LA Bn yolrhave sty i F'nr'n}

SEerifir sl Ehes | sHould watch eulfor?

Elbay Well| the firsd SR sl simy Tiisizes Yo g
bm swpr[w-:] hony gt ﬁ-Eﬂp]F subenil EVs with

Tasic, 'TISL:I ks in tham, IF euNE 2ol whrale h}ﬁil

of Cds on ;nur desk, this 13 &iT a5y way i g‘e‘t ria:
ol soima o heghn with,

Adew: What sart ef mistalkes ara you talking
abopt’

Elia: Spf_-il.ﬁg rlz.';.,a.,:[teb oitern. :F1,rr' ex.;mp.&.
pu*,tm.y agl=ge T b wmnﬁ Face in recelds ar
wr'rrng orrespinde s’ withoan 2t mﬁ.re.mp
& ‘@ o :rpE”I{I-E_ Haise"with oaly ome T Then
Il'ﬂrf-a ansther tine of sp@itlng mu:m#@ e
apalicants use the wrang fornm abwrieds ke
‘practig’ and rhice

Bl Erfgl?rsi'l issuch 5 difficult Ian.guaee

worietimest | guegs the saswee is 1o arooiresd

iy OV theroughly and then double and (riple
check

Efla: Exacy. The siest bring @5 10 kaeh 588,

Neu've got to gmh Erve Pmrﬁn'ﬁ'ﬁ atbention;
ard redember they've gt gther WOrl 0 dnas

well a5 goirig i L‘-rcugr‘l G, Dot 158 3l o yeur
='¢per|ﬂr;E ard-ouaiifications, ey the ELufr
that's reteyant Tor the job ':.'x_.-i;dvﬂ.' golrg for. Cut
‘L dawi o the mast relévant and impressive
schievements Lessis mors: @rd being rontise:
and L (e pomnt will demonstrata weul ability to
it wat]

Alex: 5o i many, Fages st i be?

Elta: Well, Fd amm far one side i possinie,
cartainly nothing lenger than by ages

Alex: That's preat. Anvthing else?

‘Elta: ¥es, be honest

Alex: Bat dosan't sveryone lie abit In thair TVa7
Eila: {rg e that 3 lot of peoble s'etch the
Eruth, amd von =hould certamly only focis gn
poesitive sxperience and getails relevant for the
joby byt den't betempled Lowrite ahisihing
writrug. Fiest of all. vour €V 1s alegal dotument
anel i thedy Find out you've lied then they can

fire eou just ke that Seooncly, you're golng to
bre 2 bt muee canfiden) in.an interiew 1aiking
abeur thie delails o yor OV o wollve tabd thie
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rach than If yoive made something up. In

My experience Ldessn't-takp very [ing Lo s50t
samean e whos Hed in their TV and they alnays
get found cul Soener o later. I0s-smply ol
WO i

Alext Lo honesty s e best policy. And what
ahnoul getiing ry OV noticed?
Ella; Well, presentstion's (mporiant so use nie,
netral-caloured gaper and matching envesiope
But [ ehink: the msin thing s o miake. sure that
your Vi wiritter to match the raquirsments of
the joir and the culture of the company you're
apzlving Tor waork with, Wral'he gl e ada |'_'|'L
PRy yOu. WS te Bach; ;mh WO a-;:{ajz, for. 1%
sUrprising bow miang poople think they can gt
awal With ene GV Jor all fubs]

Aless Thanks, Ella. | can't thank you enough
Elia; ﬁ’w m welfﬂﬂe Alax, hﬁt e know e ¥ou
et .

R 2.3

Midudia: Thanks for prodfreadiog my CF, Tom,
What did You think?

Form: Well, yiurwork B peridncs section 153 bil
B itdoesn’t really el s e

Kiaudia: Thal™ beeanse Tve only hag orig propet
joty And I'm ondy a seuretary, so there's ot reatly
anything imoressive tosai

Tom: Ch. | don't kmow. What do vau acually de
inyaurien?

Klaudia; E.!-:n:llu,je tmrnga. ik -HIISWFIH-E-UW e,
FtHrg |n mnm Tk mmuteﬁ,

T-:!n_‘ H_e:ngj_:l_ﬁ amer, An 'EﬂfEf’ﬁg tre phione? 5o
you deal wWith customers? You represent your
chmpahy; veu represent your boss: Who isyolr
boee®

Hiaudra Shes ‘the maﬂagmg director..

Tam: I solmngs like wou e mora ol & B rhan
dserretary Listen, jlﬁ" th&h:ﬂ't thiat you sra-
Frustoed by The n'-arl 't.,ﬂ'u‘-TE Glrw:tﬁur t-i;:- mamgah&r
SRS s I!Tii}]’ﬂﬁ‘ilu'& Lixts li}l F‘IF-!}]fﬁE' muldn'r &)
able foowerk at sich a high' level

Klaudiz: But | don't de anvthbing claver I0s fust
hasic stiff

Tdm; Lveeiateln't know How todo what you 'de.
The Tact thal yeu ind i sasy maas yours
irtElligent. guick B dears, hard=-werking .
KEawdia: B, mavbe Bulsheuld L menkion all
that on i EVY

Tom: Absolutely. Yo need T seleck tha st
IpErtant 1.|1I'I"Ef‘§. the maost retavant fings for
the job you'ne applying bor What s the job by
The way?

Blaudia: 15 an E;n:-l.h::un'..lﬁ Pa“-. {aafor an
nterpalional Bark.

Tem: So-quite igh-postered then ™ Did ou say
wond take minietes at mestings?

Kiaudia: Yes, 2t boatd mestings..

Tom; Eh::u-'n byt think thats Ilt“p*‘f‘f-.-l*-'l‘? IT-shais
-,.euu CHTh Tlieny high-Aevelmestings, ksten and
Wit m-mlh.gemah_,.“‘rnd produradmpaitant and
reliable company docurments. I'd say thet's pretly
M RES R,

Kiaudia: supgose 50

'ﬂ::m A wl*a*‘ abour. bafmei‘ "r'ia-u ve never done
Anvnkher jab?

Hlau;ﬁa.___@hly casuEl jobs, Mothing special, Wiern
s it New York | werked-as g nanny for three
manths:

Tom: |5 Mew Yerk™ You didr't menticon that an
vour resmel That's feally impressive = I valive
lhved and worked abraad, you've got to mehition
it WRETE BlsE BAve o worked?

86 Audioseript

Bilaudia: Well, | spentome spmmer in Madrid,
Lt | was onky werking in-a vestaurant | wes a
waitrass: Actuaiy, vhen | first got 1o Madrid, |
srrent a be wenss cleaning hotel oo owas
disgusting.

Tom:. St Yol Speak Spanisi?

Kiaudia:. ot reaily, [Ust encugh i el By

Tr.zum- Sannds like et h':d e gk e gella J-'JﬂJ.
own jofs an fach. And to deal with CUSTOIEErs:in
the language Al of this soreally-great. ¥ou've got
te-mention it on your resume. Your nannying jol
STOWS y-z-u re FesEEnsiBle FERTINGS U of WOLIF
excellent English, Sven yinsr ‘}f.amrr-g ok telisus
a'lot-about vour character — you T ficls a:‘riaH‘i 16
BT oL hanas girty, vou're fliéchio and nard-
wiaking . Tiese are T'i‘.p- indseof life experlences
lhal eniployvers-dove b hear abioul,

Kiamictia: o vou think | shouid mention them?
Tomn: Yes, of cotrse: But vou've got'to focus on
all thosz peints that | mentidned, Right, pass e
WORIF PEN .,
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O Whiat deya-call this sedEoR on yodr V7
1 sty b el paanbe ko keap it aimiple ang call 1t
Tiitereses’, which EEnEF“‘!h- covers evervtning
Grace: | think 1hal’s [ine: Some peopis it
‘perspnal nterests baun't THink i matters fao
ruch what the section is-tabelied 35 long &=

the contents make lhe polental erplover g e
ke sted m i,

ey s, employers are cbviausiy baen

Ex-Chechvon have the skills anp experence
reCessary i o, thie o, Bati nﬁ-j.,rabsh WA T
knew & -hit more: aliout you 1o ses i G e paing

o fitin wikh the rest of the comparny, Thus soetion

T8 an (nsight inte vaur personality.

‘Grace; Yes, after all. theV in ":".-' siands fionr R,

witiceh s Larin for ifs’ e the mt—arﬂf,;:s ;rﬂmn 5

about demansatrating -r."'irﬂ e hava g Hfet SE

WAy is 11 thal candidates often, make Such & iness
ol thes seelicn andmEil orrke ama':-il:,u_'gﬂ of 7
Oliver: | wink itspartly to doowith e Fhet that
we're generally not very good at Wit abedt
TnEerEsts arm:[ froe-time aciivitios; weind iLa bit
A rm-,am; This is made sven worse wher; nue
L EhINK. 3DoUL thasa Frrivities | terme: gfﬂ'ﬁ!
s‘n"ihwe reed o C'EI'I"FP!E'EE them. I F’l"'f'l‘jmd._‘i-'
ddid that, then you'd star seeing & fot moss
Impressiva interests sections in.CVs,

‘Grage: 5o von mean 'd get more than simply

reading, going to the theatrerand footiall?
Oliver: Yo, | g 50,

Grace: | mean, foatball —THis dossn T sven sl
ws iF the ol canl plays r.g,:z_-d:Fa_ll Gr Jush erays
uirtine [ front of the televRisn watching their

faviourits feam.

Oliviar: I:L.grr:*a Erfu:ur imzerEsis dare acive,

and it's I:}ert#r to lm*lmie active inkorodds than
passIve ones, EHan it's worth mghlu.gcnrmfg fikle
fact Mot fab-Runters simply do npt ea into
erouzh datall o this seclion. Whsre [ Bey could,
b demonstrating their personaiity, their skify

“and Adkisvemients, they thrme Boposs a5 dull and

unint=resting. For example | once read a OV
whiere under the intérests section the applicant
friet ST written, Captainof the Tootbal team.

R being-ataplain s an ackievement bt i

doesi't reallytoll us that much, Was he a.poed
ra::-:-tam or 7 had one? | anr found aur that he
fad E:d his bean I-:hmu‘gh B ED"'II:JELE.'-'-E' nwamt,'
C':}mpFT'iTIG"I A ad mn#mt#ri: the DEam o
Lheir Hrsk sver appearance i rhe fina. Lxdq.-

it he Ut SHnTE. ol that in hm{_.‘u"?‘ | weould e

':’r-adﬁ' sm.h =] dﬁere-n-rman-:‘i GEBN 50 rrm-rh minre

mpressive,

Grace: Yes dileredl sparts can suggest-all sorts:
of <kils and abHities, as vali as thie. chviols

i, thaﬂ. vou keen Tt | meaEn, why makean
wisubstantizted claim like b workwell freteams'
if ye can demonsorate it by elling the emplover
o play voitevoall for your university?

Oliver: IS Fot Uty sports tough: Thors gre all
sopts of thmgs yo can st

Grpges Y¥os, and g wilie ranga: ol Interests atvaps
leoks good becanse the eripdayer will want b
mee that you can hl i diferenténmaronnments
=gy

Oliver: Basleally 'd sy the main thing |s ke

avoid dull Hsts ang offer 3 varisty of nteress,
Witk each example it's the specific detatis thiar
mehke |t interesting ta Leseader and thab will
e yoU something comcrebe (e Ll About iyl
EET [0 LR oW stages '

Grage: Thats very e, 1l only@dd thak s il

as glving ekamples, vou should emphasise dny

achizvements related to your interests

Oliver: 5o, Groco, wWhak would wewpul under
-iﬂ'l;ﬂ'm“i‘ﬁﬁ“..’i.ﬁe'ﬂ? '

Grate: | uenally stick wah iny ability o pioke up:
tereign Ian{;uagr;-s guickly, 2rd that |'m 2 meamber
of an nrchestra Butat tha moment ' raising
spansorship ot the Loadon hMarzthon in
April, I'ee Rot o rakse Ereea, alkol which goes
boy chiariny. 1T | manage 1o Taise Eh oy Hnd
el thrdugh the 29 mi s G rhr__aa:r e fm
definitely geing toadd Hto sy LVL

“Obiver: Wall, best of luck. Fil sponsar youif yeu

lice:
Grave: Thald be groatr

. 2.5

Gracs: 50, Cllver, wh wordch vou chingse to gl
253 referes on your TV

Oliver; Well, s duite’a loag time Sinde T
Tounersity: soo wosldn't put ol personl
tutor— | aven't 5p-ﬂken o e in vears. For- me,
Vet b [ o with nao protessional referees, ore
feont my st poland ane frem the mne: iz pat
I & R (T R Iung as | krew rhafl. m';; cirrent
bossweuldn's e u.:t.mt-.-lthsﬁ Uik faker i the
u;-pi* cation PrOCEss,

Grace: Yes, that could potenbally be extrepiely
awkward, cmldn £t What about’ frler'lsl*= wWHG:
vty yia weti?

Civer: I'd sy s boetter to gowdlh & professiona]
gir scaueric referse than ﬁtu*d*:- The way | see
It frlends: can ooly really pm;ﬂﬂ a character
reference and Zre Rt Lspall WA p.:ﬂ;ufmn 0o
EEmTEt anyalie partarmane 2k werk

Grace: Yor, | agres; | think |t's better m regjst
this temptation of patting s f7énd, Bven tholgh
viou kriaw theie will Sink vour [ehises, Retent
araduabes should definitely. have an academis
risferei,

; C':ll_iugr; Yeah, o personal Lu_rt'l;_r' or thie ho i of Tl

courae ar ey of the lectarers that they gt on

el

Grame: Cxactly, Anacecemic malerensa ggn be

Featly Lgerul i vou Lacdf:t EOL the resulls you werp

expe':‘fan’g. a5 they can confirm the rE#sons for
Ehis—if ) vt ek il for example. in that way a

l:ugd |g-5u||: iright ngt artaally harmy your thanoos

of geiting a jok

Ofiver: That's & posdipeint,

Gritge: Basacally, |tk employers contait

referees bo confiem the [acts on pour £4, angd 50

long as yaur ref'nreés Can Dtk Up the iCts; ..IaE-r-

Ll ve gm: NI E e WErTY AHSE,



Oiver: Well, ves; but you sk vianl your referess

=0 =3y Tats of nice thigs about you, Anather

emeartant thing is o give a coby of your CV o

voutr| referee, whichwill then kelp them when
Sy v s ked Lo grovide & réfersnce

Grace: Yeah, you're Fight, 15 samaiing fow friany

n-a::s}‘e f-::-rg:»anv 1o co this. And then il vol've gat

to dois add the namies and contact delails th Lhig:

enel of o\

Oiliver: WE'_-H,.an:.t'»;:a]Ii,' A, I'm riotsasure | Jgree
with you enthisong,

Crace: Whal da you mean?

Oiiver: I my aginioen you don't need to provide
the namies and contact 'details-af yaur referenies
0 yogE GV think its a2 wastenf valuable soace.
sspecialiv 1 yoal'te trishg 0 gekyour Gy ona
single page.

Grace; But how will your emplover contact vour
soferegs? ' '

Civer: Well, that's fust i) dor't think at this
stag@ of The aﬂp&;raﬁaﬂ pmres;s that theym
going o, Yl can shnnly |}L11 Rebarenoas
avallanle on reguest’ snd then provide them latar
an if you're asked to, The aim of the OV is to get
o aninterview, and | don think any emplopes
s going to soord their vaiuable: timie checking
refBrences before theyive g me o @nd think
you would be thie rghl, parsmn far theoh.

Grace: Hmny | Badn't really theugntaiit like
that '

Oliver: Plus: f youwere planmng irchangs jobs;
this would =l T_hq potential problem: ol WL
Current buss being contacted by the company
you e applying forwork with,

Grage: | can seg your poink. Bulwha it i 1've gob a
reglly Impressive referee? Semeons whe's gaing
0 press thiepatential it -empm_ye*':'
Oliver: Well, in 184t case'a certainly think sbout
e hucding thews, i | Hadhemosghrspade,

. 3.1

el Helio, Felly speaking

Vicky: Hi, Feiae Ibs Vicky:

Fetids Hi, Vieky ITsgoot ohear fromyoe, What
car | dafor you?

'l."lch:;-,r I'mafter 2 Bit of career ddulee, setisihy
Falix: Rpally? Are. Nl -:hanrrsng ohs?

Vicky: Mugedully, '_-.-'-:‘-sr ' et wrrlnhg far Drean

Pharmiaceu boais for thrae years ey, bt ) feed
iy EREEEr Prospects iere e rather limided,
Ariywany T've found 2 eounie of intoresting s
arline.

Felin: | see S0 have yeul 2 plied forany of the
ol )0

Vicky: Notyer, mo: | aven't sritien acover lebier
for yaaes and Vit ok reatiy stre whak to-pul in

it | wondered whalitar Ve T ANy tns or
sugecstions (hal rouid helip?

R 3.2

Feliy; Eoverletbeérs grerEally important; 2
gotsome greatl Ups that | give all job segkers
Vicky: Oh thanks: Felis:

Felix: Firse of &l its: r::aLrEmei'_-f Emp‘m.ir'l' That
you CreabE & ;za:-:stt.ﬁ& HFpression, iF o
sanding your applicetion by post BNy st
use-gand-quslify matcning paper for your cever
letier-ahd OV

Wicky: Right

Felin: Alic, remambior-nal (v he Lo informyai a5
Rt WEnt o seLng #s pmﬁﬁssmrﬂal as ,:m&{.lhia o
dion't Lse any contractions — YU kngw, wirike
am and neit tml, for sgample.

Vicky: Okay

fid: 1

Fellx; Right The miost impartant thing w bear in
mind i J5 tiaEl every dduwer herter shedild e written
s;:-r.fuﬁfatﬂr for the posilion vou'te applying for,
Yeishould show that vou've mad about Lhe
comToany, done sume reseurchiand thought
shigut the specific positian Yo' dpplying for,
Hm:h}r What, wou mean ts,hnulu:l Ima&mat& thia
coroany it moke deptn, of theinternat for
example?

Felie: Exactdy: Find oUDES muUeh 2S5 yon, possitiy

cah. Thish, Witeh oL St your letter vou should

concentrate on demonstrating the skills that

are required for the post, what vou can affer the
rHETI{:lJEJr“.-'

'l.l'u:,ky I see WAk, veill feal, B‘E‘ el Thir |
should send a oy ol unnw‘iw ‘agree
cortifivace with the letter?

Felix: Moy don't bother, It acompany wants 1o
see any docuinents ke that, they Il ask for them
izter, U el vou what. 'l send you a copy of a
oz iy good cover IeEter s maRe some netec
Sl e pa £art soewhiat | mean and use it far
inspiragion.

Vicky: Thanks o much, Falix, yoi've besrn a
great-help, Ul et vou know how | geton with the
apglicatian.

Felin: No protdem, And if you need afiything alge

[USE sk

- 3.5
Oliver] Well, Crace, what A6 you think akout this
‘A5an opening for a dover lether
Grade: Frysorry torssy, Bl | ihink s s it ars
elizaster, é‘fp;'-.;e:r First of all. Lke a;;pl'rmm hasn'l
EVEN mensioned what pﬂhl'_i'u-ll LHaev e da.’i'i.rl}-'lh{-'
fo, S 1 the second sentence they have
efviousty usttaken alot.of phrases straight
feom [he eompany's o webeaia, ward o ward,
Ofiver: Yeu, Fsee what vou maan. |U's reatiy
impoctant that the-appdicant makes it
immediataly dear precisely whal lob they're.
j;-p“:,qrf.g far, Thps prampls s Tar oo vague And
wiitedi TE conves to company phrases and - mutsion
skalemments, ite Be much beber (F the applicant
Tigid DUt this inwe: their o words,
Grace: | totally asre
Obvear: Now this nekt cover leteris: G Erekter,
Tha guplicant hag: 5pc3r:’ﬁ‘¢=:¢l LAY menzioned the
pasttion they'ne applving for-and also how they
Found ous abiout the-i_fﬂ_lj.
Grace: You're right, but later on 3t rhe end ol
ihe paragraph the-apphicant claims that thay're
tHe rlght presan Tor fhe fob just Decaiss thiey are
interestod m he position
Oliver: | know!
Grage! It simply isn't ggical o say that youre
suilabie for'a b becavuse vou're interestad in it
I'm1 Interested n madiciie bk 1'm-certainky nGe
gualitied to be a docter. THe dpplivant dhauldve
concentrated moreen how Hheir academic
backgraund matchos tha reguirements for the
Jah,
Gtwer Wndt doyou Bhink dbout the Jast
Eramme?
Grace: i starks ot okay but theienging 1 far toq
tonfident and boastul fon me.
Ofiver: Defimtely, Theabplicart should Have
tared down the phrase “have atisalutely no
doubt = itefar too s.tﬂ'-"ng,_ A better atternative
W.:-L.L:l b “p am c.x:.nf'-dﬂnt 'rhat’ oF It-el‘rﬂ.-ﬂ that:
Eraﬂe Wik, | J1sD T"'III'IH that ‘an mn‘mpewsal:m—:
snember s e ‘-q'Ti}i'iE vd grefer omeathing
like 7 valuable-assel or ‘g oompetent
-:'.‘;jr'fﬁl"latﬂ Ti-'stzy cold have even rephrsed the
sentEnne tightly awd hmshed with Hicheve

thrs esperienes bas praviced mewikh the

guelifications; sxperienge and skillswou are

okang T
ke thiat

B 3.4

Grace: What do youthinkof the ending o this
v P-Eftf'.l'.-ﬂﬂhjer"?'

Oliver; Well, | like the phraze wendd appreciate
thie opRartinity 1o meet with you to discussimy
credentials’ — it's ven;.p:—.;hiiﬂanqj_ professional,
BLE e not so keen on e first fine. Very Feoiny
aghlicants Can boast sboul having te much
experience or toa many skills to cover in their
Letlar | think thisis hast d‘uﬂlﬂl.:'lf;l

Grace: ‘fea-.. | agree with that, There are aefininely

Hao rnany Jetters in which ,appll-:ant*s- e
amazing claims without having any evidence 1o
back them up. What absut the other example?

“Overs | ke E IS 8 goed Bnding e me, The

toneis a:q:.pmpfimte s tentative and polits
Especially the use of ‘might’ In'the phrase haw |
mikgh . cantrifiuLe [ your company|

Grace: yes (1" 5 fertamly positive. Thearly
Ehtrg I'df add s that, ﬂlﬂﬁdﬁ‘l it pgod Lhat
the app'mam has mentioned thy. r_t:.h]:u::n':.f
£6ais, 115 0m pc-r-.aﬂ"i::‘af_i_t they reathy: rr;-_‘:j-'w. a
good understanding ot what those gaais arg
Citherwdse It's going to be very difficult for
ithem 1o exphain fiow thisy g going 1 help the
cofmpany fulfil them when thew re invited (o an
({70 gh o

Ollver: You'te rizht. That's & good poirt. | alsg
{1773 LI'-'IF‘ fact that thi applicant: h-as tnanked the
company for their fime:anid conuserstion.

CracesYeah, |t's very politeand respeitiul.

N 4.1

Nipa: Hi, Sivia, Lenderstand that you are
presarine for sreinsrien '

Slvia Yem my ke e s medt week and I'm
aheani’y oAl eFvoLS.

Miria: Clay, 5o, IE’*E’-' sEatiat.ihe tagmn.ng ]
yeu ko whiers the affice w?

Silviar N,

Mina: Weil, vou nepdta make sire¥ou Khow
emactly whiere you're golng: | would suggest that
woL arrive at the office at lzast ten mirutes gnrly
56 that you can-entel e {ompany exattiy o
titne Take an umbreils in cage brans: and make
Sire Ve Ve gt a cortast telephone number s
thiat you can call if you get delaved on the way.
Sitivia: That's & great idea. | was alse going to
azk my friend, 2l bo.give me 3 iftatd ceme
aliong | forsome supporl o the day, 1 theught '
Aieet Up with-herio practise iy English hafore
the intarview as it's going o be Hhefirsl e 've
aver had an Interview (n English!

ina: It's & good I for T a friend to practise
your Enghish before the ntsmiow 1o gel vou
warmed Bp i vou e, but T wedldn't take anyona
itk the by liding Tesefi

Sibvia: O, Wy fgt?

Mina: You want to geronstrata you
mdependance; and guul oy du s by ariving
of He an your o and appearing relaxed.
Another thing you should &6 1s lake a copy of
v e resime and exam ples of your work with
VG,

Sihvla: But I've already seal them lo the
company.

Mina- Ve, | kv Bur fhere's no reascn why

vl cant' b lake exbra coples o yolrseld, and
vty thy mEht ook e akle o A Walirs,
Mast cendidates don't di this/ <o 1t Impress
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g inkeriawer @ show them thal you're
wisll-arganived During the interview itle almos)
certan thal the interviewer will refer-to- things
weitten an-yuar resume, Having 3 Copy of vouk
o will Relp you to arganiss 3 sueessiyl
[0 e

Sitvia WhEt tips have yau got an answering,
Luesidomns? '

Mirias Wl okwrowusly there e seme qussiivns
Lhat yeu can predict you'se going W be asked
during thae itz SO, questions: ahh.la*-rﬁ
corne up and ethors yau |:ir1EI'.-'-. mu]l b asked
lscause of what'son MO ) TEEHME Gk aempll_-.
hecatse of the job you've am}freq.‘e for Youshoukd
-uiﬁf’nm-aﬁ.? spatd sare tiae thigkinashout haw
e ek ansher these auestians and hesr
SO impressie words an phrasos In English
RO s a5 thaiintanisn, Heswesier, | den't think il's
& graat-lHea o memerise long answiées, a8 yau'll
seeim mechanical and noanataral,

Silvid: 5oy thirk 1 shoud practise same
expressions in Englisn, byt babauldn Tty
T Tes COTNIEIE BRSMErST

Mina: Exactly

Silvian And what about what Ushoubdwoar for
e interview? Its for & communications ager 4l
it zeniral Lengor

Mima: Wel, | wouid defnitely suggest wesring
smart formal clothes, ecpeciaily thtﬁ,ajhtr
dnﬁl'hg with clients or customers, And it's batter
to-tie or comb waar b by

Silvia: Why's that?

Mimay Making surg vaur hair sl Ii“@‘-fth‘g T 1§
Byes ﬂn:m-::nﬂra‘rt' 5 ﬂ]:'JE"IF'F-'iE and’ Emggmth Mol
nave At e higa,

“Silvia: How mteresting, I'd reverthougntor it
lie-rhat,

Niga: O, ode lasd thing,

Silvig: Yast

INima: Dot wie sty of those stdlal networking
ites, fine Facebook, for exaprile?

Silvia; Yeah! | ge Falebogk 3l the thive,

Nivia: Empiovears often check appiicants out o
sites-fike these 16 pretty much common prachics
Fur b Gy Fifmms _

Silviar: Really? How scary

Nina: Exgicliy, So thiock yowr privacy sertings

o tharyau tan control who has actoss to.your.
paEe. Anc-coeck the-content of your-Site sothar
whabaver |nkarnaiion l.'h:_'_a-.g_dlg sl haly yau
COTYERCTGs &9 -a professional indwidua and
ecac iy (e Dype ol person thevd ke to smploy,
‘Siivia: Thatsa great idea. THanks, Mina. Yooy
seen aveal kel

- 4!2

1 o

Silvia: Hello. I'm heee for an inkeryiew with W
Lewiz, My name is Sida Carnali

Recepiionist: Al ves, s Carkiall, Nice oo meet
ok 1 abrand M Lawisis [0 a2 meating at the
sl

Silvia: Thars:quite all right, Shall | tawea sed)
and waltiover There? ' -
Receptionist: Yes, I'm sUre He'll b vt in a
minaE Gan Destyodanything whlnyowveail?
Silwias Mo, Ehadkovou, o fire Actuaiiv bave ssow
ot @ compahy Erocnre or 'ﬁnrrzEthiﬂEJ rrul{i
T {2l e Caampany

Receptionst: Yes of course, Heire's 3 recent’
ey BEDC T

Sivia: That‘sgr&zﬂ: Thank youvery much. By tha
vy G e Knew. Pl niany peaple are t:-rtnr,g
inierviEsed Tor thisjah?

B8 Audiescript

Receptionist: Asiar a5 | knpw, there'sanky ta
of you schedilad for today, although | think tHere
rght b artwthar Cand gate LemcTew morming.
Thatsab Lthink

Matt Lewis: Hedloo Yo roust be: Silvia Carpabi-
P wlaly Luwis,

Silvia: ¥os, thet's fght. |['s 4 pleasiuns o s
':il-:’:u ' '

MEtE TRsarny Fm ke, Our meeting tuirran
a3t

Skivia: Thatsakay Fwas just adminng the office
Mats: So.Shivia = may Leall you Silvizs

Skivia: O coutss

Matt: How dreyon?

Sibeia: 'ty well Uik ol

Mkt Wil you il a coffer or a dring hefore
we regin?

Silvia- Mo, thank yau, Frfing

Matt; Okay, Well, [eFS s ne myv 'office then,
Sl e

'I.

Kark Sood morming. My name s Kair| Oisborie

' Hesd of Production kers gt the theatre, 106
Blee to meel o at last.

Aden: Thank you, It mice to.meel vou Lo, [_i-.{ﬂ
Crborme

Karl: Please, call me Kard,

Alex: Thank you. And o Sdex

Karh So, Aleq Did you have any froalie Dnding
e

Adew Moy e troo blecat sl - Mosr diredions wers
exeollant,

farl: Hew i you get nere?

Alex: Weall, | gotithe tram to Lisrpeol Strestand
en | gorthe tihe,

Kark 'S0 you managed Lo the rain thie .|
cantirelizes-thewsather ab e muopent!

Alex: | know, T0s mabial, st it? 5S4l it's
suppased o ek bettar By thi weskend.

Karl: Let's hope so. So, Alew, fove did vau find

cul abant BT WiEhe qilitea sniall theatre and.: v

cidn't advertise:the positon it a lotof ﬁ}_!a_ﬁj.ﬂ..‘ff.
ﬁitj:ls:"':'tﬁ_q e highty recel rlt..mm_l-d_e_d; kT 1THe by @
frigned whoworks:here, He heard about S8 jah
apasiagasted agpiy

Karl: Onh really wing was tat®

. .3

1

| refrrembeer Mhe fcst interdiaw | ever fiad for 3
braipepshipn Ha {.Jt.;-r I-head difficubty fhding tna
COMEaT antd hﬁﬂ ST B R nt‘er‘lr“iﬁl.-'. el e
haing e, Parrmed Coversd in Sweat. [ nis HvE
lopked and smelt ferrible; [V ensugh to say thal
| 't et the prsitan, My sdvice el b by
Fid- Gt where Thi ofiien /5 hefore the nlervisy
to gvoid being iste-and o usea good deodorant
Hefore gome

2

I irsmgd Uo-beeepiremely rerdels duing inteuems:
Thare was this one time when there was & panc
GE thiee: It‘l'[EF‘l.-'lE'I'.?E"r“.i rathier tan justone, |

WS Alroct sick whan | wabked in (e dear, ol
veice started q.l'ah:mg throwghout the intervaed,

| thiought' | was @oing i Rave 3 panic attack,

Uve showhybesrnt oesisardonme s proohran. [y
o flar pesitively and copfdentiy and rebax; |
Lalfr: a‘coupie of g deicp breaths Biefare | go fn
Arid than during the pietview concentrate on
oreszhing -slavﬂj.-' and takimz e bime to answer
Hie guestion 28 calmly as | can;

=
=l

After fonr uns ,H"L&SEHLH v evs l-decided to
abars pmcﬁﬂrg wiw Fechiniie with 2 frierd 1o ey
At iScoyel what was golng widas: fmmediately
v friens hetped me foadenify, thie-srableny.
Wh&n | wag answaring the guestions | il
randenty o ! ook at thie fiaos and nol back inks”
tre intereewer s aves: | b wvas reatly G ions 3%
s as | raalsed what '8 been dorig, Now |
rriEke areal SHerT T TG0k into the Intenieler's

ey, taking care ol te stars though. 1t warked

el O

3

I iy Arst intoreess AOL Waning b saem
seAved or neryass. | leaned back in the chair 4%
| thowght it wrnid niake ™e seem more felased,
Iowas s TeEreble riskakes | sy ive lemboed Tike
2 lagy leanagel walthing TV Iy current job

| |“aLr‘_'F‘-.|""\".I |'.'|l.='l'.'|-i':||'°' o reEmibar Basls ardd my

advies would be that it's important sl wp

siraleht duslng the interview, with your fignds:

Eilfgr on yaur lap ar g thearm of thechalr.,

Whon vail snswer giesdonsits s 3 oo ides
b Lﬁarl stighthy Forward and then tean batk when
yatve finshad hﬂﬂﬂhjﬂb Thiz watl |'IE|D shie fiow
o e interyies g the interiewer will reslise
wehien wi v finkehed,

&

The it interven | Rad wak for & secretarial
pasiticn with 2 big inkernstionsl atcountanny
Trm. i reajl,,r werited the joi And s iy excited
and nerveus kot the intervien Bight atthe
Beginning: oF the intervisly: the interviewsr
offered e acbffes. | was'so ngrvous thatamy
bands slarted-shaking untantrollably and |
soilied it gl over mysil 1 was sa Ll"‘ibatl'?"-p"ﬁd
| got cleaned ia-arid then Had e ife e,
Zs.ti!l srneding of coffes. Amagnigly | soll got Lhe
0B, e sure They mustve just it sorry for mie,

'F."rht ity advioe wirild Be paver at:crzm any driitks

during an |r'1:er1-.“|-e.-'».l. e&tep‘t nu;rﬁs*bf_'r: a class i
st @s Liere.is f&r ton ereat 3 risk of dizanter
especially i your hands stiake [ike mire.on, Play
itsate and refuse the offer potitaly.

- 4.4

1

Well, Eve never Teally- thoughl abgut [t | suppose
I'd ke rothe marred with kids, parkaps My
sister's gol threa kids, and they're really graat
I'd slso fike to bedoing a job | gnjoi. There's
nmhm.g RS Thah t:-en‘Ef =Huck Ipa iar:n’rr‘g o
whire v have the sarme rauting eeery-day, [t
be 3 job with iots:of responsibiity, but | suppose
ol e mucn, | weuldn't want 1o gt stressed 7
L was fucky encugh togel this job it be great,
il | sip pse five wEars 5o lnng Hrme ygithous &

ehange So e - e get a phowatian, i [ eould

2

Th'ﬁ}-’l:{* a2y | was.a greal leader ana an essentisl
rember of amy team, They'd day any judgiman
wasinspired, ahd that| rarely-ralic any,

s takes,

i

W, Ry thiers needs w-Be A slear prsture of
wiraT-Hie s of the profect ars: 5o it's.essential
1o shealk 10, 'E".-E'”.sflﬂf‘ :-r'.-r:h:-F-n tefore Eaking
ArneEsiion, In l—|f ELrTet |:'-L'| ARV R e L
management sofwars o heip os keep:trackof
whial wehiave a0 and wher we have o doit,
{}r LoursE s imporiant that 5[-'['3?"-'!-1!’ R an
-'.',;: cint whether peoplesne ackually ::inlng whaEr
{1 Hy :ﬂﬁu:}pﬁ,?ﬂt* o I:f';}'r'.hr A Gl TS Y, WO

Alsg need o deal with unexpecied 5t unmlﬁ .}s

TI"-E'_-.-' foluts T HHLE
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| dee-mysell demng ¥ pols | realhy ey U Ewe:

plonty of responsility. which Wil imake me
Drcrud of the viors 4 ga. But) won't be stresssd,
Becanse I make ke L oaly take enowhat boan
manageal IF:,rﬂm:ﬂr.r e this Job, ' expect lo
IMpress you Sncugh w1t 1y AEitudE anu
visuits that yau Naffer (e promation.

4.6
The firsL thing | do 1S maks surs 've gota resily
cleanr pactisre of what | nesd laachisve:, Let me
ghves you an earTiple, Last yea | managsd a
profect toiarchive att'our -eld fustome-hiling
recards, which were in huge piles of peper In
a starage rown, St i needed Lo be really fsar
alaut what infarinakin was impariais: baheays
spicat e ninng invelved Defore | Lake-any

actioh. I (s case, D spoke o Lhe andniin staff
whit Wi q{-r_tu.-llgr BOINE 10 uEe thie archive,
agowell At their boss, b find asewhat they
neaded. | 4lWays Lze prafert maragement
suftware T help me keep irack of whiat | have

b depand whign | ave b doir This was-seally

impertad | wWith e Erchiving nrﬂljﬁ"u hecause 1
wits haTREne guits 3 laroo team of peame. Byt
False inighke sive LReepean tyaore whe;t'w: Fry
tEam aro dotali yﬂﬂll.g,wimf thioy'Te suppEged
e hie doirg. and o L juist-rely an thesofivware
A | cheal with anaxpectes situations asthey
corne up. Fokaxamply, sevoral memiens of my
featn vienl on sich leave;-and | had T getsdmio
tenporany workers in and train them up quickly
e U aignt miss any eadtines.

N L7

interviewer: Can vou tell us something atyoit
O ISEITT

Al&]anﬂm Vel P 24, A recenth) gradisted
o e Unieersity-of Barceiana with-a BScin
Economics: |enjoy playing sporls, especially
tepis and hasketnall, Cur Bmskethall team got
mthe ruefrf:nal finzl iy last year 3t univsrsity

Intervieser: Wiat did you learn dur rn_g woLiE Hne
al university?

Alejandia: |studien Ecoriernica. And, well, |
imarnt @ ol about economics, mitreecarnemies,
macreecenamics, pesltive etonnics, and T
BEOROMITS WET R 45 BranGrie systeims, and what
he retationship 5 between acenormic players.n
saciety

Intareiewer: What Kinds of THings doyuewory
Aot ?

Alejardro: | varny-abaub oule a6k et things

I waorky ekl tha Bhvironment | wary. abolt
iy works Wy work s sxtremely important snd

| gan be & perfeciion st at times; everdhing has
to bt st E‘lﬂhi‘ if theve S.bﬂﬁlf“hll'hg G '.-'l.lﬁ"l
= prmieck 1 warking on, 1hen loan get reatiy
Fructrated s wortied uotil s sorted aut 1'had
a profilen lika This tagt wsok ur it was: DRy

in she eid. 1alss worey abdiul catching trapicat
disezmes when | eoan haliday,

Interviewsr: Wauld yail 52y you'ns n amiEtous:
DErRON T '

Alejandro: ¥es | would Sav thar Mpyambilious.
Diafinitely

. 5.3
Grace; The firstgusstion was felusscmething:
shout yoursell Herg Alejandie makes Two maas
Tistakes, Fieady his Jaspn'laE ig Log-shork — all
S ahgwers shpuld Be betwesn 20 secontls and:
b iR Fes: Secondly, be has made the: O]
mistake of simply repegting detalls: From BV,
"r‘11| shiuld use this eaertunity o demanatraie

e skills and experiencs relevant o the post
WiEHare being inkerviesed for,

Moy b sacend angwor ahowt whal heearnt

b e le{**‘ﬁrm sounds [ripressive, bt it's:a bit
gonl usrr'-[{ |t Feets Tike Alkaacinn has ast [isted
sofe of the options on his degree course ard ko
etneEn Tdamonsira e thar he has learmt anthing,
HE Snasrt goiinmo enough detagil o retale his
anwer to the requirgments &f the pekitien.

With this auesrion | Think this employer |5 raally
interested In realdife ransferabie skilfs that
Alehanidro will be able to uze in the:positon he
hars appiied for

Wher! Afisjandr Starts Eiking abuul te lnds af
Hhings e werries abour | TiHm The it erleser
waila beally starl tegel 2 bikwarrigd 8l this.
et His answer abour B s okay bur Fii
goesen b ko i‘nr,g i muﬁ« b miianticned e
envirnmment tosoend serious-bul et go
bt gy dekaly, arid RIS fEar of e n:a:_l cal disegses;
well, thats not semething ' shard in 2n
|:1im"r'n=-1.—.ﬂl I were Alefandra. Vel stick to commaen
prl?ft-ﬁ.‘-f.lﬁﬁa copcer) s ant ﬁ{f‘ﬂ:‘ P AN ST Sriel
The.qu aattahn abioll whether Alsjang (5 a0
’:immrhu-ih pETmaT 51T eme!fsem o wyeata SR A

4o ik about career plans which'ing |ty

mu..tpm’l_lw F'I"irlTJ':’EF Don e nurl &y
prf:-fﬂ-_-,-g.uuna'i abjectives IF they dett ipdude

theorganisation that 15 InterkEwing vou. |ty

hest ta malk aboun i VOU are Im‘.ﬁmg Sl

fi=s! EiEH-‘it}[‘nzr“? a Tasting. realinstia with the:

COMpEny mery EIng Voi:

- .0

Interviewsrs Can vou fell us semething aloout
yaursl

Algjandre: Well, F mothvated and | r.mL a'lat of
EffHrE iR E'a;;_r-,-"hmg I'do, whether ' Sudying
at: unrpersity, ot wark orsue wien B plaEng
sport, During my lasl yesr ab univarsity [ was.
captain of the. haﬁﬁeﬂ:aﬂ Legim. | hag ﬂrgan'i?z‘
matehies and motiate theplayers A ::EIr;il:'alr'

it was esseritial that | was-able [ commanicate
|='|.ffei:'r'z'.;-Ei;-.-' and gel aong with Bveryhoey i the:
teE S oy the first e i0 years.aur team
ﬂ‘i—'ﬂﬁg&d to rageh the reglonal fival. We didn'l
Wi ur]fﬂr".]r-‘ttt‘}} Dt fehcing Hee Team o thy
firal wais 5 big schieverment for mye

Interviewer: What did you learn during your
smE al unversity? i '
Alejandro: Of, lasiof things, WMy Bronomies:
-:]Pgﬁe;e WaS very gracheal, and there wers:
many elamenes of the dapree that tould e
appled teihd business WOl | had s fuiibEr
of chatlenging assierments; whish.often had Lo
e compleled within g-short periad af time, This
helped me th develop: e prioritising skils and
bty ve work Lo Hght deadiines.

Interviewar: What kinds of things do you worny
afnut™

Adejandios T worri gt nernal things, the:
samme ayeveryhady Slse § ksl | warry: a et
M&Etlng -'j”rlai.ﬂiﬁﬂs an g!.,thr'p M&l}tham cgng
dn Hie | wsed o wsrry about talta on
ghmplter qul-e A bt Mol back dp gl my Gata
ol an eknernal hairid drive 5o that everything

5 protEcred, This way ivé get one le4s Lhing ti
WOV ST

Interviewer: Vilouid you say yon're @) ambitiois
pErsan? '

Alsjandre: Ves; | would sy that I'ro amitiogs
I vy keen to-gel & jol With 3 GOMpany suEh
a4, yrars wkere | Can inake !1|I‘i (se of iy deg"ee-
and: prafesiional suprrierce | am & dedicatied
warker and wouls Rope. L g2l neriay
promoticn Based mi My performance &t work,

. 510
Grace: 'What do yal se8 s yaur St Ength's’f’
This 15 Sueh o Coom man qtbﬁtrpn andse aften s
wiasted! |t's a golden dstmr:rr Wiy B Gancentile
AT A 513~.:ng1_ht s wifiy yiil are. ther Tght
candidate far the post
Oliver. | agren .-"tlthw.gh ot @ gond ldea lust
o chatm-LhaE g-:}l: rerpally soodal certaim things
without alst gving stime Mddence o prove that
thiese dlammis sre frue, Appliaantsneed towmse
eyiclmnce From thelr experience b support what
ey sy '
Gra-:e | #hin% IS alss imporiant That By use

confident, dirset iAngLaRe, sl s |2 good-at

rather thas| using wedker, terathe languags like
W, Ltk I oulte goadat.

Ofiver; R|ght B mterview s fotE tene T be
motest about velr steengths and aptities, You've

gl tiysai vourself. How abiout Wtiat aniversity
i o attend andd why didyou choess e
Grace: Tohoss my uriversity as it was Lhe (10585t
ta framia!

Oliver: But-vou worldn't say that in s [Rberview
wole yot

Grace: Ne, ot ak all. Witk this guestion the
||ml,f-=‘“faw PHET EOmennE Thonsed 50T as
immortant astheir reasohs EEIE-E"HLL it The
LuEsTin 15 aﬁeﬁmg an-applicants’ raﬁw-rt?ng

Ability. 5o, you shiouic focies gn bhe academic and

e_mmatmﬂai_ reasons: pvolvesd N yeur declsion,
Fr example, ohose th go e TS unbearsity
Gotaise it hat @ good Englsn deparimant,
Oifiver: Pxalitly Fd aisectress miat the dacision
weas wour awnsand net wour parents,

Grace: "WWhat are your weshnesses? What do
Wby IR B Spplicants That say they Ravd 1
WEskHeRseEy

Offver: Well, I'g think thas thayre ving or
carnplstely backing any sort of self Awarenoss
Grace: |would bse thisguestion fo give 3
wiahiness that okl e HETEeeE Ak & SIMeng;
stch #3570 pan we it ofa periectionist,
Although | woukd dvsid persenal characteristics
that could be perselved a5 serieus charatler
flavie

Ofiver: Hinm, Fm rot-stee § agree. | weuld seate
a knowledge-bassd weakness: for EXAITEE
needing (oimpreve T skills, and, thengn onto
£afk St the s yow ane doisg o Ty
thiz probjedti, Mew what atriut "'l."'u'hal 2 ik Tike
ning in Yeur spare: lime?"

Graca: AR VWAL IrEERers are [ooRing lo
ipg e your ransfershia siellsl

Otz Yes, exactiy: Spsemehody wha lkes:

Anarm sperls: i likely to b Beteer at wt:ur"rl.ma ik

tenmm, wheress vidual sports megnt noiate
determination and setfmativalion. Saying
Priat vau play chiess. SHEEESES lmnlri:gm# Al
pnalytical E!_HTHS
Grage: Right, | 1ink te best atvice iers is to be:
cpecitic apd by to nchede: semething unusyal . as
Lhis il raise-the Interyicwer's irterests and het 1T
tham L FeTErher: VO Ol ather cAmdidaTes
It shame fHab s many appiicants just say
samierhing seReral suck as traveiling or reading.
Oiver: | ag;u'g Il they are goirg ko say Tt thay

should gt least be. specifc gnd talk ateir plices:

faeive '::*a'-.:eji-‘ﬁ-d fe-and the by EE ol L.-:}._ be thran.
r1|'q|:|,.| reading. Alss, its great iFyou ban |dentiy
interosls thatsiare fraracteristios with the
vequitcrients for e jek Thiswosh abviousiy
Impress any interviewer

Grage: Trists a grond pisce of advice:

Audioscript a9
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Interviewer: What do you sa¢ as vour strengths?
Licha: | =m crganised and appiv a systomatic
sppraach oo work, | baliave in good e
manegement s epalbles me fo get worle done
i firiE, Fonalan aE«[F- ko piFinritise . work and
wor uiiter pressure if deadings are moved
farweard: For examsle in my last job Ehere weng.
quistar periods and perieds of high actviay when
thers was a lob of pressure fo comprate tasss an
titre, | inrplerranted a new syskerm for managing
e wnﬂ:!u:ﬁ-:l In our- |eam and p:ﬂdnrﬂng ahead.
Thibs way vee wera atie (o shave Lhe work o
s&fﬁ:ﬂme!u and-always ensuce thatwe had the
G""Fllﬂ'l'.l..'_':-' 3] dmt wWith mtrwbﬁ‘ l:'H."::!ruI’E- sl any
unerpected problems

Rata: Well, that's & diffieol gqussiion o answer, |
think I'm oz very hard worker and somabody who
fakes pﬁd@ iy otk Being very deterTined
means tiat | always make sure thar Loomplets
wor k trat | seb mysell, Mmoreliable and: goog alk
working with ather acple, boan speak Frerich
atd Spanimn uanthy and r_":'eﬁmtis-’I:,r feal | have tha:
skill=that thisjob requires:

Interiewer s What university did you atrend: and
vy i e thases it?

Lidia: § did.a lotof research inte universities;
Bl atytoad and in Spain I the émd | decided o
go ko the: L."rwa.ri.j!,,-,' of Barcelond 8s it was ciear
that fte Eoonomics deparlment had sncexseliont.
regputation. I'malso |Trl¢r€5E‘Pd in-delng an
Internationa MBA &t the !n&’t:-tutt.i de EIT'DTE'SB it
Nhaceid in the Btipe;

Rafa: Well, | wasn'tUsure tobe honest bul Sewilhy
uliversity was tht camest oplion as (1 was
clgsgst, aﬂl:! a.sp Iy parf'_rlts rially wartf.ed e

tG o those,

Interviewer: What sre vour weaknesses?
Lidia: Wil mvy i—'rhﬂcl‘rnsa b o !}ﬂ I have
recently atarted svening classes o impreve it |
use o be a it disorganised at unversity but
e slarted wsing, ﬁ:ﬂb qu.l;:. which has Lrableﬂ
e Lo prioritise gslts moee- ety

Rafa: That's zditheolt question, U'd have to

say that my mal weaknesses are that lam.g
j:lE‘ffE‘C"IJEr'P'E" Afg nsist on Ewwkhmg I:fe‘ing |t
right, zd that | am guite stubBorn-at timas,

Interviewer: Whal do oy ke dolivg o your
spars Hmed
Lidia: | enjoy plaving volleyball and was captain
of the Yeam during miy last year at unhersity
| sml play reguiarhy tor @ lacal clul and lave
g-::nmg ATAY Wi the teain for matches EgainEt
el ing 1 also o lesn travelter. During
tl'e_*_wmmer kzsk year | speht a rghth In Aftica
wirking with voluntéers al & national reserve, Fm
currenfly slanoing anexagedition 1o Thatand.
Rafa: I ooy free tme | emey reading, going
l:hc,. cinemia, travelling amd |alss g0 swimming
twiera wesk,

412

Matt: Wital do v know abcul Futerra and winy
winid o (ke fo wark hena

Sitvia; Wall, Before appiving fer-this hositien 1

clied some pasearch into the matket and Futersa
came oul on o | Know thet Fulerra is.a small
groaniEanom, which s jest what ['m looking for.

I had a laok at your websiz and could see that
vou work with 3 variety of people, from infarniing.
[enTrEiAES @ hout flimate chiange o deviElpping
coprrrinicati oo shratepies o MOOS husinestes
and the. povermnent, ThHis i'rn]:uress.ﬂﬂ'. e A e,
Dan That's greal Lo figar, byl gan y*ﬁ-u Lei ug why
this: |I'|'||:|'FEE-E~EI your!

g0 Audioseript

tlifferent privge

Shivia: Well| ifgreahv something that atiracted

me b Foterrs The L0l tha Yoo ek with - Igts of

Siferom c‘lsems Wl varioys secbars means there

veoule prebably be g wriety ol interesting aned
c15 [o gel invelved in,

Mty Triat's true  And swhiar artacted you 10 the
wosiE i of Jiior Consiltant?

Biivda: Weil, oweof miv strengtis s develafing

comPunication strategies, and e been
acking. foranorganisation that dées a kol

of commaunicaton-and marketing work, as

el | as {:‘.Falingwth erviranmeniak issues,
Basicaly. d line a posltign whete | could use
miy EOMAUNICATIaN ERparEnse 6n ]::-r-’!,lef;'cs tivar
pers:anarl;-.r apneal e The Haior &:me.u'tanf
ok Sy rT'IﬁII".E"-.g fhess Lwt_} Arcas. ,E!I & r.'_:_:Fr'*‘:!.:-IJr‘L}'
with 3 well-zstasiished reputation,

Matt: You mennored tHatyou loghked al wur
wiebhdite. What did vou thinkof it?

Silvla: | thought it was mry-_ztttt_*anih‘-e and

prafessignal, really excellent. ‘r'l:-u-g:amg-ar-r?;na'sg

ertine a5 an escing, dveaniic Mass o work,
It'eclear from vaus website that Futerra i quite
s:small company, which meaks th EI_E'E‘.gEt_'g.i'thEid].J
has pot to work will 8= a team), with everyliody
playing.an imodrtant role,

Dan: Wouldn't wousrefer be Wwork fora Gigaer
craanisation ?

Sitvia: Mo, | would rathee worl mthis sor of

ENVITERmEnL vme-re tHeimpatt of }'Eltll work is
cleaker and rﬂ:..re Immedizte. than 'm:nfh ot ]
huge miltinational canj FrAny whiere |-think P feel
leist, & finy part o @ huge maching, | definitel)
tasl trany ey srytiing I learnt aboot Futerra,
LhalL this is Lhie byge of oraamisation I, ke o
vt

HEN .13
Tiaek: e, Din, what i you ik of e

Ean: | likand e, Shetd corlanly done Sey
hisrrawark on us | e, Dasssery inpressed

awhen she sald that Before appling for the

position she's dang 3 lob of raseash intn the
miacker and thatwe Sad come cut on top, Tt was
Clear thatshe'd really Jodked hard At our welisiie
Bdath: Yes, | agred.

Gan: | Uindk she's Lhe Test cangicate that hew
Lhiak s ek with & wade variety of clients, ahd:
Fad icentited who these clients wers:

Ball: Thats true Dalse liked the Bach that she
Witk F._..I ahderit and sepposted her clam that she:
urrderstond the jssues we deal wath, | canve away
Feeling that she readly does podersiand aeiat

abola sustainakility

Dani Yes, and her rdcent work oxprienee and
keowledie from ker MSo definitely fi0in with
what we' e looking tor, Lossof applicants have
lnaked great on paper, e she really spamed i
Friow whal we're abiout 2 what the job here
wigbkcl imodve,

514

Interdewer: Whizh chkillsand sxpariences do ol
b Hhad are relevant for this pasition?
Susana: | think the positioh of sales zssistant
requites somebedy who has bt good customer

service shills In my last job 30 Alton Towsrs

Thermepark | was responsible for ssling
SEMENITS, S0 | Ay used In-&ie.a= WA
c-,xw.;:-m-,n [y | was: c;u‘rm,. resoasinie for

aperating various rides, but asd can speak bath

Ilian ard English fusntly, and Rave a good

wcormantd of French, 1'was 2sked to-work n the

gl shap Instead, This-perlod of ampiovment
alsa gavee e valushie prpEnene of managing
petpie asafler two-weehs i the Shop | iwes

promoted o senier sales- asistant, where. |
MYATAGE TWO Sther empioydes: W’lEﬁ | wias-at
wpyersibe et Turin, Before -ﬁmr'i‘.g 2y En.glanu:l st
summer, | used to he the: capiah of the fenale
Wlleyhdir tr.eafn w'*uu:h irichided mar*agmg the
tgam and aiso the finances by playing fises |
think the leade rship: ckillsthat ] Frig e devalnped
Bakh- at-urivepsity and in my last job . Are Very
relevant foe this positon: S, to sum bp, | fsel
l-am a highly effective communicaton Hueat in
|L;ﬂ;ar| and Evighsis angk vory ;:.-mf n:’-e:rlt fry-Freancn,
| Can wark well under pressure: arid Fmakie b
ﬂ&]#gat&rﬁcctl'v'el? Having warked with a 'J{“'rE't;'-
of different teams | would say | have 3 proven
track record inisanmaerh, '

4,15

Dran: How doosaur skills and experience matih
the repuirements far the position of Jubier
Conelitant ab Filterra?

Silvia: Well, | think I'm sultable Tor the position
at Furerra becagse | understand the jssees you
teEal Witk and am passionate abaut them. Feur
pearseasn] [oirked: Gfaan:wau- and hiave-heen

ST i rna:rlﬂu i SITGE FEI"IIII'.:". fig gy B
Toned Gt biul s estiting propecl in Kenya o
spentsixomaenths there educating logal peaple
shout the need for refarsstabon: That's realky
whif | Statted getting interasted iy sustaipanility
arhalss -..~..h¢n I started l@arting ahaut diffsrant
COmimUCEnon. strategies. For example, Ger
Cegr found sl sty patbhrg unopnsters dhdntt
reghly v mischool an dmpact, it gulng ane
Lalhinig ko respected |rhemhﬁ'5 of the ,_J;:r'rrntum'r,,-
snd getung therm to talk te-athers was much
mcrE E-FE;:t v Whan | was 2t aniersity 1 was the
GO :;-:l{ms. wﬁ‘lﬂar i che SLudent Wikon ard
I was m':ncl‘*slb‘lﬂ o d&!ﬂhﬂﬁ with E-upp T
other student organisabions, Socf vegobouite 3
|ot af communication expergtics, | Kigw you'ne
gtz looking for someone who's good 8t research.
Far my dissertaticn for my MA 'm resezrching.
figiy Bresst toy cOMTITLNIE SER reﬁffm{._taj::i'un TanUgs,
puilding on my sw prEchcal expenences gained
i Repya, Sotosam up bihok Tm saitable for
thie Hasition ak Fuberma Tor three reasons, Firstiy,
I've dane-a el OF communication werk, Sevandhy.
F'm gepod-team worker, and finglly. becavse |
Fave 4 geod er"fJL'E-t:Elllﬂll'IE- afithe bub*anuaamlnt&
\sskied thisagency deals with,

N 5.1

I

Wedl, dormg v sbieches | e h':_é..l;'pgmw st
Dy Working gart-Umein 4 i offics, Mast of the
time it worsed el | could mdrage my limese
that | esuld worksmes D didn't have [gctures,
Alse it raally helped mewith my studies @,
have spme Feaklife experlente to support the
thaarsbical st | was gethig at uhivargin, But
then i ma fral year, | was offsfes the thance
to et invhvedd 2 feally Righ-powered case
with a majer mulkinatignal chent who wanteo

T TARE over 3 locsl compame | wesvery Keen
Zet Invoived becalise T was axactly the sorl of
guparignce | nﬁmf'd The probizm wag, (f W at
syacthy thie same e as my exarisession | had
e chodse ebwesn ‘il_._]:lj_‘f.r[ﬁg far iy axamsand
getting iusiverd in the case

2

Acfew yearsaga my rollege got involved ina
connpetition agamst othar colleges 1o design aid
butkd inhovative iaboursavng devices Hwsas Just
a Bt of fun, but the ides was that we'd devilop
aur pradiical design and englaserme skifls a5 well
a5 our aiihby 10 tooperate with 2ach ather-and
share tasks g :r"r-"}rfrmmi% CAME Wit 2



Brlitant [deg, 3 praim susher for getting banios
off 1z sleep, and pat eEether s desgn. The other
Suys did some greak creative stufl, r-mhmgr it laok
smally. cooh and waork e off the preghanics, My

e, o ahht:augh crizcial, Was a bt I-:ea-b glanirns,
de=iening Th= alectronics 1o actually maks it

sk 10 was o T.;n:rlﬁ,l Siranghit f-::nn-.:ar'ir:l joi: 5
wanted o be @ bil more craative

3
Prabably the best examplz isawhen Lused 10
wOrk as-an accounts agslstant in-a Tty
Alshiolign Ty work was mesthy ateninistrative
from time o rithe | had o e wiiH l.lltr:f-.iiﬂ

-1:-|-L-:=."H WETEN TiveAnT EoRtacting TUstomers

4 remiinding them- tvat they necriod to pav,

-.-':I:"-'EE".I':J}.T this was a0 area that reqliree shrong
CESITEr seryice 45 ills, There was one. Lime when
ong of OUF regular COSIamers; s guy wha san
s own: transpork cotthany. suddenly stopped
paEying His invoices, Fnd weuldn't reply-teany of
fmy ema)is My bote told me fo pheneand tal
i we were: gaing by stos suppiying him with
S00dE -

-l 5.2
1

The pmﬁl&m w1 wak b exactly the same times
F5 My eNEm sassion, Ihad {v shopce pebvee)’
stusiying for aivexams and geting mvohved

n1 the ghse, Vel | Spoke. 10 my professor.at.
gnivErginy to pxplain thesituation, bt Be mold
me ivwaild e rnpossiile to reemange the
axars Dbviously therd was ne way U exgect
tive pakieover Toweit for a bietter Hime dor e |
considered trying to de-both, gnd perbess doing
less rayiskon than 1 nesdad, Buk my axams were
n inpartant e me o Lakis Gy sk, I the-and
| niad 1o put-my stidics frst When | Pﬂﬂa:qe-ﬁ
TS R0- My emplayer, Ehey were adkually very
supportive, gnd when they saw now, disaopoinied
| was at missig the GRpertunity, they made-cure
| got mare vdlved i thenext bag oase that
carme L Thiat kappened 3 few months farer,
=nd it was & fsikashie experiance And becalise.
'd had 2 chahes To stiady properly, |passedmy
=ShETHE Wit 2 ey gand chﬂ. So isall workad
Giutie the ens.

2

My riste, aithough cruclal; was & it legs
stamoreus, desighing the siecironics o actualy
rake ibwark, 1Ewas a fairly straighttoneard job,
e | wanksd to be g bt more croative. A may,
e s !:ch- her fHa sectronies veny quickty, Bk
I wanted to ij,-' Aorasth g e 5a | slarten
:Jéd:n.-ltt[-: arcurtd wWith extra features — & rbemate
cantral, a timar, different speed seltings, that
zart-of thing, I'g rever dene:anything lke that
Before, bub it Wae a greal Way 1o l2armn 151#
qmer s 1 Lhe e rally fiked my iieas,

o they adapted thetr dest g:rﬁllg’ﬂt v b dahe:
-ar“-.-aﬂ[,age gl T m D.:!.h.;3[|{t- b, [0 mhe End we
won the compelition, and e jUdges spaeically
mennanzd my extra Teallwés asan i Tt
tactor In ouir success. And, r.hwr#u’* Fgarnt adot
ol ey KIS I H'_re OTOCESS,

ki
v oy bedeh me b phoapeand - beil hirrr o
SEAng. m;lrr -m;mi;..-mg him wiEn gﬁk:}cli, EI"I.'I

o threaten jogalaction, | wanted o be s bit
Tope delicate because FE‘;.J:EEUH[ wnaguie 3 gaad
relAtigshig with the custemer pyer [he tmne
V' worked there, 5ol talled mim o Bad aubif
=-;,E1-J-[=-|.:E-g wasokay, |1 furreed out his acvsundant
nad been faken il and e veas bryitg 10 dD
sietyihing himself and had gor it & mess:
Somieof Tis otkey supphierswerg threataning um

with kegal actisn. and he just couldn Tdeal with

“all those prablems and - eep Fis husiness gning

at the same Bme. |- gimraiedl togni Rima Acther
Tk e repay, and we cenlinged supplving Him

‘during that timie. This gave him the freadom o

hire 3 terfiparary aneounigng, and within & fow

ity fie'd inanaged fosoft eveniinng oul, S0

we Aciustly edkesds rp garting p paid within a‘we-z:h
sl Trom Lhis on e asa pEriet Llsinnte

and recommendad us Lo plzityof other ""-‘“'-’

CHRTEIMENs

- 5.3

Graces: B0, Chiver What u g competency: QR
gusstion, and how argtiey dilleremnt frem
traghitlorial interisw guestons?

Oliver: Well, basitally ina traditional inberviev:
e intervewer will @k you questrons Mooged
i wWherner ot have tee sidils and knowledae

eeded T do the Job: Whetgas competency:

lraeatl interdisn qurestions g ey further

“gsking von 2editiong] questions shaut vour

character an fersnnE at'-'nI::LI;E& osee i

sl AL o The culturs of B company keu'ie
apslied Farworkoait

Gracs: So baswally, benavipural competencies
afe the charactor rails and Befiavio)
aualties of an individuat, sueh < the 3hili to
Cammignicate effect valy leagdership siiiis.and

SO T

Ofiver: Exgctly. MNow i tha. part i might have
beenencueh o state thal vy were 2 fam
|Eaider c;n}_:mr L err*plwf.m beive umﬁw
reatised that this doesn’ Egm{antu‘ LhaL

oy e g 1ﬂae;tefsha]}5ﬂ|llt Mo poy' e

gat o prove thegs skillsiran interview) aad
IEEEry i_éw,?_rjﬁ' mave develsped compatenty-Based
guestions in order to i ot if veu have these
argribuates. in these guestions theintarviseeswil
be-loaking for evidenes of how you Zctedn regl
situdtions n the gast that demonstrate those
ecmpetesiias

GCrace: But woultn'ta randisate have stated
thgse: comoerendieg (0 1Tl (84

Cliiw_-r Pﬁrhup'r- firia iy, bt u.;.r i Ay real dE-LarI
A5 thpre & Aot e Spqce cn-a OV o gs inte
any raal geprh-abolt 2 snecific situstion sod
Wiy yexe deal with ik Fhat's wirab an intervisw
5zl a‘i:vmm InrEriamers Wikl cerfa nly take your
CN 38 ey |plter a5 2 starting saint. burthen
rhetdl gevirima rruch more depkh, tying i assess
wehekRer Wou e tiesrght persen for the joi and
Ea conRay

Grace: |5 it possiblote preparsfor a

(el i} pmnmbaae:l Jsr_m-'-_mn?

Oifiver: Befinitely, ani ifs essential thak you gu,
Compeianty-hased fuestions are & iomking for
stories of your sctions i the past and i£5 thase
slarids that |.-rnvrm= avidence of WL chills ang
1__1;:||°j!“;;-!-2[1?1 ieasIUE Al about profving il DA the
right-skiils and-perconality for the position
Grace: So you'resaying that cangidales skl

prEpEre 51uru:-:= Lhar demonstrate evidence of the

competencies needed for-a partinular jrh?
Oliver: Yes, Spd by cosential Thar candidates
releont iRy what eom petencies are needed T a joh
anc irepare thess sEOries b Hhe Irllef VIEW,
cllerwise s Iikely tharoney mimd will go blank
in themidale ot the inteny ew and thoy will be
aiukwith ndthing 1o, say. 01 worse, they will
Simphy repea parg-forwoerd Wnat 15 wWrttenan
e OV wdiich the intepviewer hasalready resd
Grace: Are competency -Based guestions

CO rEn in (nteryisws thess days?

Oliver: Deftritey. Certamly inwesternbased
cultires, they have pecorme. almsststarnidand
practicednall intersiews:

. .4

Meil: Hello, Yicky, My naimie 12 Nell Farrest, and
this iz my coiteague Juiia Smith. Frst of all, Wi T
ke oy ran e viou vary. miech Toe TG Fera:
today, Vie'veread veur OV andcober tetfer but
wirrdEr iy coubd tell us & ke kit okt abou)
vout edidations] backgreund?

Wickp: Mok afiennrss | prew W0 are weant
sehaol In' Hemne I{nn.? After that | went to Gity
I:.Irawerﬁ;hjr in Hong feng whese | Lﬂ*np{r'-tec’r a
bachieior's degres in Bisimess Adrmiiisteaion
Aftar that | maved 1o Manthester, where |
mml:;jatpm a Masiers in Pubiic R atscin:. at
Marchester Wistropoiban Ll-r'-nr-:"‘”-nr'-.-'

. 5.5

meth Could vou tel us semething about war
educational backpround

Pleter: Yes, of course: T did my Hist degoes at
the University of Rotterdans. That was a Rntastc
PR pErENCE DRCAUSe TT waSs iy TSt e i
dhway fron iy palents, sa it really tanght pe
how' 1o be independent antd: of tourse Faw o
rranage confiiciing priorities ETT g deadiines, |
m.afrpaa,ﬂd Caaatey L:-IF F goed anademis TEEGHS with
active membership ol sevieral sporks. taamis |
renrasentad my university ina national rowing
COTFRETI o Witk WES 3w n-ﬂe;fui E‘x-;:IE'HE'IICE'
Thests wihe! | was-in tha second year, | was offgred
the u,.:'p-ﬂr!un‘l‘h.- Tor tARE DarT A exthangs
mragranime at the Liniversity of 51 Petersourg:
iy u-'lﬁ-ﬂ{':.rt; Wwas Lrng o kel i gncd
relatiorshin With partnersin Rua_’ssél anil gy
eare aesparate fr volunisers, | thought it
venighe Lie-a ance-in-a: letime opprbun thy -4

b walumberarae, | sndsd up I'Ewn..;- ﬁﬁ&nh*snr
year- fers ang made Fierichs Wikh pepede from
all ever tha workd, When | came back, | hada
student placemant in miy third vesar, when 1spsnt
rhres months-doitg some market researchat s
bark, They wers trying 10 find ways of imgroving
.r_us.lv:nrn.:r sErvice, €0 | heipe?:l SET LD & forus
ErOL A0 arialyss the Tesulks. Than aftor iy
hirst gegrae, | mpved o America bo complete 2
Feyckology Major st Yale,

. 5.6

Matl; A8 vou Kiow, Thie position here at Chde.
& FonTEEn s requires somebody with Serong
communicatian and orgsnsationat shills Could
wik el ps abeik a time whisn oy Lad o use
thise siills-at work?

Vickys ¥es ol course Af the migment |-spsnd

a lgt of Gree travellimg betwee Asig and
Eliru;:pe wwh.l.g with regional !_tearns. ﬁi_‘aE?ﬁlElr'lg
educatiGnal Bvents, 501 use hoth of these'shilis
ot A regular basis: bet mesgive: Wou diaxarphe,
A yonl kaow, tha Chinese market s grawing in

=4 areas (aTal (1A 147 |:nr':.‘-:|rrr'1m'-!=-unf:a'li Hanwever,

arsha tme Gresn PhzrmaEsent it fell Sy
didn't hewe r*ﬂ:}um cortacts n China, It Wag e ar
thiat the SiTuation wasm'|, very pemd far s, W
reecke to peaTe things: Se in order to increase:
DT s e af rrﬁntac"s i Ehina i nﬁc!clm T¥
LfgRNSE A pl’-arn’-aﬂ:&"frl*ﬁl chmfarende in i?f*ralr’lﬁ.
I sy responsibility to enstire that atl the:
Fight people were invitdd 1 feally nad T lse Al
ity Skills 3t ;:-:-mrr'Lu icating, in taih E n,gh'r.n Afid
Mandarm L pErSadn peaple fo fartl g:p,d. 2 In
the end my hard work resulted Tn 2 sUccesshi
conferénice. with ouf eiiployess: eeting and
taliing o thie heht peonke A amstier of fact
this conference was suih.2 suocess that im L

e AN -_ﬂ"-rlual BBk, aru has. led oirecily £
tleser professmnal relaticnckins batwess Sresn
Phammacenticals and key coidadis in Chirsa.

Audioscript o1



N 5.7

Meil: Tell me aboul & Hine shen yon Had
raselie a difficult siEtion

Il|.|’|-.'Jn;;|l 'D!'-:.:y There wias a tinie wiien | was
prganisssga conferenes-here in Londen. It wiss
A codpte.af manths agn, and i Waas g raaily
iprant mn‘emrr? -“-.n:.,-‘.-.-ay. whiat: hd:}gened
VAR BRe OF the TEn Ble sl siaakers, wha was
i to give the epening address, had s Flght
pancelied andwasn'tsarg o he was gemato
nrahd T G T was vy mporTan e
participantswere happhy with the sonferende,
a*uj |- kv by v el BE HISEW{&TH;@H Irhﬁ'
Gidns shtw oh. Se | detided torvand fing
arather fllght for the spaaker. After @ bitof
wegotiating with . different wirline, | maraged:
bo gat i Baaksd ontoa slightly lates fight.
Untrrtu,patfil_.,r fhis megit thal evel if e cam &
skraigni froms the airert, he wold: ‘itsfl be-a

bil late Far thie opebing acdress, | ook a risk
znd heped that e wasi't geing w be delayed
-:::1*.- [TGris, AL LS| 4% heﬂ' Landded | canmrz‘tﬂn
nim, and whisn | eiew e wEs ina A and o
his way, which was about f.*.-e minules-helore

He wasseoposed o b oncsteRe, LG UGEn
the ctage: |-thes oid the partcpants aucur the
situation and [bvited tiem to have some cofles
and cakeswitite we watted, whith bid argan y:zt‘l
hesfopehand, Actoally, they fikeieh thiis, a5k was @
change e nebwvork aittle-and get to khow soime
(o] Ijae other cenference part Cifants L"rh?n he
spaakerdid finally arive. iU vas actuallvdiffoul
te:get: avaribedy. back i the razia hall, In L5e
s | nmn.agﬁd o kEf_-p evervbody hagpy And
SESUIE That This Confersnce Went as sareainty as
possizle

. 5.8

Jarek: Hi, Sliviacits groat b see vou, o are:;
'5-1:,5_['?

Olia: |'nt fing, Loksof wark, as usual, our'm
-rmaﬁl'u BTfoRIng Fab Lhe TRt An'_..wa% e
(2] =L pief wesls off c;:-mﬂg L Wit I'm
icakl g forwand te b, v hn.sr rdl l.-je:u.u WEEaL
mleren here on Fagsy, Thars arear, | ircw
vord'e getshor-tistes

Jarek: | ko it's preat bob nos U'mea Bit:
stressen aboul theinlenvew| | was wondar tr‘*gL
if e muh:i Eiverme.an ke anout The sorts of
GuosHons Ehay might ack me,

Clivia: Sure: My last mbEndes wais & wiile age.
rae bl b ik | gan dememiber what it vias fke.
Fnd | even tell youswhat its ikefrom the
orieer side 8 | inktery i precpre niysell nowt De
e Ry wite's Inf.enpjwl.l,g Nl

Jarel-: Mo bur.r was a wmmdumllﬂ'l Ezrpma
Critkn whi sEnE proThe GrE Tviing me i
Clivia: O IF s Samng you'll he fine - shels
il v super ereanised, Alth-augh v e
ImEI', e e IntE-r'.ri@e-'#d ki m-e-:- sTig |:I-'_':|_5.§Jtl"_l.l trrie

.Jﬂre_lg_c. I I?hu:ui_ght Sl:l. Soeany bips on What they’ll
el far?

Cilivia: Ve, Tiest of all, they are gefing Lo want to
Koty ik (e wour iES0 el what was wrong
Wit 1t

Jarsky | hatsd my bast ol | eouldn't stand the
boss, He ussd (o dine me trary?

ﬂtl‘:‘flae | Kngwe, bul cbeipdsly vou shaulin't. 22y
ArnER g 1ega bie ahml: A o rsun kst o,
Yiwing pot to bie positiveand think of anotrer
sgoad reason Tof leaving, ¥ou should try el b
mentien any weaknedses o/ nagativesat all
diiring the wiicle intecvisn Youodid guit, didocl

VT

92 Audioscript

Jarek: Yes: | hamgiedin my notioe and Bftas
sooras | could, So what dooyeu think ] should
By _

Oftvia: Persanally I'd say sorssthing like,
Withtioigl Treally fiked my job, and the pespla

| warswor king with. | didi't fegl | was belng
stret{'w:l TR ' Tonding for . 3 pas Uur. 1
wWhick | o develse p-rnfﬂqﬁ'iﬂnal shills furlhae
Sounds irarastve, dossnt 17

Jarvek: Mes, | ket and s partly {rde, but it
was't the main Ieason | fefe

Olivia: b RnRow, Dut vou veEar W play e

mame Of cosrse whu shouldn't fie ahout yeur
background. gualilications and ehrpﬁ-i"i-"m:u il
Wi Ve, E0T 0 fens o the positivas inevery
nuesTon and aveid any negalives, You shauld
rieysr say anvihing negakive-abouat yorirselt in'the
irlarview

= 5.9
g

w:;vl-} in the p}ﬁsi' Feaietinges tlbi—*f.a [
procrastinate a e, Thore were tinies when |
used b put things off until the last TTinutE when
comiplating an BEREY TOF Ul versity o man"n'rle
Bt | realised that perhaps [Ris wish't the moss
pHettiie way of wirking and 5o | stacker setting

astrich sehedbe for all my projeetawell in

acharce and set ryseif persenal d&mhnﬂ*ﬂ- Lising

a schipdinie has rially helpad miaand |'m rnur*h
-paEttar orgamsed now and atite EAleg ¢l HDI'E'

p_njprs_s at the sametmea

iy}
Hrmn. My weﬁneaqu? L{.Lme' Hhins: Wl n

_ﬂnawu o pauT question you mentioned that the:

sEaff her e use Ay shes Ma-:‘p‘utﬂsh comEnters. am
FiGE vELY familar l.-.;'?ith Apple Mace and ['m used
o using Windows. Howover, Jmarnﬁgpd iearn
Ko 1o se a numberof programs very quickly e
iy e 2nd Uan sure Vo gob used e using Apple
ks yary guickiv | -ealh Sy tlEIr!Ef-:}l't'f[hJ.IEEFE

-arr{ new gadgels, and 1 it aiwiays been o learm

o b el pew echnalepy

3
Weaknesses? Wkl fean b a it ol a warkaholic
A always Bel ver v invalvigch intedary proiect

‘that | work on, I'm hapgy to spend & lenaf time
-ang aargy making sure that ayery prajectis as

sucoessinl a8 possiobel Sy nccaqn:ﬂ'tacf_,, wiher |
fee:; that othes memiers of the team might not
B working as hard, Lian get 3 Iittie frastrated
1ot awvare-of this protiem, and | Sy tesohe
sitations like this by being extremely positive
and anthsiastic.

- 5.10

1

| necasionally lvave alitte difficuity miaking
derisions, This s becadse | pay-a 1 o armgatiom

to dekaband Make surethat svery single Serision

| fake {s.the best decision possible. Basically,
I semiehedy whe Garelolly considers gl of the
Availatie sotions beiort madmga chalos:

1.

Fised B B a Bk oo stubborn amd it was
somatines hard o get mie t Change my - mind.
A toemmer collaagne of mine told M thal | was
bemmﬂg diffcult o work with, Well, ever since
then | ave put sienificant effort inte my team:
ok skilis and now | sctbvely ask for advice
and suggestions fitim my toleaguds wiien
miaking decisens. Last year | wis even asxed to
rlrair weekly staff mestings while our kows was
aawdy on husiness,

%
Wikier ssocking on projeels | amva 'Big aicture’
perscn, This.means that e lime to e |
(iEHL NiES e THinDT detEis e nern aware
of £his for some time Se now when U'momanaging
A praiect I nmake sure shat | have th suppiort |
nesd o Reep 30 eyt on Specific minar details,
lgarp e free o conesnirake on managing thna
satlee nenjast. |think sutoesshul rharagerent s
ghiout getting lhe night eeam together dnd TRen
wrnﬁjeﬁ_.f usbing fhem o do the [T R o T
glver ther,

B 5,11
Interviewer; Well yous 100 SoR0G5very
IT’II,'FFI:‘SFIFIE ':i:lfl'.:-l-ﬁll‘r na the fact that you arg rew

Goaking. ﬁmpay rent Wil us) Widt 5 ekt

NELr it Bhat you distile?

Adam: 141-13_:1, segroat geal ahou Ln‘.—; rurr=--'|l:jut|
i (rave gained-a lot oF valbable Crpenience m
thie [age Three Yeurs, Howaler, 1 Imhmg foran
GnanktuREy o contrbute these skills ta 3 larger
rgaisation’ swzh asvours, I'ni SEsRIng .r'e"h
chaileniges and mhe rmwmlrtw:c- deeion furthar
professionaliy

[ S
Johni Hells Can i speak oo Ales Mencken gleass?
Adew This isialei. Hioo gan | help you?

Johin: Helio, Alei: My same is dehn Bragshaw

and I'y gatling feom Kardg's Tneatre redarding
gour recent application for & position with us, 13
thi's @ geod fime for vou?:

Afe: Ok, ' wsfy hiapoy vou called

Ur‘l'-::ﬂu::r:-.ue.} | hayve about ten rn'inupes bﬁfarﬂ I
"'IEI'-.’E b by, bs 1BaT Enangh e & can yau dall
BACK A thistaftermoen

Johin;: Thiaswoihe T fne: Whiat tme s goed e
youd I'm free after 2pm,

Alex: How shaul 2307

Johin: |-h.urﬁﬁu:t Il gt pew At 230

Alex: Greal | I_r_.-ul-_m farwar d_fyﬂ it

John: Yo, S0 do ), Spoak 10 you lae) Gosabyo.
Aler: By |

. 5,13

dohn; 4 karge part of the fob I8 mdraging Lho
ingistics of the thealrg perfomanies.

Allex; 'r sprry, could vou say that agains |dufe
waite catch WhaT vou saie

John: Yes, Of course A large partof the

fub = manasing the lagisries of the thaalre
péTarmences,

Al Couted vou (2] me wiliat EREE SIS InvDive?
John: Wall, basicaily, if means that the artisti

anminstrator' s @ot (o werk wikh averyhodyat

the Fheatre, Fam the performors. theirsehes
right dow o franbof banse skaff seruriy
tedkiical peopte; stege mamagerment, and seoon
ta eristive LHat the performances run as smoathly
a5 possibile, G, Bnd | Peyve got By rianage the
rerfﬂl‘ff-arﬁce (it e T

v [y masmEn Dookig: (e SHgeTs,
ISR S, SeE daslf'rterﬁ dir“{LEF'S and seon?

Jotn:. That's rleht Yeru'd alsg participate in

l_:l't’ﬁ"lqr}l_,' pangl meatings & C-C-LJ,".'IlE' ol Lirkes 2 year
sc:uuncit. likea pig iob. deesa't ity And-H is very

.m;;-,-:urj_;an_u._ But thered be support from thiz rast

oF the Team,

Alews 'ir ignag froubis he‘lr"‘lg pody, Ean *,r{:nu
P, el ear iy T

dohny e, You'ne tneen meend, Can vou b
Tae on?

.!'l.iF:H Gl WEIL "EI-’m:; thafs ich bettde I el
Y hoblieand the rc:r.n:-ph:anfs Aot gt arsun



here | Hée ina black suol) Youl wene taiing
about what the job wauld invoive,

Johin: AR, ves Well anothar partef the jobis
parliviate |nadvisery pabiel neebings abpul fur
Limek: & year,

Alesx: Could you Bxglain what vou mean by
advisey panel mestings?

Jann: Yes, of course, ICsguisimple real lyand
nae af the mastinterestng parks of the ol As
your ki, hisre at Kisg's Thestre we gretrying
o SGREOET nEk talenl Parraf thic means tat
eviery Couple ol menths we colfint|s5ion 3 mﬂpte'
of plays o Har writers, which we agree o
Hrance and hels douchop; umikthey araready

te it on A showiase ceriermanie, We ther

=t Ehem: shomrase their pct‘fﬂrr"ldme::r fieresal
e Theatro AT Ehe adhisory pranc mealing we
thacuss potental prajecls, snd iy o mlht the
"-'u-:l.il.'smﬂ; v Lhink ks the greatest pateatial

 5.14

1

Eauﬂlﬁam Couid you explzin whal yol meah by
B rates?.

Interviewsr; Fismework i8-8 farm-of performans

relaied pay, where Yols woulc-be paid @ fiaed
pisce rate for sath dnityeu groduce

2

Candidate: I'nisgrry, Gl naisay that agam,
a5 | didn't guitecateh what you sgiay
nterviewer: Yoo, of catirse: My name s

R dorngon: and Lo calling T2 dfscuEs o
apphcAtier srcan mberiship aere 20 Arigd
Fiailishers:

%

Caﬁt:tf:‘iat“a" Brcio e That when the company
isusy. Dwodld be reauirad £o work mwertime?

Interviewer: Yo Bubol course overtiing rates
are higherthan normal say.

&

Candidate: s having rouile Reamimg e Can
wot hear mechearty?

Intewiemj:,wa. bcai hieal you yeffa:t.!r this
end, althiouph if vo canl hear ineswael, parfians
' iy ard Call vowl backon-a land bk

5

Candidate: Your advertisemient mentisis
Sotmiiris Eabivie work ok voa tel] giewhat that
oot involve?

Interviewer: Well, basically § means xesping our
recopds af-lodate ang sensing 2 weskiy emal
booaur chents,

8 7]

Candidate; So, it 1i5'-flf&_1':_wjtaﬁd'{.rq:i correctly,
what yaurd saying is the job may imvelve same
avertime? '
Anterviewer: Yo,
ferthis,

6.1

Cophis: Hey Silvia, So e did ibge yesterdayd
Silwizg: Wwiell, | thizik i went well, They were reslly
THEE 3N o D&;*E-sm:m- I really hope they'l olker
me the job, Il |m<‘a B Work Thers,

Seophie; 5o, did you write and t"ﬁz-nk: therm for {3
IRk aVIEIW T

Sibvia: What? No: Thevre going (o me kndw
orice: they've Intaniewed the other Larhaates
and imade & gecsion,

sophie: | know Bul yoasionld sand tham an
ezl ora mote thaniing them for the fnterview
IF it make v scand out Trom the crawd and saon
really professicnal,

Bl yor wodid bepais extra

Silvias 1t sounds §aod but Ldont want T soand.
daqpéﬁ&r{' as itEm bepeing for the ob

Sephiz O course not, Yours net 2ung. o go
AyerThe mp (15T & B et nake, |¢_*!.|n.:_, thern fat
Wi BpETe SAte bas timesand that you're Seridis
gtiont the ioke | think they || be impressed more
ehan aruthing, | weuli he

Silvia: | Ean s o poinl, Skay, sowhat do vol
think | shoutd inclwde in ke e

. .2

Saphle: Okay. Well, first thirgs: st 1F5

Impsttant that vou send Lhe note today Ichexlly

vatl shoukisend itan the day of e inkerview

Silvia: To show ' professkotal, right?

Sophie: Exactly This will imprats e dnte ey

& e Elpj.':ll'f"lﬂﬁ dereiot. di this, SHOWINE than

thatvou're Srganissd and professioal, a5 weil as

keepingyau friEgh incheir mind.

_:-';Ilut_aﬂ."'ﬂ-l-_tay. Tl emall them baday, Bl whiat am

2o, Lo sy

Sephie: Starl, by thanking thaim for having

thie-gppertunity &l abtending an Intensea i

oA CREL reneriber some.Spedific _tnlngt bh_air

he interviewer mentioned, it would begood

e meon these in theletwer THiswill show

that you Pacogtise she implrtance o what the

irterviewer 5ard. All snpkayers are loaking for

applicants who demcnsicale good Ila"errs:g shitls

a-n.d l:r'-e at:.n b A Dl releteed mi’c-hna.u-:-n inta
Sractice

Silvia: 5o Dasicaty | sholid show theim Lial )

“reaily [sperect o what they tad tosawabont Hhe

ik dlurimg the Interview - Ang el thom that |
vl 1 ot '

Eﬂpﬁi'a Yo, but try Ly prove that you reathy
understang what ke job wilkact ety e
Cenhiatistiale thal you cledrty o wrlarEtang the

requirements of the job ang the 't hatbrges That

Uk Sk Wil D Identifying these inyaur lepter
will then alow vou o fo-an rofi-le-tan confdenily
ke yorl) el b ahie 1o da the fol, 2nd missl
these chiaiendsg

“Silviasd eeatiyothin boowld do [heqon: Pee

siready.gol some ldegs Tor sonte things thiat |
could do if | was given the pest

Sophie: Thals graal, and evactly the tpe of
thina you should ingluge yoar tetter. Fowill hetp
tha inberviewer to clEarh see you doling the jib,
Loncrete prattizal. *?.I:J.EEPE‘LW?; Tar T“"'r-i." ol will
1mp17a-ﬁ Ehe inderyreier anc put o T A sreng
[m'rﬂhnn

Shivia: Their 1-'g:I:£jL" i raatly gomd, LUt v Eﬂt

can dez ot Rawd chuld Improves] Leven fUfgHer,

Srphie: Excellent, Bat Bept tail Ehim “3*:&':5. by
Wit you -:EtI:‘:-.i-J_b I you fust-tall theryeit ve pok
an |dea. Ter thiswill gel them really intarested
| ey and make el Wait to spea ko

Ee a'ulrhcv.'.|'1_ﬁ1 yove gal to beosure thal vour
e |5 2 wnmer .

SHwlar 1 15!

S:}q:.hle l:}h arkd [y ramamier qemething
HpOEAR t Livgt wiTdl FOFGer- T menton - duning. the
interview, then thisis the Hmeand place to talk:

ABSULL iTmight Be thecracial ﬂthdurr.g FAEtaE in

geLLinR you e b,

Cilvia: Thapks, Sophia. As aiways ol ve ipanan
o 1T L Lo | B

Sophie: Well, let me khow how vol get_pj_:-;;ni!.
tHen witer they offer you e ol we'tan Zoaut

andcalaiprate!

. 6.3

'_E.-EII mren: Hi, Pad, v "’IEIE-';- L7

Baul: 'm s bit disapoointod: sdiually, Ec'lfr.-.':'i"':-.gg't
thatjol I the bank.

Carmen: Oh no, Hats a real shame You really
w3, gt youd

Paul: Yeah 'It's s disappeinting. And it | wase't

gond cpough to Wil |0 this Bank. ;@rh:upa FFrr
et gocd E'H-DI\_I-:!I.\I!"- L ek (e BEnK

Carmien: Bt 115 not that vowse-nol gasd,
eracgh. You getan interview. alda’t yeu? So they
st haw—- thnu_gnl:' WERLE YT ,gLH.:uLi Efil.:ut'll [EA] E"'."r
YERL A ikErvisw.

Paul: But | dige’t get Thee job did 12 How cPEu].u:-u

‘srpain that T

Carmen: Wall, they hiad Lo chosse sormebody:

Hing [hey musE have Fag iots Ef S rone f;_lﬂl'_|1l§,'5,:'|t'|"""b-
al theintiryien There must have been somissie
[ with evan better experisnee than you.

ar who pertarined petter o6 the ddy in the
[serview G perhaps ey already kneby who was
Eaing o get the jou befure ey stariad.

Paul: 5e whypoto the buther of arranging

i e viss?

Carmen: Seriehimes companies do that. They
have intervizis Decalse they Tave provedures:
tren gar offtce saying they Pave o do |t this
waly, BUT the Intergicmers already Bave a strong
favourite before thby Starl

Faol: Likethe Hose's som L

Carmel: Wobrersssanit my b ooy Lre

spmesne whe did 2 student placement there

ainic ol o7 ekt with everybody. O sofEane
retemmernded by somecne they Ko, I ooutd
e snmeane: they worked swith in d previnus

COmEATY,

Paut: Hib fats ot i

t__a':in‘nén: Aa, Bt The worlo s nok aineays. i, You
ket Svtiat Phe sl IS not'what vou knew it
who ekl kot

Paul: So, Iha".ribn Lgﬂka thance if £ hE‘r’JU_SL give
jobs it thew fiends)

Cavimen: |mnet saying that’s what happens sl
Ehe Himis, e even very-aften: I tee msienty of
cases |'m sUrethe contest |s.genuinely epar. Al
VEn Soving is thal the fanT That yel were tejecied
diese T Aecessarily nean there's something
LT Wil ye

Paul: Mapbe bul it dessn't make me feel i)
bater

Carmen: YWhat cid the.l, say-in ke rejection
betber?

Paak: Oh, thecusual staff Thank you for coming
o thie inderviow, blah bish bk, we regret to
infarm you that your applization hagbeen
pasuccessiul 1T yesould ke 2oy feadback on
vt perigrmiange. biah Wahblgh ./

Carmen. Hang on, that's really ghod. (1 msans
Py cain tell yel st vou did wrang, or wiat
Vi an | rprove, or why they gans the job 1o

SO mEEe AR Yl e E;ﬂl' o PEGuesT: feaddback,
Paul; Mo, Vdai'y fest like it 1 Heﬁrw;;&d
anaugh slready; 1don't need someane | sting all
the things that are wrong wWith me.

Carmen: Ohocome an s net thal bad, They're
it nm‘mga. peepieafter all, and Im strs they )

be e and professicnal. They wanl b leave vou

wikth & good Hmprassien. You're still 2 potential

cuﬂ:ﬂmﬁ: doan’ i‘r}i’{_—,l’-*[ angd puena potential

amployee

Paul: How do vou wor k it st Ty rejectsd.
e,
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Carmen: For this joby yes bul now they know
who you are Znd whatyau can do, ey might.
sorsitar valdor afler mie rhar are miare suitanle
tarpour atants: You coild be the naw basss
S0’ Lefvourite candigate for e nexl sl
Paul: Dad.you really thinh sn?

Carmen; | have no fdea. Bt T’Fvﬂu don’s askfor
fisemack., you'll nevar know,

Paul: Okay, I'll-@iveita gol Howshioud | dow?

B 6.4

Alex; Helio, Alex speaking:

John: Hettn, Ales, 105 John Bradetizw fram King's

Theatre 'm delightad to teil vou that aitsr carefl
congideralion we would ke to offer won thig

pesitlon of demmisteative assisiant,

Alexs Thapk you very much, That's very ggod

o [

Johne Agone disoussad guning the iabareen,

i AT “'?'FE}:I" tis cafber- Wil @ starting salary vif
F28) DO,

Alex; Thals greal, I'd fike to 13ke sofme-fmiete

consider your offer. |53t okaw i 1 t:nmauj: Vel LI'.-“ItI'

a ﬁﬁ‘man 2} mmfﬁ:ﬁ‘m at the latest?

J_::-:E_m- ¥eos ?mata_ansﬁ_ut:ely St A L.'};-Gj."n_ﬂ frawve

any guestions in thesreanting, giease feol fren 1o

give med dall

N 5.C

Adew: Hey Bl giiecn it ? Wing's Thisare-ralled
e this. moering and oifered mie the:bah,

Elfa: THat's great Yol abugys wanled g jolial 2.
theatrein Londoh..

Alex: | Know, Even though | Rrow 185 gaing o be
eipensive; Tiving i Bioziny, I'nt fooking forward,
to maning. [t going b b grast

Ella; S¢ woi e surk thiar this 15 the right jok for
poREand YERLra Nak UST AceeNTnE the firstoffer
vrn gt You epphisd tooa couple of thesires,

icin T you®

Alex: Yes, | applied 1o s number of theatres. But
I really gat o with the interviswer at King's, ard
t‘a,e ctier members of a2 that L mat were really
mice: L oguld see mysaliworking thersa: Plus ﬂ*c
T eSS ﬁrar_u_-.r Ehu a5 weall,

Elfez; Did you nE_,E:Enr'm'tﬁ?

Adex; Wall sortol, They offered me the s&me
starling salacy | mentoned during the inleryiew
Ella: Doesn't thatworey you? Pe_r'ha;:ss vou could
Fiagwi pob Ao i }-pu'ﬂ _pj:_i.r.hled fst Y

Aldex: Periaps, it I'm-Mapgy with it far e, -and
i | dodedl Then 1T be i 3 position Tenegoiiate
AT

Ella; Witk atwul the benelits? Haw much hotiday
will s e

Adeic: ' not really sore, to be hionast, We never
ditugsed it ' '
Ella If Dwers youl, Vaget that slamfied befors vau
officiatly start work, as yeu don't Want 3 hasty
surprise lier on. And whiat abioul vour course
that you've enralicd ar? Are you stiltgomg @ be
able to da 7

Adex: Well, | mentioned the course durling the
interview, and | thade i ciear that the skilis |
W‘Glilﬂ.ﬁ&m i the ﬂﬂdfﬁ&_ﬁ'@lllﬁ gy o) et o
thie fob much more eftectively, s ' prety sure
they T let e o i

Elfa: Aaci villl they pay you while you do the
e Y
e e notsura;

EHa Wetl | Hhink it's worth contacting therr ana
Tinding out whethe they'll be wilhng o pajy you
wihile won o Bhecoirss, 1F5 ot sty Dhul ifs
worthErine: '
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Aden: Yo' rigtit, Tligive them a.cak

Ela; And then ﬂ.ﬁwwﬂedﬁ wiak shouid send 2.
farral acrepiance lener as well

Alex: 15 that really necessary?

Efia; Weell i yain Stats in wrising your

LS t.andfmg_ni e berms ol erbiogsent;
this will help dzar ug-armypotEntial

PR et s b.&fu:n*e tham t:an pErcHieE A
prablem,

Ay Sovvwnat wontd | pur i

Ella: Cheay: Getorp & penanda ploge of pamer
a1l hals v plaﬂ it,

6.6
Ellz-Cay, s inan @eceptonce |etter the fiest
Ehirg tg des s Thank wl“rc.mrpr made you the

Jelx ciier, and Lien ke 1L clear that il Fraee

gedided ko aceept ik

Bleat: Dhay, et that: That's it st it

Elta: Ok nio. YeuTe: missing the peint ol writing
the iscier You shouid use yaur aceptance letier
to restate the basic ferme of ErElnyment &3
o Enderstond them, incletiog hoirs per week;
satary and benefits,

Aldex: And t%m'is thie seoend part uf HER SR
Elta: ¥es This lotter s ot a crm A, Ll patling
T NG your- understanding of the terms:

o Er“m-ln;:-ym-ent wiil heln’ avaid- &ty Dotendal
mizundenptanding s,

Adesc Usee \What's aeptd

Efa: Well, Lhen ' reosal any instruchions you
i-‘-.n":rr“~ BV »,lu{.rug. I,ch-P ke ey, Suth. 25 Vaur
stacng date, w@rhrng noyrs and.sohon

A Wiiat absnt iy guestion aBout my kokiday
aliowanre?

Eila: ¥a5, this i the time fo renuest Darfdanon
of any terms of empleyiment Hiat ware NHELE T
|hr~ Ftervicw or har converndd WY :«lfrf_rl.--al s,
spsmur gueskiog atieil falidiay |rave, To
pxamole, '

Adex: Are that's it?

Etkar det aute, You've getb boand with some-
midre positives, 56 1 ekt to Expreas how much
vonre heking forwaid fo-starting the jok, You
couid oven mentiones gouske of Sspects of the
post Heat you thik yau'l perteudary enjoy And
OF COLrSe, yel've gof to Snsurt your acceplancs
letter is:professional loeking — cneck it carefulby
for an_l,.l Br ar'lmam:-:l rri=ta s, T&'E"‘-E. BrrGirs: and
rm-a,ur:rlr wiirds, Actisah W AR SeL teicghits iy
dion’ L o send e e firsk d-n;:‘.'- Ullroel read it
I’-fg:r g.'uu_?f F oo whal vour Em_al.s arg |ije!
5.7

Alex: Helle, ThisisAlea Meschen Could pos put
s Lhy I.I-..J-gl‘h L Harisborne. |::he.;|5|._.’
Reeeptionist: ¥es, of course, ' wutputmu ori
Rold for & minute aqd B you Thredigh.

KHarl: Helle, Alex, What car l'deforyiu? 'm
alraldl we haven't made-a dacision et L WETH
clilf in the provess of intervigwing Landigates fo
the pogitig. '

Ao Mo | o Artually, Fordalling as |'vebean

offebed a joli alsasihare which | kave sccepted.
Karl: | seq
mf‘ﬂ’ 1 just wanmed to let yolknow | 3isu wanted
e sy thal | re sty erfoved masting » VeI ES
HETY, (5 ere | L;- wer - bearn-and e working
"I”'LFGTI mientat the. EFE-mWEH
Warl: Thark vou for sayingso. | wetd say that
e réere GlEn imiressed: t-'.l J.:4:-:1" interview and
I'm sorey by near that you've accepted arcther
lelx. But | understand vour declsion, | wish oy
fhie very ’a-F*st gt lick.

Adex: Thank yoil very mich,

Harl: Apd (f 'r"unE_t. 't kool maka Eifia
Lhal wau gie mea fing and ['ses i we've goi
SN LB wees e nfher Yo,

Alme That'svery kind-ofyous el ds:

Kert: Thanks for lettag us fnow ' like this:
Aless 10s e least- b could do, Thank you for
ghvifig me the chance te talk ahoul possible work
71 e Fheasre

N 6.8

Receptianist: Future Designs. Charlaite
Sprdking.

Tomasz Helin, Myengme s Tomass Filipek | ad
an interview with yous company last weeak Jor
The @rapic designar's fon, | was oo doring it
ealle speaks o MEdoknsoR?

Receptionist: Yes ofcourse U just g v
through.

Mg Johnsen: Hello, lormess, iVe-good o hear
fromm _',ﬂ'u

Toniasz: Hélle, Ms Johinson. Thank yau very
minEh for oiering me the ok oF graphic -:#Pslgi
M5 dohnison: Youre Ve NEL s Hiaie Vit
made: a-decisidg yer?

Tom agi: m-‘-.#elr Frzally d[..prm:ld-te the lire vou
SHENE taiking i me abc:-ut the fel-and the
company and b een s very iiflicult degshon,
Hawevet, | have decded nos to dueepl the jeku
Mg Jehnson: OF, rhat's a grear shame, Can |
Ask-wlhy®

Tamasz Wl | was really imsrassed By the work
FoUCcoRipany dpes especially vour m:l'-.ﬂrticﬁ.n.g.
campa‘i:-;g:ns Tar s ar retailers, and ko it
Wl ve heen & aocd dppartunity for e, But
tve recently been ofered another job which: I feel
18 mare- st g my skl and hiteresis.

1 £ -jﬂﬁﬂ'_sﬂn: | appreciats the GEch that O
vcellek B iet e Aacwy, althougl o8 2 shame Wl
Wl b oining ws wish von the best of [uek for
EhaETLT e

Tormasz: Thank you very much.and thank vou
Agalnfar your me, '

Ma Jehmson: Yeu're Wieltome, Googiys.

Tomasr: fanolne

6.9

1

Employer; Whal surk of saiary are you looking
fiof. Arndy®

Aricy: Well, in iy last job D pand £ 18000
andd I'd be hoging tooearn more than that now
corsidering my Ievel of exgerients

Er‘i'rpie::iyﬂ-i" Ve e GErtainly Fie sbile o match
eat, and even offer ¥l ﬂl.gnr'sr BRCE e Hewy does.
a-slarting saliryof £20,000 sound?

Andy: ILsgundsvery good

Empi-l::yar Exce: EF' Al we |':-ee5: to g now is
o e O STl ot o =T

Anidy: Great,

Emplayer: What sort of salary are Vou lecsing

R‘er I"-FH,HI

ik Wl | kW veiare 3 well-establiched

SOMpATy WIth @ repsiation for looking after

your people well se | éxpect you will be-oifering

ampioyITEnt at the market rate,

Eihph_j:f}-é-,_-f 'n.-_:é:s-. That s very wue, -mlt-‘;-'.‘_jé'_-l'.-ﬁ*.{E'

tostart somewhare: sa el me, wiatare you
axpecting?

Mick: P—Lrhc.pa. yeb il tell pre whial bhe range

iz for tl.:s GsiEion, aE | migr‘t b temipled 1o

LSS n‘y;;arf Tl g%m afiglse



Employer: W, th-" range Tor thisnost e
BetwEer L4 T anN Aand S5 4 000

NEch: | spe. Siven that Ihave five years fli-time

expatiance in shiis i, and havean A how far
U The Ian.;a_:a wasld you be able 0 ufﬁ;'r SO EORE

e e lfE

EmpE;}yer W ke L pkins W the regivr ol
S4T.000

[ R T 4

E-nfpl-:!yﬂ' Bt in your cass, rehside rrr'u,{ WRLAT
speCific previous crmgloyment ERperite e
couid offer 543, 000 plus a 52 000 sarting
MNick: Fhank vor. Could you Lell me-how ofter)
chy Tsreiiesed here?

Emp}a_;.er Marmally aRcE & 'p@ur The fERE ay
revien tsdiee 0 Setober

Micks Weld | b sritied fir x pay reviowal this
gint—- ’-'..‘L-|3l|-Eﬂ of covrse; tn Iy Satisfetony
pErfolmance | the pomticn?

Employer: Yes, that's reaspnabie

N 5.10

Gra:e Gy, Glwpr what did w'u thimg ot Andys
s-aiar’y rmguawuﬁ? M g0t whal he was loeking
for

Exlver: Thats:trae, bub | think Dewas a. it 1zl
| wery et gt | Hoveouid be thar Easy [y mast
paupie Anymay, hedosear ever i Wt e
el Havegor. He might ave gob marg f he'd
b the rregc:-ﬁa‘rmn EamE [ e nETt{-r
Grace; What'un you I'nF-an-"

-D‘:wa;', He nacte the chassis mrs;l:;»;l:.r:- oF
INENTIETIE his desiped salary fret before
establisting what the.employers rahge jor (he
pslrivn was. Hetay be Hapsy with thi offer,
Lt heEs unanan that perkaps e could hans
tizen afferod 3 bigher stacking satan: He also.
fallad o discuss any frinae benefils,

Grace: Fringe benahts?ou moan thmgs fike
heliday gniidement Wit cover mabile phone;
CorfpaTy o

Oliver: Exactly When these are added.on e
satary it can nigke a: sigrificant difierenca
Grage: Lgues.s W thinf "-Fch':-.;ag_:-ru{rurh s
v niore Successul?

Qliver: ¥es: Hisappresch was o K2ep lhtc,g-.-m.g
e gquestion L-uar'h bt b ermploen, fercing fime
fo.stEle 2 ranae fr:-r thi p:ﬁltum IEis & proven

fast thatan slirmosi all ném:rt SHGN CAsEs) nidewer

mentions a flgure first ends up with: the worss
deal.

Grace: ‘E'hu ok makes a lat of SERER, Now ¥
menkionat, | alen really liked tiwe way fhal alter
e (Ritdal pier was mads; Mgk sraved silent,

which gt prossupe on the [nteryisnen i (mgrove

thdtirst gifer,

E:im:r- Yoo IEworked, but hewas alsd lucky
nerg, asoftan the interviswer might bt have e
power 10 make that s

Grace: Yean, Lheras na poin Urying to fegotiate
i e not talking Lo thes person Wit makes.
the decksons, Angther taing | liked about Nick's
{anics was that befors agreaing Lo the nifer Ag
estanlished when s gay will be révigwed. This
opens b doos to fubarg KrRases,

Oleer: ¥os, indeed. He agteed b the Gffer al tis

paint. Bl ¢o you think s -:E"ISIIJH h‘ave £ EveH
ARG

Grace: |Fhe wisextremaly confisent ol e
.:u:mh-:}n and the employer's desiie G employ
il Iﬁxﬁuhﬁ nawE continued Lhe |1Fa'g-:}f.|$l1:|-:-n
by Baying something like: Fam ver y ke tojoin
YETIE EORIPENY, Hewever, | INSS cxpeiiing alarger
salary a_l':h-'.mgh that's 9 pmw risky stratagy.

Vi Ve-pot B rerEmber That onice you have
E!lfi""f'ﬂt“l bia-an pifer you wartL e able boAtiem Bt
b i prove It

Ohver: Yeah ‘ﬁﬁt.w: redlly gat 1o be sure they
i L ﬁaﬂt} ety Thﬂ'f Haue wou pat a0y
otber pegatiation tos?

Grate; The main pigce of acvice 1 give iz i crs
It the i f*g':l'[ EHlE I-;t'|5:n*;'n..||r|'.:,L | harger FSLE T
the |GD, andg the range the: srmphaver s for thie:
posilion You ve gat koo your resegreh i th
comipany: and krgw whal yair g gt 1o offeT

Diiver: Although | wedld sty tnat when o Glary

raEe s giver (1 a ot advert, Tl WSS PO A

Teroves b Ehe interviewer thal o hiaue: -*}sf,fn iy
briawiedie of the job and the ergarisatisn, you

weld 'ﬁn_’-:lb“atlh' Suppifered the postat Hhe-ioner
et t"tﬁ! Erale.

Grace: Thdtahue, bl a5 leng as. *."‘:uu 3]
negetiiting from 3 [.'lQElJ‘.TﬁI’: ot ,.wu.se* WEEET i
Kngiy they Faally want ey, and you'ts tatking e
thedacision makers. you've gol e roal "|TﬂT‘|'.'F
Oliver: Yas, you cartainky can't fEgotiate wnen
v ' st ome fzﬂr ATy A datf_s e Ty
e b Sior-isted. Only orce you ary the
firy e candidate tha gre they Want'o irs shigulag
Yo star'l 3ty ﬁe,-gﬂfl"ufmr-l*'

Audioscript

g5



