
UNIT 1
•  Identifying the stages in the 

job application process
•  Researching yourself
•  Highlighting your skills and 

experience
•  Researching the market

Iden t i fying the stages in the job  
application process
M o st  of us spend b e tween 6 0 - 8 0 %  o f our wak ing hours working , 
so i t ’s im p orta n t to f ind a jo b t h a t  brings tru e  sa tisfaction .  If you 
h ave n ’t found it yet , then d o n ’t give up. Kee p loo k ing until you find 
a jo b t h a t  you love doing .

3 T eresa Fernan d e z , a rece n t g ra d u a te , is a p p lyin g  fo r a jo b  in m ark eting .
M a tch  th e  e x tracts fro m d ocu m ents an d  co nversa tio ns (a - h) to  th e  sta g es 
in th e  job a p p lica t io n  p rocess ( 1 - 8 ).

1 Se n d in g  a cover le t t e r 4 Resp o n d in g to in tervie w q u estio ns 7 Research in g  the m ark e t
2 Se n d in g  a CV / resume 5 M a k in g  in te rvie w sm all t a l k  8  Rese arch in g  yourself
3 Se n d in g  a follow- up le t t e r 6 Rea d in g  a job a d ver t ise m e n t

MARKETING ASSISTANT, Bristol
circa £25K pa
W e  a r e  a  l e a d e r  in t h e  i n t e r n a t io n a l  lo g is t ics  
b u sin ess ,  w i t h  o p e r a t i o n s  in  o v e r  20 
c o u n t r i e s .  W e  a r e  se e k in g  a  y o u n g ,  d y n a m ic  
p r o f e ss io n a l  to  j o in  o u r  m a r k e t in g  t e a m .  Y o u  
w i l l  h a v e  a  g o o d  f irs t  d e g re e  in  m a r k e t in g  o r  a  
r e l a t e d  s u b j e c t ,  a n d  i d e a l l y  so m e  e x p e r i e n c e  
o f w o r k in g  in t h e  m a r k e t in g  d e p a r t m e n t  o f a 
la rg e  c o m p a n y .  A b o v e  a ll ,  y o u  m u st  h a v e  a  
p o s i t iv e  a t t i t u d e ,  s t r o n g  c r e a t iv e  sk il ls ,  a n d  an 
a b i l i t y  t o  w o r k  w e l l  in  a  t e a m .  F u l l  t r a in in g  w i l l  
b e  p r o v id e d .  T h e r e  a r e  e x c e l l e n t  o p p o r t u n i t i e s  
fo r p r o m o t io n  w i t h i n  t h e  d e p a r t m e n t ,

‘T e r e sa? ’

‘Yes. Hello . ’

‘Good a ftern oo n .  M y n a m e ’s A la n Cassidy. So rry  to 
k eep you waiting . ’

T h a t ’s all right . I’ve been enjoying yo ur co m p a ny 
brochure . It  all looks ve ry  im pressive . I t ’s nice to 
m e e t you a t  last . ’

T h a n k s .  H ave you trave lle d  far to us t o d a y? ’

‘Q u it e  far. I’m curre n t ly b ase d in London , so I 
ca m e on th e  tra in  th is morning . ’
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I am a recent psych o lo gy gra d ua te with first - hand e x p erience of marketing , 
custwrie r servtoe and s J e s .  I would like to a p p ly for the posit.on of Market ,ng 

Assistant , as advertised in The Guardian.

I find the p rosp ect of working for your co m p a ny very attractive b eca use  it will 
en a b le  me to put my d e e p  theoretical k n owle d g e of hu man nature ,nto a very 
practical conte x t in a  successfu l international firm.
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I am writing to thank you for giving me the opportunity o f  an interview 
today, Everyone in your office was friendly and made me feel very welcome.

As we discussed during the interview, I believe my skills and experience 
would enable me to make a very useful contribution to your team. On my 
journey home I gave more thought to your question about pricing. I checked 
your prices against how much your competitors are charging for equivalent 
services, and calculated that with your strong reputation for quality, you 
could justify  charges o f ...
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‘W h a t  would you say are yo ur main 
w e a k n e sse s? ’

‘Well,  I d id n ’t use to be very well - organised . 
N o th in g very serious, but for e x a m ple I used 
to forget my frie n ds’ b ir th d ays or t ry  to rush 
un iversity assig n m e nts to ge t the m d one a t  
th e last minute . Bu t  in th e last few years I’ve 
le a rn t  so m e nice tricks to help me orga nise 
my life -  sim ple things like wri t ing down all 
my tasks for th e d ay and not re la x ing until 
I’ve d one everyth in g  I need to do. ’

20 0 4-20 07 Kingston University
•  BSc (Hons) Psych olo gy (2 .1)

20 08 Customer service assistan t , Packaging Palace
•  Resolved custom er co m plaints

•  Created custo m er loyalty programme

•  Liaised with m anage m ent on pricing strategy

‘Good a ftern oo n .  Fast e r Forward in g 
Logistics. How can I help y o u ? ’

‘Hello . M y  n a m e ’s Teresa Fernande z .
Could I sp e a k  to M r  C assidy in 
M ark e t in g ,  p l e a s e ? ’

‘I’m afraid h e ’s in a m eeting . Can I ta k e a m e ssa g e? ’

‘I’m not sure . I was calling to see if t h ere  a re  any vaca ncies in yo ur m ark e t in g  d e p ar t m e n t .  I’m a recent 
psychology gra d ua te ,  and I’m very keen to work  for a co m p a ny like yours, b eca use of your e xcellen t 
re p u ta t io n . ’

‘Actually, I th in k  th ere  is a vacancy. T h ere was an a d v e r t  in The G uardion  last wee k . H ave you seen i t ? ’ 

‘No , I m ust have missed th a t .  Do you have a co py of th e a d ve r t  t h a t  you could send m e ? ’

‘O f  course , but yo u ’ll have to be quick: the closing d a te  is tomorrow . ’

b Pu t  th e  sta g es (1 - 8 ) in Ex ercise 1a in to th e  m ost logical sequence .
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C Re a d  the e x tracts again . Which  e x tracts m ention:

1 d e ta ils of T eresa ’s work  e x p e rie nce? _£_____
2 d e ta ils of Teresa ’s stu d ies and q u a l i f ic a t i o n s?___________
3 the jo b s a l a r y ?___
4 Teresa ’s w e a k n e ss e s?_______
5 evid ence of T eresa ’s skill with n u m b e rs?___________
6 w h ere th e vaca ncy is a d v e r t is e d ?_______
7 evid e nce of T eresa ’s research s k i l l s ?___
8 t e a m w o r k ?___________
9 a co m plim e n t from Teresa a b o u t  th e  c o m p a n y ?_______________

10 evid e nce of Teresa ’s research into th e  c o m p a n y ?___

d Do you th in k  T eresa has a good chance o f g e t tin g  th e  jo b ? W h y (n o t)?

Researching yourself
Be fore  you look for th e p erfect job , wri t e  a CV or a p p ly for a job , you need to do 
so m e research . Research in g  yourself  is th e key to finding th e job t h a t  is right 
for you.

2 a ^1.1 Silv ia  C arn ali is a p p ro ach in g  th e  end o f h er d e g re e  co urse a t
university. Sh e  has d ecid e d  to  s t a r t  look ing fo r a job , but is not sure w h ere 
to  begin . Silv ia  asks h er fr ie n d  So p h ie , who w orks in th e  u n ive rsity ca re e rs 
office , fo r so m e advice . Listen to t h e ir  co nversa tio n  and , in p airs , d iscuss 
th e  fo llowin g q uestions.

1 W h a t  is th e f irst th in g So p h ie  suggests Silv ia  d o es?
2 How d oes So p h ie  identify her t ra nsfe ra b le  sk il ls?
3 D oes So p h ie  th in k  p erso n ality t ests a re  ve ry im p o r t a n t?
4 W h a t  is th e final p iece o f advice So p h ie  gives Si lv i a ?

b H ave you t r ie d  a ny o f So p h ie ’s su g g estio ns? D id th ey work  fo r yo u?

Your strengths and weaknesses

T he first th in g you need to do when start in g  th e job - hunting process is a self - 
assessm e n t of yo ur own stren g ths and wea k nesses . T his process will help 
you identify the skills, qualif ica t ions,  e x p erience ,  k nowled ge and perso nal 
ch aracte rist ics t h a t  e m ployers are  loo king for.

3 a A f t e r  ta lk in g  to  So p h ie , Silv ia  p ro d uce d  a ‘mind m a p ’ to h ighlight h er
stre n g ths an d w ea k n esses . C o m ple te th e  se n te nces (a - j) in Silv ia ’s mind 
m ap on th e  fo llowin g p age using th e  p re p osit io ns in, to  o r at.

b C o m ple te th e  h ea d in gs (1 - 6 ) on th e  mind m ap using th e  words in th e  box .

Achievements Experience Knowledge
Languages Personal characteristics Skitts
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C ^1 .2 Listen to two frien ds , Fe d erico  and Ja c k ,  t a lk in g  a b o u t F e d e rico ’s 
stre n g ths and w ea k n esses , in p airs, d iscuss th e  followin g q uestions.

1 W h a t  has Fe d erico recen tly d ecid e d  to d o?
2 W h y  has he m a d e this d ecisio n?
3 W h a t  does Fe d erico claim to be good a t?
4 W h a t  would  Fe d erico really like to be a b le  to d o?
5 W h a t  is Fe d erico doing in o rd er to ach ieve th is a i m ?

d ^1 .2 Listen again  and u n d erlin e th e  p erso n al ch a rac te ris t ics in th e  box t h a t  
b est d escrib e  Fe d erico . In pairs, d iscuss yo u r a nsw ers using evid ence fro m 
th e  co nversa tio n  to su p p ort yo ur opinion .

creative disorganised flexible 
impatient reliable successful

e  M a tch  th e  p erso n al ch a racte ris t ics (1 - 6 ) to th e q u estio ns (a - f).

1 creative -— a Do you always do what you say you'll do?
2 decisive \ b Are you good at getting other people to agree with you?
3 flexible \ c Are you good at making your mind up quickly?
4 organised \ d

Are you able to plan ahead successfully?
5 persuasive \ e

Are you able to cope with last -minute changes?
6 reliable V f Are you good at coming up with imaginative solutions?

f M a k e  th e  p erso n al ch a rac te ris t ics in Ex ercise 3e n e g ative  by a d d in g  a 
p re fix  [dis-, in- o r un-).
] u ^ c v g ^ H v e  3   5__ __

2 _____________  4   6 ___

g  In p airs, ta k e  tu rns to  ask an d a nsw er th e  q u estio ns in Ex ercise  3e. D iscuss 
yo u r in d ivid u al stre n g ths an d w ea k n esses , g iving sp ecific evid ence .

A : ‘Do you a lw ays do w hat you say you w ill d o ?’

B: ‘ Yes, I ’m very reliab le . I ’m a lw ays on tim e to work, classes an d m eetings, 
and when I ca n ’t m ake it, I le t p eo p le know a h ea d  o f tim e.’
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h Draw a mind m ap sim ila r to  Silv ia ’s, showing yo ur stre n g ths and
w ea k n esses . A d d as m any b u b b les as you like. Try to  use th e  followin g 
p hrases.

Strengths Weaknesses Positive
characteristics

I'm excellent a t ... I'm not very good a t ... I  am ...
I'm able t o . . .  I could be better a t ... I  try t o . . .
I'm interested in ... I'm reasonably good a t ...
1 recently managed to ... I  would like to be able to ...

i  In pairs, d iscuss yo u r mind maps. Do you sh are  any com m on stre n g ths or 
w e a k n esses?

Your qualifications

A t all sta g es d urin g th e jo b  a p p lica t io n  process you will need to be a b le  to 
d escrib e yo ur aca d e m ic q uali f ica tio ns clearly.

4 a C o m ple te th e  se n te nces using th e  co rrect  form  o f th e  ve rbs in th e  box . You 
will need to  use so m e ve rbs m ore th a n  once .

award complete graduate hold obtain read

1

2

3

4

b C o m ple te th e  se n te nces using th e  p re p osit io ns at, from, in o r with.

1 I st a r t e d  my ca re e r Jo h n sto n  Gro u p a f t e r g r a d u a t in g  H anyan g
U n iv e rs i t y  a B A  and M A  C he mical En g in eerin g .

2 I g r a d u a t e d  2 0 0 8  an M Sc  in Crim in olo gy an d Criminal J u s t i c e __
Tokyo University .

3 I also o b ta in e d  a B S c  C o m p u ter Sc i e n c e  M osco w St a t e  Un iversity
 2 0 0 5 .

4 I read M o d ern  La n g u a g e s  T he N a t io n a l Un iversity of Sin ga p ore .

C In pairs, d iscuss th e  followin g q uestions.

1 W h a t  q uali f ica tio ns do you h ave?
2 W h e re  did you go to u n ive rsi ty?
3 Wh e n  did you g ra d u a t e?
4 W h a t  typ es o f ca re e r  a re  co m m on for p eo ple with yo ur q u a li f ica t io ns?
5 Which  of yo ur q uali f ica tio ns is m ost likely to im press a fu ture e m p lo ye r?

Negative
characteristics

I can sometimes be ... 
Occasionally I am ...
I  can be a little b i t ...

I <ytc\A.\ \c\ \ -e.A with a BA  in Socio lo gy from the 

U n iversi ty of Cali forn ia  in Los A n g e les in 2 0 0 7 .
I  Eco n o m ics a t  th e  London Scho ol of
Eco n o m ics and Polit ica l Scie nce (LSE).  I t h e n _______
a M a s t e r ’s in Secu ri ty  Stu d ies a t  th e  U n iversi ty of 
Bir m in g h a m ,  which included a se m este r a t  N e w York 
Un iversi ty a t  th e C e n tre  o f Euro p e a n  Stu d ies.
I  with a BA  in Hotel &  C a te rin g  M a n a g e m e n t
from Hon g Kong Poly tech n ic University . I a l s o ______
an M B A  in M ark e t in g ,  which I  last year.
A f t e r  from th e School of O rie n ta l La n g u a g es an d Co m m u nica tion
with a BA  (Hons) in M a n d ar in  C h in ese and English in M a as t r ic h t  (The
N e th erla n ds),  I w a s  a sch olarsh ip  t o  In te rn a t io n a l Re la t io ns
a t  the Colle ge of Euro pe , Warsaw .
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Highlighting your sk i l ls and experience
Em ployers will ask  for t ra nsfe ra b le  skills o r co m p e te ncies -  the skills, 
k nowled ge and b e h avio ur they co nsid er n ecessary for a p a r t icu la r job . 
Reviewin g yo ur previous e x p erie nce will help you to id e nt ify yo ur t ra nsfe ra b le  
skills an d recognise jo bs t h a t  you are  q ualif ie d  for.

In p airs , d iscuss th e  followin g q uestions.

1 W h a t  g enera l skills and k nowled ge do m ost e m ployers look for in job 
a p p lica n ts?

2 A p a r t  from specific q ualif ica tio ns and tech nical e x p ertise , w h a t  skills and 
k nowled ge have you got t h a t  m ak e you e m p lo ya b le?

M a tch  th e  t ra n s fe ra b le  sk ills (1 - 8 ) to th e  e x a m ples o f p ro fessio n al 
b e h avio ur (a - h).

1 analytical skills \

2 creativity

3 self -confidence

4 communication 
skills

5 independence

6 interpersonal 
skills

V

7 negotiation 
skills

8 self -awareness

a I have a justified belief in my ability to do the job.
I am able to express my opinion or provide advice when necessary.
I am good at making decisions.

b I actively seek feedback on my performance and carefully consider feedback.
I demonstrate an interest in and understanding of my own and other cultures.
I understand my own strengths and limitations.

c I am good at getting a good deal.
I am good at developing and managing relationships with others.
I am able to persuade, convince and gain support from others.

d I am able to formulate new ideas to solve problems.
I am able to think ahead to spot or create opportunities.
I set aside thinking time to come up with alternative ways of getting things done more 
efficiently.

e I can work with sustained energy and determination on my own.
I can find ways to overcome obstacles to set myself achievable goals.
I strive towards my own targets and refuse to settle for second best.

f I  am good at data analysis.
I am excellent at interpreting data to see cause and effect and am able to use this information 
to make effective decisions.

g I am able to express myself effectively.
I am able to make my opinions totally clear and am rarely misunderstood.
I produce clear, well -written reports that can be easily understood.

h I am good at working cooperatively.
I am good at working and communicating within a team to achieve shared goals.
I  am a good listener.

W rit e  yo ur own e x a m ples o f b e h avio ur fo r th e  fo llowin g t ra n s fe ra b le  skills. 
C o m p are yo u r a nsw ers with th e  su g g estio ns in th e  a nsw er key.

1 fle x ib il i ty I HOf vigils Ivy iw\y ^ppy-Qg’vcU f o  WOvV._________________________

2 le a d ersh ip  s k i l l s - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
3 org a n isa t io n a l s k i l ls - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
4 t e a m w ork in g  s k i l ls    - - - - - -

Id e n t ify  th re e  key t ra n s fe ra b le  sk ills o f yo ur own, which you have used 
a t  w ork  or university . In p airs, t e ll each o th e r a b o u t yo u r skills, giving 
e x a m ples o f yo u r behaviour.

U nit 1 Research and preparation 11



e  ^1 .3 A f t e r  cre a t in g  h er mind m ap , Silv ia  ta lk s to So p h ie  a b o u t her
u n iversity and work  e x p erience . Liste n to  th e  co nversa tio n  an d a nsw er th e 
followin g q uestions.

1 Wh e n  did Silv ia  a p p ly for her M A  co u rse?
2 W h a t  was Silv ia  doing in A f r ica?
3 W h a t  job did Silv ia  have a t  u n ive rsi ty?

f ^1.3 C o m ple te th e  e x tracts fro m th e  co nversa tio n  using the co rrect  form  o f 
th e  ve rb s in th e  box . Listen again and check yo u r answers.

appty convince deal give plan talk understand work

1 7 <*pplieA fo r my  M A course while I was working in A frica , an d  even 
m anaged to s ta rt doing som e research  for the course before I cam e b ack  to 
En glan d .’
‘So  yo u ’re cle a rly  q uite good a t _______ '

2 I  for an N G O  as p a rt o f a  la rg e  team  with p eople from a ll over the
world. We a ll live d  tog eth er an d sh are d  a  bathroom . The work was quite  
varie d  an d I w a s  d ifferen t tasks to co m plete each week.

3 ... o ur m ain aim was to e d ucate lo ca l p eople ab o u t the need for 
reforestation . We trie d  p utting up posters, b ut this d id n ’t have much o f an 
effect. We needed to find a b e tte r w ay to com m unicate this m essage. La te r
on I  to resp ected  m em bers o f the com m unity, a n d  them to
talk  to o th er p eop le in the village. This ap proach  was fa r m ore effective .

4 When I was a t  u n iversity / was the co m m unications o fficer o f the stu d ent
union an d I was resp onsib le f o r  with suppliers. I had  to ord er food
and drink fo r u n iversity concerts an d so on. It  was a lw ays p ossib le to g e t 
a b e tte r d e a l if  you were good on the phone. It  w asn ’t ju s t a  question o f 
being p ersu asive  though, it was re a lly  a  case  o f being cle a r an d  ex pressing  
yo u rse lf well, m aking sure th a t e ve ry b o d y  what I was sayin g .

g  In p airs, d iscuss which t ra n s fe ra b le  sk ills in Ex ercises 5 b an d 5c a re  
d e m o nstra te d  in each e x trac t  (1 - 4).
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C o m ple te th e  p hrases fo r d e m o nstra t in g  t ra n s fe ra b le  sk ills using th e 
co rrect  ve rb s in b rack e ts.

1 a n a ly t ica l skills [a n a lyse  / con d uct / Id en tify)
a i^ en H -Py a mistak e h data c ,. a survey

2 cre a t iv i ty  [invent / so lve /  suggest)
a a m achine b ... an a l t e rn a t ive c . a proble m

3 co m m u nica tio n  skills [ex plain / g ive / write)
a a re p ort  b . an idea c a p resen ta tio n

4 in terp erso n al skills [listen /  reso lve /  work)
a a d isp u te  b to a p oin t o f view c with ‘d if f icult ’ peo ple

5 le a d ersh ip  skills [ch a ir /  d eleg ate /  m otivate)
a a m eetin g b a te a m c tasks

6 org a n isa t io n a l skills [d ecid e / im p le m en t / m eet)
a d ea d lin es b on p riori t ies c a plan

7 te a m w ork in g  skills [contrib ute / d iscuss / support)
a an issue b to a m eetin g c a co lleag ue

8 ne g otia t io n skills [change /  convince /  negotiate)
a so m e o n e ’s mind b . . . .  with so m eo ne c so m eo n e to do so m ethin g

i  In p airs , th in k  o f so m e m ore sp ecific act io ns o r tasks which d e m o nstra te  
t ra n s fe ra b le  skills.

j  Id e n t ify  t h re e  o f yo u r t ra n s fe ra b le  sk ills. M a k e  n o tes a b o u t th e  th in gs you 
have d one in th e  p ast t h a t  d e m o nstra te  th ese  skills. Use th e  p hrases in 
Ex ercises 5h an d 5i.

k  In p airs, ta k e  tu rns to te ll each o th e r sh ort s to ries a b o u t th e  th in gs you 
have d one t h a t  d e m o nstra te  yo ur t ra n s fe ra b le  skills, using yo ur n o tes from 
Ex ercise 5j. Try to guess which t ra n s fe ra b le  sk ills yo ur p a r t n e r ’s sto ries 
d e m o nstra te .

I  T hin k o f th re e  d if fe re n t jo bs an d list two t ra n s fe ra b le  sk ills t h a t  a re  
esse n tia l to each job .

J o b  1 _____________  J o b  2 _____________  J o b  3 _____________
Skill 1 _____________  Sk ill 1 _____________  Skill 1 _____________
Skill 2 _____________  Sk ill 2 _____________  Skill 2 _____________

Researching the market
Finding a job
O nce you know yourself , i t ’s t im e to s t a r t  research in g th e  m ark e t -  f inding out 
more a b o u t the typ e of jo b  you w a n t an d the co m p anies and org a n isa t io ns t h a t  
have sim ilar posts. Doing this will help you m ak e a sh ort  list of the p laces where 
yo u ’d like to work .

6  3 In p airs, d iscuss th e  followin g q uestions.

1 W h e re  would you st a r t  look ing for a j o b ?
2 Wh ich  of th ese m eth o ds would you co nsid er usin g?

• job a g e ncies / h ea d h u n ters •  th e In te rn e t
•  n ewsp a p ers and m aga z ines •  cold calling / mailing
•  ne twork ing

U n it 1 Research and preparation 13



b �  1.4 Listen to five p e o p le  d iscussin g job - hunting . Wh ich  job - hunting m eth o d 
in Ex ercise 6 a d o es each sp e a k e r reco m m e n d?

Sp e a k e r 1 _____________  Sp e a k e r  4 ______________
Sp e a k e r 2 _____________  Sp e a k e r  5 ______________
Sp e a k e r 3 _____________

C ^1 .4 Listen again  an d , in pairs, d iscuss th e  followin g q uestions.

1 Do you a gre e  with the a dvice th e sp e a k ers g ive?
2 H ave you used th ese m eth o ds in th e  p as t? Wo u ld  you t ry  any of th ese 

m e th o ds?
3 W h a t  a re  th e a d va n ta g es and d isa d va n ta g es of each m e th o d?
4 Can you thin k  o f a ny o t h e r job - hunting m e th o ds?

Cold calling

Cold calling m eans phoning a co m p a ny to en q uire a b o u t  job 
o p p ortu n it ies which have not been a dvert ise d .  T he phone 
co nversa t io n  is used to g e n era te  in te rest in you as a p o tent ia l 
e m ployee . T he aim o f th e  call is to g e t an invi ta tion to send 
yo ur CV.

7 3 In p airs, d iscuss th e  fo llowin g q uestions.

1 H ave you eve r tr ie d  cold - calling a co m p a n y? W a s it 
successfu l?

2 W h a t  a dvice  would you give so m e b o dy cold - calling a 
co m p a ny in yo ur co u n try?

b �  1.5 Ery k  an d  Pa tr ic k  a re  looking fo r work  in th e  hotel 
in d ustry in London . T h ey both have e x p erie nce  work ing 
in h o te ls in t h e ir  own co u n tries. T h ey d ecid e to cold - call 
a nu m b er o f h o te ls in Lon don to t ry  an d  fin d  a su ita b le  
job . Liste n to  t h e ir  ca lls an d  d ecid e who has th e  m ore 
successful cold ca llin g  technique .

C ^1 .5 C o m ple te  th e  e x tracts fro m Ery k ’s call (1 - 5 ) using th e  se n te nces (a - e).  
Listen again an d check  yo ur answers.

a I h ave worked for a  nu m ber o f b ig hotels in Poland .
b / would lik e to speok to Ja n e t  Robinson .
c W h at back grou n d e x perience a re  you looking fo r?
d A re you looking for som eone with e x p erience such as th is? 
e A re you looking fo r em ployees with in tern a tio n al e x p erience?

1 Good m orning. I ’m Eryk  Pa w la k . Is she th ere?
2 I have co nsid erab le p ro fessio n al e x p erience in the hotel in d u s try .___
3 M y m other tongue is Polish , b u t I can a lso  speak Spanish , having worked  

fo r a  b ig ho tel in S p a in .___
4 To begin with I m ain ly worked m anaging a  team  o f cleaners an d porters.

However, my Sp anish im proved q uick ly and I was m oved to reception , where
I d e a lt with custom ers both face to face and on the p h o n e .___

5 ‘Do you h ave a  d e g re e?’
‘Yes, I h ave a  d egree in to u rism . ’

14 U n it 1 Research and preparation



d M a tch  th e  e x tracts (1 - 5 ) in Ex ercise  7c to  th e  followin g cold callin g 
tech n iq u es (a - e).

a Give just  enough in form ation a b o u t  yourself  to g e n era te  in t e rest  in yo urse lf  
as a p o tent ia l e m ployee . JL -  

b Resp o n d to q uestio ns with yo ur own q uestio ns to find out more a b o u t  the 
c o m p a n y .___

c Use posit ive q u estio ns t h a t  invite a ‘y es ’ resp o nse________
d M e n t io n  one o r two concise ach ieve m e n ts ,  using facts and figures wh ere

p ossib le________
e Ask  to sp ea k  to the decision m a k er by n a m e____

Jo b  advertisements

A  good jo b  a d ve r t ise m e n t  is designe d to a t t r a c t  th e m ost su ita b ly qualif ied 
a p p licants . It ’s not just  a p p lica n ts t h a t  a re  co m p etin g with each o t h e r for jobs; 
e m ployers a re  also co m p etin g with each o t h e r to a t t r a c t  the b est ca n d id a tes for 
t h e ir vacancies.

8  3  In pairs, d iscuss th e  followin g q uestions.

1 W h a t  information would you e x pect to find in a well - written job a dver t ise m e n t?
2 W h a t  m a k es a good job a d ve r t ise m e n t?

b Em ployers usually t ry  to squee z e as much in form atio n  in to t h e ir  job
a d ve rt ise m e n ts as possible . However, b ecause a d ve rt isin g  is e x p ensive an d 
sp ace  lim ite d , t h ey te n d  to  use a b b revia t io n s to  d escrib e  ro les in as few 
w ords as p ossib le . W ri t e  th e full m eanings o f th e  followin g a b b revia t io n s 
using th e  w ords in th e  box .

agency annum d ean current curriculum driving
earnings experience licence of on per per
point sale target vitae week

1 r r n i  cu vve n V c)e<?\n <stviv'm<̂  l i c e n c e 5 O TF
9 CV 6 PA
^ F XP 7 PW
4 A GY .......... 8 P O S

C Which  a b b revia t io n  would you e x p ect to see in a jo b  a d vertise m e n t:

1 if you need re leva n t professional e x p erie nce for th e  p o s i t i o n ?___
2 if th e sa la ry  m entio ne d was for th e  wh ole  y e a r ? ___
3 if a jo b  a g e ncy is a dvert isin g  the j o b ? ___
4 if th e posit ion requires e x p erie nce o f selling pro d ucts to c u s t o m e rs?___
5 if t h e  take - home pay will be p art  basic sa la ry and p a r t  p erform ance - rela ted 

p a y? —

d Jo b  a d ve rt ise m e n ts te n d  to  use a lo t o f
ja rg o n , like proactive team player. Loo k a t  the 
e x tract fro m a jo b  a d vertise m e n t . In pairs, 
d iscuss w h a t th e  t e r m s in bold ac tu a lly  m ean 
in specific, p ractica l term s. W h y a re  th ey 
im p orta n t sk ills in th e  w o rk p lace?

Great graduate job opportunity
A r e  y o u  a team player? A r e  y o u  flexible, 

dynamic & results-focused?
D o  y o u  h ave  good organisational skills?

T h e n  w e  a re  lo o k in g  for y o u  . . .
 .....nmim, -----

Unit 1 Research and preparation 15



M a tch  th e  ja rg o n  in Ex ercise  8 d to  th e  followin g q uestions. In pairs, ta k e
tu rns to ask  an d a nsw er th e  questions.

1 Do you have a p erso n ality t h a t  will fi t in with th e  rest o f the t e a m ? A re  you 
willing to help with tasks ou tsid e yo ur jo b  role when re q u ire d?

2 A re  you so m eo n e who wa n ts to work , is p re p are d  to do w h a t  it ta k es to fulfil 
yo ur jo b  function and m ak e m oney for th e co m p a n y? Will you be aw are  of how 
yo ur act io ns af fect th e co m p any as a w h o le?

3 A re  you in n ova tive and cre a t iv e? A re  you th e  typ e of person who thin ks 
in te llig en tly and can g e n era te  id eas to im prove th in gs?

4 A re  you p re p are d  to work  to m e e t the d e m a n ds of the business, which might 
involve re loca tin g to a n o t h e r office o r work in g e x tra  hours -  even w e e k e n d s?

5 Do you m e e t d ea d lines , work  well with o th ers and ge t th ings d o n e? Can 
you pro d uce re lia b le  work  u nd er pressure and be t ruste d  with m ultip le 
resp o nsib il i t ies?

Re a d  th e  two jo b  a d ve rt ise m e n ts and a nsw er th e  followin g q uestions.
U n d erlin e  th e  p a r ts o f th e  a d ve rt ise m e n ts t h a t  su p p ort yo ur answers.

1 For which jo b is a u n iversity d e gree esse n t ia l?
2 Which  jo b  p laces m ore e m p h asis on being fle x ib le and a d a p t a b le?
3 Which  jo b offers a h ig her sa la ry?
4 W h a t  should you do if you wish to a p p ly for the M e d ia  A ssis ta n t  p osit io n?
5 How will you k now if M e d ia  X is in tereste d  

in yo ur a p p lica t io n?

Trainee F in a nce  Recru itm en t C o nsu lta n t - 
E30 - E35K O TE. Q ueen C are e rs
Your Profile: Are you a graduate or of graduate calibre 
with a track record of success? You will have a minimum 
of two years’ solid sales experience and the hunger to 
succeed! For a trainee finance recruitment consultant no 
two days are the same, and you must be a great multi �
tasker with the ability to push yourself further and further 
all the time. The right candidate will be target -driven, 
articulate, determined and overall 100%  focused on a 
career in recruitment.
The Role: The role of a trainee recruitment consultant 
is varied from day to day. One day you could be 
sourcing and screening candidates for your current 
roles, and the next everything from cold -calling new 
clients to negotiating contracts. You will be working 
on the secretarial and support team liaising with high �
flying candidates and well - established companies in the 
investment banking sector, so your presentation skills 
should be second - to - none.
The Company: Very well - established and situated in a 
fantastic central London location, this is an opportunity 
to work for a market - leading worldwide specialist in 
investment banking and financial recruitment consultancy. 
Professional and consultative in approach , they offer 
second - to - none training from ground level upwards with 
bonuses, incentives and fun along the way.
If this sounds like the career for you please email 
Eli z abe th@Q ueencareers.co m or call 0870 12341234.
Closing date: 15th May

Media Assistant. Media X
Q uote Ref: 007584 MX
An excellent opportunity  to work for a leading
international education group in a sm all but lively media 
departm ent.
We are looking for a well-organised and m otivated 
graduate to  becom e part of an international m arketing/ 
m edia team. The key objective of th is role is to supp o rt 
the  team  in producing a range of print and online 
m aterials for w orldwide m arketing and sales team s. Tasks 
will include reporting  to  the  media manager, managing 
fact files, accurate  proof reading and editing, inputting 
conten t into our w ebsite CMS, coordinating and gathering 
information, w arehouse and stock  m anagem ent and 
collating and writing new sletters.
We are looking for a graduate with excellent 
com m unication skills, accurate  w ritten English, good 
atten tion  to  detail and som e experience of working in a 
m arketing environm ent.
Proficiency in MS Office and excellent com m and of 
English language are  essential; additional languages 
would be a plus.
Training will be provided for Adobe Creative Suite and 
Tridion, although any working knowledge of either 
softw are package would be advantageous.
Qualification Level: U ndergraduate degree essential. 
Salary: circa &28K pro rata
Email your CV and  cover le tter to  colm@MediaX.com by 
May 23rd.
Please note that due to the  large volume of responses 
expected, only successful candidates will be contacted.

.... I f B ' '
// i.
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g  Re a d  th e  jo b  a d ve rt ise m e n ts again  and find e x pressio ns to m atch the
followin g d efin it io ns .

1 A  Latin te rm  m eaning ap pro x im ately used to ta lk  a b o u t  salaries. T his term 
informs you t h a t  the sa la ry  is not fi x ed but m ay be aroun d 10%  h ig her o r 
lower d e p e n d in g  on yo ur re leva n t e x p erie nce and q u ali f ica t io ns___________

2 A  term used to inform you of the d a t e  by which th e e m ployer m ust have 
receive d yo ur a p p lica tio n .  A lso so m etim es calle d a d e a d lin e___________

3 A n a b b revia t io n  m eaning th o u sa n d .__________
4 A  te rm  used to inform you t h a t  you m ust q uo te the re fere nce n u m b er when 

you a p p ly for the posit ion . T his n u m b er should be cle arly m ark e d  on yo ur 
e nve lo p e (if you a p p ly by post) or the su b ject  line o f yo ur e m ail,  as well as a t  
the to p of yo ur cover l e t t e r .__________

5 A  Lat in term m eaning t h a t  yo ur sa la ry  is ca lcu la te d  accord in g to w h a t 
pro p ortio n of a full - time job yo ur hours m ak e up. So ,  if th e sa la ry  is quo ted 
a t  £ 1 8 , 0 0 0  b ase d on a full - time wee k of 4 0  hours a n d you are work in g 3 0 
hours p er wee k , you will be paid an an nu al sa la ry o f £1 3 , 5 0 0 ___________

h In pairs, d iscuss th e  followin g q uestions.

1 W h a t  a re  th e  main t ra nsfe ra b le  skills re quire d for each j o b ?
2 In which jo b would you e x p ect to work  u n d er m ore p ressu re?
3 Which  jo b would you pre fer to do and w h y?

i  M a n y jo b  a d ve rt ise m e n ts re q u est f a m ilia r i ty  with ce rta in  tools, sk ills o r
lan g u ag es t h a t  a re  re leva n t to th e job . In p airs, p u t th e  e x pressio ns in bold
in o rd e r o f k nowled ge an d e x p erience re q u ire d .

j W rit e  se n te nces a b o u t yo ur own k nowled ge and e x p erie nce using the 
followin g e x pressions.

• I am pro ficie n t in ...
• I have an e x celle n t co m m an d o f ...
•  I have a good work ing k nowled ge o f ...

k So r t  th e  p hrases in th e  box into two groups.

ideally you will have ... ... is essential ... is necessary ... is preferred ... is vital
the successful candidate will b e . ........... would be a plus ... would be advantageous
... would be desirable ... would be welcome you must b e . . .  you will have ...

1 Sk ills which ca n d id a tes m ust have
... is e sse n H ^) _________________  _________________

2 Sk il ls which the e m ployer hopes for (they m ay still co nsid er th e  ca n d id a te  if 
th ey d o n ’t have all of the m)

I  Which  o f th e  p h rases in Ex ercise 8 k a re  used in th e  two jo b  a d ve rt ise m e n ts 
on p ag e 1 6 ?

Pro ficie ncy in M S O ff ice a n d e xcellen t
co m m and of English lan g ua g e are

plus

•  Training will be provid e d for A d o b e 
C rea t ive  Su i t e  and Tridion, a lthough 
work in g k nowled ge o f e i t h e r so ftware 
p ack ag e would be a dvan ta g eo us .
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ITT Re a d  th e  fo llowin g jo b  a d vert ise m e n t . Find w ords t h a t  m ean so m eone who 
is:

1 good a t  finding solu tions to p ro b le m s__________________
2 a b le  to sp ea k  a lan g ua g e w ith o u t a ny n o t ice a b le  mista k es o r effort.

3 fle x ib le and a b le  to work  on d if ferent pro jects a t  the sa m e time.

4 good with co m puters.
5 good a t  m aths and d ea lin g  with nu m bers.

-/// '/  '//

Ju n io r  C onsu ltan t

O rga n is a t i o n : FUTERRA

Location:

S a l a ry :

Central London

£ 1 8 , 0 0 0 - ^ 2 0 , 0 0 0

futerra 
sustainability 
com mun i cai i oii s

Sh ortlist this job

L - J Email this job to a friend 
C l  Job contact details 
Q  View ali jobs from this employer

Are you a great communicator? Want to make a difference? Talk to Futerra!
Futerra is a communications agency that specialises in the environment and social 
change. We work with government, businesses and NGOs and have an exciting 
opportunity for a new junior team member. You’ll need to be resourceful and have 
fantastic research skills, common sense -  and, of course, fluent English. You must 
be adaptable: there will be lots of desk-based research, but you may also find 
yourself hitting the phones or helping at events. You’ll also have to be computer 
literate and numerate. You’ll have a degree in a relevant discipline and a keen interest 
in communications, and be able to demonstrate a commitment to sustainability, 
whether through previous roles, internships or student activities. You’ll find us bright, 
passionate, committed and all-round fun people.

' "?T I p p f  "• : "! :;j: ":":r ppf : ' IIPPPM Pf fPPPIWf  ^

n  W h a t  sk ills an d e x p erie nce  would you need to  sta n d  a good chance o f 
b ein g in te rvie w e d  fo r th e  p osit io n? Do you have th e  t ra n s fe ra b le  sk ills and 
e x p erie nce re q u ire d  fo r th e  p osition a t  F u t e rra?

O Rese arch  th e  m ark e t and fin d  a n u m b er o f jo b  a d ve rt ise m e n ts for
vaca ncies t h a t  m atch yo u r cr it e r ia  fo r work . A n a lyse  th e  a d ve rt ise m e n ts 
and id e n tify w h e th e r you have th e  t ra n s fe ra b le  sk ills an d e x p erience 
re q u ire d  fo r th e  p ositio n .
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