Unit 17. APPLYING FOR A JOB

LEAD-IN
Task 1. Discuss the following statements. Do you agree with
them? Why / why not? Give your reasons.

*  “Choose a job you love, and you will never have to work
a day in your life.”

Confucius

*  “If opportunity doesn’t knock, build a door.”
Milton Berle

*  “The future depends on what you do today.”
Mahatma Gandhi

Task 2. Answer the following questions.

1. What are the most important factors for you in choosing
a career? Consider the options:

« challenge

« colleagues

*  responsibility

« salary

e opportunity to travel

2. Are you optimistic about the future job market for you? Why /
why not?

VOCABULARY

Task 3. Fill in the gaps with the correct words from the list.

advertisements, candidate, current, fill in, job center, job
interview, personal details, work experience

Before looking for a job, make sure you have an up-to-date CV. It

should be easy to read and include your (1) , your
educational qualifications and your previous (2) . Visit your
local (3) to see what’s available. Check out newspapers,
journals and websites for suitable job (4) . When you find
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a job you want to apply for, write a letter or email explaining why you
are interested in the job and why you think you are agood (5)

If you are in employment, you could also mention why you want to
leave your (6) job. You should enclose a copy of your CV
and you may need to (7) an application form. If all goes
well, you’ll receive a reply inviting you to go fora (8)

Task 4. Using a dictionary, if necessary, choose the correct
word in the sentences.

1. Thisis not a part-time / full-time job: it’s only three hours
a day.

2. We can offer you a temporary / permanent contract over the
Christmas period.

3. The job at the burger restaurant only pays a good salary / the
minimum wage.

4. Would you like to work extra time / overtime this weekend?

5. In this job you’ll be responsible of / for looking after young
children.

6. The fringe benefits / odd jobs include a company car and
health insurance.

7. Youshould include your previous work experience / story in
your CV.

8. She got good qualifications / references from her previous
employer.

Task 5. Choose the correct preposition in italics in each of the
sentences.

1. Thaven’t actually had any experience in / with business yet.

2. | want to concentrate in / on getting my qualificationsfirst.

3. So when will you be available on / for the interview?

4. T’m quite good at / in accounting.

5. Have you done any other work in the past that would be useful
in / at a marketing career?

6. Itisimportant to have confidence in / at your ownabilities.

7. Aot of students participated on / in the jobfair.

8. The company has a reputation of / for producing top-quality
products.
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Task 6. Translate the sentences into English.

. Kakue y Bac o0s13aHHOCTH Ha TeKymiei padore?

. 1 nry paboTy ¢ MOTHOM 3aHATOCTHIO.

. Pacckaxxute 0 Bamiem npenplayiieM Mecte padoThl.

. Y MeHsI IToKa HeT OTbITa padOTHI B ATOM OOIACTH.

. Moii npyr Hamen paboTy Ha sipMapKe BaKaHCHH.

. 51 cmory mpuiiTi Ha cobeceoBaHNE B CIEIYIONINI BTOPHUK.

. Kakas kBammdukanms HeodOxoanMa JyTsi 3TOH BaKaHCHN?

. Tel MOXKeIIb oucKaTh paboTy ¢ XOpOLIeH 3apIiaToil Hacaiite
PEKPYTUHIOBOM KOMITAaHUH.

CO~NO U WN -

READING

Task 7. Read the article. Fill in the gaps in the job interview
with the questions from the list below to match them with the
answers.

How long would you expect to work for us if hired?
Do you consider yourself successful?

What do you know about this organization?

What motivates you to do your best on the job?
What is your greatest strength?

moow>

Common job interview Q&A!

Here we offer some typical interview questions and strategy
suggestions on how to answer them so that you succeed and get a job.
Tell me about yourself. You need to have a short statement prepared
in your mind. Limit it to work-related qualifications, skills

and experience.

(1) You should always answer ‘yes’ and briefly
explain why. A good explanation is that you have set goals, and you
have met some and are on track to achieve the others.

2 This question is one reason to do some research
on the organization before the interview. Find out where they have
been and where they are going.

What kind of salary do you need? Try not to answer the question
directly. Instead, say something like “That’s a tough question. It can
depend on the details of the job.”

TJob interview questions. URL.: https://en.islcollective.com/resources/printables/
worksheets_doc_docx/job_interview_questions/jobs-preintermediate-a2/20330
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Are you a team player? You are, of course, a team player. Be sure
to have examples that show you often perform for the good of the team
rather than for yourself.

3) Specifics here are not good. Something like this
should work “I’d like it to be a long time” or “As long as we both feel
I’m doing a good job”.

Why should we hire you? Point out how your assets meet what the
organization needs. Do not mention any other candidates to make
a comparison.

4 Numerous answers are good, just stay positive.
A few good examples are: your ability to prioritize, your problem-
solving skills, your ability to work under pressure, your ability to
focus on projects, your leadership skills, your positive attitude.

What is more important to you: the money or the work? Money is
always important but the work is the most important. There is no
better answer.

(5) This is a personal trait that only you can say. But
good examples are challenge, achievement, and recognition.

Do you have any questions for me? Always have some questions
prepared. Good examples are: “How soon will I be able to be
productive?” or “What type of projects will I be able to assist on?”

Task 8. Answer the questions.

1. What information should you give when asked to tell about
yourself?

2. Why is it necessary to do some research on the organization
before the interview?

3. Should you announce the desired salary directly?

4. What should the answer be to the question How long would
you expect to work for us if hired?

5. What personal qualities are necessary to be mentioned at the
interview?

6. Have you ever had a job interview? If you have, give some
details.

7. Which of the listed above questions are the most difficult to be
answered?

8. What questions would you ask your potential employer?
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GRAMMAR
Study the information.

Conditional Sentences. Type | and 11
(Ycaosusle npennoxenns I n Il Tuna)

Yenoeuwvie npeonoscenun | muna BeipaxxaroT BIIOJIHE peaslbHbIC,
OCYIIIECTBUMBIE MTPE/ITOI0KEHUS U COOTBETCTBYIOT B PYCCKOM $I3bIKE
YCIIOBHBIM MPEAJIOKECHHUSM C TTIAroJioM B U3bSBUTEILHOM HAKJIOHE-
HuM. Takue ycnoBHbIE MPEIOKEHHS Yalle BCETO BBIPAXKAIOT MPEIo-
JIOXKEHUs1, OTHOCALIMECS K OyIylieMy BPEMEHHU.

B ycnoBabIX mpeanioxkenusix | Tuma, oTHOCSMXCs K Oy nyemy,
TJIaroJ B MPUAaTOYHOM TPEIOKEeHUH (YCIOBUHN) YyIOTpeOIsieTcs B
Present Simple, a B rmaBHOM nipesiokeHuu (ciencteun) — B Future
Simple. B cOOTBETCTBYIOIIMX PYCCKUX YCIOBHBIX MPEAT0KEHHUIX
Oyay1ee Bpemsl ynoTpeOIsieTcs Kak B INIaBHOM, TaK M B IPUAATOYHOM
NPEIIOKECHNH.

If the weather is fine tomorrow, we’ll go to the country. Eciu 3as-
mpa 6ydem xopouiasi no2o0a, Ml NOe0em 3da 20po0.

Ycnoenvie npeonoscenus || muna Beipaxxaror HEBEpOSTHBIC HITH
MaJIOBEpOSATHBIE TpeuToKeHusl. OHM OTHOCATCS K HACTOSIIIEMY WITH
Oy/IyllieMy BPEMEHHU U COOTBETCTBYIOT B PYCCKOM $I3bIKE YCIIOBHBIM
NPEJUTOKEHUSM C TJIAroJIOM B COCJIaraTeIbHOM HAKJIOHEHHH (T. €. C
TJ1aroJIoM B (pOpMe MPOILE IIIero BpeMEeHH ¢ YacTuilei 6s1). B ycnos-
HbBIX TpeIokeHusx [I Tha B IpUIaTOYHOM MPEIOKEHUH (yCIOBHHM)
ynotpebisiercst popma Past Simple, a B riiaBHOM npeiiokeHuu (cie-
cTBuM) — coderanue Would ¢ uaduauTHBOM 6He3 tO.

If Henry knew the right answer (now), he would write it in the text.
Ecnu 6v1 'enpu 3nan npasunvhsiii omeem (cetiuac), on Ovl Hanucan
e2o 6 mecme. ([{anHoe npeononodicenue a68emcs He8eposMHbIM, MAK
kak 'enpu He 3Haem npasuibHO20 OMEEMa U NOIMOMY He MOANCEN €20
Hanucamo.)

I'naroun to be ynorpebiisiercst B puIaTOuHOM MPEIIOKEHUHN B
(dopme cocaraTeapbHOr0 HAaKIIOHEHHS, T. €. popma Were yrorpeos-
€TCsl CO BCEMH JIMIIAMH €IMHCTBEHHOTO W MHO)KECTBEHHOTO YHCIIA.
OnHaKO B COBPEMEHHOM SI3bIKE, OCOOCHHO B Pa3rOBOPHOM peuw,
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HapsTy ¢ Were ¢ 1-m u 3-M JIMIIoM eTHHCTBEHHOTO YMCIIa yIIOTPeOs-
eTcs was.

If he were (was) here, he would help us. Eciu 6v1 on 6b11 30ech, on
nomoe Obl Ham.

Task 9. Transform the two given sentences into one conditional
sentence (type I).

1. John mustn’t go to the interview like this. He won’t get the
position.

2. Rachel might fail her knowledge test. But she can take it
again.

3. Mary might fail. If she does, her parents will be upset.

4. The office may be closed. In that case Mark won’t be able to
getin.

5. Nick may arrive a bit early. If he does, he can help Tom to get
things ready.

6. The meeting might go on all night. If it does, no one will want
to do any work tomorrow.

7. Emma may miss the webinar. But she can watch it later.

8. Matthew is going to apply for a job. He’ll probably getit.

Task 10. Complete the conditional sentences (type I1) by
putting the verbs into the correct form.

1. Ifwe (have) work experience, we (apply) for higher positions.
If he (have) more time, he (study) marketing.

If they (tell) their supervisor, he (be) very angry.

She (spend) a year in the USA if it (be) easier to get a green

Hwn

card.

We (help) you if we (know) how.

My company (buy) new equipment if they (have) the money.
If | (feel) better, I (work) overtime.

She (talk) to you if she (not / be) busy at the moment.

NG

Task 11. Choose the correct form of the verbs in italics, define
the type of conditional sentences and translate them into Russian.

1. If I think of any new ideas, 7’/ / I’d phone you.
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2. If we had more time, we can/ could do more careful research.

3. People would be more creative if they weren 't | wouldn 't be so
stressed.

4. People will buy the product if we make /made it more
exciting.

5. If we don’t! didn’t take risks sometimes, we would never
make any progress.

6. If I had my own business, I'll take / 'd take longer holidays.

7. If I would work / worked for myself, I’d be in charge of my
own life.

8. What do I do/would | do if I was the boss? I’d pay my
employees good salaries.

Task 12. Write what you would do in the situations below.
Start your sentence with If I were ... .

1. Ben travels a lot in his work. He has a young family but he
doesn’t see them very often. He would like to travel less and spend
more time with his family.

2. Tony has a tough boss who expects him to work very long
hours, feels very stressed. He’d like to have a more sympathetic boss.

3. Marta has young children at school but also works full-time.
She has to work fixed hours from 9 a. m. to 5 p. m. She’d like to work
flexi-time so she can meet her children from school.

4. Kate has to travel for an hour by train every day to get to
work. Itis tiring and expensive. She would like to work from home for
part of the week, to save time and costs.

Task 13. Translate the sentences into English.

1. Ecnu 61 Oyzienis paboraTh Ha cebst, y TeOst OyaeT rnoKuii
rpaduxk.

2. KoMnianust BepHET JICHbI'H, €CJIH BbI TIEpelyMacTe.

3. Ecnn 661 paboToaaTelns cornacuiics, Mbl MOTJIH ObI ITOKa3aTh
XOPOIIINE Pe3yJIbTaThI.

4. 51 O6b1 OTKa3aJICs COTPYIHUYATH, €CIIH OBl s ObUI B BallleM
TIOJIOKCHUU.

5. Moxere c4uTaTh, 4TO MBI COTJIACHBI, €CIIM HE TIOIYYUTE OT
Hac HOBOCTEH /10 BOCKPECEHBSI.
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6. Eciiu Ob1 J[)koH 3Ha 0 BCTpeue, TO mpuexas Obl.

7. Eciu BBI cTonkHeTech ¢ [1aBiom, ckakuTe emy, 4To s X04y
€ro BUJICTb.

8. Ecin ObI st mMen cBoli Ou3Hec, st ObI TIpe yIarajl CBOMM COTpPY/I-
HUKaM XOPOIIUE YCIOBUS TPY/Ia.

LISTENING

Task 14. Look at the advertisement on a college notice board.
From the information in the advertisement, can you predict what
you are going to hear?

Care for the community

Part-time student volunteers wanted.

Can you spare a few hours each week to help out in your local
community? We urgently need volunteers to help us run andsupport
a range of local care services. We especially need people whocan:

+ offer care and assistance to the elderly

« help those with mobility problems

« provide support for young people from disadvantaged
backgrounds

Task 15. Listen to the conversation and complete the form
below. Write no more than three words and / or a number for each
answer.

Care for the community

Applicant details

Name: @
Sex: Female
Occupation: 2 student at Brookfields University

studying on Social Care Studies Course (BA).
Contact details

Phone: 3)
Email: 4) @chatbox.co.uk
Availability: Up to (5) per week
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Other information

Reason for applying:
Area of interest:
Experience:

Perceived strengths:

WRITING

Would like some (6)
Children with (7)

Has recently done similar work at summer
camp
Has excellent (8)

Task 16. Study basic information on nature and purpose of

aresume.

What is aresume?

A resume is a summary of your life to date, which highlights
the aspects that would be of interest to a prospective
employer.

When do | need to do one?
As soon as you are about to apply for a job.

What should I include?

What should | pay attention to?
* Present your resume in a neat professional manner.

« Essential personal details: name, address, telephone
number, date of birth, nationality.

# Education and training (your school, college, training
program etc).

s Qualifications/Certificates.

« Employment and work experience.

* Interests and hobbies.

= Future targets/action plan.
» References —names and addresses of 2 or 3 referees.

= Rearrange information to make it suitable for different
applications.

« Include all relevant information.

« Include all work experience including part-time and
weekend jobs.

» Listall certificates gained e.g. first aid, sports awards or
even if your just working towards them.

+ Approach referees before including them on your
resume.

¢ Always ask their permission before naming your
referees.
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Task 17. Examine sample resumes to determine the best
layout and content.

SAMPLE 1
Surname Clark
First Name(s) Craig
Sex Male
Age 16
Date of Birth 25th June 1984
Address 61, Selwick Drive, London, ON, Y01 2AJ
Telephone number(171) 5268464
Nationality Canadian
Health Good
EDUCATION

Schools Attended1989-1995 Munster High School
1995-2000 Swinton High School
Examinations High School Diploma

WORK EXPERIENCE

Swinton Leisure CentreAssistant —supervising & instructing
children in sporting activities
Part time jobsLocal trout farm
Sports shop
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SAMPLE 2

Craig Clark
61, Selwick Drive
Swinton, Ontario,Y01 2AJ,
Tel: (171) 526-8464
Email: cclark@yahoo.com

Qualifications / Skills /Achievements/ Personal Qualities:
« Confident in communicating with both my peer group and adults.
Good attendance and punctual.
* Able to work effectively in a tem and alone.
* Represented school and area in soccer and athletics.
* Currently studying 9 subjects expecting above 70 % in all.

Interests:Soccer (school captain), athletics, and rock concerts.

Work Experience:Swinton Leisure Centre

* Planning and organising activities for children aged 7-13 years.

*  Helping with display materials.

e Dealing with the public, mainly parents.

e General duties.
Local Trout Farm

¢ General assistant —feeding fish, cleaning ponds.

» Dealing with stock, managing transfer of trout.
Sports Shop

+  Serving customers.

«  Stock taking and ordering.

«  Window display

Education:Swinton High School.
References:Mr J Hemsworth, Principal, Swinton High School, Swinton, London,
Ontario.

Mr M. McDonald, Pickering Trout Farm, Pickering, London Ontario.

| feel I am a self-motivated and enterprising person with good communication skills and the
ability to use initiative to realise my personal goals and ambitions.

Task 18. Develop and produce your own resume.

201


mailto:cclark@yahoo.com

