> UNIT 3: JOB HUNT

» JOB

Vocabulary list

employer

employee

staff, personnel

to fill in the form

to appoint

to recruit, to hire, to employ
to shortlist

to apply for a job

to offer someone a job

to accept (a job)

to turn down (a job)

to interview

to resign, to quit

job interview

job satisfaction

applicant

HR (human resources)
employment agency

to do a job

CV (curriculum vitae), resume, résumé
cover letter

qualifications

professional skills

work experience, work record
expertise

references

referee

part-time job

full-time job

current job

previous job

permanent work

temporary work

to recruit

headhunter

psychometric test

vacancy

position

unemployment, redundancy
career ladder

promotion

competitive salary

well-paid job

paid leave

perk

bonus

benefits, fringe benefits

work permit

extra pay

extra hours

to meet requirements
flexitime

challenging goals
responsibilities

to be responsible for, to be in charge of
executive

CEO (Chief Executive Officer)
CFO (Chief Financial Officer)



Task 03-01
First, read the texts below paying attention to the words and phrases in bold print.
Recruitment

The process of finding people for particular jobs is recruitment or, especially in American English,
hiring. Someone who has been recruited is a recruit or, in American English, a hire. The company
employs or hires them; they join the company. A company may recruit employees directly or use
outside recruiters, recruitment agencies or employment agencies. Outside specialists called
headhunters may be called on to headhunt people for very important jobs, persuading them to
leave the organizations they already work for. This process is called headhunting.

Applying for a job

Fred is a van driver, but he was fed up with long trips. He looked in the job vacancies pages of his
local newspaper, where a local supermarket was advertising for van drivers for a new delivery
service. He applied for the job by completing an application form and sending it in.

Harry is a building engineer. He used an online job search service. Having found an appropriate
position, he made an application, sending in his CV (curriculum vitae, i.e. the ‘story’ of his
working life; American English: resume or résumé) and a covering letter (American English:
cover letter) explaining why he wanted the job and why he was the right person for it.

Selection procedures

Dagmar Schmidt is the head of recruitment at a German telecommunications company. She talks
about the selection process, the methods that the company uses to recruit people:

‘We advertise in national newspapers. We look at the backgrounds of applicants; their experience
of different jobs and their educational qualifications. We don’t ask for handwritten letters of
application as people usually apply by email.

We invite the most interesting candidates to a group discussion. Then we have individual
interviews with each candidate. We also ask the candidates to do written psychometric tests to
assess their intelligence and personality.

After this, we shortlist three of four candidates. We check their references by writing to their
referees: previous employers or teachers that candidates have named in their applications. If the
references are OK, we ask the candidates to come back for more interviews. Finally, we offer the
job to someone, and if they turn it down we have to think again. If they accept it, we hire them.
We only appoint someone if we find the right person.’

Now, use the above terminology to replace the underlined words or phrases:

Fred had already (1) refused two job offers when he went for (2) a_discussion to see if he was

suitable for the job. They looked at his driving licence and contacted (3) previous employers Fred

had mentioned in his application. A few days later, the supermarket (4) asked him if he would
like the job and Fred (5) said yes.

Harry didn’t hear anything for six weeks, so he phoned the company. They told him that they had
received a lot of (6) requests for the job. After looking at the (7) life_stories of the (8) people
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asking for the job and looking at (9) what exams they had passed during their education, the
company had (10) chosen six people to interview and then given them (11) tests on their

personality and intelligence. They had then given someone the job.

Questions

e Are there any people or companies which help businesses to find employees and people to
find jobs? How do you think they work?

e What are the ways to look for a job (both mentioned and not mentioned in the texts)?

e If you have come across an interesting job application, what is the application process?

e How do recruitment companies or HR departments select prospective employees?
BEC materials

Task 03-02

Look at the pictures which show people with careers that are considered exciting or glamorous.
Compare and contrast two of the pictures and say what you think each person’s life might be like,
and what each person's personality might be like.

Discussion: Which of these people would you most or least like to be, and why?



Task 03-03
Read the texts below and answer questions 1-6.

A

HELP - snack bar serving person
Bright, friendly, experience not essential

Energy and enthusiasm an absolute must
Sat & Sun only
Call or drop in at Kingsway Centre, Melbourn/Royston.
Tel: 056825 82503 and ask for the Manager.

B

Granta Hotel
requires a part-time silver
service waiter/waitress.
Only applicants with experience
and good references need apply.
Excellent wages, meals on duty.
Tel: 06012 56329 (office hours)

C

WANTED from January till July, a nanny/carer for
Toby, 2 yrs. Formal qualifications not as important
as a sensible, warm and imaginative approach.
Hours: 8.30-5.00 Mon-Fri
Car driver essential, non smoker
References required
For further details phone: 06379 55836 after 6pm.

D

Cleaner required for 12-floor modern office
block in the Station Road area, St Ives.
2 hours per day. Mondays to Fridays —
to finish work before the offices open
Wages £80 per week.
Tel: 03726 570742



Questions 1-6

E

Mature, experienced
Administrator/$ecretary

for soft furnishing company, working
within the hotel industry
Hours 1pm — 5pm, Mon — Fri
Phone: Mr S Quinn 03826 84285

F

FULL-TIME COOK for a new and exciting café venture.

Good conditions. Pay and hours can be negotiated.
Apply Red Cafe (03926) 49361

G
50-Seater Restaurant
TO LET
Ideal for very experienced person looking to
start up on their own.
Located on busy A10 road.
Reply Box No. P653, Newmarket Newspapers Ltd.,
51 Cambridge Road, Newmarket CB8 3BN

Look at the seven job advertisements, A—G, and read the descriptions of people below. Which is the

most suitable job for each person?

1

A Ui A W

a person with two small children who wants a few hours a week of unskilled work in the early

mornings

a person with no experience or qualifications who is looking for a short term fulltime job,

Monday to Friday

a lively student with no experience, who cannot work on weekdays

a person with more than 20 years’ experience in catering who would like to run a business.

a catering college graduate who is now looking for his first full-time job

a person with many years’ experience working in hotels who is now looking for well-paid part-

time employment in a hotel

IELTS materials



Task 03-04

Choose the best word to fit the gap.

1 Nearly 300 people ___ for the job that was advertised in the local newspaper.

A applied B hired C accepted D employed
2 Before you ___the contract make sure you have read it through carefully.
A offered B refuse C sign D receive
3 For many people job ___ is more important than a high salary.
A satisfaction B expectation C achievement D acceptance
4 You should always ___in the application form as honestly as possible.
A sign B send C treat D fill
5 The company needed to make job cuts so they asked staff to ___ for redundancy.
A offer B choose C volunteer D select
6 Do you know that I applied for a job? Well, I've been ___ for an interview.
A attended B offered C applied D called
7 I've ___five interviews so far and still haven't been offered a job.
A attended B offered C applied D called
8 Employees are allowed up to three weeks unpaid ___ a year.
A absence B vacation C time D leave

9 In the end I decided to ____ the job and started last week.

A accept B quit C offer D attend
10 Carol’s reliability and confidence make heran  employee.
A idealized B ideal C idyllic D idealistic
11 This job looks interesting. I think I'll ___ off for more information.
A ask B apply C send D call
12 The interview panel’s  impression was that Sam was the most suitable candidate.
A overdone B overall C overbearing D overblown
13 Many people would jump ___ the chance of working for a successful travel company.
A off B in C at D over
14 Although I am a very junior member of staff, my ___ prospects are good.
A long-lived B long-standing C long-winded D xx

15 Unfortunately there is still a lot of ____ against older people in the workplace.
A distraction B discrimination C discretion D distortion



Task 03-05
Read the job advertisement below. For each question (1-10), write one word.
Employment with Kinson plc
Staff Support Advisers required

We are a newly-formed division of Kinson plc, (0) one of the UK’s largest quoted companies, and
provide business customers (1)___ that combine leading-edge e-commerce technology and an
integrated nationwide customer support network.

The formation of this new division has created a number of exciting and challenging roles within
the call centres of two (2)____ our seven sites. We have vacancies (3)___ Staff Support Advisers.
Working closely with the Business Managers, your job will (4)____ to gear the business up for the
challenges ahead by implementing a programme of radical change. When completed, this
programme will enable the management team to use our people resources more effectively, and
(5)___ so doing facilitate the implementation of our company’s business plan. You will be involved
in all aspects of human resources activity, including providing advice and guidance to your business
partners and policy development, in (6)___ to implementing any training and development
initiatives the company may launch from time to time.

We are looking for talented individuals (7)___ good generalist grounding has been gained in a
customer services or customer-focused environment where your flair and ideas (8)___ currently
being underused. You must be able to influence business decisions from a human resources
perspective and create innovative solutions. You should also be a resilient, adaptable team player,
as (9)___ as having a track record of coaching others. In return, an excellent salary and benefits
package is (10)___ offer. The successful applicant will have the advantage of outstanding
opportunities for personal development and advancement.

BEC materials



Task 03-06

You will hear a man phoning to enquire about a job vacancy. As you listen, for questions 1-10,
complete the notes, using up to three words or a number.

JOB ENQUIRY
e Work at: (0) a restaurant
o Type of work: (1)
¢ Number of hour per week: 12 hours
e  Would need work permit

e Work in the: (2) branch
e Nearest bus stop: next to (3)
e Pay:4) £ an hour

o Extra benefits:

— afree dinner

— extra pay when you work on (5)

— transport home when you work (6)
¢ Qualities required:

- (D

— ability to (8)
e Interview arranged for: Thursday (9) at 6 p.m.
e Bring the names of two referees
e Ask for: Samira (10)

IELTS materials



Task 03-07

Look at the pictures which show jobs that people need special skills to do. First, talk to each other
about the special skills people need to do these different jobs. Then decide which job you think
should be the most well-paid.

Discussion:
1. What is the best way for people to choose a career?
2. Which is more important, to earn a good salary or enjoy the work that you do?
3. What do you think makes an ideal place to work?
4. Which is more useful for a young person, going to university or getting practical work
experience?
5. Do people doing some jobs earn higher salaries than they should?

Task 03-08
Now, read about the next step in getting a job — writing a CV. Fill in each gap with one word.

Cv

Your CV (or resume, as it's called in the USA) gives a potential employer their first impression
(0)_of you. Having seen (1), they’ll decide whether or not to invite (2)___ to an interview.

There are several points to bear in mind when writing your CV. Perhaps the most important
(3)___ is that you should remember what you are trying to achieve. This is to be invited for an
9



interview. If your CV is disorganized and untidy, the reader might assume that you are, too.
Presentation — how your CV looks — is important, as well as what you include in it.

(4)___ point is that showing you are the right for the job is not enough. You (5)___ need to
stand out from the other applicants. This doesn’t mean that you should write your CV on a balloon,
or do any of the other strange things that people sometimes do to get attention. (6)____ does mean,
though, that you should show that you have thought about the company you are applying to, and
about the qualities they might be looking for in the applicants.

(7)__ might include an ability to work in a team, for instance. You can demonstrate that
ability, even if you haven’t had any work experience, by fact that you belong to a sports team or a
club committee, or have helped to organize an event. Most people include all their selling points.
(8)__, though, do not, for fear of seeming to be showing off.

BEC materials

Task 03-09
Translate the CV instructions into English.

Eme o BameM Resume, niu CV nokaxeTt, CTOMT JIA ¢ BAMHM BCTPEYaThCs

B Poccun ¢opmupyercsi HOBBIM STHKET st HOIyIuX padoty. OIUH U3 ero BaXKHBIX JIEMEHTOB
— muaHoe pestome, wiu CV (ot matuHCKoro curriculum vitae, «omucaHue Xu3HU»). YeM iydine
oopmieHo pe3oMe, TeM OOJIbIIIE Y BaC BO3MOKHOCTEH, IIPU MPOYUX PABHBIX, IPUBJICYh BHUMAaHUE
K ceoe.

Wcnonp3yiiTe KpynHBINA, KPAaCUBBIA U JOCTATOYHO XKUPHBIN MIPUQT A7 pacliedaTKy Ha Ja3epHOM
Wwiu cTpyiiHoM npuHTtepe. Ecnu pestome oTmpasisieTcss mo Qaxcy, TO JIydlle pa3MeCcTUTE €ro Ha
oJlHOM cTpaHuIe. TekcT KpacuBO pacnosoeH (Mo, HHTepBajbl, OTCTYIbI): TOT, KTO YUTAET Ballle
pe3roMe, TTOUTH BCerJa TOPOMUTCs, o3ToMy Bce yacT CV JOMKHBI ObITh yIOOHBI JIsi OBICTPOTO
BOCHIPUATHS.

B pe3tome Ba)XKHO HE CTOJIBKO TOYHOE HAa3BAaHUE JOJKHOCTH, a Balllkd 00SI3aHHOCTU U PE3YJIbTaThl
pabotel. [lennocms kawmoudama onpeoensiemcsi e2o onvimom. VI30eraiiTe HEHYXHBIX JeTajeu:
MMEHa JIeTel, ajipeca NpeAnpusTuil, Homepa JuIioMoB. COBEpPIIEHCTBO — 3TO KOI/Ia OTCEUEHO BCe
JIUIIIHEE.

Tunuunoil omMOKOHN SABISETCS MPEACTaBIEHUE PE3loME Ha MHOCTPAHHOM SI3BbIKE /ISl BaKaHCHUH,
3HAHUS HHOCTPAHHOTO s3bIKa HE TPEOYIOIIEeH.

Ecnu BBl MOXeTe fenaTh MHOTO pa3HbIX BELIEH, TO HE TOPONUTECh 000 BCEM MUCATh B PE3IOME.
Crnenmanuct 00BIYHO IIEHUTCS BBIIIE, YeM «MacTep Ha Bce pyku» (Jack of all trades).

PaGoronarento ckopee MOHPABUTCS YEIOBEK, KOTOPBIM CEPhE3HO 3aHMMAETCd HWMEHHO TeM
JIeJIOM, JJIsE KOTOpOoro Tpedyercst pabOTHHUK, U B HEKOTOPBIX CIIydasX CBEJACHHUS O JOMOJIHUTEIHHOM
00pa30BaHUM MOTYT IIOBPEAUTD.

CocraBnsisi pe3loMe, MBICIIEHHO TpeJCcTaBbTe ce0e 4eloBeKa, KOTOPOro HeoO0XOAHUMO
3anHTepecoBaTh. OIEHUB C ATOW TOUKH 3PEHHUS CBOE PE3IOME, BbI HABEPHSKA 3aXOTHTE YTO-TO B HEM
YCOBEpIIEHCTBOBATb.

1. 3aro/10BOK U KpaTKHe OCHOBHbIE CBeeHUs] DTO 00s3aTeNbHBIN pazjen. YKaKuTe KpYyIHO
CBOIO (paMmiIMio, UMS M OTUECTBO. AZipec U TeneoH yKa3bIBalOT MeHee OpockuM mpudrom (mpu

NEpPBOM 3HAKOMCTBE 3Ta HWH(OpMalus BTOpPOCTENeHHa). Bospact mydmie ykasaTh: Halu
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paboTonmaTenu 3TUM OOBIYHO WHTEPECYIOTCS, HECMOTPS Ha (POPMAIBHO CYIIECTBYIOIIUN 3anpem
ouckpumunayuu no éospacmy. CBeJeHU 0 CEMEHHOM IOJIOKEHUH W HAJIMYMU JETed MO ITOH ke
MpUYMHE JTydlie yKaszbiBaTh. (VICKIIOYCHHWEM SIBIISIIOTCS CUTYalldd, KOTJIA €CTh KaKWe-TO BEIIH,
KOTOpBIE MTOTYEPKUBATH HE XOTEIIOCH OBI).

CaeneHusi 0 TPaXKIAHCTBE, MECTE POXKICHUS U HAIIMOHATHHOCTU OOBIYHO JIYYIIIE HE YKA3hIBATh,
€CJIM Ha 3TOT CUET HET KAKUX-TO OCOOBIX COOOPAKCHHUIA.

2. leap u kpajgupuranusa OopMaabHO HE 0053aTEIbHBIN, HO HA CAMOM JI€JIe€ OUYCHb BaXXKHBIM U
JKeJlaTeNbHbI MYyHKT B pe3tome. Eciam Bbl pearmpyere Ha KakKoe-TO KOHKPETHOE OOBSBICHHE,
CKaxuTe 3T0 npsaMo (uenb: «[lomyuyeHue AOKHOCTH...»). Eciu ke Bbl XOTUTE, HallpUMeEp, YTOObI
BaMHU 3aMHTEPECOBAIOCH KaJpOBOE areHTCTBO, OXapakTepu3yite cBoro kBanudukauuio («Ksamu-
¢bukanysa: GUHAHCOBBIM TUPEKTOP C ONBITOM PabOThI B MPOMBILIUIEHHOCTH, 3HAHUEM aHTJIUHCKOTO
S3bIKa, OTEUECTBEHHOTO U 3aMa{HOTO OyXydeTay).

3. OnbIT padoTsl OOs3aTeNbHBIN U BaXXHEUIINN pazfen pe3tome. PaboTonaTens 0ObIYHO HILET
YEJI0BEKa, UMEIOUIEr0 COOTBETCTBYIOIINE 3HAHUS, OIBIT, HABBIKM U CBSI3U. 3alIUCU B 3TOM pa3fele
JTy4llle pacrnojaraTb B OOpPaTHOM XPOHOJOTMYECKOM TMOpPSAKE, HauyMHas C IOCIEIHEero Mecrta
paboThI: UeM cBe:Kee ONbIT, TEM HHTepecHee I padoToaaTeJisi.

VYka3piBag MecTta paboOThl, cTapaiiTecb KpaTKO OXapakTepH3oBaThb BUJ AESITEIbHOCTU
MPEeaNpUsATHs, Balll KOHKPETHbIE 00s3aHHOCTH, 00BeM pabOThl M, €CIU MOXKHO, PE3yIbTaThl.
MOoXHO BKJIIOYHTH paboTy, KOTOpas HEe OTpa)keHa B Balllell TPYIOBOW KHIDKKE, HO MOXKET OBITh
MOATBEPK/IEHA OT3HIBOM PEaTbHOIO PYKOBOJAUTETIS.

HexenatenbHo, 4yTOOBI B pe3loMe KaKHe-TO MEPHOJbI BPEMEHH OKa3allMCh HEOTPaKEHHBIMH.
Cnyx0y B apMuu yKaxuTe B pazfene «OnbIT padoThI».

4. ObpaszoBanme Taxxe oOs3arenbHBIA pasgen. Ho cBeneHus m mopsaoK MX pacroioKEHUs
JOJDKHBI OTpENeNIAThCS LEeNblo pe3toMe. Ha mepBoe MecTo MOMECTHTE [IaHHBIE O «IJIaBHOM
00pa3oBaHUI», OTIPEICTISAIONIEM Ballly CErOAHSIITHION KBATH()UKAINIO.

5. NonoanutenbHass undpopmanus OrmpenereHHbIE JOMOTHUTEIbHBIE CBEIEHUS MOTYT IO-
BBICHTH Ballly MOTEHIMAJIbHYIO IIEHHOCTh: O 3HAHWU WHOCTPAHHBIX SI3BIKOB, HaBBIKaX pabOTHI ¢
KOMITBIOTEPOM, BOJIUTENHCKUX MpaBaX M HAaBBIKaX BOXKACHHUS aBTOMOOWIIS, MOE3JKaX 3a pyoex
(ecTb MOMKHOCTH, ISl KOTOPBIX 3TO — TMOJIOKUTEIbHBIA (akTop). MHorma memnecoobpazHo
oOpatuTh BHUMaHuEe paboTojartens Ha creuuduyueckue KadyecTBa (HampUMep, TOTOBHOCTH K
HEHOPMHUPOBAHHOMY paboueMy JTHIO U KOMaHAUPOBKaAM).

Nudopmanus 31ech MOkeT ObITh JAaHa W00 €AMHBIM OJIOKOM, JHOO B BHAE Oojiee MEITKHX
(parMeHTOB ¢ OT/IEIHHBIMU 3aTOJIOBKAMHU.
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Task 03-10
Study the sample and write your own CV for the job you would like to apply for.

JOHN H.DOE

19 Spring of Freedom St. Apt. #73
8700 Budapest, Hungary
Phone: 36-1-555-1234
Fax: 36-1-555-4321

EDUCATION
2000-Present Central European University, Budapest, Hungary.
MA in Economics. Thesis on IMF policy in South Eastern Europe.
1995-1999 American University in Bulgaria, BA in European Studies.
Graduated magnum cum laude with a GPA of 3.5. Minor in Law.
EXPERIENCE
-] 998-2000 Reporter, Channel 1 Television. Warsaw, Poland.
Responsibilities included writing and reporting on Eastern European political
and economic transition.
1997-1999 1997-1999 Country Manager, Acme Inc.
Bucharest, Romania.
Duties included market analysis for Romania and Moldova, business and
government affairs, and supervision of employees
1995-1996 1995-1996 Intern, Parliament of Slovenia.

Ljubljana, Slovenia.
International liaison with the Intemational Affairs Committee.

RELATED INTERESTS AND ACTIVITIES
1996-1999 1996-1999  Class President, AUBG. Managed academic and social activities.

1998 Model United Nations. Cairo, Egypt. Represented Somalia as a delegate in a
parliamentary simulation.

1997 Member, Youth for New Political Parties. Coordinated conferences, fund
raising and campaigning.

-HONORS AND ACHIEVEMENTS
2000 Awarded Best Speaker by the International Debate Club

1999 Member of International Exchange delegation which toured the United States
and Canada.

OTHER INFORMATION
Languages: Czech (Native), Romanian, Russian, French, English

Interests include sports, politics, reading and movies. Traveled throughout Europe, North America and
Africa.
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Task 03-11
Study the instructions how to write a cover letter:
Introducing Yourself Through a Cover Letter

It's the first way you introduce yourself to a potential employer — and it can affect whether or
not he or she bothers to turn the page and even look at your resume. It's called a cover letter, and
sending a resume without it usually means your CV will end up in the trash.

Consider the strategy of sending a resume from the point of view of the boss. If you were hiring
someone for a position, what kind of introduction would you require from candidates? Would it
suffice to send a general resume that doesn't even mention the position you are seeking? Or would
you like to see someone that has basic knowledge about your company, the position and can assess
his or her strengths and skills concisely and directly in the package of a professionally prepared
letter of introduction?

Think of a cover letter as a marketing tool to highlight your most attractive features and make
them known to the ones doing the hiring.

Be brief. Don't go over your entire work history. Highlight one or two top accomplishments or
skills. The rest you can save for the interview.

Explain how your experience makes you qualified for the position. Even if your background
may not perfectly match the job, explain how your experience is relevant and has prepared you for
future work.

Quality over quantity. A cover letter should be used to target a specific job at a specific
company, meaning you should tailor each letter that you send.

Know to whom you should send your letter. The more influential, the better. You need to
know the department head or person who will be screening resumes and address the letter directly.

Always send a resume with a cover letter. Sometimes you could send only a cover letter as a
follow up to a conversation with a contact in a company.

What you need for a successful cover letter.

1. Your return address, phone number, should appear on the top right hand corner of the letter.
2. Include the date just above the beginning of the letter.
3. Begin with salutation: «Dear Mr./Ms./ or Mrs.» followed by the individual's last name, then a
colon (:). If you are applying to a blind ad and don't know the name of the person, it is acceptable to
write «Dear Hiring Manager».
4. The first paragraph should state immediately which position you are applying for. Also, you
may want to include that you are responding to an advertisement, with the date of its publication.
5. The second should provide information about why you would be beneficial for the company.
6. The third should mention your knowledge of the company or the industry in which it operates,
and why it would be interesting for you to work there.
7. The final is your closing, and can specifically request an interview — but don't forget to include
the time of day when you are most easily reached. Follow up with a phone call after a few days.
8. The closing should be simple — “Best regards”, or “Sincerely” are always appropriate.

While these are simple guidelines, they cover only basics and can be varied. (You can also see
many sites on the topic on the Internet.)
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Task 03-12

Study the sample cover letter and make up your own cover letter to the company you would like to
work for.

Mark Diamond 4701 Pine Street, #K-13 Philadelphia, PA 19143 Tel. 1-(215)-748-3037

April 2, 1992

Dear Mr. Marinichenko:

I am a first-year student in the M.B.A. program at the Wharton Business School in Philadelphia.

I understand that you are heading the independent Ukrainian airline. I have heard from my friend
Mr. Bill Eastmann, a student at Duke University's Fuqua School of Business, that you might wish to
have an American M.B.A. student work with your airline this summer as an intern. I am very
interested in the possibility of such an internship during the summer of 1992.

My professional experience has given me an in-depth knowledge of the air transportation industry. I
have, in particular, worked for Americam Airlines, the Federal Aviation Administration, and Kurth
& Company, Inc., an aviation consulting firm where 1 was Manager of Airline Analysis. My
responsibilities included the study of schedules, fares, equipment selection, and financial results.
Notably, I prepared numerous feasibility studies for both jet and turboprop routes, including
passenger and pure cargo service, for proposed transatlantic and transpacific services.

I wish to place this experience at the disposal of your airline. I believe strongly that my knowledge
of the deregulated air transportation industry in the United States could be quite beneficial to your
carrier.

I have enclosed a copy of my resume. If my background and qualifications are of interest to you,
please telephone me at (215) 748-3037. I would be interested in meeting with you in mid-April in
New York to discuss further the possibility of such a summer position, and your requirements.

Sincerely,

Bob Davidson

While working on the cover letter, you may use the following expressions:

— With reference to your advertisement in "Springfield Post" of Tuesday, January 10, I would like
to apply for the position of... in your company. — Ccblnasch Ha 00bsiBIeHHEe B «CrpuHrUII-
[Toct» ot 10 ssHBapsi, BTOPHHUK, 51 XOTeJ ObI MPETEHI0BATh HA JOMKHOCTb... B Ballleil Gpupme.

— I recently heard from... that there is a vacancy in your sales department. — X HeJaBHO yCIbIIIAI
OT ... 0 BAKAHCHUH B BalllEM TOPIrOBOM OTJEIIE.

— I am used to working on my own. — 51 IpUBBIK pabOTaTh CAMOCTOSTEIIBHO.

— I appreciate the opportunity to work on my own initiative and to take on a certain amount of
responsibility. — 4 BBICOKO LIEHIO BO3MOXHOCTb PabOTaTh C JOJDKHOM MEpOil OTBETCTBEHHOCTH,
MIPOSIBIISI COOCTBEHHYIO MHUIIMATUBY.

— During training for my present job I took courses in marketing. — Bo BpeMs oOyueHust st
MOJIYYEHUsI JIOJDKHOCTH, KOTOPYIO s 3aHUMAl0 B HACTOSIIMIT MOMEHT, 1 3aKOHUYWJ KYpPChI

MapKeTHHTA.
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— Since my present position offers little prospect for advancement, I would prefer to be employed
in an expanding organization such as yours. — Taxk kak MOs HacTOsIIasl JOJDKHOCTh HE JaeT MHE
OONBIINX BO3MOXKHOCTEH Uil MPOJBMXKEHUS, S XOTesa Obl paboTaTh B TaKOW NEPCIEKTHBHOM
opraHu3anuu, kak Bama.

— I am at present earning ... per month. — B HacTosiiee Bpems s OJIyvaro ... B MECHII.

— Thankyoufor offering me the post/position of... bnaronapto Bac 3a To, uro Bsl npeioxunu mue
JOJKHOCT...

— I have pleasure in accepting this position. — C yA0BOJbCTBHEM MPUHUMAIO 3Ty JIOJKHOCTb.

— I am looking forward to commencing work on September I. — C HeTeprieHHEM XAy Hadaja

pabotsl 1 cenTsOps.

Task 03-13

Read the job interview below and fill the gaps from the list.

Mike has a job interview for a Saturday job. along
Interviewer: So, you've applied for the Saturday position, right? at
Mike: Yes, I have. call
Interviewer: Can you tell me what made you reply to our advertisement? close
Mike: Well, 1 was looking for a part-time job to help me through college.
And I think that I'd be really good at this kind of work. custo‘n.lers
Interviewer: Do you know exactly what you would be doing as a shop assistant? decision
Mike: Well I imagine I would be helping customers, keeping a check on the doing
supplies in the store, and preparing the shop for business. expected
Interviewer: That about covers it, you would also be responsible for keeping the | experience
front of the store tidy. What sort of student do you regard yourself as . hours
.. did you enjoy studying while you were at school? keeping
Mike: I suppose I'm a responsible student. I passed all my exams and I enjoy .
studying subjects that interest me. partjtfme
Interviewer: Have you any previous work experience? position
Mike: Yes. I worked part-time at a take-away in the summer holidays. preparing
Interviewer: Now, do you have any gquestions you'd like to ask me about the questions
position? regard
Mike: Yes. Could you tell me what hours I'd have to work? reply
Interviewer: We open at 9.00, but you would be expected to arrive at 8.30 and we studying
close at 6.00 pm. You would be able to leave then. I think [ have asked | ¢, ¢ sful
?lou e'\/erything I wanted to. Thank you for coming along to the suppose
Interview.
Mike: Thank you. When will I know if I have been successful? take-away
Interviewer: We'll be making our decision next Monday, we'll give you a call. wanted

See more at: http://www.learnenglish.de/vocabulary/jobs.html#sthash. PVXtUbX7.dpuf
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Task 03-14

Choose the best word to fit the gap.

1

10

Of course, college education is important but it is essential that all our employees undergo a
period of intensive ___.

A preparation C concentration

B training D learning

The situation in the industry is changing so fast that it is hard for our staff to ___ the latest
developments.

A hold on to C keep on to

B hold up with D keep up with

For the first year of your employment with our firm you will be under the care of a ___.

A minor C mender

B monitor D mentor

Our company will have a stand at the jobs and career exhibition with a view to ___ interest
among potential employees in our company.

A generalizing C generating

B looking D focusing

Part of the ongoing training is to ensure that a regular time and place are ___ for department
heads to meet their staff.

A set off C placed by

B setup D puton

Although I was very tempted to accept the job the company offered, I had to ___ the offer
because the salary would have been insufficient.

A repeat C refuse

B reject D deny

A newsletter is sent out every ten days to all the staff so that they receive a regular ___ on
recent appointments.

A update C dating

B dates D dated

In view of the excessive workload Bill has at the moment, the department head won't expect
him to keep ___ during the next few weeks.

A on line C onroad

B on track D on path

The vice president acknowledged that the ___ of the project was largely due to high quality
support staff.
A success B business C progress D future

It is the policy of the company to all interviews for new recruits with a member of the
trade union present.
A control B attend C conduct D confirm
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Task 03-15
Make a summary of this text in English.

Kak ycnemno npoiitu codeceqopanue

CobecenoBanue npu npueme Ha padoty (job interview) — BaHBIN Tal HA MYTH K MOIYYCHUIO
pabotbl. iMeHHO mocine Oecenbl ¢ KaHAUIATOM KOMIIAHUS PELIUT, MPUHATh WM OTBEPTHYTH €rO.
OTO CBOEro poja «Ipe3eHTanus» ceds Kak mnpodeccrHoHana, W HEOOXOAMMO XOPOIIO
MOJITOTOBUTHCS: YEJIOBEKY, MAYIIEMY Ha coOeceqoBaHUE, CTOMT NOOOJbIIE y3HATh O (Qupme, B
KOTOPOH OH XoueT paboTarb. MOXXHO MONTH B OMOIMOTEKY, MPOYUTATH YTO-HUOYAb O KOMIIAHHH,
ctuie ee paboThl, Be[b paboToAaTeNb BCETAa X0UYeT MOIYYUTh T0Ka3aTeIbCTBA TOTO, YTO, MPEKIE
YeM IPUNTH, BBl IPOBEIH HEOOIBIIOE HCCIIEeIOBAHNUE.

VYuuBepcurer mrara WmmHoiic, npoens onpoc 320 aMepUMKAHCKMX areHTCTB 10 Haimy,
OOHapyKWJI, YTO B OOJIBIIMHCTBE CIIy4aeB KaHIUAATHI «IIPOBAIMBAIOTCS) M3-332 «HEXBATKU 3HAHUU
O KOMITaHUU U OTpaciu» U «OEJHOCTU YCTHOM pedn» B COYETAaHUU C «BbICOKOMepuem». [loatomy
Ha Oecezie yullle JepKaTbes 0€3 IPEeTEH3UN U B TO K€ BPEMS C JIOCTOMHCTBOM.

OO0s13aTeNIbHO HYXKHO MOAYMaTh M 00 ojex/e. JTo JIenoBas BCTpeya, I03TOMY IocTapaiTecs,
9TOOBI KOCTIOM OBLT JIEIOBBIM M HEOPOCKUM: 3alIOMHHUTBCS JJOJDKHO TO, YTO BBl TOBOPHIIH, @ HE Balll
TaJICTYK.

JUig JKeHIIMH: OJAEKJa TEIUIbIX TOHOB M KOHCEPBATUBHOI'O CTWJISL, YMEPEHHBIM Makusik U
HEMHOro JyXoB. [l MyX4YuH: JENOBOW KOCTIOM TEMHOIO IIBE€Ta B COYETAHUU CO CBETIION
pyOaIikoil, KOHCEpBaTUBHBIM TAJICTYKOM M TEMHBIMU HOckamu. M, koHeuHo ke, «He 3a0yabTe
yIBIOKY!»

B xonme coOecenoBaHus TMOJNE3HO MOAYMaTb O TOM, Kakue (akThl Bamied TpyaoBOU
NEesITEeIbBHOCTH MOTYT OCOOEHHO 3auHTepecoBaTh pabotoziarens. HyXKHO MOMHHUTH, YTO OCHOBHAas
nenb Oecenpl — IMOJIydeHHE OOEMMM CTOPOHAMHM HWHGpOpMalUH, IOCTATOYHOW MJisi NPUHATUS
pemienus. Jlydie Bcero 3apaHee COCTaBUTh HECKOJIBKO BOIIPOCOB U 33/1aTh UX HAa UHTEPBbIO:

4. Yto Oyner BXOAUTH B MOH 00s13aHHOCTH?

5. KakoBbl nepcnekTuBbl pocra?

6. KakoBbl m1aHbl KOMITAHUU?

Jliig Toro, yToObl MPOMU3BECTH BIEUATIEHHUE, BaXXHO U TO, KaK Bbl ciaymaeTe. BenmymmBaiitech
BHHUMATEJIbHO B TO, YTO BaM F'OBOPST, M €CJIH Bbl HE MOHSIN — yTOUHUTE!

He onazneiBaiire! Jlyume npuiit 3a 3-5 MMHYT 1O HA3HAYEHHOIO BPEMEHHU. 3axBaTHUTE
HECKOJIBKO 3K3EMIUISIPOB CBOETO pe3loMe: TPYAHO MIpeayrajarb, CO CKOJBKUMH HHTEPBbIOEpaMU
BaM MPUJIETCS BCTPETUTHCS.

YBepeHHOCTh B cebe, HICKPEHHOCTh, HACTOMYHMBOCTh U XOPOLINE MaHEphl — BCE 3TO MOMOXKET
BaM. BaxxHO naxke To, Kak BbI 370poBaeTech! [lepKuTech pOBHO M CLIOKOMHO, CAEIaNTe 1ar BIepe]l,
YCTAaHOBUTE 3pUTENbHBI KOHTAKT, YJIBIOHUTECh, CKaXHUTE «3APaBCTBYUTE» U MPEACTABHTECH.
OTBeuaiiTe Ha BOIPOCHI, IS COOECETHUKY B Ijla3a — 3TO TOBOPUT O Ballell YBEPEHHOCTH U
UCKpeHHOCTU. BMecTe ¢ TeM MOMHHTE, YTO UHTEPBHIO — HE UCIIOBE/b, IO3TOMY HEKOTOPBIX Bellei
cnenyet u3berarb. Hampumep: «MHe HyXHO paboTaTh y Bac, MOTOMY YTO HHTJE S HE MOTY
MPUOOPECTU TAaKOH OMBIT» UIH «Y MEHs 3aKOoH4YMIuCh neHbru. [loxkanyiicta, moiiMure, MHE HY>KHO
3T0 Mecto». Kak mpaBuiio, Takue KaHIuAaThl pabOTy HE MOJy4yaroT. TakyKe HacTOpaKUBAarOT
HEeraTUBHbBIE OT3bIBBI O IPEAbIAYILEM paboToAaTeNe.
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['oBOpst 0 MpeIIecTBYIOMICH NeSATEILHOCTH, pa3AeisaiTe 00S3aHHOCTH U JOCTHUKCHHUS: JII000M
MOJKET BBITIOJHATH CIIY)KEOHBIE OO0S3aHHOCTH, HO TOJBKO BAalllM YCIEXH B paboTe MPOU3BOASAT
BII€YATJICHUE.

OTBeuass Ha BOIPOCH, NOCTapaiiTech OBITH H300peTaTenbHBIM. EciaM Bac cHpammBaroT
«CMokeTe 7 BBl HampsHDKEHHO paboTaTh?», NPUBEAWTE MpUMEp Bamiero ycepaus: «Mue
MPUXOUIIOCH IEMCTBOBATH B LIEUTHOTE, pelasi MpoOIeMbl, KOTOPBIE MOTJIM IPUBECTH K CEPHE3HBIM
notepsiM GUpPMBI».

[Ipu obOcyxaeHnn 3apriaTbl HE OCTAaHABIMBAWTECh Cpa3y Ha KAKOM-TO OIMpPEAENICHHONW CyMMe.
Ecin Bac chnpocar: «Kakas MUHMMalbHas 3apIulaTa Bac ycTpauBaeT?», CTOMT ckas3aTh: «He
COMHEBAIOCh, YTO Ballla KOMIIAHUS MOKET IPEUIOKUTh MHE aJIeKBaTHOE Bo3HarpaxjaeHue. Kakoit
OKJIaJI COOTBETCTBYET JaHHOM JOJDKHOCTH B Baiiel pupme?»

DKCIepThl COBETYIOT «BBITOPTOBBIBATHY Ui ceOst Oojiee BBICOKYIO 3apriary. YMeHHe
00CYX1aTh TAKOH IMEKOTIMBBINA BOIIPOC IEMOHCTPUPYET BaIIH JICJIOBBIC KAYeCTBA.

[TokaxxuTe Bamry OCBEIOMIIGHHOCTh 00 ypOBHE OIUIATHl TPyAa B OTPACIH, B KOHKPETHOM
KOMIIAaHUM, a TakXke B (upmax-KoHKypeHTax. Ho He BkiaaplBaliTe B 00CYXJEHUE 3apIlIaThl
CJIMIIKOM MHOT0 3Molui. Eciiu Bbl 4yBCTBYETE, UTO IEPErOBOPHI MPUOIMKAIOTCS K OMAaCHOM YepTe
— [ONbITaTECh HANUTH KOMIpPOMHUCC: paboTojaTenb JOJDKEH YBUAETh B Bac IOJE3HOE
prOOpeTEeHNE, a HEe YeJI0BeKa, KOTOPBIA NIEpeoIlcHIBAET ceOs. 3apriata MOXeT OBITh HEBBICOKOM,
3aTO0 MOXET OBbITh MHOKECTBO JbIOT M MPHUBWIETHN (MEIUIMHCKOE CTPaxOBaHHUE, NPEMHH,
CTXHPOBKA, CKHJIKU Ha IPHUOOPETEHUE CBOCH MPOAYKIIUH H T.JI.).

[TonmyunB npeiokenne, monpocute 2-3 AHs, 9ToOBI MPUHATH OKOHYATEIFHOE PEIICHHE.

[ToMHMO HECKOJBKHX S3K3EMIUIIPOB CBOETO pE3IOME 3aXBaTUTE OJOKHOT M PYUYKY, YTOOBI
3anuchiBaTh MHpOpMaALUio o (pupMe U OyAyHmMX CIyKeOHbIX OOS3aHHOCTSX, MMEHa JIOJAEH, C
KOTOPBIMH Bbl BCTPETUIIHCH, U T.[I.

W rnaBHOe — BO3pMHUTE C CO0OW YBEPEHHOCTh, CIOKOWCTBHE W Hajexay. Eciu He moBeser
ceityac, To cyap0a 00s3aTeIbHO YIBIOHETCSI BaM B CICIYIOIIHN pas.

Task 03-16
Read the job interview below and choose the most appropriate options.

- Good morning! Have a seat. We liked your resume and we have some questions about your work
(experience, results, skills). Could you tell us a little bit more about yourself?

- T am 27 years old, I have been working for my company as a certified public accountant for 5
years and I believe my ___ (job with a future, reappointment, professional skills) would allow
me to move to another company.

- You wrote in your (application, complaint, statement) that you would be interested in working
here. Why?

- I hope to acquire new skills and the ___ (background, job profile, agreement in principle) in
your advertisement sparked my interest.

- What interests you about this job?

- To be honest, in addition to (career perspectives, full-time equivalent, minimum perks) you
wrote 'attractive (penalties, paid, salary)' and I wish to do my best (to abide by the

18



terms, to appoint myself to a position, to go ahead) in your company in order to get a ____
(holiday allowance, net annual salary, paid leave) higher than in my current job.

- All right, but what are your expectations in terms of income?
- Iwouldn't ___ (accept, agree, refuse) less than $50,000 per year.
- Ok, and would you be willing to move for your job?

- Yes I'm open-minded about ___ (career path, flexitime, geographical mobility), I'm single with a
driving licence.

- Great! With the ___ (career interview, evaluation criterion, mobility allowance) you may reach
your target salary. Thank you for this interview. You'll get an answer within a couple of weeks.
Goodbye.

Task 03-17
Listen to a job interview and answer the questions below:

30: What does the student need from the food services manager?
A) A job for night hours
B) A job which will pay tuition
C) A job with regular hours
D) A job which will be limited in commitment
31: What does the manager imply about food services?
A) Food services does not hire students anymore
B) Food services probably does not have a job that will fit the student's needs
C) Food services probably may have a job that will fit the student's needs
D) Food services probably definitely has a job that will fit the student's needs
32: What is an example the manager gives the student of the kind of work which might be
available?
A) Football concession sales
B) Basketball concession sales
C) Spring sports concession sales
D) All of the above
33: How long will the student work during the football season?
A) About 7-8 hours each game
B) As long as the student wants to continue working
C) All Spring
D) All winter
34: What does the manager mean when he says this?
A) Food services will allot who does what
B) The student is capable of preparing food
C) The student needs to be on time
D) There will be other people working in the booth
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Task 03-18
Read the article below offering advice to job-seekers. Choose the correct word to fill each gap.

BEING THE BEST

Each time you try for a more (0)...... position, the selection process gets (1)...... Your abilities,
personality traits, your lifestyle, values and aspirations will all be vigorously (2) ...... by your
prospective colleagues and also your bosses. Do you know how to (3) ...... yourself when you are
under the microscope? If you are to (4)...... your ambitions, now is the time to learn how to do
3)...... to yourself and prepare for formal selection processes.

Learn about the various methods you can employ to find your way into a different institution,
gain a more sophisticated (6)...... of how headhunters work and learn to position yourself so that
you can be found easily. Taking (7) ...... of any situation to maximise your visibility is very useful.
Even when you are not offered a particular job for which you have been considered, do leave an
impression which will remain in the mind of the headhunter should other possibilities (8)..... .

You (9)...... it to yourself to do the best you can. Make sure you perform in such a way that
you can be satisfied that the decision about you has been made with the (10)...... amount of up-to-
date and accurate information about your capabilities. Do you know what they are and do you have
some stories prepared which will illustrate them well?

BEC materials
0 A responsible B authoritative C liable D commanding
1 A stronger B tougher C sharper D firmer
2 A contemplated B reflected C regarded D scrutinised
3 A treat B deal C cope D handle
4 A realise B succeed C obtain D capture
5 A right B virtue C justice D fairness
6 A intelligence B information C understanding D comprehension
7 A benefit B advantage C profit D gain
8 A arise B open C enter D arrive
9 A deserve B require C merit D owe
10 A biggest B fullest C greatest D widest
Task 03-19

You will hear a discussion between two senior managers, John and Deborah, about an assistant
manager, Colin, who has applied for a new post. For each question (1-8), mark one letter (A, B or

C) for the correct answer. After you have listened once, replay the recording.

1. The new post is being created as a result of
A plans to change corporate culture.

B criticisms of management practice.

C changes to overall company structure.

2. What reason has Colin given for applying?
A to have a more challenging role
B to make full use of his qualifications
C toraise his profile within the company
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3. John was particularly impressed by the way Colin
A treated a dissatisfied client.

B responded to an unreliable supplier.

C  dealt with an inefficient member of staff.

4. What current strength of Colin's does Deborah commend?
A his analytical skills

B his product knowledge

C  his flexible approach

5. On a recent sales trip, Colin succeeded in
A improving the terms of a contract.

B identifying a new method of selling.

C making a number of new contacts.

6. In what area did Colin excel during recent training?
A teamworking

B report writing

C prioritizing

7. What does Colin's reference say?

A He expects too much of others.

B His confidence will grow in time.

C He sometimes lacks objectivity.

8. What support will the successful candidate receive?
A contact with an in-house advisory body
B performance appraisal meetings
C coaching from a consultant
BEC materials

Task 03-20
Read the text below about successful interview strategies.
HOW TO ANSWER ANY INTERVIEW QUESTION
By Perri Capell

Don't be rattled by your next job interview. It's possible to answer any question that comes your
way. How? By preparing and knowing how to direct the conversation to the topics you want to
cover.

To start, take a tip from consultants who coach executives and politicians on how to handle media
interviews. These trainers say you can deliver the message you want to an employer, regardless of
the question you're asked.

"Most people don't realize that their purpose isn't to sit there and hope the right questions will be
asked," says Aileen Pincus, president of the Pincus Group, a media interview-training firm in Silver
Spring, Md. "They need to develop two or three key messages and make sure their point is
delivered."
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Unlike some politicians who ignore press questions and immediately introduce a different topic in
response, job candidates must respect and directly answer employer's queries, says Jeff Braun, vice
president and general manager of the Ammerman Experience, a Stafford, Texas, media interview-
training firm. However, you can quickly make the transition from your answer to the important
points you want to convey about your qualifications, he says.

He suggests when answering job-interview queries applying the formula Q = A + 1: Q is the
question; A is the answer; + is the bridge to the message you want to deliver; and 1 is the point you
want to make.

"If you take the '+ 1' off the formula, then the interviewer is controlling the session," says Mr.
Braun.

Diligent preparation also is necessary to effectively answer any interview question, say senior
executives. Theirs and media trainers' tips follow:

Study hard. Learn as much as you can about the job, the employer and its executives beforehand.
Use this information to answer direct questions and to then segue into a discussion about your
qualifications and fit.

Eric Herzog, a vice president of product line management and channel marketing at Maxtor Corp., a
hard-disk drive company in Milpitas, Calif., says he always talks to current and former company
employees and analysts whenever possible prior to job interviews to gain as much insight as he can
into the employer's challenges and culture. If the company is publicly owned, he studies its financial
condition by reading U.S. Securities and Exchange Commission documents, such as annual 10-K
shareholder reports on the company's performance. He then tailors his interview answers to the
company's issues.

"If the company is having a rough time financially, you can say that not only did you make good
products or services, but that you produced things on time and under budget," says Mr. Herzog.
"That's a little plus if the company is in trouble."

If you're working with a recruiter, ask him or her about what the company is seeking and its key
challenges, says Derek Messulam, vice president of rental market development for GE-Capital
Solutions, a financial-services unit of General Electric Co. in Norwalk, Conn. Mr. Messulam says
he grills recruiters regarding a job's responsibilities and the attributes the company wants before job
interviews. He then makes sure that his answers demonstrate his potential value to an employer.

"When questions come up, you can steer the conversation to how you can demonstrate value," says
Mr. Messulam. "You answer the question, but maybe not 100% the way they were expecting it."

Have anecdotes ready. Many interviewers ask questions that require candidates to provide examples
of how they handled a difficult challenge or other work situation. Such questions often start with a
phrase such as, "Tell me about a time when you faced...."

These questions require a story in response, but it's unlikely you have a story that fits every
conceivable query. But the task of preparing becomes easier when you realize that interviewers
typically are interested in only five or six general categories, says Mr. Braun. Instead of trying to be
ready for every potential question, come up with stories to fit these general issues, such as how you
handled conflict or a difficult challenge.
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It may help to think of each issue as a bucket and mentally place a story or two in each one, says
Mr. Braun. "Be more generic in your approach," he suggests. "When asked a question along one of
those lines, you can move to the story you have in one of those buckets."

From his research, Mr. Messulam says he can usually tell what types of things a company might
want to know about him and thinks of corresponding anecdotes. "I have seven or eight top stories
that tell someone what I am good at," he says.

This strategy also works when interviewers say, "Tell me about yourself," says Lucinda Baier,
former president and chief operating officer of Whitehall Jewelers Inc., a national specialty retailer
and a former senior vice president of Sears Roebuck & Co.

Ms. Baier left Chicago-based Whitehall in December after it accepted an agreement with an
investor to become private. She left Sears in April 2004 when the credit and financial products
division she headed was sold to Citibank.

When asked to tell interviewers about herself, she determines how much time she should use and
then tries to describe her specific qualifications that fit the company's key issues.

"If you know what challenges the company is facing, you can tailor your response to what the
company is dealing with and how you can help," she says.

Be positive about the negative. Count on being asked about a past mistake or blemish on your
career record, and don't try to dodge the issue. Ms. Pincus advises. "If you have a vulnerability, you
need to be prepared to answer the question," she says. "There should be no lying or dodging. Just
answer it and move on."

When discussing a mistake, be ready to say how you learned or benefited from it. "You learn as
much by dropping the ball as you do by catching it," says Mr. Herzog. When interviewing for his
current job, which he started in August, Mr. Herzog says he mentioned he had been involved in
successful turnarounds and one that failed. "And I said what I learned from it," he says.

http.://www.careerjournaleurope.com/jobhunting/interviewing/20060530-capell. html

Discussion:
1. What are the ways to answer any interview questions?
2. Do you agree with the author in everything?
3. Are there any other ideas how to be successful at interviews?
4. Do you really believe that an interview is an important step in selecting a prospective
employee?
5. Are you ready to take an interview for the job you would like to apply for? What do you still

need to work at?

Task 03-21

Watch Steve Job’s Commencement Address made to Stanford students on June 12, 2005. While
listening, try to write down the main statements and problems raised in his speech. Discuss them in

class.
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