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Professional is Looking for a Job

Preview

Answer the questions. Then talk about your answers.

1)
2)
3)
4)
5)

In what sectors of activities — agriculture, industry, service do you work?
Which sectors do the people in your area work in?

How has this changed from generation to generation?

Do you know what CV is?

Have you ever written one?

77



I. READING

Read and translate the text

PROFESSIONAL IS LOOKING FOR A JOB

Interviewer: So tell us about CVs, then, Marika. What are the key things they
include?

Marika: Well, you should start with brief personal details, of course. You know,
name, age, and so on. Marital status is OK too, but no names of children or pets.

Interviewer: And next comes education, | suppose?

Marika: Yeah. You ought to list the schools and institutions you’ve attended in
chronological order. Make sure that the dates make sense. Don’t forget details of the
gualifications you obtained. Remember to put your grades too.

Interviewer: | see. And would you advise people to include copies of their
qualifications, and so on?

Marika: No, they don’t need to do that, not at this stage.

Interviewer: Right. Now for the part of the CV which deals with work experience.
Should we go through this in chronological order or start with the more recent,
current job first?

Marika: | would definitely say begin with the present or more recent job first. Then
work backwards. Give a brief description of each job and try to list one or two
achievements.

Interviewer: That’s hard if you’re still a student, isn’t it?

Marika: True, but you can still mention things like “I was secretary of the Anglo-
German society” or give details of any part-time or holiday jobs.

Interviewer: One last question. What about a photograph?

Marika: Well, it can go on an application form or with a covering letter, but there’s
no reason why you can’t put it on your CV. If I were a job seeker, I’d invest in a
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studio photograph — one that made me look as good as possible, rather than one from a
machine. And, of course, never send a picture of you on the beach or at the party —
people have sent me some amazing things!

iIl. VOCABULARY
1. CV [si:'vii] pe3rome
curriculum vitae [ko 'rikjulom
'vitai]
2. personal details ['p3:sonl "di:terlz] | nuuHbBIC HaHHBIC
Personal details include name, age JIndHbIe MaHHBIE BKIIOYAIOT B Ce0S UM,
and address. BO3pacT U ajipec.
3. marital status [ 'merital 'stertas] | cemeitHoe monOXKEHHUE
4. ought to [of] OBITh TOJKHBIM
5. to list [lst] BHOCHUTb B CITUCOK, TICPEUHCIUTh
6. to attend [2'tend] oceniarh
You ought to list the educational BBl J0KHBI BHECTH B CITUCOK
institutions you’ve attended. 00pa3oBaTeyibHbIC YUPEIKIACHUS, B KOTOPBIX
Br1 00y4anuce.
7. in chronological order B XPOHOJIOTHYECKOM TTOPSIJIKE
[ krona'lod3ikal o:do]
8. to obtain [ab tein] OJTy4aTh
9. qualification [ kwolifikerfon] KBaTH(PUKAITHS
Put down the qualifications you VYKa)XUTE CBEJICHUS O TIPUCBOCHHBIX
obtained. KBTI (PUKAIUSX.
10. grade [grexd] OIICHKA
Don’t forget to put your grades. He 3a0yapTe yKa3arh CBOM OILICHKH.
11. work experience [wa:k OTIBIT PAOOTHI
1ks ‘prormons]
Work experience is not given in OmnbIT pabOTHI MPUBOIUTCS HE B
chronological order. XPOHOJIOTHYECKOM ITOPSIIKE.
12. current [ karant] TEKYIIUH
13. backwards [ bekwadz] B 00paTHOM IOPSIIKE
14. achievement [o'tfi:vmont] TOCTIDKEHHE
Do you have any professional Ectb mu y Bac npodeccronanbHbie
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achievements? TIOCTUKEHUS?

15. application form [ aplikeifan 3asBJICHUE O IIpHEMe Ha paboTy

fo:m]

A photograph can go on an dotorpaduro MOXXHO IOMECTUTh Ha

application form. 3asgBJICHUE O TIpUeMe Ha padoTy.

16. covering letter [ 'kavarm 'lets] COTPOBOIUTEIHLHOE MMICHMO

17. job seeker [d3ob 'si:ko] YeJIOBEK, UIMYIIHUKA paboTy

Job seekers must be very active. JIromu, KOTOpBIE UIMYT padOTy, TOJDKHBI
OBITh OYCHb AKTHBHBIMHU.

1ll. READING COMPREHENSION

1. Answer the questions:

1. What is the dialogue about?

2. What should you start you CV with?

3. How ought you to list the schools and institutions you have attended?

4. Do you need to include copies of your qualifications?

5. How should you put down the information about your work experience?
6. What information can you include if you are still a student?

7. What does Marika say about a photograph?

2. Read the statements and say if they are true (T) or false
(F). Correct the false ones?

1. You should start your CV with brief personal details.
2. If you have got children, you must put down their names and age.

3. You ought to list the schools and institutions you’ve attended in chronological order.
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4. You must not put your grades.
5. You should begin with the present or more recent job first and then work backwards.
6. If you are still a student you shouldn’t write anything.

7. Employers don’t take photographs seriously, so don’t waste money on them.

3. Complete the sentences:

1. You should start With Drief ... details.
2. Marital .........c.ccoevviiii e, Is OK too, but no names of children or pets.
3. Don’t forget details Of the .........ccooeviiiiiiiiice e you obtained.
4. Should we start with the more reCent, ..........ccccovveiie e job first?
5. Give a brief description of each job and try to list one or two............ccccceeveevieinennnnn, :
6. It can go on an application ...........c.ccceenee.n. OF With @ ..vveeeiee e, letter.
7. 1F TWere ajob ..occcveveiiiiiecie e , I’d invest in a studio photograph.
8. Never send a picture of You 0N the .......cccoovvevii i or at the party.

1IV. ANALYZE

1. Match the words with their Russian equivalents:

1. personal details a. XpOHOJIOTUYECKUH MOPSIOK

2. marital status b. ombIT paboTHI

3. chronological order C. KBUTU(UKAIUH

4. qualifications d. mocTrxeHHs

5. work experience €. 3asBJICHHE O MpUEMe Ha paboTy
6. achievements f. compoBoaUTEIEHOE TUCHMO

7. application form g. TUYHBIC TaHHBIC

8. covering letter h. cemeiinoe momoxeHue

2. Match the following English words with their definitions:

1. marital status a. happening or existing now
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2. grades b. to get, to receive

3. current c. arranged in the order in which the events
happened

4. achievement d. something accomplished successfully

5. to obtain e. to put down

6. chronological f. the condition of being married or
unmarried

7. to list g. in a reverse manner or order

8. backwards h. marks, points

3. Give the English equivalents:

COCTaBHUThH CIIHUCOK IIKOJI U HHCTUTYTOB.
CBE/ICHHUS O MPUCBOCHHBIX KBATA(DUKAIIHIX

HayaTh ¢ HauboJee NO3IHEN 10 BpEMEHU padOThI
paboTaiiTe B 00paTHOM HaIlpaBJIEHUN

KpaTKoe OIUCaHHUe

CBE/IEHUs 0 paboOTe BO BpEMsI KaHUKYII

HE MoXKaJeTh JAeHer Ha npodeccuoHanbHyto Gotorpaduro

O NOoO Ok WNE

MOTPSICAIOIINE BTN

V. TRANSLATE

1. 115t Toro 4to0bl HAWTH PadOTY, HEOOXOUMO COCTABUTH U PA30CIIaTh PEIIOME.

2. JlnuHble NaHHBIC BKIIIOYAIOT B ceOS MM, BO3pacCT, aapec W HEKOTOpPbIE ApYyTrHe
D1 2050505 (TR
3. Uadopmarius 06 00pa3oBaHUM NOJDKHA OBITH MPEACTABICHA B XPOHOJOTUYECKOM
0] 0301 10 TP PR TOPPPRPPR
4. Tlpenocrapisisi JaHHBIE O MPEABIAYIIEM TPYIOYCTPOHCTBE, HEOOXOAMMO yKa3aTh
XAPAKTEP BBITTOTHICMOM PAOOTBL. ..vvieivvieistieessreesieesssteessseessssesssseessseessssesssssessnssessnseesssees
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5. Eciii BBI cTyneHT, MOXKHO yKa3aTh CBEJEHUS O BHEYUYEOHOW aKTUBHOCTH — y4aCTUU
B BOJIOHTEPCKON JACSITEITEHOCTH, HATIPHMED. ..veevreerreesteeareessnessreessnesseessnesssesssesssessnesnnes
6. [TocrapaiiTech ~ cOOOIUTH, KaKk MOXXHO  OONbIIE  CBEACHUH O  CBOEH
MPOPECCHOHATBHOM JEATEITBHOCTH. +..veeuvesveseesteasteaseessnesseeaseasseassessessseessesssessssssesssesssesnes
7. Ha dororpadum, kak mpaBwiio, oOpamaeTcsi HEKOTOPOEC BHUMAHHE, IOITOMY
BBIOCPHTE CAMYTO YIIATHYEO. ..euuveeruresreesseeasteessessssessssesssesssssansessssesssessssesnsessssesssessneessessnnes
8. Paboronmarenu roeopat: «Msl Bac He 3Haem», O3TOMY HE CTECHSMTECH NETUTHCS
uHpopMaImeil o cedbe, HHAYE YIMYCTUTE MIAHC MOMYUUTD PAOOTY. .vvevveririeieerireireenineenens

VI. SPEAKING

1. Study the CV:

Curriculum Vitae
Toni Carter
Personal details:
Full name: Toni (Antonella) Carter
Date of birth: 14/02/78

Permanent address: 88 Whitecross Road

St Albans

Herts WD3 8KY
Tel. / Fax: (01923) 0845841
Mobile: 0789 765782
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Personal email: CarterToni@qratisserve.co.uk

Marital status: Single
Educational history:

| am currently following a part-time MBA programme in International Business at
Randolf Business School

1997-2000 University of South Nottingham:
BSc Business Studies
1994-1996 Dr Chalmer’s Sixth Form College:

‘A’ levels in Italian (A), Mathematics (A), Biology (B).

Skills:
Word-processing. Excel. Power Point. Clean driving licence.

Languages: Bilingual English / Italian

Employment history:
September 2002-present

Farinelli Fashions: Marketing Executive with responsibility for customer services. |
regularly visit sales outlets in the south of England and our suppliers’ factories in
Malta and Morocco.

January 2001- September 2002
Kilt Corner: Shop Assistant, then Deputy Manager.
August-December 2000

La Sorpresa Italian Restaurant: part-time waitress.

Hobbies and interests:
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Soccer: At university [ was captain of the women’s soccer team.
Playing the cello. Member of SN Chamber orchestra.

In my gap year | travelled round Australia and south-east Asia. | developed a much
broader awareness of other cultures and ways of life.

Referees:

Catriona Flinn Professor K. Pradesh
Manager, Kilt Corner Randolf Business School
16 Gorton Street 32 City Road

London W8 London EC1B 7HG

2. Compose your own CV
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