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Introduction
The aim of Cambridge English for Job-hunting is to develop the English language and communication
skills you need to get the job you want. Specifically designed for both working professionals and those
new to the world of work, the book comprises six stand-alone units which cover all of the following
areas and more:
•

Researching the market

•

Preparing a CV

•

Writing a cover letter

•

Answering interview questions

•

Answering competency based interview questions

•

Turning negatives into positives

•

Telephone interviews

•

Negotiating terms and conditions of service

In the book we have used authentic materials such as genuine CVs and cover letters, which you can
use as useful models when writing your own CV and cover letter. On the audio you will hear a lot of
interview extracts, from both strong candidates giving model responses to interview questions, as well
as weaker candidates making common mistakes. The book will guide you through these examples and
highlight successful techniques for dealing with difficult questions, as well as providing you with lots of
opportunities to practise.
In the classroom Cambridge English for Job-hunting provides between 40 and 60 hours of study. This
can be extended using the teachers’ notes and extension activities online.

How to use Cambridge English for Job-hunting for self-study
If you are working on your own, you can do the units in any order you like. Choose the unit that
matches the stage you’re at in the job application process and work through the exercises, checking
your answers in the answer key. Note down any mistakes you make, then go back and listen or read
again to see what the problem was. It’s a good idea to listen to the audio more than once and to read
the audioscript afterwards to check that you’ve understood.
For the speaking activities, think about what you would say in the situation. You could also try talking
about the discussion points with your friends and colleagues, as almost everyone has experience in
job-hunting and stories to share.
Audioscripts and a comprehensive answer key (including suggested answers for discussion tasks)
are at the back of the book. In addition, you can find extra material online at
www.cambridge.org/elt/englishforjobhunting.
I very much hope you enjoy using the course and wish you every success in your own job hunt. If you
have any comments on Cambridge English for Job-hunting, I’d love to hear from you. You can email me
at englishforjobhunting@cambridge.org.

Colm Downes is a freelance English language teacher/trainer and ESP consultant. He began teaching English as a
volunteer in Sri Lanka in 1998 and has since worked in a number of countries around the world, including Spain,
Egypt and Poland, and spent two years helping the British Council establish a teaching centre in Brussels. Whilst in
Belgium Colm wrote and piloted a number of successful ESP courses, including courses for The European Commission,
The European Patent Office and Job Applications Skills. He completed an MA in ELT and Applied Linguistics at King’s
College London, developing his interest in World Englishes and the use of English as a Lingua Franca.
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UNIT 1
•

Identifying the stages in the

job application process
• Researching yourself
• Highlighting your skills and
experience
• Researching the market

Identifying the stages in the job
application process
Most of us spend between 6 0 -8 0 % of our waking hours working,
so it’s important to find a job that brings true satisfaction. If you
haven’t found it yet, then don’t give up. Keep looking until you find
a job that you love doing.

3 Teresa Fernandez, a recent graduate, is applying for a job in marketing.
Match the extracts from documents and conversations (a-h) to the stages
in the job application process ( 1 - 8 ).
1
2
3

Sending a cover letter
Sending a CV/resume
Sending a follow-up letter

4 Responding to interview questions
5 Making interview small talk
6 Reading a job advertisement

7 Researching the market
8 Researching yourself

MARKETING ASSISTANT, Bristol

6

circa £25K pa

‘Teresa?’

We are a leader in the international logistics
business, with operations in over 20
countries. We are seeking a young, dynamic
professional to join our marketing team. You
w ill have a good first degree in marketing or a
related subject, and ideally some experience
of working in the marketing department of a
large company. Above all, you must have a
positive attitude, strong creative skills, and an
ability to work well in a team. Full training will
be provided. There are excellent opportunities
for promotion within the department,

‘Yes. Hello.’

Unit 1 Research and preparation

‘Good afternoon. My name’s Alan Cassidy. Sorry to
keep you waiting.’
That’s all right. I’ve been enjoying your company
brochure. It all looks very impressive. It’s nice to
meet you at last.’
Thanks. Have you travelled far to us today?’
‘Quite far. I’m currently based in London, so I
came on the train this morning.’

I am a recent psychology graduate with first-hand experience of marketing,
custwrier servtoe and s Je s . I would like to apply for the posit.on of Market,ng
Assistant, as advertised in The Guardian.
I find the prospect of working for your company very attractive because it will
enable me to put my deep theoretical knowledge of human nature ,nto a very
practical context in a successful international firm.
. . . I

<*r
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d
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\ v ...

I am w riting to thank you for giving me the opportunity o f an interview
today, Everyone in your office was friendly and m ade m e feel very welcome.
As we discussed during the interview, I believe my skills and experience
would enable me to m ake a very useful contribution to your team. On my
jo u rn ey hom e I gave m ore thought to your question about pricing. I checked
your prices against how much your com petitors are charging for equivalent
services, and calculated that with your strong reputation for quality, you
could ju stify charges o f ...

_v
<

i

k
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'$■ **■
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..........
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'MC* u'e" wifk people
‘What would you say are your main
weaknesses?’
^^-UuOvkih

‘Well, I didn’t use to be very well-organised.
Nothing very serious, but for example I used
to forget my friends’ birthdays or try to rush
university assignments to get them done at
the last minute. But in the last few years I’ve
learnt some nice tricks to help me organise
my life - simple things like writing down all
my tasks for the day and not relaxing until
I’ve done everything I need to do.’

b if ikAoo^y
MV WE/lkNEssEs
w d l ^ HiseiJ T

research
fKe v\ef

w
n ,i* !
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2004-2007 Kingston University
•
‘Good afternoon. Faster Forwarding
Logistics. How can I help you?’

2008

‘Hello. My name’s Teresa Fernandez.
Could I speak to Mr Cassidy in
Marketing, please?’

BSc (Hons) Psychology (2.1)

Customer service assistant, Packaging Palace
•

Resolved customer complaints

•

Created customer loyalty programme

•

Liaised with management on pricing strategy

‘I’m afraid he’s in a meeting. Can I take a message?’
‘I’m not sure. I was calling to see if there are any vacancies in your marketing department. I’m a recent
psychology graduate, and I’m very keen to work for a company like yours, because of your excellent
reputation.’
‘Actually, I think there is a vacancy. There was an advert in The Guardion last week. Have you seen it?’
‘No, I must have missed that. Do you have a copy of the advert that you could send m e?’
‘Of course, but you’ll have to be quick: the closing date is tomorrow.’

b Put the stages (1-8) in Exercise 1a into the most logical sequence.
Unit 1 Research and preparation
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C Read the extracts again. Which extracts mention:
1
2
3
4
5
6
7
8
9
10

d

details of Teresa’s work experience? _£_____
details of Teresa’s studies and qualifications?___________
the job s a la ry ?___
Teresa’s weaknesses?_______
evidence of Teresa’s skill with num bers?___________
where the vacancy is advertised?_______
evidence of Teresa’s research skills?___
team w ork?___________
a compliment from Teresa about the com pany?_______________
evidence of Teresa’s research into the com pany?___

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

Researching yourself
Before you look for the perfect job, write a CV or apply for a job, you need to do
some research. Researching yourself is the key to finding the job that is right
for you.

2 a

^1.1 Silvia Carnali is approaching the end of her degree course at
university. She has decided to start looking for a job, but is not sure where
to begin. Silvia asks her friend Sophie, who works in the university careers
office, for some advice. Listen to their conversation and, in pairs, discuss
the following questions.
1 What is the first thing Sophie suggests Silvia does?
2 How does Sophie identify her transferable skills?
3 Does Sophie think personality tests are very important?
4 What is the final piece of advice Sophie gives Silvia?

b

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

Your strengths and weaknesses
The first thing you need to do when starting the job-hunting process is a selfassessment of your own strengths and weaknesses. This process will help
you identify the skills, qualifications, experience, knowledge and personal
characteristics that employers are looking for.

3 a

b

After talking to Sophie, Silvia produced a ‘mind map’ to highlight her
strengths and weaknesses. Complete the sentences (a-j) in Silvia’s mind
map on the following page using the prepositions in, to or at.
Complete the headings (1-6) on the mind map using the words in the box.
Achievements
Languages

8

Experience
Personal characteristics
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Knowledge
Skitts
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C ^1.2 Listen to two friends, Federico and Jack, talking about Federico’s
strengths and weaknesses, in pairs, discuss the following questions.
1
2
3
4
5

d

What has Federico recently decided to do?
Why has he made this decision?
What does Federico claim to be good at?
What would Federico really like to be able to do?
What is Federico doing in order to achieve this aim?

^1.2 Listen again and underline the personal characteristics in the box that
best describe Federico. In pairs, discuss your answers using evidence from
the conversation to support your opinion.
creative
impatient

e

g

flexible
successful

Match the personal characteristics (1 - 6 ) to the questions (a-f).
1
2
3
4
5
6

f

disorganised
reliable

a
creative -—
b
decisive
\
flexible
\
c
organised
\ d
persuasive
\V fe
reliable

Do you always do what you say you'll do?
Are you good at getting other people to agree with you?
Are you good at making your mind up quickly?
Are you able to plan ahead successfully?
Are you able to cope with last-minute changes?
Are you good at coming up with imaginative solutions?

Make the personal characteristics in Exercise 3e negative by adding a
prefix [dis-, in- or un-).
]

u^cvg^Hve

3

5__ __

2

_____________

4

6

___

In pairs, take turns to ask and answer the questions in Exercise 3e. Discuss
your individual strengths and weaknesses, giving specific evidence.
A: ‘Do you always do what you say you will do?’

B: ‘Yes, I’m very reliable. I ’m always on time to work, classes and meetings,
and when I can’t make it, I let people know ahead of time.’
Unit 1 Research and preparation
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i

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

Weaknesses

Positive
characteristics

I'm excellent a t ...
I'm able to...
I'm interested in ...
1 recently managed to ...

I'm not very good a t ...
I am ...
I could be better a t ...
I try to...
I'm reasonably good a t ...
I would like to be able to ...

Negative
characteristics

I can sometimes be ...
Occasionally I am ...
I can be a little b it...

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

Your qualifications
At all stages during the job application process you will need to be able to
describe your academic qualifications clearly.

4 a

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

complete

graduate

hold

obtain

read

1 I <ytc\A.\\c\\-e.A with a BA in Sociology from the
University of California in Los Angeles in 2007.
Economics at the London School of
2 I
Economics and Political Science (LSE). I th e n _______
a Master’s in Security Studies at the University of
Birmingham, which included a semester at New York
University at the Centre of European Studies.
with a BA in Hotel & Catering Management
3 I
from Hong Kong Polytechnic University. I a lso ______
an M BA in Marketing, which I
last year.
from the School of Oriental Languages and Communication
4 A fter
with a BA (Hons) in Mandarin Chinese and English in Maastricht (The
Netherlands), I w a s
a scholarship t o
International Relations
at the College of Europe, Warsaw.

b

Complete the sentences using the prepositions at, from, in or with.
1 I started my career
Johnston Group after graduating
Hanyang
University
a BA and M A
Chemical Engineering.
2 I graduated
2008
an M Sc in Criminology and Criminal Ju stic e __
Tokyo University.
3 I also obtained a B S c
Computer Science
Moscow State University
4

2005.
I read Modern Languages

The National University of Singapore.

C In pairs, discuss the following questions.
1
2
3
4
5

10

What qualifications do you have?
Where did you go to university?
When did you graduate?
What types of career are common for people with your qualifications?
Which of your qualifications is most likely to impress a future employer?

Unit 1 Research and preparation

Highlighting your skills and experience
Employers will ask for transferable skills or competencies - the skills,
knowledge and behaviour they consider necessary for a particular job.
Reviewing your previous experience will help you to identify your transferable
skills and recognise jobs that you are qualified for.

In pairs, discuss the following questions.
1 What general skills and knowledge do most employers look for in job
applicants?
2 Apart from specific qualifications and technical expertise, what skills and
knowledge have you got that make you employable?

Match the transferable skills (1-8) to the examples of professional
behaviour (a-h).
1 analytical skills

\

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.

2 creativity

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.

3 self-confidence

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.

4 communication
skills

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.

5 independence

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.

6 interpersonal
skills

7 negotiation
skills

8 self-awareness

Vf

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 rite your own examples of behaviour for the following transferable skills.
Compare your answers with the suggestions in the answer key.
1 flexibility I
2
3
4

HOf vigils Ivy iw\y ^ppy-Qg’vcU fo WOvV._________________________

leadership skills------- ------------------------------------------organisational skills----------------------------------------------teamworking skills
------

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

Unit 1 Research and preparation
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e

^1.3 After creating her mind map, Silvia talks to Sophie about her
university and work experience. Listen to the conversation and answer the
following questions.
1 When did Silvia apply for her MA course?
2 What was Silvia doing in Africa?
3 What job did Silvia have at university?

f

^1.3 Complete the extracts from the conversation using the correct form of
the verbs in the box. Listen again and check your answers.
appty

convince

deal

give

plan

talk

understand

work

1 7 <*pplieA for my MA course while I was working in Africa, and even

managed to start doing some research for the course before I came back to
England.’
‘So you’re clearly quite good a t _______ '
2

I
for an NGO as part of a large team with people from all over the
world. We all lived together and shared a bathroom. The work was quite
varied and I w as
different tasks to complete each week.

3

... our main aim was to educate local people about the need for

reforestation. We tried putting up posters, but this didn’t have much of an
effect. We needed to find a better way to communicate this message. Later
on I
to respected members of the community, and
them to
talk to other people in the village. This approach was far more effective.
4

g

12

When I was at university / was the communications officer of the student
union and I was responsible fo r
with suppliers. I had to order food
and drink for university concerts and so on. It was always possible to get
a better deal if you were good on the phone. It wasn’t just a question of
being persuasive though, it was really a case of being clear and expressing
yourself well, making sure that everybody
what I was saying.

In pairs, discuss which transferable skills in Exercises 5b and 5c are
demonstrated in each extract (1-4).
Unit 1 Research and preparation

Complete the phrases for demonstrating transferable skills using the
correct verbs in brackets.
1 analytical skills [analyse / conduct / Identify)
a i^enH-Py a mistake
h
data
2
3
4
5
6
7
8

creativity [invent / solve / suggest)
a
a machine
b
... an alternative
communication skills [explain / give / write)
a
a report
b
. an idea
interpersonal skills [listen / resolve / work)
a
a dispute
b
to a point of view
leadership skills [chair / delegate / motivate)
a
a meeting
b
a team
organisational skills [decide/ implement/ meet)
a
deadlines
b
on priorities
teamworking skills [contribute / discuss / support)
a
an issue
b
to a meeting
negotiation skills [change / convince / negotiate)
a
someone’s mind
b
. . . . with someone

c ,.

a survey

c .

a problem

c

a presentation

c

with ‘difficult’ people

c

tasks

c

a plan

c

a colleague

c

someone to do something

i

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

j

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

k

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

I

Think of three different jobs and list two transferable skills that are
essential to each job.
Job 1 _____________
Skill 1 _____________
Skill 2 _____________

Jo b 2 _____________
Skill 1 _____________
Skill 2 _____________

Job 3 _____________
Skill 1 _____________
Skill 2 _____________

Researching the market
Finding a job
Once you know yourself, it’s time to start researching the market - finding out
more about the type of job you want and the companies and organisations that
have similar posts. Doing this will help you make a short list of the places where
you’d like to work.

6

3 In pairs, discuss the following questions.
1 Where would you start looking for a job?
2 Which of these methods would you consider using?
• job agencies / headhunters
• the Internet
• newspapers and magazines
• cold calling / mailing
• networking
Unit 1 Research and preparation
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b

► 1.4 Listen to five people discussing job-hunting. Which job-hunting method
in Exercise 6 a does each speaker recommend?
Speaker 1 _____________
Speaker 2 _____________
Speaker 3 _____________

Speaker 4 ______________
Speaker 5 ______________

C ^1.4 Listen again and, in pairs, discuss the following questions.
1 Do you agree with the advice the speakers give?
2 Have you used these methods in the past? Would you try any of these
methods?
3 What are the advantages and disadvantages of each method?
4 Can you think of any other job-hunting methods?

Cold calling
Cold calling means phoning a company to enquire about job
opportunities which have not been advertised. The phone
conversation is used to generate interest in you as a potential
employee. The aim of the call is to get an invitation to send
your CV.

7

3

In pairs, discuss the following questions.

1 Have you ever tried cold-calling a company? Was it
2

b

successful?
What advice would you give somebody cold-calling a
company in your country?

► 1.5 Eryk and Patrick are looking for work in the hotel
industry in London. They both have experience working
in hotels in their own countries. They decide to cold-call
a number of hotels in London to try and find a suitable
job. Listen to their calls and decide who has the more
successful cold calling technique.

C ^1.5 Complete the extracts from Eryk’s call (1-5) using the sentences (a-e).
Listen again and check your answers.
a
I have worked for a number of big hotels in Poland.
b / would like to speok to Janet Robinson.
c
What background experience are you looking for?
d Are you looking for someone with experience such as this?
e Are you looking for employees with international experience?
1 Good morning. I’m Eryk Paw lak.
Is she there?
2 I have considerable professional experience in the hotel industry.___
3 M y mother tongue is Polish, but I can also speak Spanish, having worked
for a big hotel in Sp ain .___
4 To begin with I mainly worked managing a team of cleaners and porters.

5
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However, my Spanish improved quickly and I was moved to reception, where
I dealt with customers both face to face and on the phone.___
‘Do you have a degree?’
‘Yes, I have a degree in tourism .
’
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Match the extracts (1-5) in Exercise 7c to the following cold calling
techniques (a-e).
a

c
d

Give just enough information about yourself to generate interest in yourself
as a potential employee. JLRespond to questions with your own questions to find out more about the
company.___
Use positive questions that invite a ‘yes’ response________
Mention one or two concise achievements, using facts and figures where

e

possible________
Ask to speak to the decision maker by name____

b

Job advertisements
A good job advertisement is designed to attract the most suitably qualified
applicants. It’s not just applicants that are competing with each other for jobs;
employers are also competing with each other to attract the best candidates for
their vacancies.
8

3

In pairs, discuss the following questions.
1 What information would you expect to find in a well-written job advertisement?
2 What makes a good job advertisement?

b

Employers usually try to squeeze as much information into their job
advertisements as possible. However, because advertising is expensive and
space limited, they tend to use abbreviations to describe roles in as few
words as possible. Write the full meanings of the following abbreviations
using the words in the box.
agency
annum
dean
current
curriculum
earnings
experience
licence
of on
per
point
sale
target
vitae
week
1 rrn i
9
^

CV
FXP

4

AGY

cuvvenV c)e<?\n <stviv'm<^ licen ce

..........

driving
per

5
6
7
8

OTF
PA
PW
POS

C Which abbreviation would you expect to see in a job advertisement:
1
2
3
4
5

if you need relevant professional experience for the position?___
if the salary mentioned was for the whole y e a r ? ___
if a job agency is advertising the jo b ? ___
if the position requires experience of selling products to custom ers?___
if the take-home pay will be part basic salary and part performance-related
pay? —

d

Jo b advertisements tend to use a lot of
jargon, like proactive team player. Look at the
extract from a job advertisement. In pairs,
discuss what the terms in bold actually mean
in specific, practical terms. Why are they
important skills in the workplace?

Great graduate job opportunity
Are you a team player? Are you flexible,

dynamic & results-focused?
Do you have good organisational skills?
Then w e are looking for you ...
.....nmim,

-----
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Match the jargon in Exercise 8 d to the following questions. In pairs, take
turns to ask and answer the questions.
1 Do you have a personality that will fit in with the rest of the team? Are you
willing to help with tasks outside your job role when required?
2 Are you someone who wants to work, is prepared to do what it takes to fulfil
your job function and make money for the company? Will you be aware of how
your actions affect the company as a whole?
3 Are you innovative and creative? Are you the type of person who thinks
intelligently and can generate ideas to improve things?
4 Are you prepared to work to meet the demands of the business, which might
involve relocating to another office or working extra hours - even weekends?
5 Do you meet deadlines, work well with others and get things done? Can
you produce reliable work under pressure and be trusted with multiple
responsibilities?

Read the two job advertisements and answer the following questions.
Underline the parts of the advertisements that support your answers.
1 For which job is a university degree essential?
2 Which job places more emphasis on being flexible and adaptable?
3 Which job offers a higher salary?
4 What should you do if you wish to apply for the Media Assistant position?
5 How will you know if Media X is interested
in your application?

Media Assistant. Media X
Trainee Finance Recruitment Consultant E30-E35K OTE. Queen Careers
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
Elizabeth@Queencareers.com or call 0870 12341234.
Closing date: 15th May
....

Q uote Ref: 007584 MX
An excellent o p p o rtu n ity to w ork for a leading
international ed u catio n group in a sm all but lively m edia
d ep artm en t.
We are looking for a well-organised and m otivated
g rad u ate to becom e p a rt of an in tern atio n al m arketing/
m edia team . The key objective of th is role is to su p p o rt
th e team in producing a range of print and online
m aterials for w orldw ide m arketing and sales team s. Tasks
will in clu d e rep o rtin g to th e m edia m anager, m anaging
fact files, a c c u ra te proof reading and editing, inputting
co n te n t into o u r w ebsite CMS, co ordinating and gathering
inform ation, w areh o u se and sto ck m anagem ent and
collating and w riting n ew sletters.
We are looking for a g rad u ate w ith excellent
com m unication skills, a c c u ra te w ritten English, good
atte n tio n to detail and so m e exp erien ce of w orking in a
m arketing environm ent.
Proficiency in MS Office an d excellent com m and of
English language a re essential; additional languages
w ould be a plus.
Training will be provided for A dobe Creative Suite and
Tridion, although any w orking know ledge of either
softw are package would be advantageous.
Qualification Level: U ndergraduate degree essential.
Salary: circa &28K pro rata
Email your CV an d cover letter to colm@MediaX.com by
May 23rd.
Please note th a t due to th e large volum e of resp o n ses
ex pected, only successful can d id ates will be co n tacted .
I f B ''
//■i.
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Read the job advertisements again and find expressions to match the
following definitions.
1 A Latin term meaning approximately used to talk about salaries. This term
informs you that the salary is not fixed but may be around 10% higher or
lower depending on your relevant experience and qualifications___________
2 A term used to inform you of the date by which the employer must have
received your application. Also sometimes called a deadline___________
3 An abbreviation meaning thousand.__________
4 A term used to inform you that you must quote the reference number when
you apply for the position. This number should be clearly marked on your
envelope (if you apply by post) or the subject line of your email, as well as at
the top of your cover letter.__________
5 A Latin term meaning that your salary is calculated according to what
proportion of a full-time job your hours make up. So, if the salary is quoted
at £18,000 based on a full-time week of 40 hours and you are working 30
hours per week, you will be paid an annual salary of £1 3,500___________

h

In pairs, discuss the following questions.
1 What are the main transferable skills required for each job?
2 In which job would you expect to work under more pressure?
3 Which job would you prefer to do and why?

i

Many job advertisements request familiarity with certain tools, skills or
languages that are relevant to the job. In pairs, put the expressions in bold
in order of knowledge and experience required.
Proficiency in M S Office and excellent
command of English language are
plus

j

Training will be provided for Adobe
Creative Suite and Tridion, although
working knowledge of either software
package would be advantageous.

W rite sentences about your own knowledge and experience using the
following expressions.
•
•
•

k

•

I am proficient in ...
I have an excellent command o f ...
I have a good working knowledge o f ...

Sort the phrases in the box into two groups.
ideally you will have ...
... is essential
... is necessary
... is preferred
... is vital
the successful candidate will be............would be a plus
... would be advantageous
... would be desirable
... would be welcome you must be...
you will have ...
1 Skills which candidates must have
... is essenH^)
_________________
2

I

_________________

Skills which the employer hopes for (they may still consider the candidate if
they don’t have all of them)

Which of the phrases in Exercise 8 k are used in the two job advertisements
on page 1 6 ?
Unit 1 Research and preparation

ITT Read the following job advertisement. Find words that mean someone who
is:
1 good at finding solutions to problems__________________
2 able to speak a language without any noticeable mistakes or effort.
3

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

4
5

good with computers.
good at maths and dealing with numbers.
-///'/ ■
'//

J u n io r C o n su lta n t
futerra
sustainability
com mun i cai ioii s

Organisation:

FUTERRA

Location:

Central London

Salary:

£18,000-^20,000

Shortlist 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.
' "?TI ppf

"• :"!

:;j:

":":rppf

: ' IIPPPM

PffPPPIWf

n W hat skills and experience would you need to stand a good chance of
being interviewed for the position? Do you have the transferable skills and
experience required for the position at Futerra?
O Research the market and find a number of job advertisements for
vacancies that match your criteria for work. Analyse the advertisements
and identify whether you have the transferable skills and experience
required for the position.
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Structuring your CV
Avoiding common CV mistakes
Creating a strong first
impression
Identifying your key skills
Highlighting your work
experience
Detailing your education and
qualifications
Demonstrating your interests
Providing references

h
<***'

You’ve researched yourself and identified your dream job.
You’ve researched the market and found a vacancy. So how do
you put together a CV that will guarantee you an interview?

1 a

In pairs, discuss the following questions.
1
2
3
4
5
6

What does CV stand for?
What is a CV commonly called in American English?
What is the main purpose of a CV?
What are the key qualities of a successful CV?
How many sections are there in a typical CV? What
are they?
What is the best way to structure the contents of your CV?

► 2.1 Listen to Silvia and her friend, Sophie, discussing CVs. In pairs, discuss
the following questions.
1 What are the two most popular ways of structuring a CV?
2 What are the key differences between the two most popular ways of
structuring CVs?
3 Does any of Sophie’s advice surprise you?

^2.1 Listen again and complete the following CV structures.
Chronological CV
\ Youv
in large letters
details

2
3
4
5

(

)
/ Academic qualifications

6 Activities and
7

8

Additional

Skills-based CV
9 ________________
10

/ Career profile

11

12

13
14
15
16

in large letters

Key
details
/ Professional qualifications

Unit 2 Writing an impressive CV
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d

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

e

Complete the following CV using a past form of the verbs in the box.
achieve
organise

complete coordinate
persuade represent

develop
research

hold
work

Silvia Carnali
Home address:
Telephone:
Email:

42 Hampstead Rd
London NW3
44 (0) 207 862 4567
s carnali@hotrnail.com

Date of Birth: 14 February 1986
Nationality:
Italian

Education
2008-present The School of Oriental and African Studies (SOAS)
• MSc (Hons) Development Studies (2.1 expected)
• 7000-word dissertation on reforestation in Kenya
2004-2007 University College London (UCL)
• BA (Hons) Geography (2.1)
2004

Diploma Maturita Scientifica (58/60) - Liceo A.Tosi, Milano

Professional Experience
2008 Project Volunteer: Sustainable Solutions (NGO), Kenya (6 m onths)
• i WovV-gA as
Df an international team to increase awareness of sustainability in Kenya
• 2 __________communication strategies to ensure that our message was delivered effectively
• Established, managed and maintained relationships with key stakeholders
• 3 __________local community leaders to increase the level of reforestation in Kenya
2006-2007 Communications Officer: University College London (1 year)
• Organised and managed catering for more than 10 separate UCL events for up to 300 students
• Liaised with student council board members, catering suppliers, venues and performers
• 4 _________ University College London at a series of event conferences
• 5 _________ two-week event management training course
2005 Activity Leader: Concord College Summer School, Shropshire, UK (2 months)
• Led sports and dram a activities for 200 international students
• 6 _________ weekend adventure trip in Wales, including leading a walking expedition for twenty students
• 7 __________daily meetings with other members of the activity team. Provided training and support for
less experienced members of the team
Activities and Interests
2007 Sept Mountain Trekking in South America (1 month)
• 8 __________and planned group mountain expedition in the Andes, Argentina
• As sole Spanish speaker I acted as spokesperson for the group. Reacting to unforeseen events required
frequent revision of plans, responding to group members, tour operator and airlines.
• 9 _________ aims of crossing the rem ote central part of the Southern Patagonian ice cap in Los Glaciares
National Park, improved Spanish language skills, stayed within budget
2003-present Greenpeace Active Member (5 years)
• 10__________ a campaign against nuclear power. Persuaded 1000 people to write to their local MP
demanding the Government to reconsider renewable energy resources as a viable alternative to
nuclear power.
Languages
Com puter Skills
Driving
References

20

Italian (m other tongue), English (fluent), Spanish (upper intermediate)
Full command of Microsoft Office Suite
Full current driving licence
References available upon request
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Complete the following CV using the skills headings in the box.
Adaptability and resourcefulness
Communication and teamwork
Energy and motivation
Research and computer skills

Silvia Carnali

42 Ham pstead Rd, London NW3
Tel: 44 (0) 207 862 4567
Em ail: s_carnali@ hotm ail.com

Well-organised, highly motivated communications strategy adviser. Geography graduate with recent
professional experience developing communication strategy for positive change. Currently completing Master's
in Development Studies with specific focus on sustainability. Fluent spoken and written English. Self-motivated,
resourceful and able to motivate others, with excellent communication and interpersonal skills.

Education
2008 - 2009
2004 - 2007

The School of Oriental and African Studies, University of London, M Sc (Hons) Development
Studies (2.1 expected)
University College London, BA (Hons) Geography (2.1)

1 ______________
• African NGO ‘Sustainable Solutions': Six-month volunteer project to educate Kenyan people about the
importance of reforestation. My role was to assist the project team in devising and implementing strategies
to communicate this message to local residents in different regions in Kenya. To do this effectively, I had to
remain calm, polite and persuasive when talking to community leaders. (2008)
• As communications officer at UCL I represented the university at conferences and organised student union
events. As part of the student union team I was responsible for dealing with suppliers, bands, etc. and I also
worked in collaboration with the marketing team advertising and ticketing events. I assisted in organising and
managing 12 successful events, all of which made a profit. (2006-2007)
2 _______________
• In Sept 2007 I successfully completed an eight-person expedition to Austral Andes in Argentina, in the south
west of Santa Cruz on the border with Chile. Three months of training and fundraising preparation resulted in
the successful crossing of the remote central part of the Southern Patagonian ice cap in Los Glaciares National
Park. As the sole Spanish speaker I acted as spokesperson for our group, organising bookings and negotiating
the expedition itinerary. (2007)
• I organised and led sports and drama activities for 200 international students at a summer school in
Shrewsbury. My role included motivating and supporting the less experienced members of the activities team.
I devised a number of sporting tournaments for the summer school students and motivated the children and
staff to get fully involved, culminating in an international volleyball competition. (2005)

3

i____

•

I worked with a large international team in Kenya. The nature of the project meant that I had to travel regularly
throughout the country at short notice, and share basic living conditions. (2008)
• I handled a wide variety of tasks and projects throughout the six-month project, each requiring different skills
and approaches in order for targets to be achieved and obstacles to be overcome. I suggested an alternative
communication strategy of meeting with local community leaders to discuss sustainability. I convinced
community leaders to implement alternative farming methods. The successful approach was adopted by the
entire team across the country. (2008)
4 _______________
• I researched top international universities for my degree course. I am currently completing in-depth research
on reforestation techniques for the African subcontinent for my Master’s degree dissertation. Research for my
dissertation includes substantial use of the Internet and professional journals, and interviewing experts in the
field. I have an excellent command of Microsoft Office Suite.

• I updated and modified the website for Sustainable Solutions, resulting in a 40% increase in website traffic. (2008)

Employment History
Sustainable Solutions (NGO)
Concord College summer school

2008
2005

Project Volunteer, based Kenya
Activity Leader, based Shropshire, UK

Languages
Italian, English, Spanish
References available upon request
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In pairs, discuss the following questions.
1 Why are skills-based CVs particularly popular with career changers and
recent graduates?
2 Which approach is more common in the country you are applying for work
in?

Avoiding common CV mistakes
2 a
b

In pairs, think of five mistakes that people commonly make when writing
a CV.
^2.2 A German student, Alex Mencken, has recently decided to apply for
two administrative assistant jobs at London theatres. He is in the process
of writing his CV. Listen to Alex discussing common mistakes people make
with CVs with his friend Ella, an HR officer, and answer the following
questions.
1 How many of your ideas in Exercise 2a does Ella mention?
2 Does Ella talk about anything that you hadn’t thought of?

C ^ 2.2 Listen again and answer the following questions.
1
2
3
4

According to Ella, what words are commonly misspelt in CVs?
Why does she believe short, concise CVs are preferable?
Why shouldn’t you lie in a CV?
According to Ella, should you use the same CV for all your applications?
practice

d

Ella mentions the importance of correct spelling. Look at the following
extracts from CVs. Identify and correct the spelling mistakes (the number
of mistakes is given in brackets). Use a dictionary to help you.
1

In my prevous job I was responsable for dealling with my bosses’
correspondance, passing on their telephone massages, and
arrangeing apointments with visitors. (7)
'/// w w/ v, w. "'A

Apart form the academic beneffits, the experiance off studing
abraod enabled me to practice my foriegn language skills and
develope my strenghts in non-academic areas. ( 10)
'/A

'A “A W "///“ft

During my time as an assistent in the personal department, my
main acheivement was when I lead a project witch focused on
improveing startegic buisness planing. (9)
m w&

e
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Which of these mistakes do you regularly make? Are there any other words
that you often spell incorrectly?
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p r a c t ic e noun |C| ©See a t practise <-.in, practise wohk.
action
1 ."pra-k.tis: nuun [UJ a c tio n rati
th a n th o u g h t o r ideas: It seemed like a good idea bet
we started, but In practice, it uxls a disaster, o Officio
Robert's in charge. but in practice Hannah runs
office.
1 cun'l see how yvttr plan is going to work
practice, c How. do you intend to pur these proposals ii
practice. Mohamad?
IreglL ar activity!
"pnek.iiv' noun |C or
so m e th in g th a t is u su a lly o r re g u la rly done, often a
h a b it, tra d itio n o r c u sto m : What can Europt
companies learn from Japanese business practices? c.
common practice, in the Stat.es to tip the hairdresi
o This ts a cruel practice which should be ham
immediately. •> What is stan d ard practice (= W hat
u su a lly d one) in a situation like this? o Newspa.
editors have agreed u new code o f practice on (he in
ttlon o f privacy.
* make a practice of sth rtt ot.n w .w w w /i to do som eth
re g u la rly : /VI do your washing fo r you this time, hut
not going to make a practice oj it.
practise uk, vs p ractice "pni-k.iis/ verb [TJ to do soi
tiling re g u la rly , o ften a c c o rd in g to a c u sto m , re lig io n
set of ru le s , o r a s a h a b it. The new government i
promised at! c it hens the. right, to practise their relief
o Practising safe sex is an important way o f avoid
H i V injection.
The company denies that it haspracti
discrim ination against any of its employees.
• practise what you preach ro do the Things th at 5
advise oth er people to do: He’s such a hypocrite! He ne
practises what he preaches.
p ractisin g UK. os practicing "prcck.ti.sio/ <*4/ Ibefore nt
a ctiv ely in v o lv e d u i u re lig io n : a practising Mush
.Jew/Christian
Iikain pk . r;s
•"pr.-ek.tiv verb |i a
to do o r p lay s o m e th in g re g u la rly o r re p e a te d ly in on
to becom e sk ille d a t it. I ’m quite good ut tennis but i n
to practise my serve, a She practises the violin every a
0 f i v im;} His written French is very good but he need:
practise speaking it.
/ ‘prack.tisv noun lc or uJ w h e n y o u do soi
tilin g re g u la rly o r re p e a te d ly to im p ro v e y o u r skill
doing ir: J need to pet. some more practice before I take
driving test, c Are you coming to crtcket practice, t
.w n irA '
athome because,^he spends a lL
•!,. 1 S.. .ITr-C
Mim "
'
y/*/ y/ yy/ "// w: " * ::
■
■•

Creating a strong first impression
Writing a personal statement
A personal statement is a brief statement of the type of person you are, your
skills and your achievements. It always comes near the top of the CV, before
the main body, and presents the facts in the most positive way. A well-written
personal statement will immediately capture the attention of the employer and
make them want to find out more about you.

3 3

Read Silvia’s personal statement from her skills-based CV and find words
and phrases which demonstrate the following points.
1 education
2 character
**

m

3 knowledge
4 experience

5

success

?f*. >

•

' i is.... 5’ •••

*!’ • ••
•

••; “•
.

'

&5" 3 ’ £ %&'9

• •

- •|

x-'yR 'i & 2'is it ■
*£ 2

Well-organised, highly motivated communications strategy adviser. Geography graduate with recent
professional experience developing communication strategy for positive change. Currently completing Master's
in Development Studies with specific focus on sustainability. Fluent spoken and written English. Self-motivated,
resourceful and able to motivate others, with excellent communication and interpersonal skills.

Each sentence in Silvia’s personal statement has a different main function.
W rite the sentences next to the questions that they answer (a-e).
a

What sort of person am I?

v-esouv-ce£u1 exvA

y*\oHv<?d-e o f k e y s, w lfU e * c e l) e v \ f

fo_____

iH feypeysong’O skills.

b

What is my area of professional expertise?_________________________________

c

What is my most important qualification?__________________________________

d

What is my most relevant skill for the job?

e

What am I doing at the moment?

C Complete the following personal statements using the phrases in the box.
confidently and effectively
experience in
full-time professional
proven ability
well-organised

1

Professional,__________________individual. Communicates_________________
at all levels; demonstrates initiative and confidentiality both independently
and within a team environment.

2

Enthusiastic PA with three years’ _________________ experience. Excellent
written and oral communication skills have enabled me to establish a strong
network of professional contacts in your area___________________to meet
deadlines and prioritise whilst maintaining consistently high standards.
Substantial__________________organising meetings and conferences gained
whilst providing PA and secretarial service to main board director.

In pairs, discuss the following questions.
1 How do these statements compare with Silvia’s?
2 Which of the questions in Exercise 3b does each statement answer?
Unit 2 Writing an impressive CV
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The personal statements in Exercise 3c were taken
from CVs written in response to the following job
advertisement. Read the advertisement and decide
which personal statement you think is more appropriate.
Find an advertisement for a job you would like to apply
for. Make a list of the key points that the employer is
looking for. Plan your personal statement with those key
points in mind. Think about the following questions.
•

How long will your personal statement be?
How many sentences do you want to include?
What key questions will you address with each sentence?
What additional information will you include?
In what order will you put your sentences?

O ur client is looking fo r someone who
can f ill the shoes o f a busy PA fo r 9 to 12
months.

In addition to the usual diary management,
organising of travel and coordinating of
interviews and meeting rooms, you will
be expected to facilitate new starters in
the department, issue contracts, write up
commission schemes and job descriptions
and coordinate the company's subscription
library.
The ideal candidate will be highly
organised and able to multitask. Your
written English must be of the highest
standard, and as you will be liaising with
executives at all levels, you must have
excellent interpersonal skills. Previous
experience essential.

You can create impressive sentences for your personal
statement by choosing a word or phrase from each column
in the following table. For example, Highly experienced accounts m anager
with excellent communication skills. Complete the table using the words in
the box. In pairs, try and add more words and phrases to each column.
ability to
interest in

Modifier

Extremely
Highly

broad
consistently high enthusiastic
motivator
professional team leader

Adjective 1

Sort of person

creative
customer-oriented

accounts manager
English speaker

experienced
resourceful
results-focused

recent graduate
sales professional
self-starter

Adjective 2

with

deep
excellent
extensive
proven
recent

Experience/skills
communication skills
experience in ...
knowledge of ...
range of transferable skills
skills in ...

h

Use the table to write five true sentences about you.

i

Use your answers in Exercises 3f and 3h to write your personal statement.

Writing eye-catching headings
4 a
b

Imagine you only had 20 seconds to look at Silvia’s CV on page 21. W hat
would you look at? W hat would your impression of Silvia be?
In her skills-based CV, Silvia used personal strengths and competencies as
section headings. Look at the following section headings and try to add
more to each group.
Areas of professional
experience

Business skills

Personal strengths and
competencies

Marketing
Presentations and publications
Sales

Dealing with customers
Financial management
Managing people

Innovation and creativity
Leadership
Strategic thinking

C In pairs, discuss the following questions.
1 Which titles would you use for your skills-based CV?
2 Would you use the same categories for every job you apply for?
3 Would you use the requirements stated in each job advert as titles?
24
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Identifying your key skills
Key skills may form the body of your CV (in a skills-based CV] or they may be
demonstrated throughout (in a conventional chronological CV).

5 a

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

b

Communication skills (written and oral)
Foreign language skills
Intellectual skills (e.g. critical, analytical and problem-solving skills)
Interpersonal skills (e.g. working with or motivating others, flexibility)
IT skills
Numeracy skills (e.g. statistical skills, data handling]
Organisational skills (e.g. working independently, meeting deadlines)
Research skills

The following sentences are taken from Silvia’s skills-based CV. Cross out the
transferable skill which is not demonstrated in each sentence.
1

M y role was to assist the project team in devising and implementing strategies to
communicate this message to local residents in different regions in Kenya.

(communication / teamwork / creativity / organisation)

2

In Sept 2C07 I successfully completed an eight-person expedition to Austral Andes in Argentina.

(motivation / teamwork / achievement / creativity)
^

As the sole Spanish speaker I acted as spokesperson for our group, organising bookings and
negotiating the expedition itinerary.

(interpersonal skills / communication / analysis / negotiation)
4

I organised and led sports and drama activities for 200 international students at a summer
school in Shrewsbury.

(organisation / leadership / motivation / writing)
5

The nature of the project meant that I had to travel regularly throughout the country at short
notice, and share basic living conditions.

(flexibility / teamwork / research / interpersonal skills)
I am currently completing in-depth research on reforestation techniques for the African
subcontinent for my Master's degree dissertation.

(independence / analysis / research / teamwork)

C In pairs, tell each other which of the transferable skills in Exercise 5a you
have developed at university or at work. Provide examples that demonstrate
the development of these skills.

d

Complete the following sentences so they are true for you.
1
2
5
4
5

My role was t o ----------------------------------------------- ------I acted as
As th e ______________________
meant that I had to
The nature of
Within this role I was responsible for
To do this effectively, I had t o _______
Unit 2 Writing an impressive CV
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e

Look at the following extracts from Silvia’s skills-based CV. W hat kinds of
word are missing?
1 I assisted in organising and managing 12
events ...
2 In Sept 2007 I
completed an eight-person expedition to Austral Andes
in Argentina ...
3 Three months of training and fundraising preparation resulted in th e _______
crossing of the remote central part of the Southern Patagonian ice cap ...
4 I devised a number of sporting tournaments for the summer school students
and motivated the children and staff to g e t
involved, culminating in an
volleyball competition.
5 I handled a
variety of tasks and projects throughout the six-month
project...
6 The
approach was adopted by th e
team across the country.
7 I researched_______ international universities for my degree courses.
8 I am currently completing
research on reforestation techniques ...
9 Research for my dissertation includes
use of the Internet...
10 I have a n
command of Microsoft Office Suite.

f

Complete the sentences in Exercise 5e using the words in the box.
entire
excellent
fully
in-depth
international
substantial
successful (x3)
successfully
top
wide

9

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

Highlighting your work
experience
This is the section in the CV where you
highlight your professional achievements
which are directly relevant to the position
you are applying for. As well as highlighting
periods of full- and part-time employment,
the work experience section may also include
professional training, voluntary work, and any
extended periods in which your life focused on
a particular activity (e.g. travelling abroad).

6 a

Think about a job or position of
responsibility you have held. In pairs, tell
each other about the position.
•
•
•
•
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What were your duties?
What did you do?
How did you do it?
What were the positive results of the
action you took?
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b

Match the CV approaches (1- 2) to the effect (a-b) they will have on the
layout of the work experience section of a CV.
1 chronological CV
2 skills-based CV
a

b

With this approach your relevant achievements are listed separately under
skills headings at the top of your CV. The names, dates and locations of your
work experience are listed towards the bottom of your CV.
With this approach your work experience is listed in chronological order,
starting with your most recent job. Your main achievements and skills are tied
to a specified job, at a specified time, in a specified place.

C When you give information about past work experience and achievements in a
CV, use verbs in the past simple without a personal pronoun: Chaired weekly
meetings (not I chaired weekly team meetings). Look at the following table of
action verbs commonly associated with professional experience. Select five
verbs and write sentences suitable for your CV that are true for you.
achieved
anticipated
approved
arranged
budgeted
calculated
chaired
clarified
collaborated

compiled
consulted
convinced
coordinated
created
delegated
demonstrated
designed
developed

edited
established
evaluated
examined
facilitated
formulated
identified
implemented

improved
increased
interpreted
investigated
led
listened
motivated
negotiated

operated
organised
persuaded
planned
presented
recommended
repaired
represented

researched
resolved
scheduled
supervised
taught
trained
translated
wrote

d

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

e

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

f

Rewrite the following sentences using the verbs in brackets. Leave out any
information that is implied by the verb itself or is simply irrelevant.
1 There were five employees in my team. I was their boss and it was my job to
keep an eye on them and help them when they needed my support, (managed)
<*. fe<7u*\ o-P -five employees.__________________________________
2

I enrolled on and successfully finished a financial management course in order
to improve my knowledge in this area, (completed)

3

When I arrived, the company website was only in Polish. As well as Polish, my
mother tongue, I also speak English, German and French, and so 1decided to
write the website information in English, German and French, (translated)

4

The company’s database system had a problem, which I found. Afterwards I
talked to my boss about a different way of doing things, which would solve the
problem, (identified/recommended)

5

While I was working at the hotel I noticed that there were some ways in which
the customer feedback system wasn’t working effectively. Therefore I developed
a new system and put this in place. A result of this was that customer
satisfaction levels increased by 20% . (designed/implemented)
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Rewrite the following sentences using the verbs in Exercise 6 c so that they
are more concise and impressive.
1 I made recommendations regarding the most effective allocation of resources.
lAevyH-fieA vaosF e-P-PecHve <gv))oo*HoK o-P vesouv-ces.______________________
2

I was the front-office staff representative on the implementation team for
our new ICT strategy.

3

I was responsible for coming up with the training plan.

4

I looked after the budget for running the office.

5
6

I looked for new suppliers________________________________
I gave a presentation of our client feedback questionnaire.

7
8

I looked into ways to reduce waste__________________________________________
I was in charge of the design team__________________________________________

► 2.3 Listen to a discussion between Klaudia, who is looking for her second
serious job, and Tom, who has just proofread her CV, and answer the following
questions.
1
2
3
4

What
What
What
What

are Klaudia’s responsibilities as a secretary?
skills does Tom relate to these responsibilities?
other jobs has Klaudia done?
skills does Tom relate to these jobs?

W rite the work experience section of Klaudia’s CV. Then compare your answer
with the suggestion in the answer key.
Think of a job you would like to apply for andwrite the work experience
section of your CV. Use words and phrases from this section to help you.
Demonstrate only the skills and experience required for the position.

Detailing your education and qualifications
If your education and qualifications are your strongest selling point, then you’ll
want to put this information close to the top of your CV. This is especially true if
you are a recent graduate, obtained excellent academic results or have gained a
professional qualification which is a prerequisite for the job you’re applying for.

In pairs, discuss the following questions.
1 Where should you put the education section of your CV?
2 What qualifications should you include?

Read the article about how to write about your education in your CV and
answer the following questions.
1 Why should recent graduates put the education section near the top of
their CV?
2 What term does the author use to mean just the main pieces of information,
nothing more?
3 Under what two circumstances would you include your A-level results in a CV?
4 What qualifications should you mention first?
5 What should you do if you’re searching for employment in the IT field?
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? Should your education be proudly
at the top o f the CV or am ong the
optional sections at the end? It all
dep en d s on w ho you are an d w hat
job you are trying to get. If you have
just left school, college or university,
your education experience is going
to be m ore im m ediately relevant
an d should therefore be prom inently
displayed early on. Your potential
em ployer m ay be keen to hire
recen t graduates an d will w ish to
see exactly w hat your educational
attain m ents are. T h is m eans you
can give plenty o f detail o f curricula,
theses an d grades. H ow ever, if you
have been in th e w orld o f work for
20 years, your education is o f little
interest to an em ployer and should
go in skeletal form n ear the b o tto m
o f the CV. W hat you have achieved
since leaving full-tim e education is

obviously m ore indicative o f your
value.
A nother thing to b ear in m in d is th at
higher qualifications im ply lower
ones. If you have only got G C S E s,
fine. If, how ever, you have a b ach elo r’s
degree, it is unnecessary to m en tio n
your G C S E s, or even your A-levels,
unless they are spectacularly good.
A recru iter will sim ply assum e they
were taken at th e usual tim e and
is unlikely to be interested in how
m any there w ere and w hat grades
they were. T h e sam e applies to a
M aster’s degree or PhD . T h e higher
qualification m akes the m en tio n of
any low er ones re d u n d a n t.
If you feel you need to m en tio n m ore
in the way o f academ ic attain m en t,
for exam ple as a recen t graduate
or as som eone w ith professional

qualifications or o th er postgraduate
training, the section should be
organised in reverse chronological
o rd er, like your w ork experience
section.
Finally, the education section can be
the place to m en tio n the all-im portant
co m p u ter skills th a t contin u e to
d o m in ate w orking life. D ifferent jobs
an d professions will require you to
have an u n d erstan d in g o f different
c o m p u ter packages, an d if you have
good w orking know ledge o f these it
is w o rth m entioning th a t you know
they exist, or have been train ed to
use them . If you are applying for a
job m ore closely related to IT , your
technical proficiencies should have a
relevant section o f their own (entitled
‘co m p u ter efficiency’ or ‘co m p u ter
skills’ or ‘technical expertise’) m uch
higher u p the prio rity list.
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C What five types of qualification are mentioned in the text? Put them in order
from highest to lowest.
1 __________

d

2

__________

3

__________ 4

5 _____

In pairs, discuss the following questions.
1 What are the equivalent qualifications from Exercise 7c in your own country?
2 Would the advice in the text be relevant if you were applying for a job in your
3

e

own country?
At the moment in the UK most university students study for three years (four
years in Scotland) to gain a bachelor’s degree. Some students then decide to
continue at university for one or two years to do postgraduate studies and
gain a Master’s degree. How does the higher education system in your country
compare to this system?

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

which is equivalent to

I have a Physics degree from Ludwig-Maximilians-Universitdt in Munich, which is
equivalent to a BSc in Physics in the UK.
I have a licentiate degree from teacher training college. It was a three-year
course, so something like a BEd in the UK. I got my M aster’s a few years ago.
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Look at the extract from the education section of a CV. In pairs, discuss the
following questions.
1 Why has the writer given additional information about their qualifications
2
3
4

(in brackets)?
Will you need to explain any of your qualifications? How?
What other details has the writer included in this section?
What else could you include in the education section of your CV?

University of Ulster
• BSc Hons (2.1) European Regional Development (human geography and macro economics)
• 3-month work placement: Economic Researcher, Northern Ireland Civil Service, Belfast
• Exchange year: Diploma in Area Studies, University of Zaragoza, Spain (economic geography
and Spanish)
• Dissertation: The role of EU funds on regional development in Aragon, Spain

g

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

h

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

i

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

Demonstrating your interests
The things you like doing in your free time say a lot about you as a
person, and your personality is relevant to every job application.
8

a

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

b

^2.4 Listen to two recruitment experts, Grace and Oliver,
discussing personal interests and answer the following questions.
1 What does the V in CV stand for? Why is this relevant to your
interests?
2 What did Oliver think was wrong with putting ‘captain of the
football team’?
3 Why is it a good idea to list a broad spectrum of interests?
4 What personal interests does Grace usually put in her CV?
5 What new achievement is Grace hoping to add?
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Match the skills and personal characteristics in the box to the
interests (1-5).
analytical skills
creativity
determination intelligence
intercultural awareness
interpersonal skills
language skills
leadership skills
resourcefulness
self-motivation

1 Team sports (football, volleyball, etc.)
I
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2

Individual competitive sports (cycling, climbing, etc.)

3

Travelling (backpacking, expeditions, etc.)

4

Mind sports/activities (chess, sudoku, etc.)

5

Artistic interests (painting, photography, etc.)

Add some more interests to the list and identify the
skills and personal characteristics they suggest. Think
about what your own interests say about you.
It can be more effective to present your interests in
terms of who you are, instead of what you like doing,
using adjectives and nouns to describe yourself. In pairs, try and
add more words and phrases to each column in the following table.
Adjectives

Nouns

active
avid
committed
dedicated
experienced
expert

former
keen
proficient
qualified
regular
successful

ballroom dancer
blogger
jewellery maker
mountain climber
Portuguese speaker
reader

rock guitarist
sailor
ski instructor
stamp collector
tennis champion
volunteer

Match the adjectives with the nouns in Exercise 8 e to make true phrases for
you.
avid reader

regular blogger

W rite the interests section of a CV for the following topics. Use adjective and
noun combinations, the phrases in the box and your own ideas.
Active member of
Currently attending
Excellent working knowledge of
Particularly interested in
Recently completed
Responsibilities included

1 Reading
yegyAing

h

yegyAey. Economist- subsoripHovy RgyHculgyly ivyfeyesfe^ m
yecevri- <Aevelopmev\fs m scie n ce

fecUv\ol<?gv._______

2

W alking________________________________________________________________

3

Photography

4

University Social Coordinator

W rite sentences about your own interests. Be as specific as possible and
highlight the skills you need to achieve the things you enjoy doing.
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31

i

In pairs, take turns to talk about your personal interests. Start with the
question, ‘So w hat do you like doing in y o u r free time?’ Encourage your
partner to highlight the skills that their personal interests demonstrate.

j

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

Providing references
References provide further evidence to potential future employers that you are
who you say you are, and that you have done what you claim to have done for
previous employers. It is highly likely that your referees will be contacted if you
are shortlisted, so it is essential to select them carefully.

9

3

In pairs, discuss the following questions.
1
2
3
4
5
6
7

Why are references important?
How many referees do you need, andwho should youchoose?
When is a referee no longer useful?
What happens if you don’t get on with the mostobvious choices for your
referees?
Is it OK to use someone you know well who works for the organisation
where you are applying for a job?
Do you have to give your current employer?
How can you find out what a reference says about you?

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

b
c
d
e
f
g

Usually two - an academic one and either an employer or a personal/
character referee. They should be of professional standing so that they can
comment on your suitability for the job. Do not use a relative; a family friend
is OK. Always ask permission before using someone as a reference. Provide
them with a copy of your CV and an indication of the jobs you are applying
for. Let them know how you got on, and thank them afterwards. _L_
Yes, but they may feel uncomfortable, so be sensitive. They are putting their
reputation on the line____
You can’t easily - that’s the point of a confidential reference. If you suspect a
poor reference is causing you problems, try changing your referee____
It is normal to ask for your current employer not to be contacted yet. Offer
another referee. Ask to be alerted before your employer is contacted____
When they don’t remember who you are or become uncontactable____
Choose another who will represent you in the best light.___
References provide confidential information about your character, skills
and experience. A positive recommendation will greatly support your
application____

C In pairs, discuss the following statements. Do you agree with them?
1 It is better to choose professional or academic referees than personal
friends.
2 As long as your references back up the facts on your CV, then you don’t
need to worry.
3 You don’t need to provide the names and contact details of your referees in
your CV.
32
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d ► 2.5The

opinions in Exercise 9c are expressed by the recruitment
consultants, Grace and Oliver, in a discussion about providing references.
Listen to the conversation and answer the following questions.
1 Who expressed which opinion (1-3)? Write O (Oliver), G (Grace) or B (Both).
2 What reasons did they give in support of their opinions?
3 What phrase does Oliver use to say you can provide references if they are
needed?

e

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

f

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

Is the English natural and accurate?
Does everything make sense? Do you get a good idea of your partner’s life
by reading their CV?
Is the language impressive and persuasive? If not, how can you improve it?
Is the layout attractive and logical? If not, how can you improve it?
Does your partner’s CV demonstrate a wide range of transferable skills? If
not, where could you add more proof?
Does your partner’s CV demonstrate that your partner is suitable for the job
they want? If not, why not?
Is the CV too long? If so, which words/sentences/sections would you delete
or edit?

When you are happy with the feedback you have received, rewrite your CV.
Repeat the process until your CV is perfect.
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UNIT 3
Identifying features of cover
letters
Beginning a cover letter
Writing the main body of the
letter
Writing an effective final
paragraph
Using appropriate language
Writing a cover letter

O b je c tiv e

Identifying features of
cover letters
d

H ig h lig h t

In pairs, discuss the following questions.
1 W hat’s the difference between a CV and a
cover letter?
2 Have you ever written a cover letter in English?
3 What did you write in your cover letter?

.

*

b Complete this introduction to cover letters using
the words in the box.
business
interview

complement
introduction

cover letter
€V
employer
persuade
position
well-focused

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

W h a t is a co ver letter?

d Vicky Tang is the Communications Manager
at Green Pharmaceuticals. She wants to
change her job and phones her friend, Felix,
a recruitment agent, for advice on writing
a cover letter. In pairs, discuss what advice
you would give Vicky on the following areas.

A (1)
CV
gives in fo rm a tio n a b o u t th e
e d u c a tio n a l q u a lific a tio n s a n d p ro fe ssio n a l
e x p e rie n c e y o u h av e, w h e re a s a ( 2 ) --------------e x p la in s w h y y o u w a n t th e jo b . A c o v e r le tte r
s h o u ld ( 3 ) ___________ n o t d u p lic a te , y o u r CV. T h e
m ain p u rp o s e of a p e rs o n a lis e d c o v e r le tte r is
to ( 4 ) ___________th e re a d e r to re a d y o u r CV an d
c o n s id e r y o u for th e v a c a n t ( 5 ) ---------------- .

•
•
•

e

the length and structure of the letter
the language you would use
the content of the letter

^3.1 Listen to the beginning of the phone
call and answer the following questions.
1 How long has Vicky been working at Green
Pharmaceuticals?
2

34

Why is Vicky looking for a new job?
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A c o v e r le tte r is o ften y o u r e a rlie s t w ritte n
c o n ta c t w ith a p o te n tia l ( 6 ) ---------------- , c re a tin g a
c ritic a l first im p re ssio n . A w ell-w ritten,
(7 )
c o v e r le tte r d e m o n s tra te s y o u r
w ritte n c o m m u n ic a tio n skills a n d will h e lp y o u to
g et th a t a ll-im p o rta n t ( 8 ) ----------------T h e le tte r of a p p lic a tio n s h o u ld follow th e g e n e ra l
g u id e lin e s for all ( 9 )
le tte rs . It sh o u ld
h a v e an ( 1 0 )
, a m ain body, an d a final
p a ra g ra p h .

f

Read the statements below and predict whether Felix recommends them
(✓) or not (X). Listen to the rest of the conversation and check your answers.
1
2
3
4
5
6

Use high-quality paper that matches the paper of your CV. ✓
Ensure that your cover letter is written using formal language.
Use the same cover letter for every application.
Show that you have done some research into the company you are applying to.
Emphasise your suitability for the post.
Enclose copies of your educational qualifications and certificates.

g

W hat do you think is the most important advice that Felix gives Vicky?

h

Look at the example of a good cover letter that Felix sent Vicky. Read the
letter and answer the following questions.
1 What is Jane studying at university?
2 Where did she work last summer?
3 What does she do in her free time?
Jan e Nuttall
71 Lambert Road
Brixton
London
SW 2 5XL
jane.nuttall@kcl.ac.uk
1 December 2008

b

Ms Diana Allsopp
Recruitment Manager
McClure and Company
Russell Square
London W C1C 9SE
Dear Ms Allsopp,
I am a final-year student at King’s College London reading Economics, and
would like to apply for an Associate Consultant position with McClure and
Company, as advertised on www.monster.com.
-----------------------Management consultancy appeals to me because it combines analytic
research across a wide range of business situations with frequent client
contact. I recently attended a McClure and Company workshop run by
► Charlotte Penton-Smith, and she gave a very positive impression of the
company. I was particularly impressed by the excellent in-house training
programme which she described, and I would welcome the opportunity to
work in such a close-knit team of supportive colleagues.
3
§•

During my time at King’s College I have employed a variety of different
** research methods, and am familiar with the analytical applications of
spreadsheets. For example, for my recent dissertation, I used Excel to
compare the effects of tax increases on alcohol and tobacco consumption.
In addition, when I was working at the Williton branch of Costcutter over the
summer, I presented suggestions for improving the layout of the store to the
regional management team. They decided to put these ideas into effect and
sales rose by 7 % over the autumn quarter.
During my free time, I sing in and manage a jazz band, arranging concerts and
gigs and managing the band’s accounts. I very much enjoy collaborating with
a team of people with similar interests and working towards shared goals. I am
also learning Italian by attending weekly evening classes and studying on my
own towards the A-level exam next June.
I enclose a copy of my CV and hope very much to be invited for interview.
Yours sincerely,

Ja n e Nuttall
Ja n e Nuttall
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1

Match Felix’s advice (1 -12) to the parts of the cover letter (a-l) in Exercise 1h
1 Give your contact information and current date. _£L
2 End ‘Yours sincerely’ and type your name under your signature (indicate Ms or
M r if not obvious)____
3 Give a clear context - say who you are and why you are writing____
4 Your sign-off should be friendly, polite and to the point____
5 Point out your aptitude for the sorts of skills they are seeking.___
6 Name any employee you have met and say why they impressed you____
7 Your use of leisure time can show you are a well-rounded person____
8 Support your claims with evidence, focusing on results and achievements.
9 Include the name, title and full address of recipient____
10 Mention where you saw the job advertisement____
11 Explain your motivation for applying. This also shows you have done your
research and learned something about the sector____
12 Show you are acquiring additional useful skills____

j

Look at Ja n e ’s cover letter again. In which paragraph does she:
1
2
3
4
5

explain her interest in the position?___
create a positive final impression?___
demonstrate her skills and experience relevant for the position?___
introduce herself and explain her reasons for w riting?___
mention other relevant skills and interests to impress the em ployer?___

Beginning a cover letter
The first paragraph of your cover letter should detail the job you are applying for
and, if relevant, where you heard about the job (for example an advertisement, or
personal recommendation).

2

3

Complete the following opening paragraphs using the words in the box.
advertised
graduate

application
consideration
enclosed
qualified
recommended
requirements

1

enquire
response

I am a final-year student who is about to
with a bachelor’s degree in
Industrial Engineering from Bristol University. I am writing to
about
possible employment opportunities with Mendoza. I am interested in a position related to
transportation management.

■
• •
rt%‘% &
f #w itfT T fl 'fi §
I am writing i n --------------------- to your job posting for an investment banker on your company’s
website. I h av e
my CV for your consideration.
! '%W'Z : : ::

3

4

------ ■
■

I was recently speaking with Mr Fox from your firm and he ----------- that I
send you a copy of my CV. Knowing th e ------------for the position, he felt that
I would be an ideal candidate, given my experience in international sales.

I w ould like to apply for the p o st o f a C om m ercial Solicitor in your firm a s ___________ __
on L egalpositions.com . As a recen t g rad u ate, I was particularly h ap p y to see th a t the
position is open to n e w ly ______________ lawyers
5
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Please accept this letter a s _______________ for the Marketing Manager position currently list*
on Monster.com. My CV is attached for yo u r_________________

Unit 3 Effective cover letters

Match the opening paragraphs (1-5) in Exercise 2a to the type of cover
letter (a-c) they come from. Which type of letter do you think is most likely
to be successful?
a
b
c

A reply to a job advertisement
A ‘cold’ speculative job application
A letter following a personal recommendation

Evaluate the following opening paragraphs. W hat do you think is good or
bad about them?
1

After attending the recruitment talk presented by Financial Investments, I am
extremely interested in the post of graduate trainee in the International Sales
Department. I have absolutely no doubt that my qualifications, skills and professional
experience will make me an indispensable member of your team.
I am writing to apply for the graduate trainee position as advertised online in the New
York Times. I am a final-year student majoring in Business Administration, with US
and Chinese business relations as the focus of my dissertation. I believe I am suitable
for this position because I am very interested in banking.
I would like to apply for a job in your organisation. I have always wanted to work at
the cutting edge of global strategy with a firm whose greatest assets are its people,
and I have decided that Rivers & Co. is the ideal place to start my career.

d

^3.3 Listen to two recruitment experts, Grace and Oliver, discussing the
letters. In which order do they discuss them?

e

^3.3 Listen again. W hat advice do they give? Do you agree with their
comments?

f

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

Writing the main body of the letter
Demonstrating your key skills and experience
In the main body of the letter you need to show why you are the right person
for the job, by highlighting your most relevant experiences and skills as they
relate to the position you are applying for. It is important to demonstrate
evidence of your skills clearly. It is not enough to claim that you are ‘a hard
working, flexible team player, with excellent IT skills’; you need to be able to
provide evidence.

3

3

In pairs, discuss the following questions.
1 How long should the main body of the letter be?
2 How many specific points should you make?
3 How will this section change depending on the job you are applying for?
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b

Read the following extracts from cover letters. For each extract underline
the two main skills the applicants demonstrate.
1

My past experience of working overseas has brought me a greater
understanding of international cultures and traditions, as well as a better
appreciation of my own culture. These insights would certainly benefit a
multinational corporation, such as yours.
Skills: intercultural awareness / dependability / flexibility / self-awareness

^

Within my role as a project manager, I am responsible for leading a team of five
people. We often have to work unsociable hours under difficult conditions. I
ensure that team morale is maintained by regularly counselling team members
to check they are coping with the demands of the job.
Skills: flexibility / lateral thinking skills / language skills / interpersonal skills

3

Although I do not possess any experience in the hotel industry, I was a Holiday
Representative for Xtreme Holidays for two consecutive summers, where I
learned that customer satisfaction is the key to success in the sen/ice industry.
I implemented a new way for customer feedback to be recorded, which helped
Xtreme Holidays develop the service that they provide by identifying areas
needing improvement. I believe I can apply the skills obtained from my previous
employment to this position.
Skills: IT skills / customer service skills / communication skills / initiative

4

M W.

This summer I worked at Alton Towers Themepark, where I was initially
responsible for operating various rides. However, as I can speak both Italian
and English fluently I was quickly moved into the gift shop to deal with
customers. Working in the shop helped me to learn the importance of dealing
with customers in a friendly and efficient way. During this month I suggested
changing the layout of some of the gift displays. These changes led to a
significant increase in the sales of souvenirs.
Skills: customer service skills / entrepreneurial skills / leadership skills /
numerical skills
I have a strong history of staff management, working closely with my current
team on their personal development plans, and understand my role assisting and
promoting staff member success. I regularly seek feedback on my performance
from my superiors and colleagues to identify areas I need to improve in.

Skills: reliability / leadership skills / self-awareness / technical skills

C Underline useful phrases from the extracts which you could use in your own
cover letter. For example in extract 1, M u p a s t experience o f ... has brought
me a g rea ter understanding of ..., as well as ...

d

Identify three skills that you use on a regular basis and write three
sentences that demonstrate these skills in action. Use the phrases in
Exercise 3c to help you.
Unit 3 Effective cover letters

Matching your skills and experience to the position
In the body of your cover letter it is essential that you are able to demonstrate
how your work experience and skills match the specific position you are applying
for. To do this you need to:

4 a

•

read the job description carefully;

•
•

identify the skills and experience the company is particularly interested in;
show any parallels with previous posts you have held or other experience.

In pairs, discuss the following questions.
1 How will your cover letter change with each position you apply for?
2 How will you know which skills and experience to highlight?
3 Should you highlight skills and experience even if they are not obviously
relevant to the job you are applying for?

b

Read the letter written by Hanna Ahigren, who is applying for a job at the
Australian Embassy in Sweden, and answer the following questions. At this
stage, ignore the gaps in the text.
1
2
3
4

What
What
What
What

position is Hanna applying for?
is her current job?
subject does she have a degree in?
skills and experience does she have?

Dear Ms Tisdall,
I am writing in response to your advertisement for the position of Public Relations Officer
and enclose my curriculum vitae for your consideration.
I am currently working as a Press Officer for the Swedish Ministry of Industry.
( 1) Tints e * p e n e v v c e Uovs gv\g>tble<A w e f a gain a broad understanding of the
media and public relations. (2)-— -monitoring the Swedish and foreign
media, and establishing and maintaining key media contacts. I also write press releases and
organise media events. Through the successful undertaking of these responsibilities
(3)________________________the Swedish political system. (4)-------------------theoretical knowledge attained as part of my university degree in Political Science, and put
this knowledge into practical application.
Previous experience at the Swedish Embassy in Warsaw gave me an opportunity to work
with the diplomatic services. During my time there I learnt to promote the strengths of
Sweden through public relations events, as part of a team. Poland’s entry to the European
Union was the main focus of the Embassy at the time, which significantly influenced my
work there. (5)_______________________ writing reports, organising official visits to Poland,
and developing various internal and external projects.
(6)_______________________ considerable experience in the area of public relations from
my years at university and subsequent jobs. I am confident that the combination of my
political science background and relevant skills makes me an ideal candidate for the position
available. (7)
ideas and enthusiasm to the job.
(8)
I am very suited to Embassy work and feel this move would
be a logical career step. The role of Public Relations Officer would allow me to develop my
-existing skills in an environment in which my political, linguistic and diplomatic skills could be
utilised to their greatest potential.
I would be available for interview at your convenience. I look forward to hearing from you.
Yours sincerely,

RG.ny'iG. AhicySvi
Ms Hanna Ahigren -
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Complete the letter in Exercise 4b using the following phrases.
a
b
c
d
e
f
g
h

d

e

I feel I have significantly strengthened my knowledge and understanding of
This experience has enabled me to
My employment experience leads me to the conclusion that
My employment experience has enabled me to build on
I think that I could bring
My responsibilities included
Within my position at work I am responsible for
As you can see from my CV I have

Here is the advertisement
that Hanna responded to.
In pairs, identify the main
skills and experience they
are looking for.
Match the requirements
listed in the advertisement
(a-i) to sentences from
Hanna’s cover letter (1-6).
Some sentences illustrate
more than one requirement.

;;

Australian Embassy: Public Relations Officer
Department:
Im m ediate Supervisor;
Salary:

Department of Foreign Affairs and Trade
First Secretary
SEK 18,000 per month (Tax free)
;io#v,v-«k

a

b

Monitor the Swedish, Finnish, Estonian, Latvian and Lithuanian media
(including printed and electronic) each day; prepare a summary of key
international and domestic news items,
Monitor and prepare reports on international and domestic issues in
Sweden, Finland, Estonia, Latvia and Lithuania,
Organise programmes for visitors from Australia, and provide support
to Australian-based staff in relation to high-level visits,
Assist in the management and implementation of the Embassy's public
affairs function and cultural affairs programme.

1 This experience has
c
enabled me to gain a
broad understanding of
d
the media and public
relations. _L_
822^*
2 Within my position at
work I am responsible for
Bilingual Swedish/English language and translation skills - both written
and spoken
monitoring the Swedish
f High-level understanding of Swedish government, economy, business
and foreign media,
and EU processes
and establishing and
Ability to prioritise, manage time effectively and work both
maintaining key media
independently and as part of a team
contacts.
h Personal contacts in the media (desirable)
/
/ ___
i Experience in a public relations and/or a media-related field (desirable)
3 Through the successful
Please note that to be considered, applicants must address the selection criteria
undertaking of these
when making their applications and all applications must be in English.
responsibilities I feel
I have significantly
strengthened my
knowledge and understanding of the Swedish political system____
4 Previous experience at the Swedish Embassy in Warsaw gave me an
opportunity to work with the diplomatic services. During my time there I learnt
to promote the strengths of Sweden through public relations events, as part of
a team .
/ ___
5 My responsibilities included writing reports, organising official visits to Poland,
and developing various internal and external projects
/___
6 The role of Public Relations Officer would allow me to develop my existing
skills in an environment in which my political, linguistic and diplomatic skills
could be utilised to their greatest potential____
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Underline useful phrases from Hanna’s letter which you could use in your
own cover letter. For example, I am confident th a t the com bination of mu ...
and ... makes me an ideal candidate fo r the p o sitio n .
Complete the following sentences using the phrases in the box from
Hanna’s letter.
As a result
As part of my
During my period of employment at
During my time
having
In the course of my current job
Since I work with
where I gained
While I was a

______ WKile I
<*
team leader at Global Computers, I introduced new
quality control procedures resulting in a 5 0 % fall in customer complaints.

^

at Legal Solutions, I was responsible for marketing
software services.
:

degree course in Business Studies, I worked for three
months in the Data Processing department of a large computer corporation,
___________________________ experience in IT solutions.

^

___________________________ Star Enterprises I gained some knowledge of
accounting,____________________________ assisted their bookkeeper for three months.

C

___________________________ I have been responsible for the organisation of
conferences_____________________________ my knowledge and experience in this field
have grown considerably and I now feel capable of managing events independently.

m

____________________________ people every day in a business setting, I have developed
strong interpersonal and communicative skills.

Complete the following sentences so they are true for you.
I

While I w a s

I was in charge o f____

2

During________________________ I was responsible for

3

As part of my degree course in _________________________at
________________________________ I ____________________________________________

4

During my period of employment a t ________________________________ I gained

5 At present I am responsible fo r
6

As a result-------

Since

In pairs, discuss your recent work experience, or time at university.
Highlight the skills you feel you have developed through these experiences.
What are the main skills you have that make you more employable?

Unit 3 Effective cover letters

41

Writing an effective final paragraph
The final paragraph of your cover letter should round the letter off, leaving the
reader with a positive impression of your application and a desire to interview you

5

3

In pairs, decide whether the following statements are True (T) or False (F).
1 The final paragraph should express willingness to provide any further
information that the reader may want____
2 It is not necessary to mention any items (including the CV) you are enclosing/
3
4

b

attaching.___
It is polite to thank the reader for their time and consideration.___
The final paragraph may actually consist of two short paragraphs---

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

C Read the following paragraphs taken from British and American cover letters.
W hat differences in style do you notice?
1 I look forward to hearing from you in the near future to schedule an interview at
a time convenient to you. During the interview I hope to learn more about your
company's plans and goals and discuss how I might contribute to the success of the
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Should you have any queries regarding my application, or require any further information,
please do not hesitate to contact me. I would like to thank you in advance for your time and
consideration.
1 look forward to hearing from you.
Yours faithfully,
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You will find enclosed a copy of my curriculum vitae, which gives further details of my
education and my career to date. I would welcome the opportunity to discuss my professional
history and qualifications with you in greater detail.
rrhank you in advance for your consideration.
Yours sincerely,

V
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In pairs, discuss the following questions.
1 Which extracts most closely follow the advice in Exercise 5a?
2 Which approach do you prefer and why?
3 Which approach would be most suitable for the country you areapplying for
work in?
4 What, if anything, would you need to change if you wanted to useone of these
paragraphs in your own cover letter?

42

Unit 3 Effective cover letters

I

>

e

Read the following final paragraphs. W hat do you think is good or bad
about them?
1

My experience and other technical skills are too extensive to be
listed here. I would appreciate the opportunity to meet with you to
discuss my credentials at your earliest convenience.
I look forward to hearing from you.
I would welcome the opportunity to discuss with you how I might
contribute to your company in fulfilling its present goals. I will be
available for appointment from 1st July.
Thank you in advance for your consideration.
.... ....

f

..g

.... .... . ^.

.i.

.

^

^

■.%

to ,

, „ v . .... ....

...

....

j

^

'M

...

i:- !»-

... .15.

^ 3 A Listen to recruitment consultants, Grace and Oliver, discussing the
extracts in Exercise 5e. W hat advice do they give? Do you agree with their
comments?

g Think of a specific job you would like to apply for. W rite your own closing
paragraph using the phrases in the box and ideas from this section.
I look forward to hearing from you.
I would welcome/appreciate the opportunity to ...
Please do not hesitate to contact me.
should you have/require ...
Thank you in advance for your time and consideration.

Using appropriate language
Whether applying online or sending your cover letter through the post, it is
important to write using appropriate language. Although informal language
may sometimes be acceptable in cover letters, more formal alternatives will
create a more professional impression.
6

a

Complete the following table using the words in the box.
about
looking

additional
contact
employer
employment
ensure
more
receive
request
require
show
talk about

Informal

want

Formal

get

—►

1

extra

—►

2 -------

3 _______

—►

would like

need

give
tell

—►

y e c e iv e

4 -----

5 _______

—►

discuss

get in touch with

—►

6 ------

7 _______

—►

concerning/regarding

make sure

—►

8 -------

9_______

—►

provide somebody with

10 _______

—►

inform

boss

—►

11-------

12 _______

—►

further/greater

13 _______

—►

searching

ask for

—►

14-------

work/job

—►

15-------

16________

—►

demonstrate
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b

Complete the following sentences using the formal words in Exercise 6 a. In
sentences 4 and 5, why is should used instead of if?
1 I am writing in response to our telephone conversation on 9th May
veggiwAing the secretarial vacancy.
2 I have recently graduated with a Master’s degree in computing and am
currently___________for suitable__________ in the electronics field.
3 I would appreciate the opportunity to meet you, where I could--------- my
skills, capabilities and professional experience in --------- detail.
4 I would be happy t o __________ yo u ___________ further references should you
5

require them.
Should y o u __________ a n y ___________information

my application,

please do not hesitate t o __________ me.

C Rewrite the underlined sections of the following sentences using more
appropriate formal language. Try to use the word in brackets.
1 I am writing about your ad for a Business Development Manager in The
Economist, (response] in yesponse Fo your gn^vev-Hsewenf--------------2
3

I am writing to ask if you’ve got any vacancies at the moment in your human
resources department, (currently]------------------------------------I am writing to apply for the financial administrator job, (position]__________

4

As you will see from my CV, my experience and qualifications are what you’re
looking for, (requirements]------------------------------------------5 The manager of your Milan Branch told me to get in touch with you about
the opening for a media consultant, (recommended]________________________
6 Here's a copy of my CV, and I look forward to an opportunity to demonstrate
how my professional experience and skills would benefit Star Electronics,
(attach]----------------------------------------------------------7 If vou need anv more info about my application, please do not hesitate to
8

d

contact me. (should)________________________________________________________
Thanks for your time and consideration, (would)------------------------

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

Dear Sarah,
I saw y o u r ad v ert for a job as a se c re ta ry on th e Internet last week. I w ant to apply
for th e job.
I’ve been working as a se c re ta ry at G ordon’s Financial Services in Barcelona for
th e last three years, but I’m looking for a new job in Milan becau se my h u sb a n d
has just got a new job with his com pany in Milan.
I’ve h eard a lot a b o u t your company. I think it’s one of th e biggest financial
service com panies in Milan. I’ve w orked for years in this area (over six y ears) and
think th at this has given me th e experience th at your com pany needs.
If you w ant to m eet to talk a b o u t how my skills and experience can benefit your
com pan y in th e future, 1 would be h ap py to com e in and m eet you.
Kind regards, Jane
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Writing a cover letter
7

3

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

Baklrick College
Swinton
SW4 8BT
Natl987@ bcs.ac.uk
PrincessNL@gmail.com
14 O cto b er 2008
Ace C onsultants
45 Strand
London WC2 8LK

0

Dear Sir o r Madam,

f

I w ould like to apply for a job at y o u r co m p a n y w hen I g ra d u a te this
sum m er.
1 hav e always w anted to w ork with a strateg ic managemej
co n su ltan cy firm w hich helps it’s sjien ts m ake lasting and_______
su b stan tial im provem ents, an d I can n o t imagine a b e tte r place to
w ork th a n Hillier and T hom son, m --------------------- ----------------------1 am extrem ely confident th a t my university c o u rse h as p rep a re d
m e f n r a eareer-ija. m anagem ent. Whilst at university 1 h ad a n u m b er
o T p arbtim e jobs an d I w ould say th a t my m ain stren g th is my
ability to get on with o th e r people. 1 am a v e ry sociable p e rso n and
thro u g h a range of social activities I have perffected m y o u tstan d in g
com m unication skills.
As you will see from m y CV I am not familiar with m any c o m p u ter
[)Togrammes, but I would like to learn and am su re th a t I w ould pick
things u p quickly. 1 really w ant a job w hich will g iv e jn e th e c h an c e
to travel, as this is a p articu lar in terest of mine.

n

e
I
9

m
s.

m

I w ould be truly grateful to be invited for an interview and to be
given a c h a n c e to fu rth er d iscu ss m y application.
Yours,
Natalie Laurent
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b

Match Felix’s advice (1 -1 5) to the appropriate parts of the cover letter
(a-o) in Exercise 7a.
1
2

Find a named person to write to.
Make your letter specific to each company you write to and make it clear

what job you’re applying for____
3 Don’t copy phrases from websites and brochures. Use your own words--4 Make sure the name of the company matches the one in the address--5 Research and be clear about the job you are applying for. Strategic
management consulting is not the same as management____
6 Mistakes of spelling and grammar are unacceptable - always double-check.
7

Make it clear what you bring to the organisation, not just what you can gain.

8

Don’t apologise for skills you haven’t got, especially where they are not a
strict requirement of the job____
Don’t exaggerate your level of skill. Always use examples to substantiate
what you say.___
End your letter ‘Yours sincerely’ (if to a named person) or ‘Yours faithfully’ (if
not)____
Be polite and respectful but not excessively so____
Don’t be vague about your aptitudes. Make sure you know what the
recruiter is looking for and then provide specific evidence, highlighting key
parts of your CV____
Don’t start all/most paragraphs with T . ___
Use apostrophes correctly (here its not it’s)____
Just give one email address (keep this plain and sensible)____

9
10
11
12

13
14
15

C Rewrite the cover letter in Exercise 7a, using the language and advice from
this unit. Then compare your letter with the model letter on page 111.

d

Research a real job that you would be interested in applying for. Spend
some time researching the company and the position in more depth. Think
about the skills and experience that you have that are relevant for the post
and then write a cover letter for the job.
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Preparing for the interview
Making a positive first
impression
Dealing effectively with
interview questions
Talking about yourself
Avoiding common mistakes
Proving you've done your
research

|..v%
w

Preparing for the interview
Congratulations! If you have been invited to an interview, you
have passed a significant test. Your CV and cover letter have
made a strong first impression. You have been selected in front
of your rivals, and made it to the short list.
Preparation is the key to a successful interview. The other
candidates may have similar qualifications, skills and experience.
The interview is your opportunity to prove you are the best
candidate for the job. Ensuring you are well-prepared will help
you to reduce stress, increase your confidence and improve your
chances of being offered the job.

1

a

In pairs, discuss the following questions.
1 Have you ever been interviewed for a job in English? How did it go?
2 How do you feel about going for an interview?
3 How can you prepare for an interview?

b In pairs, discuss the following tips for preparing for an interview. Which
ones do you think are more important? Which ones would you do first?
•
•
•
•
•
•
•

Try to predict the questions you are likely to be asked during the interview.
Do some research into the company you are applying for a job with.
Find out exactly what the job involves.
Analyse your skills and experience and identify areas where they match the
job requirements and the company needs.
Rehearse the interview.
Decide what you’re going to wear.
Prepare a list of questions to ask at the end of the interview.
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Making a positive first impression
Before you arrive
You never get a second chance to make a first impression.
People start forming their impression of you immediately,
looking at the outside and making assumptions about the
inside. It is your responsibility to ensure that you send out
the right message about who you are, through your physical
appearance, your clothes and your body language.

2 a

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

b

In pairs, discuss what you can do to create a positive first impression with
an interviewer. Think about the following points.
•
•
•

your appearance
body language
how to ‘break the ice’ with the interviewer

C In pairs, discuss the following interview tips. W rite do or don’t next to each
tip.
1 Arrive ten minutes early.
2 Speak English with a friend before the interview.
3 Bring a close friend or relative with you for support.
4 Take a copy of your CV and examples ofyour workwith you.
5 Learn some impressive wordsand phrases to use in theinterview.
6 Memorise long answers to questions that you anticipate being asked.

d

^4.1 Silvia Carnali has been invited for an interview at the communications
agency, Futerra. Before her interview she meets Nina, a human resources
manager, for some interview preparation tips. Listen to the conversation
and write Nina’s opinion [do/don’t) next to the tips (1-6) in Exercise 2c. Do
you agree with Nina? W hat tips does Nina mention that are not included in
the list above?

Small talk
The outcome of an interview can be decided in the first five minutes. From the
moment you arrive for an interview you are being assessed. Even before the
interview itself begins you will be communicating a message about who you are.
In order to create a positive impression, it’s important that from the moment
you arrive what you say is clear, confident and enthusiastic.

3 a

► 4.2 Listen to extracts from the beginning of Silvia’s interview
at Futerra and Alex Mencken’s interview at a London theatre.
Answer the following questions.
1 Why is Mr Lewis late for the interview?
2 What does Silvia read while she’s waiting?
3 What useful information does Silvia get fromthe receptionist?
4 How does Silvia create a positive first impression with Mr Lewis?
5 What do Alex and Karl chat about before the interview?
6 How does Alex create a positive first impression with Karl?
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In pairs, discuss the following questions.
1 Silvia is very polite to the receptionist. Why is this important?
2 What does Silvia ask the receptionist? How could this help her application?
3 Alex mentions that a friend of his who works at the theatre suggested he
applied for the job. Do you think this was a good idea?

► 4.2 Match the conversation openings (1-8) to the responses (a-h). Listen
to the extracts again and check your answers.
1
2
3
4
5
6
7
8

I'm afraid Mr Lewis is in a meeting at
the moment.
Can I get you anything while you wait?
I'm sorry I'm late. Our meeting overran a
bit.
How are you?
It's nice to meet you at last.
Did you have any trouble finding us?
I can't believe the weather at the
moment!
How did you find out about us?

No, no trouble at all.
No, thank you. I'm fine.
I know. It's awful, isn't it?
Thank you. It's nice to meet you too.
You were highly recommended to me
by a friend.
I'm very well, thank you.
That's quite all right.
That's okay. I was just admiring the
office.

In pairs, practise the small talk in Exercise 3c.
Look at the following examples of interview small talk. Match the
beginnings (1-10) to the endings (a-j). Would you say these to the
receptionist (R), the interviewer (I) or both (B)?
1
2
3
4
5
6
7

8
9
10

Do you think I could have--Do you have a company brochure
I'm very sorry I'm late.
Do you think I could use
I was just admiring your office.
Are there many other candidates
I had terrible problems parking
here.
I'm afraid I'm not feeling very well.
The office is smaller than I
expected.
Is there somewhere I could leave
my umbrella?

a
b
■■c
d
e
f

g
h
•

1
j

I got caught in the rain.
your toilet to freshen up?
a glass of water while I'm waiting? R
I was planning to be here over an hour ago,
but my train was cancelled.
I could have a look at while I'm waiting?
Is it always this busy?
It all looks very modern. Is it new?
Do you have many people working
elsewhere?
Could I sit down for a few minutes?
scheduled for interviews today?

Having some small talk helps to build a positive rapport with the
interviewer. In the UK the weather and transport problems are very
common and appropriate small talk topics. In pairs, discuss the following
questions.
1 What small talk topics are commonly discussed in your country?
2 Are there any things you would avoid talking about?

In pairs, role play arriving at an interview and making small talk with the
receptionist.
Student A, you are the candidate. Try to get some useful information from
the receptionist which you can use later in your interview.
Student B, you are the receptionist.
Swap roles and practise again.
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Body language
Much of the impact you create at an interview is based on your body language,
and getting this right is essential. The way you walk, sit and act may influence your
interviewer’s opinion of you as much as what you actually say.

In pairs, discuss the following questions.
1
2

How could your body language let you down in an interview?
How can you avoid these problems?

► 4.3 Listen to five people speaking about body language and bad first
impressions in interviews. W rite the extract number (1-5) next to the
problem it mentions. Then match each problem (a-e) to the advice on how to
avoid it (A-E).
Problem
a Trembling voice
b Sweating _ ! _ —
c Bad posture
d Shaking hands
e No eye contact

Advice

\
\

A Make eye contact, but remember not to stare.
B Politely decline tea or coffee.
C Breathe slowly and deeply.
D Sit up straight and lean forward when speaking.
E Make sure you know in advance how to find the interview venue.

W hat tips on body language would you give someone being interviewed for a
job in your country?

Dealing effectively with interview questions
Responding to questions at an interview is your opportunity to give evidence of
your skills and experience, prove you know what the job entails, and demonstrate
that you are the best person for the job.

In pairs, discuss the following questions.
1 What questions might you expect to be asked in any job interview?
2 What advice would you give somebody about dealing with interview questions?

Look at the following common interview questions. W rite the type of question
(a-c) next to each question ( 1 - 1 2 ).
a
b
c
1
2
3
4
5
6
7
8
9
10
11
12

Questions that require you to talk about yourself, your ambitions, your
personality, your hobbies and interests
Questions that require you to prove you have researched the job and company
you have applied for work with
Questions that require you to demonstrate you have the skills and experience
required for the job
Can you tell us something about yourself?
What experience do you have that is relevant for this position?___
What did you learn during your time at university?___
What do you see as your strengths?___
What do you think about our w ebsite?___
What attracted you to the position?___
How would your colleagues describe y o u ?___
What sorts of projects did you work on in your last position?___
What university did you attend and why did you choose i t ? ___
How do you typically approach new projects?_______
What do you know about our com pany?___
Where do you see yourself in five years’ tim e ?___
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C In pairs, try to think of some more questions for each category (a-c).
Which questions would you welcome in an interview? Which questions
would you not like to be asked?

d

In pairs, take turns to ask and answer the questions in Exercises 5b and
5c. Which questions are easiest to answer? Which are the most difficult?

e

^4.4 Listen to three extracts from an interview. Which three questions in
Exercise 5b is the candidate responding to?

f

^4.4 Listen again and, in pairs, discuss how each answer could be improved.

g

Match the advice on how to answer questions (1-5) to the practical tips
(a-e). W hat were the specific problems with the three extracts in Exercise
5e?
v v v

h

1

Be clear and
explicit

2

Be audible

3

Be concise

4

Be truthful

5

Focus on action
you have taken

'

..

^

a

If you personally did something, say 'I did' rather than 'we did'
or 'it was'.
b Most lies or exaggerations get discovered and suggest bad
judgment on your part,
c Do not assume interviewers know what your previous job
involved, even if they work in the same organisation. It is also
important not to use jargon or acronyms that the interviewer
might not be familiar with,
d Don't talk for too long, or drift away from the point. Be
alert to any signs from the interviewer of boredom, loss of
concentration, or signals that you are talking too much.
However, also ensure that you say enough,
e Answers that can't be heard demonstrate poor interpersonal
and communicative skills.

Look at the first interview extract from Exercise 5e. Rewrite the candidate’s
answer and improve it by:
•
•

deleting any sections which drift away from the point;
trying to make the remaining sentences more dynamic.

Well, I’ve never really thought about it. I suppose I ’d like to be married with
kids, perhaps. M y sister’s got three kids, and they’re really great. I ’d also like
to be doing a job I enjoy. There’s nothing worse than being stuck in a boring job
where you have the same routine every day. It’d be a job with lots of
responsibility, but I suppose not too much. I wouldn’t want to get stressed. If
I was lucky enough to get this job, it’d be great, but I suppose five years is a
long time without a change, so I ’d try to get a promotion, if I could.
I see i*wsel£ ^Aolvyfi

a\ jo b

I v-e^Olv ev\iov.____________________________________

1 ^4.5 Listen to an improved answer and compare it with your ideas. W hat
techniques did the candidate use in the improved answer?
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J

Look at the third interview extract from Exercise 5e. Rewrite the candidate’s
answer and improve it by:
•
•

trying to make it more action-focused - make every sentence focus on what the
speaker actually does or did;
adding specific examples.

Well, usually there needs to be a d ear picture of what the aims of the project are.
So it’s essential to speak to everyone involved before taking any action. In my
current job we use project management software to help us keep track of what we
have to do and when we have to do it. Of course, it’s important that someone
keeps an eye on whether people are actually doing what they’re supposed to be
doing, and obviously you also need to deal with unexpected situations as they
come up.

TUe -fivsf Hum I A c is
siwe I've gof <7vverily c le w picftwe
wUgyf I
y\ee^ Vo <7vcUieve. Lef we give you <?n\ ex<?uMple ...________________________

k
I

Listen to an improved answer and compare it with your ideas.
In pairs, take turns to ask and answer the three questions in Exercise 5e.

Talking about yourself
In all interviews you will be required to talk about
yourself. The interviewers want to find out whether you’re
the type of person who would be able to do the job and
also whether your personality would fit in with the rest of
the company.

6

3

In pairs, discuss how you would answer the following
questions.
1
2
3
4

Can you tell us something about yourself?
What did you learn during your time at university?
What kinds of things do you worry about?
Would you say you’re an ambitious person?

► 4.7 Alejandro is a recent Economics graduate,
practising for an interview at an international bank.
Listen to his answers to the four questions in Exercise
6 a. In pairs, discuss what you think of Alejandro’s
answers, and suggest ways in which he could improve them.
C ► o Listen to a recruitment expert, Grace, commenting on each of
Alejandro’s answers. Do you agree with her?

d
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►'4.9 Listen to the answers Alejandro gives in the real interview. How has he
improved his responses?
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► 4.9Complete Alejandro’s improved answers using the correct form of the
verbs in the box. Listen again and check your answers.
apply
lead

communicate
make
meet

develop
motivate

gain
ptrt

get (x2)
work

Interviewer: Can you tell us something about yourself?
Alejandro: Well, I’m motivated and I (1)

P ^ t.. a lot of effort into everything I do,

whether I ’m studying at university, at work or even when I'm playing sport. During
my last year at university I was captain of the basketball team. I had to organise
matches and (2 ]
the players. As captain it was essential that I was able to
(3 )
effectively and get along with everybody in the team ... and for the
first time in years our team managed to reach the regional final. We didn’t win,
unfortunately, but (4 )
the team to the final was a big achievement for me.
Interviewer: What did you learn during your time at university?
Alejandro: Oh, lots of things. M y Economics degree was very practical, and there
were many elements of the degree that could be (5 )
to the business world.

I had a number of challenging assignments, which often had to be completed
within a short period of time. This helped me to (6)
my prioritising skills
and ability to (7 )
to tight deadlines.
Interviewer: What kinds of things do you worry about?
Alejandro: I worry about normal things, the same as everybody else, I think. I

worry about (8 )
deadlines and (9 )
everything done on time. I used
to worry about data on my computer quite a bit. Now I back up all my data on
an external hard drive, so that everything is protected. This way I ’ve got one less
thing to worry about.
Interviewer: Would you say you’re an ambitious person?
Alejandro: Yes, I would say that I’m ambitious. I’m very keen to (1 0 )
a job
with a company such as yours where I can ( 11)
full use of my degree and
professional experience. I am a dedicated worker and would hope to { 12) ______

internal promotion based on my performance at work.
Underline useful phrases from Alejandro’s answers in Exercise 6e which you
could use to answer the same questions. For example, I put a lot of effort into
everuthina I do. whether I ’m ... or even when I ’m ... Plan your own answers to
the questions.
In pairs, take turns to ask and answer the questions.

Avoiding common mistakes
Whatever job you’re applying for, there are some questions that you will nearly
always get asked. Preparing for these questions will help you to use them to
demonstrate effectively why you are the best candidate for the position.
In pairs, discuss how you would answer the following questions. Then, take
turns to ask and answer them.

1 What do you see as your strengths?
2 What university did you attend, and why did you choose it?
3 W hat are your weaknesses?
4 What do you like doing in your spare time?
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b ►4.10 Listen to two recruitment experts, Grace and Oliver, sharing tips on
effective ways to answer these questions. Do you agree with them? W hat
would you change about your own answers to make them more effective?
C ►4.10 Match the advice given by Grace and Oliver (a-h) to the questions (1-4)
in Exercise 7a. Listen again and check your answers.
a
b
c
d
e
f

Use examples from your experience to support your claims. _ L
Don’t say that you chose it because it was the closest one to home____
Mention what steps you have taken to tackle this problem.___
Focus on the educational/academic/professional reasons for your choice____
Don’t use tentative language such as ‘I feel’ or ‘I think I’m quite good at’. ___
Mention anything that demonstrates you working as part of a team or group.

g Don’t say that you have none____
h Talk about things that are unusual and memorable____
d ►4.11 Lidia and Rafa are both applying for a marketing position with a
magazine based in New York. Listen to their answers to the questions in
Exercise 7a and decide who is the stronger candidate.
e

►4.11 Complete the following extracts from Lidia’s interview. Listen again and
check your answers.
1 I’m also able to prioritise my work and work under p^essu^e if deadlines are
2
3
4
5
6
7

f

moved forward.
I did a lot o f __________into universities, both abroad and in Spain.
In the end I decided to go to the University of Barcelona as it was clear that its
Economics department had an excellent___________
Well, my French is a bit rusty, so I have __________ started evening classes to
improve it.
I still p la y _________ for a local club and love going away with the team for
matches against other clubs.
I ’m also a __________traveller.
During the summer last year I ___________ a month in Africa working with
volunteers at a national reserve.

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

1

I am
and apply a ________________ approach to my work.
I believe in _________________ This enables me to ___________________I’m also
able to __________________ For example, in my last jo b ________________ _
I implemented a new system fo r________________ _ This way we were able to

2

I did a lot of research into__________________ In the end I decided to
__________________as it was clear that its __________________ had an excellent
reputation.
3 Well, I feel th a t__________________, so I have recentlystarted__________________
to improve___________________ I used to b e
, but I’ve started
, which has enabled me t o __________________
4 I enjoy
I’m also a keen____________________ During the
_________________ I ___________________ I’m currently_________________ _

g
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In pairs, take turns to ask and answer the questions in Exercise 7a, using the
templates in Exercise 7f.
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Proving you've done your research
Successful candidates are the ones who research the job and the company. They
are able to walk into an interview confident they have exactly what the company
is looking for.

8

a

►4.12 During her interview with Futerra, Silvia Carnali is asked what she
knows about the company, and why she wants to work there. Listen to the
extract from the interview and answer the following questions.
1
What did Silvia do before applying for the position at Futerra?
2
What attracted Silvia to Futerra?
3
What experience will Silvia be able to use in thejob?
4
What did Silvia like about Futerra’s website?
5 Would Silvia prefer to work for a large or small organisation?

b ► 4.12 Complete the following extracts from Silvia’s interview using the
phrases in the box. Listen again and check your answers.
attracted me to
dynamic place to work
from everything I've learnt
It's clear from
look at your website
research into the market
well-established reputation

1 Well, before applying for this position I did some yese<?vycU iv\Fo FUe wunv-Uef

and Futerra came out on top.
2 I had a __________________ and could see that you work with a variety of
people...
3 Well, it’s really something th at_________________ Futerra.
4 The Junior Consultant post combines these two areas at a company with a
5 You came across online as an exciting,--------------6 _________________ your website that Futerra is a quite a small company ...
7 I definitely fe el,_________________ about Futerra, that this is the type of

organisation I’d like to work for.
C ►4.13 Listen to the interviewers, M att and Dan, discussing Silvia’s
performance in the interview. Do you agree with their comments?

d

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

e

Cross out the word in bold that cannot be used to complete each of the
following sentences.
1 1had a look at your website. It’s really impressive/innovative/ehaHenging/

eye-catching.
2 I wanted to work with this company because you have a really strong/
enjoyable/outstanding/excellent reputation.
3 The work you do seems to be very fulfilling/worthwhile/satisfying/first-class.
4 I was impressed by your fulfilling/innovative/first-class/best-selling
5

products.
I think working for you would be very enjoyable/challenging/fantastic/

fulfilling.

Unit 4 Successful interviews

55

Think of a company you would like to work for. Plan your answers to the
following questions. In pairs, role play the interview. Student A, you are
the interviewer. Student B, you are the candidate. Swap roles and practise
again.
•
•
•
•
•

What do you know ab o u t______________ ? And why would you like to work
here?
Can tell us why this impressed you?
Can you tell us a bit more about what attracted you to the position of
?
You mentioned that you looked at our website. What did you think of it?
Wouldn’t you prefer to work for a _____________ organisation?

Demonstrating you've got what it takes
In every interview you will be asked to talk about your transferable skills and
experience and how these meet the requirements for the job.

► 4.14 Susana Cilveti is a recent graduate. Listen to an extract from her
interview for a sales assistant position and answer the following questions.
1
2
3
4

What skills does Susana think are necessary for a sales assistant?
What was she doing before she moved to England?
What evidence does she give of her financial experience?
Susana claims to be a highly effective communicator. Do you think she
provides enough evidence to support this claim?

► 4.14 Listen again and complete the following sentences so they are true
for Susana by underlining the correct words in bold.
1 In my last job I was responsible for implementing new strategies / selling
2
3
4
5
6
7
8

souvenirs / negotiating deals.
I am used to dealing with customers / managing big budgets / coping
with problems.
I can speak Italian reasonably well / a little / fluently.
This period of employment gave me experience of managing people /
networking / organising events.
When I was at university I used to be editor of the university magazine / a
member of the student council / captain of the volleyball team.
I feel I am a well-organised person / highly effective communicator /
reliable and efficient employee.
I can work well under pressure / well autonomously / best as part of a
team.
I am able to be firm but fair / delegate effectively / use my initiative to
solve problems.

Choose the best ending for each sentence in Exercise 9bso they are true
for you. You can invent your own endings.
In pairs, take turns to ask and answer the following questions, using your
answers in Exercise 9c to help you.
1 What languages can you speak?
2 How would you describe the way you work?
3 What skills did you develop at university / at your last job?
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6 ► w s In her interview at Futerra, Silvia Carnali is asked how her skills and
experience match the requirements for the position. Listen to the extract
and make a note of the skills she mentions.

f

►ms Silvia uses a range of phrases to organise her answer. Complete her
answer using the phrases in the box. Listen again and check your answers,
also when
ever since
finally Firstly
Following
For example
For my dissertation for three reasons
I think I'm suitable for the position at Fut-erra because
Secondly
So
So to sum up
That's really when
When I was at
years ago

Well, ( 1) I Huv\U iVv siAt.V<?vbie Toy fU e posiHon

Fid-eyy** b e c a u s e /

understand the issues you deal with and am passionate about them. Four
(2) ____________________ I joined Greenpeace and have been an active member
(3) -----------------(4) ____________________ my BA I found out about an exciting project in

Kenya and spent six months there educating local people about the need
for reforestation. (5 )
I started getting interested in
sustainability and (6) _____________________ I started learning about different
communication strategies. (7 ) _____________________ , our team found that
simply putting up posters didn’t really have much of an impact, but going and
talking to respected members of the community and getting them to talk to
others was much more effective.
(8) ____________________ university I was the communications officer of

the student union and I was responsible for dealing with suppliers and
other student organisations. (9 )____________________ I ’ve got quite a lot of
communication experience. I know you’re also looking for someone who’s good
at research. (1 0 )_____________________ for my MA I ’m researching how best to
communicate reforestation issues, building on my own practical experiences
gained in Kenya.
(11)____________________ , I think I ’m suitable for the position at Futerra
(1 2 )______________________ (13 ) _____________________ , I ’ve done a lot of
communication work. (1 4 )_____________________ I ’m a good team worker,
and (1 5 )
, because I have a good understanding of the

sustainability issues this agency deals with.
g

Underline useful phrases from Silvia’s answer which you could use in an
interview of your own. For example, / think I'm suitable fo r the position a t ...
because I ...

h

Put the following stages in the same order as Silvia’s answer.
1 Talking about your experience, providing background information for an
anecdote
2 Summarising how the various examples have fully answered the question
3 Giving specific details from previous experiences and showing how these
experiences relate to the requirements of the job
4 Expressing enthusiasm for the job and briefly relating your character to the
job
5 Giving a second example of experience that relates to the job requirements
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1 Think of a job that you would like to apply for. Plan your answer to the
question, ‘How do y o u r shills and experience match the requirements fo r this
position?' using the structure in Exercise 9h.

j

Complete the following sentences so they are true for you.
1 I think I’m suitable for the position o f__________ , because___________________

2
3
4
5

Following my degree I _______
I started getting interested in
When I was at university I ___
So to sum up, I think I’m suitable for the position at
reasons. Firstly,____________________________________
Secondly,_____________________________ , and finally _

for three

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

Question
<u

o.
X

a>

Q)
JD

i/i

3

c
o

"5
<

CD

CD

o

3
vH—

Can you tell us something about yourself?

What do you see as your strengths?

What do you like doing in your spare time?

What do you know about our company?
How do your skills and experience match the
requirements for this position?

I

In groups of three role play a job interview using the table in Exercise 9k.
Student A, you are the interviewer. You should ask a selection of questions
from the table in Exercise 9k.
Student B, you are the candidate. You should answer the questions honestly,
using your notes in Exercise 9k.
Student C, you are the observer. You should make notes on the candidate’s
answers in the table in Exercise 9k, using / and X symbols.
If possible, record the interview, as this will help you to identify your
individual strengths and weaknesses. When you have finished, the observer
should give feedback on the candidate’s performance. Swap roles and
practise again.
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UNIT 5

Advanced interview

Handling competency-based
questions
m
Demonstrating your skills
m Talking about your weaknesses
Asking questions of your own
m Dealing with telephone
interviews

Handling competency-based questions
Competencies are a combination of knowledge, skills and behaviour
required to do a specific job.

d

In pairs, ask and answer one of the following interview questions.
1
2
3
4
5

b

Tell me about a time when you
Tell me about a time when you
service.
Tell me about a time when you
Tell me about a time when you
Tell me about a time when you

had to make a difficult decision.
demonstrated good c u s t o m e r
showed strong leadership skills.
played an important role in a team.
experienced pressure at universityor at work.

►s.l Listen to three people each answering one of the questions in
Exercise 1a successfully. Identify which question each speaker is answering.
Speaker 1 ___

Speaker 2 ___

Speaker 3 —

C

In pairs, discuss how you think each story ends. W hat would bean impressive
conclusion to each story, to really demonstrate that the speaker possesses
the necessary competency?

d

►52 Now listen to the rest of the extracts to check your predictionsin
Exercise 1c. Were your ideas similar?

e

The questions in Exercise 1a are all examples of competency-based questions.
In pairs, discuss the following questions.
1 What is an interviewer looking for in competency-based questions?
2 Why is it essential to prepare stories before your interview?
3 How common are competency-based interview questions?

f

► 5.3Listen to two recruitment experts, Grace and Oliver, discussing
competency-based questions and compare their ideas with your answers in
Exercise le.
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g A common technique for planning and structuring answers to competencybased questions is the STAR method. Look at the diagram below. W hat do
you think the initials S, T, A and R stand for?

Set the scene and give
the context. Give an
outline of a specific real
situation or problem that
you faced in the past

Go into more detail and
identify the specific aspects
you focused on and why.
W hat was the target or task
necessary to improve the
situation?

Describe the specific action
that you took in order to
improve the situation. What
did you do, how did you do
it, when did you do it and
why did you do it?

Finish by talking about the
outcomes of your action
and the difference it made.
What happened in the end,
what was accomplished,
and what did you learn?

'ji! in: 'i!: mi mi m

h ^5.2Listen to the extracts in Exercise 1d again. For each story, identify the
four sections (S, T, A and R).
i

Look at the sentences from the candidates’ stories and answer the
following questions.
1
2
3

Whichphrasal verb is used to describe an unexpected success?
Whichphrasal verb is used to introduce an unexpected cause?
Whichphrasal verb is used to introduce an unexpected result?

Itturned out that his accountant had been taken i ll...
So we actually ended up getting paid within a week ...
So it all worked out in the end.
j

Prepare a STAR diagram for one of the questions in Exercise 1a. Try to use
the three phrasal verbs in Exercise 1i.

Demonstrating your skills
It is essential you provide evidence of how you acted in
real situations in the past in order to show you have the
transferable skills required for the job you are applying for.

2 a

► 5.4After applying for a variety of positions at
leading international pharmaceutical companies,
Communications Manager Vicky Tang is invited to attend
an interview at Clyde & Johnson’s. Listen to an extract
from her interview and answer the following questions.
1 Where is Vicky from?
2 Where did she go to university?

b ►sJi Listen to another candidate for the same position,
Pieter Volker, responding to the same question, and
answer the following questions.
1 Where did Pieter do his first degree?
2 What did he do at the University of St Petersburg?
3 Where did he spend his student work placement?

C In pairs, discuss Vicky’s and Pieter’s techniques
for tackling the question about their educational
background. Whose technique is more successful?
60
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d

► s j Listen to Pieter’s answer again. Which of the following competencies
does he demonstrate or suggest?
•
•
•

customer service skills
flexibility
organisational skills

• teamworking
• leadership
• decision-making skills

•
•
•

goal orientation
communication skills
interpersonal skills

e

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

f

^5.6 Listen to another extract from Vicky’s interview and answer the
following questions.
1 What problem did Green Pharmaceuticals have?
2 What did Vicky do to tackle this problem?
3 What was the effect of Vicky’s actions?

g

Vicky uses the STAR method to structure her answer.
Underline phrases in her response that describe the four
sections.
1 Situation (the problem Green Pharmaceuticals was facing)
2 Target (the solution to this problem)
3 Action (what Vicky did to solve the problem)
4 Result (the results of her actions)

At the moment I spend a lot of time travelling between Asia and Europe working
with regional teams organising educational events, so I use both of these skills
on a regular basis. Let me give you an example. As you know, the Chinese
market is growing in all areas, including pharmaceuticals. However, at the time,
Green Pharmaceuticals felt they didn’t have enough contacts in China. It was
clear that the situation wasn’t very good for us. We needed to improve things.
So in order to increase our number of contacts in China I decided to organise a
pharmaceutical conference in Beijing. It was my responsibility to ensure that all
the right people were invited. I really had to use all my skills at communicating,
in both English and Mandarin, to persuade people to participate. In the end
my hard work resulted in a successful conference, with our employees meeting
and talking to the right people. As a matter of fact this conference was such a
success that it is now an annual event, and has led directly to closer professional
relationships between Green Pharmaceuticals and key contacts in China.

h

i

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

Target

Action

Result

there was a time when ...
I discovered th a t...

what needed to be done was ...
it was very important th a t...

therefore I ...
I organised ...

this resulted in ...
this led to ...

Add the phrases in the box to the table in Exercise 2h.
I agreed to ...
I wanted to be a bit more ...
probably the best example is ...
s o l. . .
So it all worked out in the end.
the problem was ...
there was one time when ...
we actually ended up ...
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j

In pairs, take turns to ask and answer the following common competencybased question, ‘Tell me about a tim e when you had to resolve a d ifficu lt
situation

k ^5.1 Listen to Vicky’s response to the question in Exercise 2j. In pairs,
discuss the following questions.
1
2
3
4

I

What was the problem?
What did Vicky do to solve the problem?
What skills did Vicky use to solve the problem?
Would you have handled the situation in the same way?

► 5.7Vicky uses a range of expressions to structure her answer. Complete
her answer using the phrases in the box. Listen again and check your
answers.
Anyway, what happened was
As soon as
I managed to
I then
In the end
It was very important
So I decided to
There was a time when
Unfortunately this meant that
which I'd organised beforehand

Okay. (1 ) T U eve
^ H w e wUew / was organising a conference here
in London. It was a couple of months ago, and it was a really important
conference. (2) __________ one of the main guest speakers, who was due to give
the opening address, had his flight cancelled and wasn’t sure if he was going to
make it on time. (3 )___________ the participants were happy with the conference,
and I knew they would be disappointed if he didn’t show up. (4 )___________ try
and find another flight for the speaker. After a bit of negotiating with a different
airline, (5 )___________get him booked onto a slightly later flight. (6) __________
even if he came straight from the airport, he would still be a bit late for the
opening address. I took a risk and hoped that he wasn’t going to be delayed
any more. (7 )__________ he’d landed I contacted him, and when I knew he was
in a taxi and on his way, which was about five minutes before he was supposed
to be on stage, I got up on the stage. (8) ___________ told the participants about
the situation and I invited them to have some coffee and cakes while we waited,
(9 )
Actually, they liked this, as it was a chance to network a little
and get to know some of the other conference participants. When the speaker
did finally arrive, it was actually difficult to get everybody back in the main
hall. ( 10) ___________I managed to keep everybody happy and ensure that the
conference went as smoothly as possible.
m Which tense does Vicky mainly use to give the key events of her story?
(I In pairs, discuss what makes the following sentence from Vicky’s answer
memorable.
When the speaker did finally arrive, it was actually difficult to get everybody
back in the main hall.
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Interview anecdotes are more likely to be interesting and memorable if
they include some surprising information. In Vicky’s anecdote in Exercise 21
she introduces a surprising fact with the word actually. You can also use in
fa ct or as a m a tte r o f fact. Make the following sentences more memorable
using in fact, actually or as a m a tte r o f fact. Several answers are possible.

1 My boss wasn’t convinced that it was worth investing in India. However, my
2
3
4

research managed to prove that it was.
As a result of my actions, what could have been a disaster turned out to be
a big success.
My work had really helped, and I thought that I would be invitedto join the
marketing team permanently, but I was invited to lead the team!
I believed my suggestions would lead to bigger profits. What I didn’texpect
was that profits at the company would grow by nearly 20% !

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

Talking about your weaknesses
Turning negatives into positives
In an interview you will almost certainly face challenging questions which
attempt to assess your suitability for the job. It is vital to avoid getting caught
in the trap of saying negative things about yourself. Preparing for these
‘difficult’ questions will help you keep your answers positive.

3

a

► 5.8A recent graduate, Jarek, has been invited for an interview with an
international financial company. He arranges to meet up with his friend,
Olivia, who has been working there for a couple of years. Listen to their
conversation and answer the following questions.
1 Who is going to interview Jarek?
2 Why did Jarek quit his last job?
3 What general advice does Olivia give Jarek ?

b

Compare Ja re k ’s and Olivia’s answers to the question, ‘Why did you leave
yo u r la s t job?' Complete Olivia’s answer using the words in the box.
although
stretched

develop
working

feel

further

liked

position

Jarek’s answer:

Olivia’s answer:

I hated my last job, I couldn’t stand
the boss. He used to drive me crazy!
... I handed in my notice and left as
soon as I could.

(1)

/ really (2) ------- my
job, and the people I was (3 )----with, I didn’t (4 )
I was being
(5 )
enough. I ’m looking for a
(6)
in which I can (7 )______
my professional skills (8) ________

In pairs, discuss how you would answer the following questions.
1 What are your weaknesses?
2 Tell me about something you have found difficult at work.
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d

In pairs, try to complete the following advice with a suitable word. Do you
agree with the advice?
1

In response to open questions you should never actively volunteer
_________
information during an interview.
2 Employers like to ask you to give negative information not t o _____________
you, but to see what sort of person you are.
3 You will seem much more employable if you can show yourself as someone
who sees problems a s _______________
4 Questions about weaknesses are actually a chance to demonstrate how you
tackle and overcome______________ , and why you are the right person for
the job.

e ► 5.9Listen

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

c

Talk about a character flaw that could ultimately be viewed as a positive
characteristic.
Talk about something that is no longer a weakness. Mention how you
overcame the weakness and that you have solved similar problems more
recently.
Talk about a knowledge-based weakness, which is easily overcome. Mention
why this weakness isn’t a serious problem and what steps you are actively
taking to solve the problem.

Candidate 1 ___
Candidate 2 ___
Candidate 3 ___

f

In pairs, discuss the advantages of each technique.

g

Which of the three candidates in Exercise 3e used the STAR technique to
answer this question?

Softening and emphasis
When answering interview questions that require negative information you
should soften any negatives in your response and emphasise any positive
information.

4

a

Look at the first candidate’s response from Exercise 3e. In pairs, discuss
why the candidate doesn’t simply say, ‘In the p a s t I used to procrastinate.’
in their first sentence.
Well, in the past I sometimes used to procrastinate a little. There were times
when I used to put things off until the last minute, when completing an essay for
university for example. But I realised that perhaps this wasn’t the most effective
way of working and so I started setting a strict schedule for all my projects
well in advance and set myself personal deadlines. Using a schedule has
really helped me and I ’m much better organised now and able to take on more
projects at the same time.
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b Underline any words or phrases in the extract in Exercise 4a that soften
negatives and emphasise positives.
C ► 5.9Complete the second candidate’s response using always, really or very.
Listen again and check your answers.
Hmm. M y weaknesses? Let me think. Well, in answer to your question you
mentioned that the staff here use Apple Macintosh computers. I am not (1 ] ______
fam iliar with Apple Macs and I ’m used to using Windows. However, I managed to
learn how to use a number of programs (2 )
quickly on my own and I’m
quickly. I (4 )
enjoy using
sure I ’d get used to using Apple Macs (3 )
computers and new gadgets, and I’m (5 )
keen to learn how to use new
technology.
d ► 5.9Complete the third candidate’s response by adding the words in the box.
Listen again and check your answers.
a bit of
a little
a lot of
as ... as possible
extremely
occasionally
very

<
a b if oP
Weaknesses? Well, I can b eja workaholic and always get involved in every project
that I work on. I’m happy to spend time and energy making sure that every
project is successful. So, when I feel that other members of the team might not be
working as hard, I can get frustrated. I’m aware of this problem, and I try to solve
situations like this by being positive and enthusiastic.
e

In pairs, discuss the following questions.
1 What structure did the first candidate use to describe a problem that no longer
exists? Why is this structure especially suitable here?
2 What tense did she use to show the present result of her new strategy for
dealing with this problem?
3 The second candidate said that he wasn’t familiar with Apple Macs. What
structure did he use to show what he is familiar with? What structure did he
use to show how he would become familiar with Apple Macs in the future?
4 What modal verb did the third candidate use to show that her weaknesses
don’t always affect her?

f

Rewrite these descriptions of weaknesses using the expressions in brackets
to soften the negative information.
1 I have difficulty making decisions, (occasionally / a little)
2

I used to be too stubborn and it was hard to get me to change my mind, (a bit /
sometimes)

3

When working on projects I am a ‘big picture’ person. This means that I miss
some details, (from time to time / might / minor)
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► 5.10Match the sentences (1-3) in Exercise 4f to the rest of the
candidates’ answers (a-c). Listen and check your answers.
A former colleague of mine told me that I was becoming difficult to work
with. Well, ever since then I have put significant effort into my teamworking
skills and now I actively ask for advice and suggestions from my colleagues
when making decisions. Last year I was even asked to chair weekly staff
meetings while our boss was away on business.
b This is because I pay a lot of attention to detail and make sure that every
single decision I make is the best decision possible. Basically, I’m somebody
who carefully considers all of the available options before making a choice.
c I ’ve been aware of this for some time. So now when I’m managing a project
I make sure that I have the support I need to keep an eye on specific minor
details, leaving me free to concentrate on managing the entire project. I
think successful management is about getting the right team together and
then completely trusting them to do the job you’ve given them.

a

1 ___

2 _____

3 ____

Underline words in the extracts in Exercise 4g that emphasise positives.
► 5.11 Listen to a candidate, Adam, answering the question, ‘ W hat is i t
about y o u r jo b th a t you dislike?’ In pairs, discuss the techniques he uses to
turn his response into an impressive positive answer.
Match the negative expressions (1 -6) to the more positive expressions
(a-f). Which expressions did Adam use in Exercise 4i?
1

I'm bored with my job. It's too easy.A

a

2

I can't stand dealing with
customers.

3

The place where I work is too small. I

4

I don't have many professional
skills.

5

I only know the theory.

6

There are things that I don't like at
work.

j

b
c

1 ,
\
\e
f

I enjoy a great deal about my current job.
I'm keen to develop my practical skills.
I'm looking for an opportunity to
contribute these skills to a larger
organisation such as yours.
I feel I'm best suited to working behind the
scenes.
I'm seeking fresh challenges.
I'm seeking the possibility to develop
further professionally.

In pairs, take turns to ask and answer the following questions. Use the
techniques and expressions in this section to soften any negatives and
emphasise the positives in your responses.
1 What
are your weaknesses?
2 Tell me about something you have found difficult at university/work.
3 What
skills do you need to improve?
4 What
kinds of decisions are most difficultfor youto make?
5 What did you dislike about university / your last job?
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Asking questions of your own
It is very common for interviewers to close an interview by asking if the candidate
has any questions they would like to ask. People who ask good questions
demonstrate real interest in and knowledge of the job.

5

3

In pairs, discuss the following questions.
1
2
3
4

b

What sort of information should you try to find out during your interview?
What questions would you ask in an interview in your country?
Are there any questions you wouldn’t ask? Why not?
Would you ask about salary?

Read the following extract from an article about asking questions in an
interview. Which do you think is the best question?
opportunity works
against you.

ob hunters are always being told
to ask one or two killer questions
in an interview. But how exactly do
you go about doing this?

Pick and choose from the following
list o f tried-and-tested questions.

J

It’s important to consider the culture
of the organisation you are hoping
to join and the personality o f the
interviewer. Be careful to adopt the
right tone and convey a positive
attitude. You want to ensure this

a

for you,

not

What are the m ost/least enjoyable,
aspects o f the role?
b You mentioned there would be a
lot of researching. Could you tell
me what your most successful
employees fin d most satisfying
about this part o f the role?

c

What are the most important
issues that you think the
organisation faces?
Could vou tell me more about the
training opportunities you offer?
you
tell me
how
e Could
performance is measured and
reviewed?
f Would there be a chance fo r
promotion in the future?
g Do you have any doubts about
whether I am suited to this
position?

<«■

C Match the questions in the article (a-g) to the following expert advice (1-7).
1 This question can highlight that you are keen to develop your skills and add
further value to a company.
2 This question can emphasise your determination to make progress and to do
so over the long term____
3 This question can demonstrate your listening skills, and associates you with
being successful in the role, as well as finding it satisfying____
4 This question can show that you like to know what sort of challenge you are
going to face and that you like to get properly prepared for it---5 This question can demonstrate that you appreciate the importance of
delivering results.___
6 This question can show that you are interested in the employer as well as the
job. It will be clear you have done some research, done some thinking, and are
now keen to hear their analysis____
7 This question is a rather bold way of emphasising some of your strengths. It
suggests you are open to constructive criticism and willing to learn from the
experience of others. In addition, it gives you a real chance to address any
weaknesses the employer may think you have. Finally, it allows you to finish on
a high, restating why you think you are the right person____
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Questions to ask

d

Look at four versions of the same question (a-d). In pairs, discuss the
following questions.
1 Which version is the most assertive?
2 Which version is the most delicate/tentative?
3 Which would you use?

I noticed from your brochure that you are actively involved in several projects
to support the local community.
a
b
c
d

e

were to work for you, would that be something I could get involved in?
work for you, will that be something I can get involved in?
worked for you, would that be something I could get involved in?
work for you, is that something I can get involved in?

Complete the following candidate’s questions with your own ideas.
1
2
3
4
5

f

If I
If I
If I
If I

Could you tell me more about____________________________________________
What are the most important_____________________________________________
Could you tell me how ____________________________________________________
Would there be a chance_________________________________________________
Do you h ave______________________________________________________________

It is important to show you are listening actively to the interviewer’s
response to your question. In pairs, take turns to ask and answer your
questions in Exercise 5e. Remember to show you are listening actively by:
•
•
•

keeping eye contact with the interviewer;
nodding your head;
making noises and short comments to show you understand [OK / Really? /

I see);
•

paraphrasing what the interviewer has just told you (so you’re saying

Dealing with telephone interviews
Employers often use telephone interviews for recruitment, as a way of screening
large numbers of applicants before selecting a smaller pool of candidates for
face-to-face interviews.

6

3

In pairs, discuss the following
questions.
1 Would you prefer to have an
interview face-to-face or on the
telephone?
2 Why is it increasingly popular
for initial interviews to be held
over the phone?
3 What are the advantages of
telephone interviews for the
candidate?
4 When is the best time to
arrange a telephone interview?
5 Why should you smile during a
telephone interview?
6 What is the candidate’s main aim in most telephone interviews?
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b Read the following article and compare the advice with your answers in
Exercise 6a.

Tackling telephone interviews
I

I is common practice these days for initial

During the interview you should:

first interviews to be held over the phone.

• smile, as this will help you to relax and project
a positive image to the interviewer and will

The main reason for this is that it significantly
reduces the cost for employers, who often use

alter the tone of your voice.
• speak slowly and clearly. It's perfectly

telephone interviews as a method of filtering

acceptable to take your time when answering

candidates before moving on to face-to-face

questions.

interviews. Telephone interviews also have

• give short, memorable answers.

benefits for the applicants as well. As well as

• use the person's title (Mr or Ms and their last

the obvious financial saving, an applicant may
feel more relaxed within their own environment
surrounded by their CV and research materials to
aid them. You also don't have to wear a suit!
It is essential that you organise a time for a
telephone interview that is convenient for

name). O nly use a first name if you are invited
to.
• keep a copy of your

CV open

next to you, so

that it's at your fingertips when you need it.
• have a pen and paper next to you so that you
can make notes if you need to.

you. You should suggest a time when you are

Remember that your goal is to try and set up a

unlikely to be disturbed, when you are in a quiet

face-to-face interview. At the end of the interview

environment and you are confident that you have

ask if it would be possible to meet in person.

prepared sufficiently to convince the interviewer
you are interview.
the right person for the job, or at least a
second

"

C Alex Mencken has recently applied for a number of administrative
assistant jobs with theatres. A potential employer calls him for a telephone
interview. However, as Alex has applied to many theatres he cannot
remember the specific details about the theatre when he receives the
unexpected call. In pairs, discuss what you would do in Alex’s situation.

d ►5.12Listen to the telephone conversation

between Alex and John
Bradshaw from King’s Theatre. W hat do you think of the way Alex dealt
with the conversation? Do you think he handled the conversation well?

e

^5.12Listen again and complete the conversation.
John:
Alex:
John:

Alex:

John:
Alex:
John:
Alex:
John:
Alex:

Hello. Con I speak to Alex Mencken please?
This is Alex. (1 ) ------------------ ?
Hello, Alex. M y name is John Bradshaw and I ’m calling from King’s
Theatre regarding your recent application for a position with us. Is this
a good time for you?
Oh, (2 )_____________________ Unfortunately I have about ten minutes
before I have to leave. Is that enough time, or can you call back later
this afternoon?
That would be fine. (3 ) ___________________ ? I ’m free after 2pm.
How about 2.30?
Perfect. I’ll call you at 2.30.
Great. (A) _____________________
Yes. So do I. Speak to you later. Goodbye.
Bye.
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► 5.13At 2.30pm Alex is sitting comfortably, he has thoroughly researched
the position at King’s Theatre and he has a copy of his CVin front of him.
When John Bradshaw calls for the interview, Alex is feelingwell-prepared.
Listen to an extract from the interview and answer the following questions.
1 What responsibilities does John mention?
2 Would the successful applicant receive help to do this job?
3 Why does Alex have problems hearing John?
4 How does King’s Theatre support new talent?

► 5.13Listen again and tick (✓) the phrases you hear.
1
2
3
4
5
6
7
8

I ’m sorry, could you say that again? ✓
I didn’t quite catch what you said.
I ’m having trouble hearing you. Can you hear me clearly?
Could you explain what you mean by ...?
So, if I understand you correctly ...
Do you mean ...?
Could you elaborate a little on ...?
Could you tell me what that would involve?

Decide whether the phrases (1-8) in Exercise 6g ask for repetition (R),
clarification (C) or more information (I).
1_R_

2

3

___

4

_____

5

6

7

8 ___

► 5.14Complete the following extracts from telephone interviews using the
phrases in Exercise 6g. Listen and check your answers.
1 Candidate: CaulA you expWh wIa^F you
by piece rates?
Interviewer: Piecework is a form of performance-related pay, where you
would be paid a fixed piece rate for each unit you produce.
2 Candidate: I ’m sorry,could you say that again, as
?

Interviewer:

3

4

5

Yesof course. M y name is M r Johnson and I'm calling to
discuss your application for an internship here at Ariel
Publishers.
Candidate: ________________________ that when the company is busy I
would be required to work overtime?
Interviewer: Yes. But of course overtime rates are higher than normal
pay.
Candidate: _______________________
Interviewer: Yes, I can hear you perfectly this end, although if you can’t
hear me well, perhaps I ’ll try and call you back on a landline.
Candidate: Your advertisement mentions administrative work.
Interviewer:

6

Candidate:
Interviewer:

Well, basically it means keeping our records up-to-date and
sending a weekly email to our clients.
, what you’re saying is the job may
involve some overtime?
Yes, but you would be paid extra for this.

In pairs, practise the dialogues in Exercise 6i.
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In pairs, role play a telephone interview. Sit back-to-back.
Student A, you are the interviewer. Interview the candidate for a job you
know well. Use the following phrases.
Let me start by outlining the main aspects of the position and
then we'll see how closely your skills and experience match the
job. OK?
One of the main responsibilities of the post holder is to ...
Another part of the job is ...
The role would also require ...
What experience do you have in the area of ...?
Tell me about a time when you had to ...
How do your skills and experience match the requirements for
this position?

Student B, you are the candidate. Answer the questions honestly. Use the
following clarification phrases.
I'm sorry, could you say that again?
I didn't quite catch what you said.
Could you explain what you mean by ...?
So, if I understand you correctly ...?
Could you elaborate a little on ...?
Could you tell me what that would involve?

After the interview, give feedback to each other. Swap roles and practise
again.
In pairs, tell your partner about a job you would like to be interviewed for.
Look through units 4 and 5 and choose five questions to ask your partner,
based on the job they have chosen. Then take turns to ask and answer your
questions. Try to use the techniques from these units to make your answers
as impressive as possible.
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Keeping in touch
Handling rejection
Dealing with job offers
Negotiating terms and
conditions

Keeping in touch
As soon as you’ve put the phone down or walked out of the
interview room you can relax for a few moments. The interview
is over. However, even though the interview is over, there is still a
lot you can do to leave a positive impression on your prospective
employer. It’s important to start the follow-up process as soon
as possible. Walking away and leaving the final stages of a job
application to chance is a common mistake, but until you have
been offered the job, the hunt is not over.

1 a

In pairs, discuss the following questions.
1

2
3

What can you do after an interview to increase your chances of
being offered the job?
How long should you wait to hear from the interviewer? What should you do
if you don’t hear from the interviewer after the interview?
What should you do if you’re offered another job?

After the interview you should write down everything important that
occurred in the interview while you can still remember what happened. Why
could it be useful to review your performance in this way?
In pairs, think of an interview you have had in the past and discuss the
following questions.
1 What questions were you asked?
2 Were you expecting them?
3 Did you feel you projected yourself well in terms of body language?
4 Did you manage to put across your key skills and achievements successfully?
5 Did you give any negative information about yourself?
6 Do you need more practice in closing the interview positively?
7 Generally, what could you improve about your interview technique?
8 Did you ask yourself these questions after the interview?
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d ►6.1 After her interview at Futerra, Silvia Carnali meets up with her
friend Sophie to talk about how it went. Listen to the beginning of the
conversation and answer the following questions.
1 Did Silvia’s interview go well?
2 What does Sophie suggest Silvia does next?
3 What is Silvia worried about?

e

In pairs, discuss the following advice on writing a follow-up letter. For each
suggestion, think of reasons why it is a good idea.
1 Send the letter within 24 hours of the interview.
2 Refer to specific things that the interviewer mentioned during the interview.
3 Demonstrate that you are excited about the job, can do it, and want it.
4 Explain how you would be able to contribute to the success of the company.
5 Include any important information you forgot to mention during the
interview.

f

► m Listen to the rest of Silvia and Sophie’s conversation and compare
your answers in Exercise le with Sophie’s ideas.

g

Complete Silvia’s follow-up letter by putting the following sentences in the
correct order.
a

... the challenges of the post. Having discussed the role of Junior Consultant
with you in greater depth, I am confident in my ability to meet these
challenges and believe I can make a significant...

b With this in mind I have already developed some practical ideas for making
the Futerra newsletter and website more user-friendly, which would lead to
closer communication with key clients. Please feel free to contact me if you
require any further information ...
c

As mentioned when we met, I am keen to use the research conducted as
part of my Master’s degree on sustainability to enhance Futerra’s identity,
while at the same time meeting ...

d ... as I feel my qualifications and experience make me ideally suited to work
in this area. I recognise the importance of maintaining relationships and
ensuring that newsletters and invitations are sent out on a timely basis.
e

... regarding my qualifications, experience or suitability for the position. I
look forward ...

f

... contribution to the close team at Futerra. I am particularly interested in
the projects you mentioned during the interview which involve working with
influential business leaders, ...

g ... at Futerra. I appreciate the time you and your team took in telling me
about the specific aspects of the job and the valuable work Futerra is doing.
h Dear Mr Lewis, Thank you very much for taking the time to interview me
today for the Junior Consultant position ...
i

... to hearing from you soon, and thank you again for meeting me. Yours
sincerely, Silvia Carnali

1 A_
2 ___

3 ___
4 ___

5 _________
6 _________

7
8

9____
____
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The letter in Exercise 1g is one long paragraph. Show where new
paragraphs could begin by writing // in the text. Use the following structure
to help you.
Greeting
Paragraph 1: Reason for writing (thanking the interviewer for the interview
and showing that you appreciated the opportunity and were impressed by the
company)

Paragraph 2: The job (restating your interest in the position, showing you
understand the demands and challenges of the position and stating how and
why you feel you are confident you can meet these)

Paragraph 3: Reflection and extra information (demonstrating that you have
thought about what was said during the interview and have already started
thinking of ways of approaching the job)

Paragraph 4: Final comments (expressing enthusiasm towards the job and
inviting the possibility of a second interview)

Formal ending
Signature
Complete the following table using the phrases in the box. You will need to
use one phrase twice.
As mentioned-when we met ..:
Having discussed the role with you in greater depth ...
I am confident in my ability to meet the challenges ...
I am particularly interested in the projects that you talked about during
the interview
I appreciate the time you and the team took in telling me about the
specific aspects of the job
I believe I can make a significant contribution towards ...
I feel I am perfectly suited fo r ...
I look forward to hearing from you
Thank you for taking the time to discuss ...
This helped me gain a better understanding of ...

1

Demonstrates appreciation of the interview

2

Demonstrates interest and enthusiasm towards the
position

3

Demonstrates confidence in your ability to do the
job

4

Demonstrates that you paid attention to what was
said

As

Unit 6 Follow up

wewHov\e<A wUew w e i*\ef ...

Complete the following extracts from follow-up letters using the phrases in
Exercise 1i.
1

theinsurance broker position with me. After meeting
with you and discussing the company’s operations, I am further convinced that
my background and skills coincide well with your needs.
2 I would like to thank you for talking with me about the Research Assistant
position at Mendoza
and learning more about me.
3 The information you provided about the planned new product line was
particularly interesting__________________________the company’s goals and
objectives.
4 With my recent experience in climbing and mountaineering
________________________ the position of Expedition Leader. After the interview,
I am even more excited at the prospect of using my skills at Global Adventures.
5 You mentioned that a hiring decision would be made within two weeks.
________________________ . If you require any additional information from me in
the meantime, please do not hesitate to contact me.

Handling rejection
Learning from failure
Almost nobody has succeeded in getting every job they have
ever applied for. There will almost certainly be times when,
despite your best efforts, you don’t get the job.

2 a

► 6.3Job seeker Paul has just received a rejection letter
from a bank he was hoping to work for. Listen to Paul
talking to his friend Carmen and mark the following
statements True (T) or False (F).
1

Paul was rejected because he didn’t really want the job.
F

2

Carmen thinks Paul was rejected because he wasn’t a
strong candidate____
3 Carmen thinks interviewers sometimes already know who
is likely to get a job before the interview happens.___
4 Carmen thinks a candidate who already knows the
interviewers has a good chance of getting the job--5 Carmen thinks that most interviews are open and fair--6 Paul has written to request feedback____
7 Carmen thinks Paul still has a chance of working for the bank.

b

In pairs, discuss the following questions.
1 Have you ever been rejected for a job? How did it feel?
2 Think of as many reasons as you can why a candidate may not be offered a job
after an interview.
3 Some people handle failure by forgetting all about their unsuccessful
application and turning immediately to the next one. Others spend a lot of
time analysing what went wrong and what they could have done better. What
are the advantages and disadvantages of each approach? Which approach do
4

you use?
Have you ever requested feedback after an unsuccessful interview? Was it a
useful experience?
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Requesting feedback
In order for your next job application to be more successful it is essential to
know why you didn’t get this job. Did somebody else manage to convince the
employer that they were the best person for the job? What skills or experience
did the other applicant have that you lacked? Or was it you that made a
mistake during your interview? Reviewing your performance will help you to
answer some of these questions, but it is also perfectly acceptable to ask an
employer why you didn’t get the job.

Complete Paul’s letter requesting
feedback about his interview
using the phrases in the box.
I am confident
I am grateful

Dear Mr Brookcr,
Thank you for your letter informing me that my recent application fo
employment with your bank has been unsuccessful.

T greatly appreciated the opportunity

(1) I
<nppyed<nfe<A H \ e oppo y fu w ty to meet with you
and your team.

I would very much appreciate
Obviously I am disappointed
Thank you very much in advance

(2 ) ------------------------------------ for the time you took to talk to me
about the position. ( 3 ) ________________________ to have been
unsuccessful this time, as I felt my skills and experience matched the
requirements for the job.
(4 ) ------------------------------------ it if you could explain in greater
detail why my application was unsuccessful on this occasion.
(5 ) ------------------------------------this information will help me to
identify areas which 1 need to work on in order to successfully gain
employment in future.

b

Read the letter Paul received
from the bank in response.
Why was he rejected?

(6 ) ------------------------------------ for your time on this matter.
Yours sincerely,
Paul Kristiansen

Dear Paul
Many thanks for your letter requesting feedback. As I’m sure you’ll understand, we had a very strong
field of candidates. Although we considered your application to be very strong, our recruitment
procedure enabled us to assess each candidate as objectively as possible, and we chose the
candidate who scored most highly in our assessment.
There were many things that impressed us about your application. Your qualifications are excellent,
and you have some good experience in this sector. You gave good answers to many questions,
particularly our question at the beginning about customer service, for which you gave several
excellent examples.
The main reason why your application was less successful was that your work experience is fairly
limited, and we felt that you would benefit from some months in a more junior position before
you are ready for a job involving managing people and budgets. When we asked you about your
leadership skills, you gave a general answer rather than the specific example that we needed. W e
suspect that you do in fact have such skills, but because you did not illustrate these at the interview,
we felt unable to know for certain. This leads us to a more general point: your answers were often
short and lacking examples. We would recommend you plan your examples more carefully before
your next interview.
You did create a positive impression on us, and have good potential to be a strong and useful
member of a team such as ours. If you are interested in applying for a more junior position, I
encourage you to consider responding to the job advertisement attached. I realise this might not
be your ideal job, but as I mentioned above, we felt you would be a much stronger candidate for a

But

management position after you had such experience.

m

Thank you again for your application, and we wish you well in your career.
Charlie Brooker
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C In pairs, discuss the following questions.
1 What did Paul do well in his interview? What did he do badly?
2 What advice is Paul given? Do you think this is good advice?
3 Why do you think the interviewers didn’t use his good examples of customer
service skills to guess about his leadership skills?
4 Do you think Mr Brooker genuinely wants Paul to apply for the junior job, or
do all unsuccessful candidates get the same advice?
5 What would you do if you were Paul? Would you apply for the more
junior position or would you wait for another management position to be
available?

d

W rite a letter requesting feedback for a real job for which you were
rejected, or for an invented one. Use expressions from the letter in
Exercise 3a.

Dealing with job offers
Accepting the job
Congratulations! You have been offered a job. Even if you have accepted a job
over the phone, or in person, it is important to write an acceptance letter to
confirm the details of employment and to formally accept the job offer.

4

3

In pairs, discuss the following questions.
1 What should you consider before accepting a job offer?
2 Why is it good practice to write a formal letter accepting or declining a
position you are offered?

b ►6.4 A few days after his telephone interview, Alex Mencken receives a
telephone call from King’s Theatre offering him the position. Listen to the
conversation. How do you think Alex handled the conversation? Why didn’t
he accept straight away?

C ► 6.4Complete the conversation using the words in the box. Listen again
and check your answers.
consider
position

Alex:
John:

Alex:
John:
Alex:

John:

d

contact
decision
salary
speaking

latest
time

meantime

offer

Hello. Alex (1) sp eakin g .
Hello, Alex. It’s John Bradshaw from King’s Theatre. I’m delighted to tell
you that after careful consideration we would like to offer you the
(2)
of administrative assistant.
Thank you very much. That’s very good news.
As we discussed during the interview, we are happy to offer you a
starting (3 )
of £20,000.
That’s great. I’d like to take some (4 )
to (5 )
your
by tomorrow
(6) _______ Is it okay if I (7 )_________ you with a (8)
at the (9 )
?
Yes. That’s absolutely fine. And if you have any questions in the
( 10) ______ , please feel free to give me a call.

In pairs, practise the conversation in Exercise 4c. Swap roles and practise
again.
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e

► 6.5Listen to Alex discussing the job offer with his friend Ella and answer
the following questions.
1 Is Alex worried about relocating to London?
2 Does he feel he would be able to get on with the boss and the rest of the
team?
3 Is he happy with the salary that he has been offered?
4 What issues does he still need to clarify before accepting the position?
5 What does Ella think Alex should do after accepting the position by phone?

f

► 6.6Ella goes on to give Alex a lot of advice on how to write an acceptance
letter and what to include. Put Ella’s advice (a-e) into the most logical
order. Listen and check your answers. W hat do you think of the advice?
a
b

Express how much you are looking forward to starting the job____
Thank whoever made you the job offer, and then make it clear that you have
decided to accept it. _ L
c Repeat any instructions you were given during the interview such as your
starting date, working hours, etc____
d Request clarification in your acceptance letter of any terms of employment
that were vague or that concerned you____
e Restate the terms of employment as you understood them, including hours
per week, salary and benefits____

g Alex called John Bradshaw at King’s Theatre to clarify terms and
conditions of service. Afterwards, he wrote a formal letter of acceptance.
Separate Alex’s acceptance letter into five paragraphs using the plan in
Exercise 4f. Mark the beginning of each new paragraph with //.

Dear Mr Bradshaw, Thank you for your offer o f employment as Administrative Assistant at King’s
Theatre. As we discussed on the phone yesterday, 1 am delighted to accept your offer and look
forward to beginning work at King’s Theatre. I am pleased to accept your offer at a salary of
£20,000 annually. As we agreed, my starting date will be July 29 to enable me to complete the
training programme that I have enrolled for. 1 also understand that I will receive frill company pay
and benefits during the 8-week long training programme as the skills I will acquire on the course
will be applicable and useful within my new role at King’s Theatre. During the interview we did not
discuss holiday entitlement and I hope you will be able to clarify exactly how much holiday leave 1
will be entitled to. Thank you again for offering me this wonderful opportunity, and do let me know
if there is any additional information or paperwork you need prior to this. 1 very much look forward
to joining you and the theatre team on July 29. Yours sincerely, Alex Mencken

h

Underline three phrases in the letter referring to previous discussions.
W hat other phrases in the letter could you use in your own letter of
acceptance? For example, Thank uou fo r uour o ffe r o f em ploument as ...

i

W hat is the effect of the words in bold in the following extract from Alex’s
letter?
Thank you again for offering me this wonderful opportunity, and do let me
know if there is any additional information or paperwork you need prior to this.
I very much look forward to joining you and the theatre team on July 29.

c

J
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Write a letter of acceptance for a job you would like. Try to make your
letter positive and enthusiastic.
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Withdrawing from consideration
When you accept a job offer you will need to notify other prospective employers
that you are withdrawing your name from their consideration. As soon as you
have made a decision you should politely inform all other employers that you have
applied for work with. Make every effort to speak to your contact in person rather
than leaving a voicemail message. After you have spoken to your contact, follow up
with a written confirmation.

5 a ► 6.7After Alex

has accepted the job at King’s Theatre, he telephones the
Cromwell Theatre to politely withdraw from their application process.
Complete the conversation using the phrases in the box. Listen and check
your answers.
Could you put me through
I'm calling as I've been offered
I just wanted to let you know

I was very impressed by your team
It's the least I could do
That's very kind of you

Alex:

Hello. This is Alex Mencken. (1) CoulA you puf me HwougU to
Karl Osborne please?
Receptionist: Yes, of course. I ’ll just put you on hold for a minute, and put you
through.
Hello, Alex. What can I do for you? I ’m afraid we haven’t made a
Karl:
decision yet as we’re still in the process of interviewing candidates
for the position.
Yes, I know. Actually, (2 )_____________________ a job elsewhere,
Alex:
which I have accepted.
Karl:
I see.
(3)
I also wanted to say that I really enjoyed
Alex:
meeting you. (4 )_____________________ and the working environment
at the Cromwell.
Thank you for saying so. I would say that we were also impressed
Karl:
by your interview and I’m sorry to hear that you’ve accepted
another job. But I understand your decision. I wish you the very
best of luck.
Thank you very much.
Alex:
And if things don’t work out, make sure that you give me a ring and
Karl:
I ’ll see if we’ve got anything we can offer you.
(5) _____________________ I will do.
Alex:
Thanks for letting us know like this.
Karl:
(6] _____________________ Thank you for giving me the chance to
Alex:
talk about possible work at the theatre.

b

In pairs, role play telephoning to withdraw from consideration. Before you
start, decide what job you have applied for.
Student A, you are the candidate. Call the employer to withdraw from
consideration from the recruitment process. Use the expressions in Exercise
5a.
Student B, you are the employer. You interviewed Student A for a job, and are
disappointed that they are withdrawing. Be polite and try to encourage them
to consider working for you in the future.
Swap roles and practise again.
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C Match the spoken expressions (t -6) to the equivalent formal written
expressions (a-f).
1

I have accepted another job —

a

2

It's a job that will let me use my \
skills and is what I want to do

I recently submitted an application for the
vacant Administrative Assistant position

b

The position closely matches my abilities
and personal career aims

c

I am writing to withdraw from consideration
for the position

d

I have decided to accept a position
elsewhere

e

I wish you and your team the best of success

3
4
5

6

d

I applied for the Administrative
Assistant job
I no longer want to be considered
for the job
I really enjoyed meeting you and
the rest of the office
Good luck in the future

\
\

I greatly enjoyed meeting you and your team

Complete Alex’s letter of withdrawal using all or part of the formal
expressions in Exercise 5c.

Dear Mr Osborne,
I am writing to thank you for including me in the interview process as you seek candidates for your
(1) yg’i.cg’vHf A wlvyi s K gnHve lA ssisf^ f p o s I H o h . (2) ____________________________ you and members
of your staff and was impressed by your operation at the Cromwell Theatre.
However, as I explained when we spoke this morning, (3)-----------------------(4)___________________________ which I believe (5)_____________________________ .
I wish you and the staff at the Cromwell Theatre the (6) ------------------------Yours sincerely,
Alex Mencken

e

Now write a letter of withdrawal based on the role play in Exercise 5b, using
formal the expressions in Exercise 5c.

Declining an offer
The decision to decline a job offer is usually made because you have received
another offer that matches your interests and career goals better.

6

3

In pairs, discuss the following questions.
1 Why is it important to decline a job offer that you do not want politely?
2 How much information do you need to give when declining a job offer?
3 When should you decline a job offer?

b

►6.8Tomasz Filipek, a young graduate from Poland, recently moved to London
and applied for a number of different jobs when he arrived. Tomasz was
fortunate and received a number of job offers, including one that he decided
to accept. Now he is calling the other companies to politely decline their
offers of employment. Listen to one of these conversations and complete the
following notes.
1 Company:____________________
2 Contact nam e:____________________
3 Position applied fo r:____________________
4 Positive things about the company:____________________
5 Reason for declining the position:____________________
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C ^6.8 Listen again and complete Tomasz’s letter declining the job offer using
words from the conversation.
D ear Ms Jo h n s o n ,
T h a n k y o u for e x te n d in g th e offer for th e p o sitio n of G raphic Designer.
1 v e r y m u c h (1) ovppyecuxfe th e tim e a n d effort y o u a n d y o u r te a m
( 2 ) _____________ explaining th e p o sitio n a n d y o u r a g e n c y ’s specific
goals. I w a s v e ry ( 3 )
b y th e a d v e rtis in g c a m p a ig n s y o u are
w o rk ing on for m a jo r re ta ile rs.
( 4 ) ______________, a fte r m u c h th o u g h t a n d carefu l d e lib e ra tio n , I h a v e
d e c id e d n o t to ( 5 ) ________________ y o u r offer. A lth o u g h th is w o u ld h a v e
c e rta in ly b e e n an ex ce lle n t ( 6 ) ______________ for m e, 1 h a v e d e c id e d to
a c c e p t a n o th e r p o sitio n , w h ic h m o re c lo se ly m a tc h e s m y specific skills
a n d c a re e r goals.
I w ish y o u a n d F u tu re D esigns c o n tin u e d s u c c e s s for th e future.
T h a n k y o u again for y o u r tim e a n d c o n s id e ra tio n .
Y ours sincerely,
T o m a sz Filipek

d

In pairs, role play telephoning to decline an offer. Before you start, decide
what job you have applied for.
Student A, you are the candidate.
Student B, you are the employer.
Swap roles and practise again.

e

Underline useful phrases from the letter in Exercise 6c, which you could
use in your own letter. For example, Thank you for extending the offer fo r
the position o f ...

f

W rite a formal letter declining an offer using the phrases in Exercise 6e,
based on your role play in Exercise 6d.

Negotiating terms and conditions
When negotiating a salary deal, you are trying to persuade your future
employer to give you the best deal possible, so you must be as polite and
diplomatic as possible. You should use tentative language and formal English.

7

3

In pairs, discuss the following questions.
1 Is it common in your country to negotiate salary and conditions of
employment?
2 What advice would you give someone entering into salary negotiations?

b

►6.9 Listen to two job seekers, Andy and Nick, negotiating a pay deal with
their future employers. Who negotiates a better deal?

C ►6.10 Listen to two recruitment experts, Grace and Oliver, discussing Andy
and Nick’s negotiation strategies. W hat advice do they give? Do you agree
with them?
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► 6.9Complete the conversation using one word in each gap. Listen again and
check your answers.
Employer: What sort of salary are you looking for, Nick?
Nick 1:
Well, I know you are a well-established company with a reputation for
looking after your people well, so I ( 1) ___________you will be offering
employment at the market rate.
Employer: Yes, that’s very true, but we have to start somewhere, so tell me, what
are you expecting?
Nick 2:
Perhaps you could tell me what the range is for this position, as I
(2) __________ be tempted to overprice myself if I give a figure.
Employer: Well, the range for this post is between $42,000 and $44,000.
Nick 3:
I see. Given that I have five years’ full-time experience in this field, and
have an MA, how far up the range (3 )
you be able to offer
someone like myself?
Employer: We were thinking in the region of $43,000.
Nick 4:
... mmm ...
Employer: But in your case, considering your specific previous employment
experience we could offer $43,000 plus a $2,000 starting bonus.
Nick 5:
Thank you. (4 ] __________ you tell me how often pay is reviewed here?
Employer: Normally once a year. The next pay review is due in October.
Nick 6:
(5 )___________ I be entitled to a pay review at this point - subject, of
course, to my satisfactory performance in the position?
Employer: Yes, that’s reasonable.
Match Nick’s responses (1-6) in Exercise 7d to the negotiation techniques
(a-f).
a
b
c
d
e
f

Remind the employer of your key skills and relevant experience. _5_
Establish the employer’s range for the position____
Avoid being the first person to state a salary figure____
Before you accept an offer establish if and when your salary will be reviewed in
future____
Don’t automatically accept the first offer that is made____
Before you accept an offer clarify your queries about the terms and conditions.

Nick uses formal language to negotiate a better salary. Complete the formal
versions of the sentences in bold by rearranging the words in brackets.
1 How much can you pay me?
Could you tell me what (position / the / is / range / this / for)_______________
?

How much would you be able to offer someone (my / experience / of / level /
w ith)______________________________________________________________________ ?
2

As I’ve got a lot of experience, will you pay me more?
Taking my experience into account, (higher / consider / a / would / amount /
you)------------------------------------------------------------- ?

3

I think I can get more money doing the same job elsewhere.
I’ve done some research into equivalent jobs within the sector, and feel that
your (below / current / market / position / this / for / is / offer / the / rate)
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In pairs, practise your negotiation skills in a game.
Student A, you are the employer. Try and get the candidate to agree to the
lowest starting salary with minimal additional benefits. Use the role cards
on page 96.
Student B, you are the candidate. Use language and techniques from this
section to achieve the best possible terms and conditions of service. Use
the role cards on page 104.
Before you start, decide on the company and the job. Swap roles and play
the game again.
Rules
•

•
•

The employer earns points by managing to keep the starting salary as
low as possible and by not agreeing to too many additional benefits
(although remember that you do want to employ this applicant).
The applicant earns points by achieving as high a starting salary as
possible and by gaining additional benefits.
The employer and applicant do not know how many points the other
person can earn from each negotiation issue. The person with the most
points at the end of the negotiation is the winner.
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Sophie: Hey Silvia. How are you? What have you
been up to? I haven't seen you for ages.
Silvia: I’m fine, Sophie. I’m actually looking for a
job at the moment.
Sophie: Yeah? So how’s it going?
Silvia: Not that great, to be honest. I’ve got a
few ideas for possible jobs but I’m not really sure
what sort of work I want to do, or what I’d be
really good at.
Sophie: I see. Iri my experience you’ve got to
work out what you want to do before you start
thinking about where you want to work. So, start
by thinking about the things you like doing, or
what you’re interested in.
Silvia: Well, I’m interested in sustainability and I
enjoy working with people.
Sophie: Exactly. So you'd probably enjoy a
job that included both of these things. Then,
after you’ve worked out your interests, the
next step is to think about the skills you've got
that can be used in almost any job, things like
communication and people skills. Everything that
you’ve managed to do successfully at work or
university needed skills to get these things done.
These are your transferable skills.
Silvia: But how do I work out what my
transferable skills are?
Sophie: I try to think about something I’ve done
that was successful, where my actions have made
a difference, and then try to identify the skills I
used.
Silvia: Hmm. I can do that, I think.
Sophie: Also, a lot of people these days use
personality tests to find out more about the type
of person they are and the types of jobs that are
suited to them. There are quite a lot of them on
the Internet if you’re interested.
Silvia: That sounds interesting. I’ll give it a go,
and see what it comes up with.
Sophie: Okay, but don't take these tests too
seriously - they’re just there to give you some
ideas and suggestions. At the end of the day,
the only person who really knows who you are
and what type of job is right for you is you. And
remember, it's not just about finding a job that
you'd be good at. You need to find a job that
you'll enjoy, one that you’ll love doing.

■■ 1.2
Jack: So, Federico. What’s all this about you
moving jobs?
Federico: Well, yes, I’ve just decided to start
looking for a new job. I love my current job, and
my colleagues are great, but if I’m going to get
more experience, I'll have to go somewhere else.
Jack: Sure you can't get that experience where
you are?
Federico: No. Our company's too small. I need
to go somewhere bigger.
Jack: Any idea where?
Federico: Well, I’ve got a few companies in mind.
Jack: And have you got the skills and experience
these companies are looking for?
Federico: Well, I’ve got the qualifications
they’re looking for. When it comes to skills and
experience, I think I can demonstrate that I’m
very adaptable. I don’t mind working late or at
weekends, and I’ll have a go at anything, I pick
things up very quickly.
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Jack: That’s true.
Federico: I'm also good at coming up with new
ideas and suggesting alternative solutions. That
sort of thing.
Jack: Yeah, I remember when we used to work
together, you used to stick notes with new ideas
everywhere. Your desk was such a mess and you
never knew where anything was. The desk of a
creative genius, I guess!
Federico: Well, the desk is still a mess, but at
least I know where everything is now!
Jack: Well, it sounds like you’ve got a lot to offer.
Federico: Yes, although the main company I’m
interested in is looking for someone who can
speak a bit of Mandarin, and I’ve never even
been to China. I’d love to be able to speak
Mandarin, though.
Jack: So what are you going to do about it?
Federico: Well, actually I’ve already started
taking lessons, and I’ve started listening to
Chinese language podcasts while I travel on the
bus. I’m hoping that my commitment might help
convince the company to take me on.
Jack: That’s impressive. How’s it going?
Federico: It’s tough, but if I want to get a new
job, I’ve got to make the effort.

Sophie: So, how’s the job-hunting going?
Silvia: Well, I haven’t got very far, to be honest.
I'm struggling to work out what my transferable
skills are.
Sophie: Well, you've done so much, Silvia. I’m
sure you’ve got lots of skills that would be useful
in almost any job. Why don't you tell me some
things you’ve done and then we can work out
what transferable skills you’ve got?
Silvia: Well, I applied for my MA course while I
was working in Africa, and even managed to start
doing some research for the course before I came
back to England.
Sophie: So you’re clearly quite good at planning.
And what were you doing in Africa? I’m sure that
you developed lots of skills while you were there
that will help you get a job.
Silvia: I worked for an NGO as part of a large
team with people from all over the world. We all
lived together and shared a bathroom. The work
was quite varied and I was given different tasks
to complete each week.
Sophie: Like what?
Silvia: Well, for example, on the project our main
aim was to educate local people about the need
for reforestation. We tried putting up posters,
but this didn’t have much of an effect. We
needed to find a better way to communicate this
message. Later on I talked to respected members
of the community, and convinced them to talk to
other people in the village. This approach was far
more effective.
Sophie: You’ve always been good at persuading
other people!
Silvia: I guess you’re right. When I was at
university I was the communications officer of the
student union and I was responsible for dealing
with suppliers. I had to order food and drink
for university concerts and so on. It was always
possible to get a better deal if you were good
on the phone. It wasn’t just a question of being

persuasive though, it was really a case of being
clear and expressing yourself well, making sure
that everybody understood what I was saying.
Sophie: Okay. I think we've got lots to work
on already. Now let’s try and think about what
you’ve said in terms of transferable skills ...

1
This is easily the best way of finding a job. It’s
simply the biggest resource available. You can
search through thousands of jobs and send your
CV and cover letter to employers all over the
world in minutes. You can even post your own CV
online and help employers and headhunters find
you. There are hundreds of networks, groups and
special interest forums that you can sign up to,
which can offer you advice and tell you about any
job opportunities.
Nothing beats word of mouth and a personal
recommendation. As the old saying goes, it’s not
what you know, it’s who you know. If you want
to get ahead and get the job you really want,
then you’ve got to get to know someone who
already works in the industry, someone who can
recommend you for a job, or let you know of any
openings. It might take time and effort, but if you
want to be really successful, the best way to do it
is by meeting the right people. Tell everyone you
know you’re looking for a job, tell them what area
of work you’re interested in and ask them to let
you know if they can help you in any way.
3
Professional knowledge and advice can really
improve your chances of getting a job. I’ve used
this method throughout my entire career to
help me find and secure the best jobs possible.
Having an experienced consultant was especially
useful when I moved abroad for work, as they
really knew the legalities of the recruitment
process in the country I was looking for work in.
Of course, I had to pay for these services, but in
some cases the employers themselves pay for the
service. You’ve got to make sure you choose a
well-established, reputable company as there are
a lot of cowboys waiting to take your money.
Along with the Internet this is by far the most
common way people hunt for job vacancies.
Almost all publications have a weekly jobs
section or supplement that provides a large
selection of available jobs. It’s also worth going
back and looking at old editions as many jobs
are often left unfilled.

Although this method takes courage, as you
might often be faced with rejection, with the
right approach this can also be a highly effective
way of finding a job. It’s also an excellent way of
finding out more information about companies,
job details and so on. Companies themselves are
often very willing to let the public know all about
what they do, who they employ and what work
they carry out, but are rarely contacted directly
as a resource. Calling a company to enquire
about vacancies and offer your services can be a
highly effective way of getting them interested in
you enough to want to know more about you.

■■ 1.5
Patrick: Good morning. My name is Patrick
Roberts. Can I speak to the head of Human
Resources?
Receptionist: I’m afraid she’s quite busy at the
moment. Can I help you?
Patrick: I was just phoning to enquire whether
there were any jobs going.
Receptionist: All our vacant positions arc
advertised on our website and in national
newspapers. Vacancies do come up regularly, so I
advise you to keep checking.
Patrick: Thank you very much for your time.
Receptionist: You’re welcome and good luck.
Eryk: Good morning. I’m Fryk Pawlak. I would
like to speak to Janet Robinson. Is she there?
Receptionist: She’s quite busy at the moment.
Can I help you?
Eryk: Thank you, but I’d rather talk to Ms
Robinson, if that's okay.
Receptionist: Okay. Please hold and I’ll try and
put you through.
Eryk: Thank you.
Janet: Janet Robinson speaking. How can I help
you?
Eryk: My name is Eryk Pawlak. I have
considerable professional experience in the
hotel industry. I have worked for a number of
big hotels in Poland. The reason I’m calling,
Ms Robinson, is that I have recently moved
to London and I’m looking for an employment
opportunity in a major hotel which will make
use of my experience and language skills. Do
you need employees who can speak a variety of
languages?
Janet: Yes, we do.
Eryk: My mother tongue is Polish, but I can also
speak Spanish, having worked for a big hotel
in Spain. Are you looking for employees with
international experience?
Janet: Yes. How much experience do you have?
Eryk: Recently I spent six months working for a
hotel in Madrid. To begin with I mainly worked
managing a team of cleaners and porters.
However, my Spanish improved quickly and I was
moved to reception, where I dealt with customers
both face to face and on the phone. Are you
looking for someone with experience such as this?
Janet: Do you have a degree?
Eryk: Yes, I have a degree in tourism. What
background experience are you looking for?
Janet: We normally recruit people with a
background in hotel management.
Eryk: Well, I have experience in this area and am
keen to continue my professional development.
I'm going to be close to your hotel this week.
Would you be available to meet me to discuss my
qualifications and experience face to face?
Janet: Actually, I’m quite busy. Perhaps you
could send me your CV and a cover letter and I’ll
have a look at it.
Eryk: I will do that. Thank you very much for your
time. I hope to hear from you soon.
Janet: Thanks for your call.

Silvia: So, Sophie, I’ve found a really interestinglooking job vacancy at a communications agency
in central London.
Sophie: That’s great. Have you sent off your
application?

Silvia: Actually, you were so great at helping me
work out what my skills were, I was wondering
if you could give me some words of wisdom on
writing a killer CV.
Sophie: Of course. Okay, so the two most popular
ways of organising a CV are a conventional
chronological CV and a skills-based CV.
Silvia: Okay.
Sophie: So, obviously both of them start with
your name in large letters.
Silvia: Why large?
Sophie: Your name's got to be large so that
the interviewer can easily find your CV hidden
away in a pile of papers on their desk when
they interview you! Then after that come your
contact details: address, telephone number,
email address and so on. Oh, and make sure it’s
a sensible email address, your name@hotmail.
com, for example.
Silvia: Okay.
Sophie: If you were going to include a personal
statement then it would go before this bit
under your contact details, but they're a lot
more common in skills-based CVs. So, in a
chronological CV you’d start with an education
section, outlining your main academic
qualifications, most recent first. As well as the
basics - university name, degree and graduation
date - you can include coursework that’s relevant
to the job, academic honours or awards.
Silvia: I hen what?
Sophie: Then you’d put your work experience
next in chronological order starting with the
most recent, with dates, duties, and the key skills
you gained in each position.
Silvia: What about my expedition in Argentina
last year? Where would I put that?
Sophie: Well, after your education section and
work experience in a traditional chronological CV,
you'd have a section on activities and interests
- I’d put it in there. But remember to focus on
the skills relevant for the job that these activities
and interests helped you to develop.
Silvia: Right.
Sophie: And then lastly, you can list additional
skills such as languages, computer skills, clean
driving licence and so on. It depends on the job
really, and who’s applying.
Silvia: What do you mean?
Sophie: Well, just include the things that are
relevant for the job. If you were a writer, for
example, you might list your publications here.
Whereas if you worked in computers, you’d have a
specific section focusing on your computer skills.
Silvia: I see. And then at the bottom I put my
references?
Sophie: Exactly.
Silvia: So what’s the difference with a skillsbased CV then?
Sophie: Well, with a skills-based CV you’d start
the same, but then it’s quite different. Some
people include a personal statement or career
profile. It’s just a couple of sentences that
summarise your value to the employer. It’s not
a bad idea to write one even if you decide not
to use it, as just writing one will help you decide
how you want to present yourself and what you
want out of your career.
Silvia: Good idea. I’ll give it a go.
Sophie: Okay, then after that in a skills based
CV you list your key skills. Basically, you decide
what transferable skills the employer is looking
for, and then you break these down into similar
groups and provide evidence that you’ve got
these skills.

Silvia: So you mean when the job advertisement
mentions that they are looking for somebody
who’s ‘an excellent communicator* and has ‘great
research skills’, I should write the CV directly in
reaction to that, with skills headings, such as
‘Communication’, ‘Research' and so on?
Sophie: Yes. That’s it. This approach is quite
effective as it focuses your CV towards a specific
job and proves you’ve got all the skills they’re
after. Then after that you simply list your work
experience details, education and professional
qualifications, interests and lastly your referees.
Silvia: I quite like the sound of a skills-based CV,
but I think the chronological CV seems easier to
write.
Sophie: It is. And remember these are just two
approaches. There aren’t really any strict rules
on what order to put your sections in, or even
what you want to call these sections. As long
as the essential information is there, it's up to
you. It’s your C.V and how you design and create
it says something about you and reflects your
character.
Silvia: Thanks, I’m really inspired now.

■ 1 2.2
Alex: Hi, Ella.
Ella: Hi, Alex. How are you doing?
Alex: I’m fine. I'm just calling as I’ve decided to
apply for a couple of admin jobs, and I'd like
your help with my CV. Do you have any tips? Any
specific mistakes I should watch out for?
Ella: Well, the first one is simply mistakes. You’d
be surprised how many people submit CVs with
basic mistakes in them. If you’ve got a whole load
of CVs on your desk, this is an easy way to get rid
of some to begin with.
Alex: What sort of mistakes are you talking
about?
Ella: Spelling mistakes, often. For example,
putting the ‘i’ in the wrong place in ‘receive’, or
writing ‘correspondence’ with an ‘a’ instead of
an ‘e’, or spelling ‘liaise’ with only one T. Then
there’s another type of spelling mistake, when
applicants use the wrong form of words like
‘practice’ and ‘advice’.
Alex: English is such a difficult language
sometimes! I guess the answer is to proofread
my CV thoroughly and then double and triple
check.
Ella: Exactly. The next thing is to keep it short.
You’ve got to grab the employer’s attention,
and remember they’ve got other work to do as
well as going through CVs. Don’t list all of your
experience and qualifications, only the stuff
that's relevant for the job you're going for. Cut
it down to the most relevant and impressive
achievements. Less is more, and being concise
and to the point will demonstrate your ability to
edit well.
Alex: So how many pages should it be?
Ella: Well, I’d aim for one side if possible,
certainly nothing longer than two pages.
Alex: That’s great. Anything else?
Ella: Yes, be honest.
Alex: But doesn’t everyone lie a bit in their CVs?
Ella: It’s true that a lot of people stretch the
truth, and you should certainly only focus on
positive experience and details relevant for the
job, but don’t be tempted to write anything
untrue. First of all, your CV is a legal document,
and if they find out you’ve lied then they can
fire you just like that. Secondly, you're going to
be a lot more confident in an interview talking
about the details on your CV if you’ve told the
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truth, than if you’ve made something up. In
my experience it doesn’t take very long to spot
someone who’s lied in their CV and they always
get found out sooner or later. It’s simply not
worth it.
Alex: So honesty is the best policy. And what
about getting my CV noticed?
Ella: Well, presentation's important so use nice,
neutral-coloured paper and matching envelope.
But I think the main thing is to make sure that
your CV is written to match the requirements of
the job and the culture of the company you’re
applying for work with. You’ve got to adapt
every CV you write to each job you apply for. It’s
surprising how many people think they can get
away with one CV for all jobs!
Alex: Thanks, Ella. I can’t thank you enough.
Ella: You’re welcome, Alex. Let me know how you
get on.

Klaudia: Thanks for proofreading my CV, Tom.
What did you think?
Tom: Well, your work experience section is a bit
thin. It doesn’t really tell us much.
Klaudia: That's because I've only had one proper
job. And I’m only a secretary, so there’s not really
anything impressive to say.
Tom: Oh, I don’t know. What do you actually do
in your job?
Klaudia: Boring things like answering the phone,
filling in forms, taking minutes ...
Tom: Hang on a sec. Answering the phone? So
you deal with customers? You represent your
company, you represent your boss. Who is your
boss?
Klaudia: She’s the managing director.
Tom: It sounds like you’re more of a PA than
a secretary. Listen, just the fact that you are
trusted by the managing director to manage her
affairs is impressive. Lots of people wouldn’t be
able to work at such a high level.
Klaudia: But I don’t do anything clever. It’s just
basic stuff.
Tom: I wouldn’t know how to do what you do.
The fact that you find it easy means you’re
intelligent, quick to learn, hard-working ...
Klaudia: Hrnrri, maybe. But should I mention all
that on my CV?
Tom: Absolutely. You need to select the most
important things, the most relevant things for
the job you’re applying for. What is the job, by
the way?
Klaudia: It's an executive PA job for an
international bank.
Tom: So quite high-powered then? Did you say
you take minutes at meetings?
Klaudia: Yes, at board meetings.
Tom: Don’t you think that’s impressive? It. shows
you can follow high-level meetings, listen and
write intelligently, and produce important and
reliable company documents. I’d say that’s pretty
impressive.
Klaudia: I suppose so.
Tom: And what about before? You’ve never done
any other job?
Klaudia: Only casual jobs. Nothing special. When
I was in New York I worked as a nanny for three
months.
Tom: In New York? You didn’t mention that on
your resume! That’s really impressive - if you’ve
lived and worked abroad, you’ve got to mention
it. Where else have you worked?
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Klaudia: Well, I spent one summer in Madrid,
but I was only working in a restaurant. I was a
waitress. Actually, when I first got to Madrid, I
spent a few weeks cleaning hotel rooms. It was
disgusting.
Tom: So you speak Spanish?
Klaudia: Not really, just enough to get by.
Tom: Sounds like you had enough to get a job,
two jobs in fact. And to deal with customers in
the language. All of this is really great. You’ve got
to mention it on your resume. Your nannying job
shows you’re responsible, and reminds us of your
excellent English. Even your cleaning job tells us
a lot about your character - you’re not afraid to
get your hands dirty, you’re flexible and hard
working. These are the kinds of life experiences
that employers love to hear about.
Klaudia: So you think I should mention them?
Tom: Yes, of course. But you’ve got to focus on
all those points that I mentioned. Right, pass me
your pen ...

Oliver: What do you call this section on your CV?
I usually tell people to keep it simple and call it
‘interests’, which generally covers everything.
Grace: I think that’s fine. Some people put
‘personal interests’. I don’t think it matters too
much what the section is labelled as long as
the contents make the potential employer more
interested in you.
Oliver: Yes, employers are obviously keen
to check you have the skills and experience
necessary to do the job, but they also want to
know a bit more about you to see if you’re going
to fit in with the rest of the company. This section
is an insight into your personality.
Grace: Yes, after all, the V in CV stands for vitae,
which is Latin for ‘life’, so the interests section is
about demonstrating that you have a life! Still,
why is it that candidates often make such a mess
of this section and fail to take advantage of it?
Oliver: I think it’s partly to do with the fact that
we’re generally not very good at writing about
interests and free-time activities; we find it a bit
embarrassing. This is made even worse when we
don’t think about these activities in terms of the
skills we need to complete them. If everybody
did that, then you’d start seeing a lot more
impressive interests sections in CVs.
Grace: So you mean I’d get more than simply
reading, going to the theatre and football?
Oliver: Yes. I think so.
Grace: I mean, ‘football’ - this doesn’t even tell
us if the applicant plays football or just enjoys
sitting in front of the television watching their
favourite team.
Oliver: I agree. If your interests are active,
and it’s better to include active interests than
passive ones, then it’s worth highlighting this
fact. Most job-hunters simply do not go into
enough detail in this section. Where they could
be demonstrating their personality, their skills
and achievements, they come across as dull and
uninteresting. Tor example, I once read a CV
where under the interests section the applicant
had just written, ‘captain of the football team’.
Okay, being a captain is an achievement but it
doesn’t really tell us that much. Was he a good
captain, or a bad one? I later found out that he
had led his team through a competitive university
competition, and had motivated the team to
their first ever appearance in the final. Why
didn't he put some of that in his CV? It would’ve
made such a difference and been so much more
impressive.

Grace: Yes, different sports can suggest all sorts
of skills and abilities, as well as the obvious
one, that you keep fit. I mean, why make an
unsubstantiated claim like ‘I work well in teams'
if you can demonstrate it by telling the employer
you play volleyball for your university?
Oliver: It’s not just sports though. There are all
sorts of things you can list.
Grace: Yes, and a wide range of interests always
looks good because the employer will want to
see that you can fit into different environments
easily.
Oliver: Basically, I’d say the main thing is to
avoid dull lists and offer a variety of interests.
With each example it’s the specific details that
make it interesting to the reader and that will
give you something concrete to talk about if you
get to the interview stage.
Grace: That’s very true. I'd only add that as well
as giving examples, you should emphasise any
achievements related to your interests.
Oliver: So, Grace, what would you put under
interests then?
Grace: I usually stick with my ability to pick up
foreign languages quickly, and that I’m a member
of an orchestra. But at the moment I’m raising
sponsorship to do the London Marathon in
April. I’ve got to raise £ 1900, all of which goes
to charity. If I manage to raise the money and
get through the 26 miles on the day then I'm
definitely going to add it to my CV!
Oliver: Well, best of luck. I’ll sponsor you if you
like.
Grace: That’d be great.

Grace: So, Oliver, who would you choose to act
as a referee on your CV?
Oliver: Well, it’s quite a long time since I went
to university, so I wouldn't put my old personal
tutor - I haven’t spoken to her in years. For me,
I’d have to go with two professional referees, one
from my Iasi job and one from the one I’ve got
at the minute, as long as I knew that my current
boss wouldn’t be contacted until later in the
application process.
Grace: Yes, that could potentially be extremely
awkward, couldn’t it? What about friends who
know you well?
Oliver: I’d say it’s better to go with a professional
or academic referee than friends. The way I sec
it, friends can only really provide a character
reference and are not usually in a position to
comment on your performance at work.
Grace: Yes, I agree. I think it’s better to resist
the temptation of putting a friend, even though
you know they will sing your praises. Recent
graduates should definitely have an academic
referee.
Oliver: Yeah, a personal tutor or the head of the
course or any of the lecturers that they got on
well with.
Grace: Exactly. An academic reference can be
really useful if you didn’t get the results you were
expecting, as they can confirm the reasons for
this - if you were ill, for example. In that way a
bad result might not actually harm your chances
of getting a job.
Oliver: That's a good point.
Grace: Basically, I think employers contact
referees to confirm the facts on your CV, and so
long as your referees can back up the facts, then
you’ve got nothing to worry about.

Oliver: Well, yes, but you also want your referees
to say lots of nice things about you. Another
mportant thing is to give a copy of your CV to
♦cur referee, which will then help them when
they're asked to provide a reference.
Grace: Yeah, you’re right. It's amazing how many
people forget to do this. And then all you've got
to do is add the names and contact details to the
end of your CV.
Oliver: Well, actually no. I'm not so sure I agree
Aith you on this one.
Grace: What do you mean?
Oliver: In my opinion you don’t need to provide
the names and contact details of your references
n your CV. I think it’s a waste of valuable space,
especially if you’re trying to get your CV on a
single page.
Grace: But how will your employer contact your
^eferees?
Oliver: Well, that’s just it. I don’t think at this
stage of the application process that they’re
going to. You can simply put ‘References
available on request' and then provide them later
on if you’re asked to. The aim of the CV is to get
.ou an interview, and I don’t think any employer
is going to spend their valuable time checking
references before they’ve even met you and think
you could be the right person for the job.
Grace: Hmm, I hadn’t really thought of it like
that.
Oliver: Plus, if you were planning to change jobs,
this would solve the potential problem of your
current boss being contacted by the company
you’re applying for work with.
Grace: I can see your point. But what if I’ve got a
really impressive referee? Someone who’s going
to impress the potential future employer?
Oliver: Well, in that case I'd certainly think about
including them, if I had enough space.

mm 3.1
Felix: Hello, Felix speaking.
Vicky: Hi, Felix. It’s Vicky.
Felix: Hi, Vicky. It’s good to hear from you. What
can I do for you?
Vicky: I’m after a bit of career advice, actually.
Felix: Really? Are you changing jobs?
Vicky: Hopefully, yes. I’ve been working for Green
Pharmaceuticals for three years now, but I feel
my career prospects here are rather limited.
Anyway, I’ve found a couple of interesting jobs
online.
Felix: I see. So have you applied for any of the
jobs?
Vicky: Not yet, no. I haven’t written a cover letter
for years and I’m not really sure what to put in
it. I wondered whether you’ve got any tips or
suggestions that could help?

Felix: Cover letters are really important, and I’ve
got some great tips that I give all job seekers.
Vicky: Oh thanks, Felix.
Felix: First of all, it’s extremely important that
you create a positive impression. If you're
sending your application by post then you should
use good-quality, matching paper for your cover
letter and CV.
Vicky: Right.
Felix: Also, remember not to be too informal as
you want to sound as professional as possible. So
don’t use any contractions - you know, write ‘I
am’ and not ‘I’m’, for example.
Vicky: Okay.

Felix: Right. The most important thing to bear in
mind is that every cover letter should be written
specifically for the position you're applying for.
You should show that you've read about the
company, done some research and thought
about the specific position you’re applying for.
Vicky: What, you mean I should investigate the
company in more depth, on the Internet for
example?
Felix: Exactly. Find out as much as you possibly
can. Then, when you write your letter, you should
concentrate on demonstrating the skills that
are required for the post, what you can offer the
company.
Vicky: I see what you mean. Do you think I
should send a copy of my university degree
certificate with the letter?
Felix: No, don’t bother. If a company wants to
see any documents like that, they’ll ask for them
later. I’ll tell you what. I’ll send you a copy of a
really good cover letter and make some notes
on it so you can see what I mean and use it for
inspiration.
Vicky: Thanks so much, Felix, you’ve been a
great help. I’ll let you know how I get on with the
application.
Felix: No problem. And if you need anything else,
just ask.

Oliver: Well, Grace, what do you think about this
as an opening for a cover letter?
Grace: I’m sorry to say, but I think it's a bit of a
disaster, Oliver. First of all, the applicant hasn't
even mentioned what position they're applying
for, and in the second sentence they have
obviously just taken a lot of phrases straight
from the company's own website, word for word.
Oliver: Yes, I see what you mean. It’s really
important that the applicant makes it
immediately clear precisely what job they’re
applying for. This example is far too vague. And
when it comes to company phrases and mission
statements, it’d be much better if the applicant
had put this into their own words.
Grace: I totally agree.
Oliver: Now this next cover letter is much better.
The applicant has specifically mentioned the
position they’re applying for and also how they
found out about the job.
Grace: You’re right, but later on at the end of
the paragraph the applicant claims that they’re
the right person for the job just because they are
interested in the position.
Oliver: I know!
Grace: It simply isn’t logical to say that you’re
suitable for a job because you’re interested in it.
I’m interested in medicine but I'm certainly not
qualified to be a doctor. The applicant should’ve
concentrated more on how their academic
background matches the requirements for the
job.
Oliver: What do you think about the last
example?
Grace: It starts off okay but the ending is far too
confident and boastful for me.
Oliver: Definitely. The applicant should have
toned down the phrase ‘have absolutely no
doubt’ - it’s far too strong. A better alternative
would be ‘I am confident that’ or ‘I believe that’.
Grace: Yes. I also think that ‘an indispensable
member’ is too strong. I’d prefer something
like ‘a valuable asset’ or ‘a competent
candidate’. They could have even rephrased the
sentence slightly and finished with ‘I believe

this experience has provided me with the
qualifications, experience and skills you are
looking for.’
Oliver: Yes, I like that.

Grace: What do you think of the ending to this
cover letter, Oliver?
Oliver: Well, I like the phrase ‘I would appreciate
the opportunity to meet with you to discuss my
credentials’ - it’s very polite and professional.
But I’m not so keen on the first line. Very few
applicants can boast about having too much
experience or too many skills to cover in their
letter. I think this is best avoided.
Grace: Yes, I agree with that. There are definitely
too many letters in which applicants make
amazing claims without having any evidence to
back them up. What about the other example?
Oliver: I like it. It’s a good ending for me. The
tone is appropriate, it's tentative and polite.
Especially the use of ‘might’ in the phrase ‘how I
might contribute to your company'.
Grace: Yes. It's certainly positive. The only
thing I’d add is that, although it’s good that
the applicant has mentioned the company's
goals, it’s important that they really have a
good understanding of what these goals are.
Otherwise it’s going to be very difficult for
them to explain how they are going to help the
company fulfil them when they’re invited to an
interview.
Oliver: You’re right. That’s a good point. I also
like the fact that the applicant has thanked the
company for their time and consideration.
Grace: Yeah. It's very polite and respectful.

Nina: Hi, Silvia. I understand that you are
preparing for an interview.
Silvia: Yes, my interview is next week and I’m
already really nervous.
Nina: Okay. So, let’s start at the beginning. Do
you know where the office is?
Silvia: No.
Nina: Well, you need to make sure you know
exactly where you’re going. I would suggest that
you arrive at the office at least ten minutes early
so that you can enter the company exactly on
time. Take an umbrella in case it rains, and make
sure you’ve got a contact telephone number so
that you can call if you get delayed on the way.
Silvia: That’s a great idea. I was also going to
ask my friend, Jill, to give me a lift and come
along for some support on the day. I thought I’d
meet up with her to practise my English before
the interview as it’s going to be the first time I’ve
ever had an interview in English!
Nina: It's a good idea to meet a friend to practise
your English before the interview, to get you
warmed up if you like, but I wouldn’t take anyone
into the building itself.
Silvia: Oh. Why not?
Nina: You want to demonstrate your
independence, and you’ll only do this by arriving
on time on your own and appearing relaxed.
Another thing you should do is take a copy of
your resume and examples of your work with
you.
Silvia: But I’ve already sent them to the
company.
Nina: Yes, I know. But there's no reason why
you can’t take extra copies for yourself, and
anyway they might not be able to find yours.
Most candidates don't do this, so it’ll impress
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the interviewer and show them that you’re
well-organised. During the interview it’s almost
certain that the interviewer will refer to things
written on your resume. Having a copy of your
own will help you to organise a successful
response.
Silvia: What tips have you got on answering
questions?
Nina: Well, obviously there are some questions
that you can predict you’re going to be asked
during the interview. Some questions always
come up, and others you know you’ll be asked
because of what’s on your resume, or simply
because of the job you’ve applied for. You should
definitely spend some time thinking about how
you might answer these questions, and learn
some impressive words and phrases in English
to use at the interview. However I don't think it’s
a great idea to memorise long answers, as you’ll
seem mechanical and unnatural.
Silvia: So you think I should practise some
expressions in English, but I shouldn’t try to
memorise complete answers?
Nina: Exactly.
Silvia: And what about what I should wear for
the interview? It’s for a communications agency
in central London.
Nina: Well, I would definitely suggest wearing
smart, formal clothes, especially if it’s a job
dealing with clients or customers. And it's better
to tie or comb your hair back.
Silvia: Why’s that?
Nina: Making sure your hair isn’t covering your
eyes demonstrates openness and suggests you
have nothing to hide.
Silvia: How interesting. I'd never thought of it
like that.
Nina: Oh, one last thing.
Silvia: Yes?
Nina: Do you use any of those social networking
sites, like Facebook, for example?
Silvia: Yeah! I use Facebook all the time.
Nina: Employers often check applicants out on
sites like these. It’s pretty much common practice
for big City firms.
Silvia: Really? How scary!
Nina: Exactly. So check your privacy settings
so that you can control who has access to your
page. And check the content of your site so that
whatever information they do see will help you
come across as a professional individual and
exactly the type of person they’d like to employ.
Silvia: That’s a great idea. Thanks, Nina. You’ve
been a real help.

1

Silvia: Hello. I’m here for an interview with Mr
Lewis. My name is Silvia Carnali.
Receptionist: Ah yes, Ms Carnali. Nice to meet
you. I’m afraid Mr Lewis is in a meeting at. the
moment.
Silvia: That's quite all right. Shall I take a seat
and wait over there?
Receptionist: Yes, I'm sure he’ll be out in a
minute. Can I get you anything while you wait?
Silvia: No, thank you, I’m fine. Actually, have you
got a company brochure or something I could
read about the company?
Receptionist: Yes, of course. Here’s a recent
company brochure.
Silvia: That’s great. Thank you very much. By the
way, do you know how many people are being
interviewed for this job?
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Receptionist: As far as I know, there’s only two
of you scheduled for today, although I think there
might be another candidate tomorrow morning.
That’s it, I think.
M att Lewis: Hello. You must be Silvia Carnali.
I’m Matt Lewis.
Silvia:
you.
Matt:
a bit.
Silvia:
Matt:

Yes, that’s right. It’s a pleasure to meet
I’m sorry I’m late. Our meeting overran
That’s okay. I was just admiring the office.
So, Silvia - may I call you Silvia?

Silvia: Of course.
Matt: How are you?
Silvia: I’m very well, thank you.
Matt: Would you like a coffee or a drink before
we begin?
Silvia: No, thank you, I’m fine.
Matt: Okay. Well, let’s go into my office then,
shall we?
2
Karl: Good morning. My name is Karl Osborne.
I’m Head of Production here at the theatre. It’s
nice to meet you at last.
Alex: Thank you. It's nice to meet you too, Mr
Osborne.
Karl: Please, call me Karl.
Alex: Thank you. And I’m Alex.
Karl: So, Alex. Did you have any trouble finding
us?
Alex: No, no trouble at all. Your directions were
excellent.
Karl: How did you get here?
Alex: Well, I got the train to Liverpool Street and
then I got the tube.
Karl: So you managed to avoid the rain then? I
can’t believe the weather at the moment!
Alex: I know. It’s awful, isn’t it? Still, it’s
supposed to get better by the weekend.
Karl: Let’s hope so. So, Alex, how did you find
out about us? We’re quite a small theatre and we
didn’t advertise the position in a lot of places.
Alex: You were highly recommended to me by a
friend who works here. He heard about the job
and suggested I apply.
Karl: Oh really, who was that?

1
I remember the first interview I ever had for a
traineeship in the City. I had difficulty finding the
company and had to run to the interview to avoid
being late. I arrived covered in sweat. I must’ve
looked and smelt terrible. It’s enough to say that
1didn’t get the position. My advice would be to
find out where the office is before the interview
to avoid being late, and to use a good deodorant
before going in.
2
I used to be extremely nervous during interviews.
There was this one time when there was a panel
of three interviewers rather than just one. I
was almost sick when I walked in the door. My
voice started shaking throughout the interview.
I thought I was going to have a panic attack.
I’ve slowly learnt to overcome this problem. I try
to think positively and confidently and relax. I
take a couple of big deep breaths before I go in
and then during the interview concentrate on
breathing slowly and taking my time to answer
the questions as calmly as I can.

3
After four unsuccessful interviews I decided to
start practising my technique with a friend to try
and discover what was going wrong. Immediately
my friend helped me to identify the problem.
When I was answering the questions I had a
tendency to look at the floor and not back into
the interviewer’s eyes. It was really obvious as
soon as I realised what I’d been doing. Now I
make a real effort to look into the interviewer’s
eyes, taking care not to stare, though. It’s worked
for me.

4
In my first interview, not wanting to seem
scared or nervous, I leaned back in the chair as
I thought it would make me seem more relaxed.
It was a terrible mistake. I must've looked like
a lazy teenager watching TV. In my current job
I interview people on a regular basis and my
advice would be that it’s important to sit up
straight during the interview, with your hands
either on your lap or on the arm of the chair.
When you answer questions it’s also a good idea
to lean slightly forward and then lean back when
you've finished speaking. This will help the flow
of the interview as the interviewer will realise
when you’ve finished.
5
The last interview I had was for a secretarial
position with a big international accountancy
firm. I really wanted the job and was very excited
and nervous about the interview. Right at the
beginning of the interview, the interviewer
offered me a coffee. I was so nervous that my
hands started shaking uncontrollably and I
spilled it all over myself. I was so embarrassed.
I got cleaned up and then had the interview,
still smelling of coffee. Amazingly I still got the
job. I’m sure they must’ve just felt sorry for me.
But my advice would be never accept any drinks
during an interview, except possibly a glass of
water, as there is far too great a risk of disaster,
especially if your hands shake like mine do. Play
it safe and refuse the offer politely.

1
Well, I’ve never really thought about it. I suppose
I’d like to be married with kids, perhaps. My
sister’s got three kids, and they’re really great.
I’d also like to be doing a job I enjoy. There’s
nothing worse than being stuck in a boring job
where you have the same routine every day. It’d
be a job with lots of responsibility, but I suppose
not too much. I wouldn’t want to get stressed. If
1was lucky enough to get this job, it’d be great,
but I suppose five years is a long time without a
change, so I’d try to get a promotion, if I could.
2
They’d say I was a great leader and an essential
member of any team. They’d say my judgement
was inspired, and that I rarely make any
mistakes.
3
Well, usually there needs to be a clear picture of
what the aims of the project are. So it’s essential
to speak to everyone involved before taking
any action. In my current job we use project
management software to help us keep track of
what we have to do and when we have to do it.
Of course, it’s important that someone keeps an
eye on whether people are actually doing what
they’re supposed to be doing, and obviously you
also need to deal with unexpected situations as
they come up.

I see myself doing a job I really enjoy. I’ll have
plenty of responsibility, which will make me
proud of the work I do. But I won’t be stressed,
because I'll make sure I only take on what I can
manage. If you offer me this job, I II expect to
impress you enough with my attitude and my
results that you’ll offer me a promotion.

The first thing I do is make sure I've got a really
clear picture of what I need to achieve. Let me
give you an example. Last year I managed a
project to archive all our old customer billing
records, which were in huge piles of paper in
a storage room. So I needed to be really clear
about what information was important. I always
speak to everyone involved before I take any
action. In this case, I spoke to the admin staff
who were actually going to use the archive,
as well as to their boss, to find out what they
needed. I always use project management
software to help me keep track of what I have
to do and when I have to do it. This was really
important with my archiving project, because I
was managing quite a large team of people. But
I also make sure I keep an eye on whether my
team are actually doing what they’re supposed
to be doing, and don’t just rely on the software.
And I deal with unexpected situations as they
come up. For example, several members of my
team went on sick leave, and I had to get some
temporary workers in and train them up quickly
so I didn’t miss any deadlines.

Interviewer: Can you tell us something about
yourself?
Alejandro: Well, I’m 24. I recently graduated
from the University of Barcelona with a BSc in
Economics. I enjoy playing sports, especially
tennis and basketball. Our basketball team got
to the regional final in my last year at university.
Interviewer: What did you learn during your time
at university?
Alejandro: I studied Economics. And, well, I
learnt a lot about economics, microeconomics,
macroeconomics, positive economics, and how
economies work as economic systems, and what
the relationship is between economic players in
society.
Interviewer: What kinds of things do you worry
about?
Alejandro: I worry about quite a lot of things.
I worry about the environment. I worry about
my work. My work is extremely important and
I can be a perfectionist at times, everything has
to be just right. If there’s something wrong with
a project I'm working on, then I can get really
frustrated and worried until it’s sorted out. I had
a problem like this last week, but it was okay
in the end. I also worry about catching tropical
diseases when I go on holiday.

your skills and experience relevant for the post
you are being interviewed for.
Now his second answer about what he learnt
at university sounds impressive, but it’s a bit
confusing. It feels like Alejandro has just listed
some of the options on his degree course and he
doesn't demonstrate that he has learnt anything.
He doesn’t go into enough detail or relate his
answer to the requirements of the position.
With this question I think the employer is really
interested in real-life transferable skills that
Alejandro will be able to use in the position he
has applied for.
When Alejandro starts talking about the kinds of
things he worries about I think the interviewer
would really start to get a bit worried at this
point! His answer about work is okay but he
goes on far too long. I think he mentioned the
environment to sound serious bul he didn't go
into any detail, and his fear of tropical diseases,
well, that's not something I’d share in an
interview! If I were Alejandro, I’d stick to common
professional concerns and keep my answer brief.
The question about whether Alejandro is an
ambitious person is an excellent opportunity
to talk about career plans which include your
prospective employer. Don’t mention any
professional objectives if they don't include
the organisation that is interviewing you. It’s
best to talk about how you are looking forward
to developing a lasting relationship with the
company interviewing you.

Interviewer: Can you tell us something about
yourself?
Alejandro: Well, I’m motivated and I pul a lot of
effort into everything I do, whether I’m studying
at university, at work or even when I’m playing
sport. During my last year at university I was
captain of the basketball team. I had to organise
matches and motivate the players. As captain
it was essential that I was able to communicate
effectively and get along with everybody in the
team ... and for the first time in years our team
managed to reach the regional final. We didn’t
win, unfortunately, but leading the team to the
final was a big achievement for me.
Interviewer: What did you learn during your
time at university?
Alejandro: Oh, lots of things. My Economics
degree was very practical, and there were
many elements of the degree that could be
applied to the business world. I had a number
of challenging assignments, which often had to
be completed within a short period of time. This
helped me to develop my prioritising skills and
ability to work to tight deadlines.

Interviewer: Would you say you’re an ambitious
person?
Alejandro: Yes, I would say that I’m ambitious.
Definitely.

Interviewer: What kinds of things do you worry
about?
Alejandro: I worry about normal things, the
same as everybody else, I think. I worry about
meeting deadlines and getting everything done
on time. I used to worry about data on my
computer quite a bit. Now I back up all my data
on an external hard drive, so that everything
is protected. This way I’ve got one less thing to
worry about.

Grace: The first question was ‘tell us something
about yourself. Here Alejandro makes two major
mistakes. Firstly, his response is too short - all
your answers should be between 20 seconds and
two minutes. Secondly, he has made the common
mistake of simply repeating details from his CV.
You should use this opportunity to demonstrate

Interviewer: Would you say you’re an ambitious
person?
Alejandro: Yes, I would say that I'm ambitious.
I’m very keen to get a job with a company such
as yours where I can make full use of my degree
and professional experience. I am a dedicated
worker and would hope to gain internal
promotion based on my perfor mance at work.

Grace: ‘What do you see as your strengths?’
This is such a common question and so often it's
wasted! It’s a golden opportunity to concentrate
on your strengths and why you are the right
candidate for the post.
Oliver: I agree. Although it's not a good idea just
to claim that you’re really good at certain things
without also giving some evidence to prove that
these claims are true. Applicants need to use
evidence from their experience to support what
they say.
Grace: I think it’s also important that they use
confident, direct language, such as ‘I am good at’
rather than using weaker, tentative language like
‘Well, I think I’m quite good at’.
Oliver: Right. An interview is not a time to be
modest about your strengths and abilities. You’ve
got to sell yourself. How about ‘What university
did you attend and why did you choose it?’
Grace: I chose my university as it was the closest
to home!
Oliver: But you wouldn’t say that in an interview,
would you?
Grace: No, not at all. With this question the
university that someone chooses isn’t as
important as their reasons for selecting it. The
question is assessing an applicant’s reasoning
ability. So, you should focus on the academic and
educational reasons involved in your decision.
For example, ‘I chose to go to this university
because it had a good English department’.
Oliver: Exactly. I d also stress that the decision
was your own and not your parents’.
Grace: ‘What are your weaknesses?’ What do
you think of applicants that say they have no
weaknesses?
Oliver: Well, I’d think that they’re lying or
completely lacking any sort of self-awareness.
Grace: I would use this question to give a
weakness that could be perceived as a strength,
such as ‘I can be a bit of a perfectionist’.
Although I would avoid personal characteristics
that could be perceived as serious character
flaws.
Oliver: Hmm. I’m not sure I agree. I would state
a knowledge-based weakness, for example
needing to improve IT skills, arid then go on to
talk about the things you are doing to remedy
this problem. Now, what about ‘What do you like
doing in your spare time?’
Grace: Ah. What interviewers are looking for
here are your transferable skills.
Oliver: Yes, exactly. So somebody who likes
team sports is likely to be better at working in a
team, whereas individual sports might indicate
determination and self-motivation. Saying
that you play chess suggests intelligence and
analytical skills.
Grace: Right. I think the best advice here is to be
specific and try to include something unusual, as
this will raise the interviewer's interests and help
them to remember you over other candidates.
It’s a shame that so many applicants just say
something general such as travelling or reading.
Oliver: I agree. If they are going to say that, they
should at least be specific and talk about places
they’ve travelled to, and the types of books they
enjoy reading. Also, it’s great if you can identify
interests that share characteristics with the
requirements for the job. This would obviously
impress any interviewer.
Grace: That’s a great piece of advice.
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■■ 4.11
Interviewer: What do you see as your strengths?
Lidia: I am organised and apply a systematic
approach to my work. I believe in good time
management. This enables me to get work done
in time. I'm also able to prioritise my work and
work under pressure if deadlines are moved
forward. For example, in my last job there were
quieter periods and periods of high activity when
there was a lot of pressure to complete tasks on
time. I implemented a new system for managing
the workload in our team and planning ahead.
This way we were able to share the work more
effectively and always ensure that we had the
capacity to deal with increased pressure and any
unexpected problems.
Rafa: Well, that’s a difficult question to answer. I
think I’m a very hard worker and somebody who
takes pride in my work. Being very determined
means that I always make sure that I complete
work that I set myself. I’m reliable and good at
working with other people. I can speak French
and Spanish fluently and definitely feel I have the
skills that this job requires.
Interviewer: What university did you attend and
why did you choose it?
Lidia: I did a lot of research into universities,
both abroad and in Spain. In the end I decided to
go to the University of Barcelona as it was clear
that its Economics department had an excellent
reputation. I’m also interested in doing an
International MBA at the Instituto de Empresa in
Madrid in the future.
Rafa: Well, I wasn’t sure to be honest but Sevilla
university was the easiest option as it was
closest, and also my parents really wanted me
to go there.
Interviewer: What are your weaknesses?
Lidia: Well, my French is a bit rusty, so I have
recently started evening classes to improve it. I
used to be a bit disorganised at university but
I’ve started using to-do lists, which has enabled
me to prioritise tasks more efficiently.
Rafa: That’s a difficult question. I’d have to
say that my main weaknesses are that I am a
perfectionist and insist on everything being just
right, and that I am quite stubborn at times.
Interviewer: What do you like doing in your
spare time?
Lidia: I enjoy playing volleyball and was captain
of the team during my last year at university.
I still play regularly for a local club and love
going away with the team for matches against
other clubs. I’m also a keen traveller. During
the summer last year I spent a month in Africa
working with volunteers at a national reserve. I’m
currently planning an expedition to Thailand.
Rafa: In my free time I enjoy reading, going to
the cinema, travelling and I also go swimming
twice a week.

M 4.12
Matt: What do you know about Futerra and why
would you like to work here?
Silvia: Well, before applying for this position I
did some research into the market and Futerra
came out on top. I know that Futerra is a small
organisation, which is just what I’m looking for.
I had a look at your website and could see that
you work with a variety of people, from informing
journalists about climate change to developing
communication strategies for NGOs, businesses
and the government. This impressed me a lot.
Dan: That’s great to hear, but can you tell us why
this impressed you?
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Silvia: Well, it’s really something that attracted
me to Futerra. The fact that you work with lots of
different clients in various sectors means there
would probably be a variety of interesting and
different projects to get involved in.
Matt: That’s true. And what attracted you to the
position of Junior Consultant?
Silvia: Well, one of my strengths is developing
communication strategies, and I've been
looking for an organisation that does a lot
of communication and marketing work, as
well as dealing with environmental issues.
Basically, I’d like a position where I could use
my communication experience on projects that
personally appeal to me. The Junior Consultant
post combines these two areas at a company
with a well-established reputation.
Matt: You mentioned that you looked at our
website. What did you think of it?
Silvia: I thought it was very attractive and
professional, really excellent. You came across
online as an exciting, dynamic place to work.
It's clear from your website that Futerra is quite
a small company, which means that everybody
has got to work well as a team, with everybody
playing an important role.
Dan: Wouldn’t you prefer to work for a bigger
organisation?
Silvia: No. I would rather work in this sort of
environment where the impact of your work is
clearer and more immediate, than work for a
huge multinational company where I think I’d feel
lost, a tiny part of a huge machine. I definitely
feel, from everything I’ve learnt about Futerra,
that this is the type of organisation I’d like to
work for.

Matt: Well, Dan, what did you think of her?
Dan: I liked her. She'd certainly done her
homework on us. I mean, I was very impressed
when she said that before applying for the
position she’d done a lot of research into the
market and that we had come out on top. It was
clear that she’d really looked hard at our website.
Matt: Yes, I agree.
Dan: I think she's the first candidate that knew
that we work with a wide variety of clients, and
had identified who these clients were.
Matt: That’s true. I also liked the fact that she
was confident and supported her claim that she
understood the issues we deal with. I came away
feeling that she really does understand a lot
about sustainability.
Dan: Yes, and her recent work experience and
knowledge from her MSc definitely fit in with
what we’re looking for. Lots of applicants have
looked great on paper, but she really seemed to
know what we’re about and what the job here
would involve.

■■ 4.14
Interviewer: What skills and experiences do you
have that are relevant for this position?
Susana: I think the position of sales assistant
requires somebody who has got good customer
service skills. In my last job at Alton Towers
Themepark I was responsible for selling
souvenirs, so I am used to dealing with
customers. Initially I was only responsible for
operating various rides, but as I can speak both
Italian and English fluently, and have a good
command of French, I was asked to work in the
gift shop instead. This period of employment
also gave me valuable experience of managing
people, as after two weeks in the shop I was

promoted to senior sales assistant, where I
managed two other employees. When I was at
university in Turin, before moving to England last
summer, I used to be the captain of the female
volleyball team, which included managing the
team and also the finances for playing fees. I
think the leadership skills that I have developed
both at university and in my last job are very
relevant for this position. So, to sum up, I feel
I am a highly effective communicator, fluent in
Italian and English and very proficient in French.
I can work well under pressure and am able to
delegate effectively. Flaving worked with a variety
of different teams I would say I have a proven
track record in teamwork.

mm 4.15
Dan: How do your skills and experience match
the requirements for the position of Junior
Consultant at Futerra?
Silvia: Well, I think I'm suitable for the position
at Futerra because I understand the issues you
deal with and am passionate about them. Four
years ago I joined Greenpeace and have been
an active member ever since. Following my BA I
found out about an exciting project in Kenya and
spent six months there educating local people
about the need for reforestation. That’s really
when I started getting interested in sustainability
and also when I started learning about different
communication strategies. For example, our
team found that simply putting up posters didn't
really have much of an impact, but going and
talking to respected members of the community
and getting them to talk to others was much
more effective. When I was at university I was the
communications officer of the student union and
I was responsible for dealing with suppliers and
other student organisations. So I’ve got quite a
lot of communication experience. I know you’re
also looking for someone who's good at research.
For my dissertation for my MA I’m researching
how best to communicate reforestation issues,
building on my own practical experiences gained
in Kenya. So to sum up, I think I'm suitable for
the position at Futerra for three reasons. Firstly,
I've done a lot of communication work. Secondly,
I’m a good team worker, and finally, because I
have a good understanding of the sustainability
issues this agency deals with.

5.1
Well, during my studies I used to support myself
by working part-time in a law office. Most of the
time it worked well. I could manage my time so
that I could work when I didn’t have lectures.
Also, it really helped me with my studies to
have some real-life experience to support the
theoretical input I was getting at university. But
then in my final year, I was offered the chance
to get involved in a really high-powered case
with a major multinational client who wanted
to take over a local company. I was very keen to
get involved because it was exactly the sort of
experience I needed. The problem was, it was at
exactly the same time as my exam session. I had
to choose between studying for my exams and
getting involved in the case ...
A few years ago my college got involved in a
competition against other colleges to design and
build innovative labour-saving devices. It was just
a bit of fun, but the idea was that we'd develop
our practical design and engineering skills as well
as our ability to cooperate with each other and
share tasks. One of my friends came up with a

tnlliant idea, a pram pusher for getting babies
to sleep, and put together a design. The other
gv.s did some great creative stuff, making it look
■eally cool and working on the mechanics. My
ro4e, although crucial, was a bit less glamorous,
res gning the electronics to actually make it
i-ork. It was a fairly straightforward job, so I
« anted to be a bit more creative ...
-robably the best example is when I used to
*ork as an accounts assistant in a factory.
- though my work was mostly administrative,
•'em time to time I had to deal with unpaid
invoices, which meant contacting customers
and reminding them that they needed to pay.
Obviously this was an area that required strong
customer service skills. There was one time when
one of our regular customers, a guy who ran
'is own transport company, suddenly stopped
paying his invoices, and wouldn’t reply to any of
my emails. My boss told me to phone and tell
~im we were going to stop supplying him with
goods ...

1
^he problem was, it was at exactly the same time
as my exam session. I had to choose between
studying for my exams and getting involved
n the case. Well, I spoke to my professor at
university to explain the situation, but he told
me it would be impossible to rearrange the
exams. Obviously there was no way I'd expect
the takeover to wait for a better time for me. I
considered trying to do both, and perhaps doing
ess revision than I needed, but my exams were
too important for me to take any risks. In the end
I had to put my studies first. When I explained
this to my employer, they were actually very
supportive, and when they saw how disappointed
: was at missing the opportunity, they made sure
l got more involved in the next big case that
came up. That happened a few months later,
and it was a fantastic experience. And because
I d had a chance to study properly, I passed my
exams with a very good grade. So it all worked
out in the end.
My role, although crucial, was a bit less
glamorous, designing the electronics to actually
make it work. It was a fairly straightforward job,
so I wanted to be a bit more creative. Anyway,
I put together the electronics very quickly, but
I wanted to try something new, so I started
playing around with extra features - a remote
control, a timer, different speed settings, that
sort of thing. I’d never done anything like that
oefore, but it was a great way to learn. The
other guys in the team really liked my ideas,
so they adapted their designs slightly to take
advantage of my modifications. In the end we
won the competition, and the judges specifically
mentioned my extra features as an important
factor in our success. And, of course, I learnt a lot
of new skills in the process.
3
My boss told me to phone and tell him we were
going to stop supplying him with goods, and
to threaten legal action. I wanted to be a bit
more delicate because I’d built up quite a good
relationship with the customer over the time
I’d worked there. So I called him to find out if
everything was okay. It turned out his accountant
had been taken ill and he was trying to do
everything himself, and had got into a mess.
Some of his other suppliers were threatening him

with legal action, and he just couldn’t deal with
all those problems and keep his business going
at the same time. I agreed to give him another
month to repay, and we continued supplying him
during that time. This gave him the freedom to
hire a temporary accountant, and within a few
days he’d managed to sort everything out. So
we actually ended up getting paid within a week,
and from then on he was a perfect customer,
and recommended us to plenty of other new
customers.

Grace: So, Oliver, what is a competency-based
question, and how are they different from
traditional interview questions?
Oliver: Well, basically in a traditional interview,
the interviewer will ask you questions focused
on whether you have the skills and knowledge
needed to do the job. Whereas competencybased interview questions go much further,
asking you additional questions about your
character and personal attributes, to see if
you’ll fit in to the culture of the company you’ve
applied for work with.
Grace: So basically, behavioural competencies
are the character traits and behaviour
qualities of an individual, such as the ability to
communicate effectively, leadership skills and
so on?
Oliver: Exactly. Now in the past it might have
been enough to state that you were a team
leader on your CV, but employers have quickly
realised that this doesn’t guarantee that
you have good leadership skills. Now you’ve
got to prove these skills in an interview, and
interviewers have developed competency-based
questions in order to find out if you have these
attributes. In these questions the interviewer will
be looking for evidence of how you acted in real
situations in the past that demonstrate these
competencies.
Grace: But wouldn’t a candidate have stated
these competencies in their CV?
Oliver: Perhaps briefly, but not in any real detail
as there’s not enough space on a CV to go into
any real depth about a specific situation and
how you dealt with it. That’s what an interview
is all about. Interviewers will certainly take your
CV and cover letter as a starting point, but then
they’ll go into much more depth, trying to assess
whether you’re the right person for the job and
the company.
Grace: Is it possible to prepare for a
competency-based question?
Oliver: Definitely, and it’s essential that you do.
Competency-based questions are looking for
stories of your actions in the past, and it’s these
stories that provide evidence of your skills and
competencies. It’s all about proving you have the
right skills and personality for the position.
Grace: So you’re saying that candidates should
prepare stories that demonstrate evidence of the
competencies needed for a particular job?
Oliver: Yes. And it’s essential that, candidates
identify what competencies are needed for a job,
and prepare these stories before the interview,
otherwise it’s likely that their mind will go blank
in the middle of the interview and they will be
stuck with nothing to say. Or worse, they will
simply repeat word-for-word what is written on
their CV, which the interviewer has already read.
Grace: Are competency-based questions
common in interviews these days?
Oliver: Definitely. Certainly in western-based
cultures, they have become almost standard
practice in all interviews.

Neil: Hello, Vicky. My name is Neil Forrest, and
this is my colleague Julia Smith. First of all, we’d
like to thank you very much for coming here
today. We’ve read your CV and cover letter but
wonder if you could tell us a little bit more about
your educational background?
Vicky: Yes, of course. I grew up and went to
school in Hong Kong. After that I went to City
University in Hong Kong where I completed a
bachelor’s degree in Business Administration.
After that I moved to Manchester, where I
completed a Master’s in Public Relations at
Manchester Metropolitan University.

Neil: Could you tell us something about your
educational background?
Pieter: Yes, of course. I did my first degree at
the University of Rotterdam. That was a fantastic
experience because it was my first time living
away from my parents, so it really taught me
how to be independent, and of course how to
manage conflicting priorities and deadlines. I
managed to combine good academic results with
active membership of several sports teams. I
represented my university in a national rowing
competition, which was a wonderful experience.
Then when I was in the second year, I was offered
the opportunity to take part in an exchange
programme at the University of St Petersburg.
My university was trying to build up a good
relationship with partners in Russia, and they
were desperate for volunteers. I thought it
would be a once-in-a-lifetime opportunity, so
I volunteered. I ended up having a fantastic
year there, and made friends with people from
all over the world. When I came back, I had a
student placement in my third year, when I spent
three months doing some market research at a
bank. They were trying to find ways of improving
customer service, so I helped set up a focus
group and analyse the results. Then after my
first degree, I moved to America to complete a
Psychology Major at Yale.

Neil: As you know, the position here at Clyde
<St Johnson’s requires somebody with strong
communication and organisational skills. Could
you tell us about a time when you had to use
these skills at work?
Vicky: Yes, of course. At the moment I spend
a lot of time travelling between Asia and
Europe working with regional teams organising
educational events, so I use both of these skills
on a regular basis. Let me give you an example.
As you know, the Chinese market is growing in
all areas, including pharmaceuticals. However,
at the time, Green Pharmaceuticals felt they
didn’t have enough contacts in China. It was clear
that the situation wasn't very good for us. We
needed to improve things. So in order to increase
our number of contacts in China I decided to
organise a pharmaceutical conference in Beijing.
It was my responsibility to ensure that all the
right people were invited. I really had to use all
my skills at communicating, in both English and
Mandarin, to persuade people to participate. In
the end my hard work resulted in a successful
conference, with our employees meeting and
talking to the right people. As a matter of fact
this conference was such a success that it is
now an annual event, and has led directly to
closer professional relationships between Green
Pharmaceuticals and key contacts in China.
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mm 5.7
Neil: Tell me about a time when you had to
resolve a difficult situation.
Vicky: Okay. There was a time when I was
organising a conference here in London. It was
a couple of months ago, and it was a really
important conference. Anyway, what happened
was one of the main guest speakers, who was
due to give the opening address, had his flight
cancelled and wasn't sure if he was going to
make it on time. It was very important the
participants were happy with the conference,
and I knew they would be disappointed if he
didn’t show up. So I decided to try and find
another flight for the speaker. After a bit of
negotiating with a different airline, I managed
to get him booked onto a slightly later flight.
Unfortunately this meant that even if he came
straight from the airport, he would still be a
bit late for the opening address. I took a risk
and hoped that he wasn’t going to be delayed
any more. As soon as he’d landed I contacted
him, and when I knew he was in a taxi and on
his way, which was about five minutes before
he was supposed to be on stage, I got up on
the stage. I then told the participants about the
situation and I invited them to have some coffee
and cakes while we waited, which I'd organised
beforehand. Actually, they liked this, as it was a
chance to network a little and get to know some
of the other conference participants. When the
speaker did finally arrive, it was actually difficult
to get everybody back in the main hall. In the
end I managed to keep everybody happy and
ensure that the conference went as smoothly as
possible.

Jarek: Hi, Olivia. It’s great to see you. How are
you?
Olivia: I’m fine. Lots of work, as usual, but I’m
really enjoying it at the moment. Anyway, I’ve
got a couple of weeks off coming up, which I’m
looking forward to. So, I’ve heard you’ve got an
interview here on Friday. That’s great. I knew
you’d get short-listed.
Jarek: I know, it’s great, but now I’m a bit
stressed about the interview! I was wondering
if you could give me an idea about the sorts of
questions they might ask me.
Olivia: Sure. My last interview was a while ago
now, but I think I can remember what it was like.
And I can even tell you what it’s like from the
other side as I interview people myself now! Do
you know who’s interviewing you?
Jarek: No, but it was a woman called Sabine
Griffin who sent me the email, inviting me in.
Olivia: Oh! If it’s Sabine, you’ll be fine - she’s
really nice, super organised. Although you’re
likely to be interviewed by two or possibly three
people, not just her.
Jarek: I thought so. So any tips on what they’ll
be looking for?
Olivia: Well, first of all, they are going to want to
know why you left your last job, what was wrong
with it.
Jarek: I hated my last job, I couldn’t stand the
boss. He used to drive me crazy!
Olivia: I know, but obviously you shouldn’t say
anything negative about him or your last job.
You’ve got to be positive and think of another
good reason for leaving. You should try not to
mention any weaknesses or negatives at all
during the whole interview. You did quit, didn't
you?
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Jarek: Yes, I handed in my notice and left as
soon as I could. So what do you think I should
say?
Olivia: Personally I’d say something like,
'Although I really liked my job, and the people
I was working with, I didn’t feel I was being
stretched enough. I’m looking for a position in
which I can develop my professional skills further.’
Sounds impressive, doesn't it?
Jarek: Yes, I like it, and it’s partly true, but it
wasn't the main reason I left.
Olivia: I know, but you’ve got to play the
game. Of course you shouldn’t lie about your
background, qualifications and experience, but
you’ve got to focus on the positives in every
question and avoid any negatives. You should
never say anything negative about yourself in the
interview.

1

Well, in the past I sometimes used to
procrastinate a little. There were times when I
used to put things off until the last minute, when
completing an essay for university for example.
But I realised that perhaps this wasn’t the most
effective way of working and so I started setting
a strict schedule for all my projects well in
advance and set myself personal deadlines. Using
a schedule has really helped me and I’m much
better organised now and able to take on more
projects at the same time.
Hmm. My weaknesses? Let me think. Well, in
answer to your question you mentioned that the
staff here use Apple Macintosh computers. I am
not very familiar with Apple Macs and I’m used
to using Windows. However, I managed to learn
how to use a number of programs very quickly on
my own and I’m sure I’d get used to using Apple
Macs very quickly. I really enjoy using computers
and new gadgets, and I’m always keen to learn
how to use new technology.
3
Weaknesses? Well, I can be a bit of a workaholic
and always get very involved in every project
that I work on. I’m happy to spend a lot of time
and energy making sure that every project is as
successful as possible. So, occasionally, when I
feel that other members of the team might not
be working as hard, I can get a little frustrated.
I’m aware of this problem, and I try to solve
situations like this by being extremely positive
and enthusiastic.

5.10
i
I occasionally have a little difficulty making
decisions. This is because I pay a lot of attention
to detail and make sure that every single decision
I make is the best decision possible. Basically,
I’m somebody who carefully considers all of the
available options before making a choice.
I used to be a bit too stubborn and it was
sometimes hard to get me to change my mind.
A former colleague of mine told me that I was
becoming difficult to work with. Well, ever since
then I have put significant effort into my teamworking skills and now I actively ask for advice
and suggestions from my colleagues when
making decisions. Last year I was even asked to
chair weekly staff meetings while our boss was
away on business.

When working on projects I am a ‘big picture’
person. This means that from time to time I
might miss some minor details. I've been aware
of this for some time. So now when I’m managing
a project I make sure that I have the support I
need to keep an eye on specific minor details,
leaving me free to concentrate on managing the
entire project. I think successful management is
about getting the right team together and then
completely trusting them to do the job you’ve
given them.

Interviewer: Well, your job sounds very
interesting. Considering the fact that you are now
seeking employment with us, what is it about
your job that you dislike?
Adam: I enjoy a great deal about my current job
and have gained a lot of valuable experience in
the last three years. However, I’m looking for an
opportunity to contribute these skills to a larger
organisation such as yours. I’m seeking fresh
challenges and the possibility to develop further
professionally.

John: Hello. Can I speak to Alex Mencken please?
Alex: This is Alex. How can I help you?
John: Hello, Alex. My name is John Bradshaw
and I’m calling from King's Theatre regarding
your recent application for a position with us. Is
this a good time for you?
Alex: Oh, I’m very happy you called.
Unfortunately I have about ten minutes before I
have to leave. Is that enough time, or can you call
back later this afternoon?
John: That would be fine. What time is good for
you? I’m free after 2pm.
Alex: How about 2.30?
John: Perfect. I’ll call you at 2.30.
Alex: Great. I look forward to it.
John: Yes. So do I. Speak to you later. Goodbye.
Alex: Bye.

■■ 5.13
John: A large part of the job is managing the
logistics of the theatre performances.
Alex: I’m sorry, could you say that again? I didn’t
quite catch what you said.
John: Yes. Of course. A large part of the
job is managing the logistics of the theatre
performances.
Alex: Could you tell me what that would involve?
John: Well, basically, it means that the artistic
administrator’s got to work with everybody at
the theatre, from the performers themselves
right down to front-of house staff, security,
technical people, stage management, and so on,
to ensure that the performances run as smoothly
as possible. Oh, and they've got to manage the
performance contracts.
Alex: Do you mean booking the singers,
musicians, set designers, directors and so on?
John: That’s right. You’d also participate in
advisory panel meetings a couple of times a year.
It sounds like a big job, doesn't, it? And it is very
important, but there’d be support, from the rest
of the team.
Alex: I’m having trouble hearing you. Can you
hear me clearly?
John: Yes. You’re fine on my end. Can you hear
me now?
Alex: Oh wait. Okay, that’s much better. I’m on
my mobile and the reception’s not great around

here. I live in a black spot! You were talking
about what the job would involve.
John: Ah, yes. Well, another part of the job is to
participate in advisory panel meetings about four
times a year.
Alex: Could you explain what you mean by
advisory panel meetings?
John: Yes, of course. It’s quite simple really, and
one of the most interesting parts of the job. As
you know, here at King’s Theatre wre are trying
to support new talent. Part of this means that
every couple of months we commission a couple
of plays from new writers, which we agree to
finance and help develop, until they are ready
to put on a showcase performance. We then
let them showcase their performances here at
the theatre. At the advisory panel meeting we
discuss potential projects, and try to select the
productions we think have the greatest potential.

1

5.14

Candidate: Could you explain what you mean by
piece rates?
Interviewer: Piecework is a form of performancerelated pay, where you would be paid a fixed
piece rate for each unit you produce.

2
Candidate: I’m sorry, could you say that again,
as I didn’t quite catch what you said?
Interviewer: Yes, of course. My name is
Mr Johnson and I'm calling to discuss your
application for an internship here at Ariel
Publishers.
Candidate: Do you mean that when the company
is busy I would be required to work overtime?
Interviewer: Yes. Bui of course overtime rates
are higher than normal pay.
4
Candidate: I’m having trouble hearing you. Can
you hear me clearly?
Interviewer: Yes, I can hear you perfectly this
end, although if you can’t hear me well, perhaps
I’ll try and call you back on a landline.
5
Candidate: Your advertisement mentions
administrative work. Could you tell me what that
would involve?
Interviewer: Well, basically it means keeping our
records up-to-date and sending a weekly email
to our clients.

Candidate: So, if I understand you correctly,
what you’re saying is the job may involve some
overtime?
Interviewer: Yes, but you would be paid extra
for this.

Sophie: Hey, Silvia. So how did it go yesterday?
Silvia: Well, I think it went well. They were really
nice and professional. I really hope they’ll offer
me the job. I’d love to work there.
Sophie: So, did you write and thank them for the
interview?
Silvia: What? No. They’re going to let me know
once they’ve interviewed the other candidates
and made a decision.
Sophie: I know. But you should send them an
email or a note thanking them for the interview.
It’ll make you stand out from the crowd and seem
really professional.

Silvia: It sounds good but I don’t want to sound
desperate, as if I’m begging for the job.
Sophie: Of course not. You’re not going to go
over the top, just a brief note, telling them that
you appreciate their time and that you’re serious
about the job. I think they’ll be impressed more
than anything. I would be.
Silvia: I can see your point. Okay, so what do you
think I should include in the letter?

■ 1 6.2
Sophie: Okay. Well, first things first. It’s
important that you send the note today. Ideally
you should send it on the day of the interview.
Silvia: To show I’m professional, right?
Sophie: Exactly. This will impress the interviewer,
as most applicants do not do this, showing them
that you’re organised and professional, as well as
keeping you fresh in their mind.
Silvia: Okay. I’ll email them today. But what am I
going to say?
Sophie: Start by thanking them for having
the opportunity of attending an interview. If
you can remember some specific things that
the interviewer mentioned, it would be good
to mention these in the letter. This will show
that you recognise the importance ol what the
interviewer said. All employers are looking for
applicants who demonstrate good listening skills
and the ability to put received information into
practice.
Silvia: So basically, I should show them that 1
really listened to what they had to say about the
job during the interview? And tell them that I
want the job?
Sophie: Yes, but try to prove that you really
understand what the job will actually involve.
Demonstrate that you clearly understand the
requirements of the job and the challenges that
the job will bring. Identifying these in your letter
will then allow you to go on to state confidently
how you will be able to do the job, and meet
these challenges.
Silvia: I really think I could do the job. I’ve
already got some ideas for some things that I
could do if I was given the post.
Sophie: That’s great, and exactly the type of
thing you should include in your letter. It will help
the interviewer to clearly see you doing the job.
Concrete practical suggestions for the job will
impress the interviewer and put you in a strong
position.
Silvia: Their website is really good, but I’ve got
an idea of how I could improve it even further.
Sophie: Excellent. But don’t tell them exactly
what your idea is. If you just tell them you’ve got
an idea, then this will get them really interested
in you and make them want to speak to you
again. Although you’ve got to be sure that your
idea is a winner...
Silvia: It is!
Sophie: Oh, and if you remember something
important that you forgot to mention during the
interview, then this is the time and place to talk
about it. It might be the crucial deciding factor in
getting you the job.
Silvia: Thanks, Sophie. As always you’ve been an
enormous help.
Sophie: Well, let me know how you get on and
then when they offer you the job we can go out
and celebrate!

Carmen: Hi, Paul. What’s up?
Paul: I’m a bit disappointed, actually. I didn’t get
that job in the bank.
Carmen: Oh no, that’s a real shame. You really
wanted it, didn't you?
Paul: Yeah. It’s so disappointing. And if I wasn't
good enough to work in this bank, perhaps I’m
not good enough to work in any bank.
Carmen: But it’s not that you're not good
enough. You got an interview, didn't you? So they
must have thought you were good enough to give
you an interview.
Paul: But I didn't get the job, did I? How do you
explain that?
Carmen: Well, they had to choose somebody,
and they must have had lots of strong candidates
at the interview. There must have been someone
there with even better experience than you,
or who performed better on the day in the
interview. Or perhaps they already knew who was
going to get the job before they started.
Paul: So why go to the bother of arranging
interviews?
Carmen: Sometimes companies do that. They
have interviews because they have procedures
from head office saying they have to do it this
way, but the interviewers already have a strong
favourite before they start.
Paul: Like the boss’s son ...
Carmen: Not necessarily, no. It could be
someone who did a student placement there
and got on well with everybody. Or someone
recommended by someone they know. It could
be someone they worked with in a previous
company.
Paul: But that’s not fair.
Carmen: No, but the world’s not always fair. You
know what they say, it’s not what you know, it’s
who you know.
Paul: So, I haven't got a chance if they just give
jobs to their friends!
Carmen: I’m not saying that’s what happens all
the time, or even very often. In the majority of
cases I’m sure the contest is genuinely open. All
I'm saying is that the fact that you were rejected
doesn’t necessarily mean there’s something
wrong with you.
Paul: Maybe, but it doesn’t make me feel much
better.
Carmen: What did they say in the rejection
letter?
Paul: Oh, the usual stuff. Thank you for coming
to the interview, blah blah blah, we regret to
inform you that your application has been
unsuccessful. If you would like any feedback on
your performance, blah blah blah ...'
Carmen: Hang on, that’s really good. It means
they can tell you what you did wrong, or what
you can improve, or why they gave the job to
someone else. You’ve got to request feedback.
Paul: No, I don't feel like it. I'm depressed
enough already. I don’t need someone listing all
the things that are wrong with me.
Carmen: Oh, come on. It’s not that bad. They’re
just normal people after all, and I’m sure they’ll
be nice and professional. They want to leave you
with a good impression. You’re still a potential
customer, don’t forget, and even a potential
employee.
Paul: How do you work that out? They rejected
me.
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Carmen: For this job, yes, but now they know
who you are and what you can do, they might
consider you for other jobs that are more suitable
for your talents. You could be the new ‘boss’s
son’, the favourite candidate for the next job.
Paul: Do you really think so?
Carmen: I have no idea. But if you don’t ask for
feedback, you’ll never know.
Paul: Okay, I'll give it a go. How should I do it?

Alex: Hello. Alex speaking.
John: Hello, Alex. It’s John Bradshaw from King’s
Theatre. I'm delighted to tell you that after careful
consideration we would like to offer you the
position of administrative assistant.
Alex: Thank you very much. That’s very good
news.
John: As we discussed during the interview,
we are happy to offer you a starting salary of
£20,000.
Alex: That’s great. I’d like to take some time to
consider your offer. Is it okay if I contact you with
a decision by tomorrow at the latest?
John: Yes. That’s absolutely fine. And if you have
any questions in the meantime, please feel free to
give me a call.

■ i 6.5
Alex: Hey Ella, guess what? King’s Theatre called
me this morning and offered me the job.
Ella: That's great. You always wanted a job at a
theatre in London.
Alex: I know. Even though I know it’s going to be
expensive, living in a big city, I’m looking forward
to moving. It’s going to be great.
Ella: So you’re sure that this is the right job for
you and you’re not just accepting the first offer
you get? You applied to a couple of theatres,
didn’t you?
Alex: Yes, I applied to a number of theatres. But
I really got on with the interviewer at King’s, and
the other members of staff that I met were really
nice. I could see myself working there. Plus the
money’s pretty good as well.
Ella: Did you negotiate?
Alex: Well, sort of. They offered me the same
starting salary I mentioned during the interview.
Ella: Doesn’t that worry you? Perhaps you could
have got more if you’d pushed for it?
Alex: Perhaps, but I’m happy with it for now, and
if I do well then I’ll be in a position to negotiate
a raise.
Ella: What about the benefits? How much holiday
will you have?
Alex: I’m not really sure, to be honest. We never
discussed it.
Ella: If I were you, I’d get that clarified before you
officially start work, as you don’t want a nasty
surprise later on. And what about your course
that you’ve enrolled on? Are you still going to be
able to do it?
Alex: Well, I mentioned the course during the
interview, and I made it clear that the skills I
would gain on the course would help me to do
the job much more effectively, so I’m pretty sure
they’ll let me do it.
Ella: And will they pay you while you do the
course?
Alex: I’m not sure.
Ella: Well, I think it’s worth contacting them and
finding out whether they’ll be willing to pay you
while you do the course. It’s not likely, but it’s
worth trying.
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Alex: You're right. I'll give them a call.
Ella: And then afterwards you should send a
formal acceptance letter as well.
Alex: Is that really necessary?
Ella: Well, if you state in writing your
understanding of the terms of employment,
this will help clear up any potential
misunderstandings before they can become a
problem.
Alex: So what would I put in it?
Ella: Okay. Get me a pen and a piece of paper
and I'll help you plan it.

Ella: Okay, so in an acceptance letter the first
thing to do is thank whoever made you the
job offer, and then make it clear that you have
decided to accept it.
Alex: Okay, got that. That’s it, isn’t it?
Ella: Oh no. You’re missing the point of writing
the letter. You should use your acceptance letter
to restate the basic terms of employment as
you understood them, including hours per week,
salary and benefits.
Alex: And this is the second part of the letter?
Ella: Yes. This letter is not a contract, but putting
in writing your understanding of the terms
of employment will help avoid any potential
misunderstandings.
Alex: I see. What’s next?
Ella: Well, then I'd repeat any instructions you
were given during the interview, such as your
starting date, working hours and so on.
Alex: What about my question about my holiday
allowance?
Ella: Yes, this is the time to request clarification
of any terms of employment that were vague in
the interview or that concerned you afterwards,
so your question about holiday leave, for
example.
Alex: And that’s it?
Ella: Not quite. You’ve got to end with some
more positives, so it’s best to express how much
you’re looking forward to starting the job. You
could even mention a couple of aspects of the
post that you think you'll particularly enjoy. And
of course, you’ve got to ensure your acceptance
letter is professional looking - check it carefully
for any grammatical mistakes, typing errors and
misspelt words. Actually, on second thoughts why
don't you send it to me first and I’ll proof read it
for you? I know what your emails are like!

Alex: Hello. This is Alex Mencken. Could you put
me through to Karl Osborne please?
Receptionist: Yes, of course. I’ll just put you on
hold for a minute, and put you through.
Karl: Hello, Alex. What can I do for you? I’m
afraid we haven’t made a decision yet. as we’re
still in the process of interviewing candidates for
the position.
Alex: Yes, I know. Actually, I’m calling as I’ve been
offered a job elsewhere, which I have accepted.
Karl: I see.
Alex: I just wanted to let you know. 1also wanted
to say that I really enjoyed meeting you. I was
very impressed by your team and the working
environment at the Cromwell.
Karl: Thank you for saying so. I would say that
we were also impressed by your interview and
I’m sorry to hear that you’ve accepted another
job. But I understand your decision. I wish you
the very best of luck.

Alex: Thank you very much.
Karl: And if things don’t work out, make sure
that you give me a ring and I’ll see if we’ve got
anything we can offer you.
Alex: That’s very kind of you. I will do.
Karl: Thanks for letting us know like this.
Alex: It’s the least I could do. Thank you for
giving me the chance to talk about possible work
at the theatre.

Receptionist: Future Designs, Charlotte
speaking.
Tomasz: Hello. My name is Tomasz Filipek. I had
an interview with your company last week, for
the graphic designer’s job. I was wondering if I
could speak to Ms Johnson?
Receptionist: Yes, of course. I'll just put you
through.
Ms Johnson: Hello, Tomasz. It’s good to hear
from you.
Tomasz: Hello, Ms Johnson. Thank you very
much for offering me the job of graphic designer.
Ms Johnson: You’re very welcome. Have you
made a decision yet?
Tomasz: Well, I really appreciate the time you
spent talking to me about the job and the
company and it’s been a very difficult decision.
However, I have decided not to accept the job.
Ms Johnson: Oh, that’s a great shame. Can I
ask why?
Tomasz: Well, I was really impressed by the work
your company does, especially your advertising
campaigns for major retailers, and know it
would’ve been a good opportunity for me. But
I’ve recently been offered another job which I feel
is more suited to my skills and interests.
Ms Johnson: I appreciate the fact that you’ve
called to let me know, although it’s a shame you
won’t be joining us. I wish you the best of luck for
the future.
Tomasz: Thank you very much and thank you
again for your time.
Ms Johnson: You’re welcome. Goodbye.
Tomasz: Goodbye.

1
Employer: What sort of salary are you looking
for, Andy?
Andy: Well, in my last job I was paid £ 18,000
and I’d be hoping to earn more than that now
considering my level of experience.
Employer: We would certainly be able to match
that, and even offer you slightly more. How does
a starting salary of £20,000 sound?
Andy: It sounds very good.
Employer: Excellent. All we need to do now is
draw up a contract.
Andy: Great.
2
Employer: What sort of salary are you looking
for, Nick?
Nick: Well, I know you are a well-established
company with a reputation for looking after
your people well, so I expect you will be offering
employment at the market rate.
Employer: Yes, that’s very true, but we have
to start somewhere, so tell me, what are you
expecting?
Nick: Perhaps you could tell me what the range
is for this position, as I might be tempted to
overprice myself if I give a figure.

Employer: Well, the range for this post is
between $42,000 and $44,000.
Nick: I see. Given that I have five years' full-time
experience in this field, and have an MA, how far
up the range would you be able to offer someone
like myself?
Employer: We were thinking in the region of
S43,000.
Nick: ... mmm ...
Employer: But in your case, considering your
specific previous employment experience we
could offer $43,000 plus a $2,000 starting
bonus.
Nick: Thank you. Could you tell me how often
pay is reviewed here?
Employer: Normally once a year. The next pay
review is due in October.
Nick: Would I be entitled to a pay review at this
point - subject, of course, to my satisfactory
performance in the position?
Employer: Yes, that's reasonable.

■■ 6.10
Grace: So, Oliver, what did you think of Andy’s
salary negotiation? He got what he was looking
for.
Oliver: That's true, but I think he was a bit lucky.
I very much doubt it would be that easy for most
people. Anyway, he doesn’t even know what he
could have got. He might have got more if he’d
played the negotiation game a little better.
Grace: What do you mean?
Oliver: He made the classic mistake of
mentioning his desired salary first before
establishing what the employer’s range for the
position was. He may be happy with the offer,
but he’s unaware that perhaps he could have
been offered a higher starting salary. He also
failed to discuss any fringe benefits.
Grace: Fringe benefits? You mean things like
holiday entitlement, health cover, mobile phone,
company car?
Oliver: Exactly. When these are added on to a
salary it can make a significant difference.
Grace: I guess you think Nick’s approach was
much more successful?
Oliver: Yes. His approach was to keep throwing
the question back to the employer, forcing him
to state a range for the position. It is a proven
fact that in almost all negotiation cases, whoever
mentions a figure first ends up with the worse
deal.
Grace: Yes, that makes a lot of sense, now you
mention it. I also really liked the way that after
the initial offer was made, Nick stayed silent,
which put pressure on the interviewer to improve
the first offer.
Oliver: Yes. It worked, but he was also lucky
here, as often the interviewer might not have the
power to make that decision.
Grace: Yeah, there’s no point trying to negotiate
if you’re not talking to the person who makes
the decisions. Another thing I liked about Nicks
tactics was that before agreeing to the offer he
established when his pay will be reviewed. This
opens the door to future increases.
Oliver: Yes, indeed. He agreed to the offer at this
point. But do you think he could have got even
more?
Grace: If he was extremely confident of his
position, and the employer’s desire to employ
him, he could have continued the negotiation
by saying something like, ‘I am very keen to join
your company. However, I was expecting a larger
salary’, although that’s a pretty risky strategy.

You’ve got to remember that once you have
agreed to an offer, you won’t be able to attempt
to improve it.
Oliver: Yeah. You’ve really got to be sure they
want you badly to try that. Have you got any
other negotiation tips?
Grace: The main piece of advice I'd give is to go
into the negotiation knowing the market rate for
the job, and the range the employer has for the
position. You’ve got to do your research into the
company and know what you’ve got to offer.
Oliver: Although I would say that when a salary
range is given in a job advert, unless you can
prove to the interviewer that you have extensive
knowledge of the job and the organisation, you
would probably be offered the post at the lower
end of the scale.
Grace: That's true, but as long as you’re
negotiating from a position of power, when you
know they really want you, and you’re talking to
the decision makers, you’ve got a real chance.
Oliver: Yes, you certainly can’t negotiate when
you’re still one of many candidates, even if you
have been short-listed. Only once you are the
final candidate, the one they want to hire, should
you start any negotiations.
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ANSWER KEY
Student. A’s role play cards for Exercise 7g on
page 8.5:

Unit 1
la
1c
7 h

.............................

Student A:
Employer

Possible Actual
score
score
I S' I S

ESESH BM EH H

. •.

Salary €27,500 pa

250

For every €500 more

-30

I f
20 days' holiday

: /r

.

',

,

l l i

m

u

50

For every day more

-20

For every day less

H

,

30

H

■

n

Company car

-50

Mobile phone

-5

Pay review in six
months

-30

Total points:
i

Student A:
Candidate

Salary €22,000 pa
For every €500 more

Possible Actual
score
score

200

50

For every €500 less

-50

28 days' holiday

100

For every day more
For every day less

20

-50

Benefits: /£■
Company car

50

Mobile phone

10

Pay review in six
months

Total points:

10

3d

4 f

5 b

6 a

Suggested answer
8 7 6 1/2 5 4

50

For every €500 less

K 1 9 H

.

2 g
8 e

g {Customer service assistant, Packaging
Palace)
c. (recent psychology graduate); g (BSc (Hons)
Psychology (2.1)); h (recent psychology
graduate)
5 a (c/rca £25/* pa)
4 e (a bit moody / not very well-organised I
make decisions without thinking); f (/ didn't
use to be very well-organised]
d (and calculated ... you could justify
charges o f ...); e (good at maths)-, g (Liaised
with management on pricing strategy)
c (as advertised in The Guardian); h (an
advert in The Guardian)
7 e (doing research on the net)
8 a (an ability to work well in a team); d (make
a very useful contribution to your team); e
(work well with people)
9 b (It all looks very impressive); c. (o
successful international firm)] d (Everyone
in your office was friendly and made me feel
very welcome ... your strong reputation for
quality)-, h (your excellent reputation)
10 d (/ checked your prices)

d
Teresa meets the advertised criteria: she has a
degree and related professional experience in
sales and marketing. The extract from her letter
demonstrates a clear, confident and professional
approach, which helped her get an interview.
Her chances of getting the job appear strong,
but this will depend on her ability to emphasise
her teamworking skills and play down her weak
organisational skills during her interview.

2a
1 Sophie suggests Silvia works out what she
wants to do by thinking about what she likes
doing and what she’s interested in.
2 She thinks about something she’s done that
was successful, and then tries to identify the
skills she used.
5 No, she says that Silvia shouldn’t take them
too seriously.
4 A successful job search is not just about
finding a job that you would be good at, but
about finding a job that you will love doing.
b to
h at
2

3
4

c at
i to

d to
j at

e in

f in

2 c

Achievements
Languages
Experience

5
6

Personal
characteristics
Knowledge

1
2

4
5

To start looking for a new job
Because his company is too small to give him
the experience he wants
Coming up with new ideas and suggesting
alternative solutions
To speak Mandarin
He is taking Mandarin lessons and listening
to podcasts.

3 e

5 b

4 d

6 a

f
2
3
4

5
6

indecisive
inflexible
disorganised

unpersuasive
unreliable

4a
2
3
4

read; completed (obtained)
graduated; hold; completed (obtained)
graduating; awarded; read

b
3
4

1 from; with; in
2 in; with; from

in; from; in
at

5b
2d

3 a

4 g

5 e

6 h

/ c

8

c
Suggested answers
1 flexibility: I am willing to investigate options
in depth, even when they are the ideas of
others. I am able to adapt to and work with a
variety of situations, individuals and groups.
I am able to think on my feet. I am willing to
try different approaches.
leadership skills: I am good at leading,
encouraging, inspiring and supporting others
to develop confidence and help them to
realise their full potential. I delegate routine
elements of more complex tasks at work
and encourage others to do the same. I am
approachable at work.
organisational skills: I am always on time at
work, attending meetings, and when I cannot
make it, I always let somebody know in
advance. I can plan ahead and am excellent
at meeting deadlines,
teamworking skills: I cooperate to meet
shared goals even at the expense of my own
personal preferences. I listen carefully to
the concerns and opinions of others. I enjoy
collaborating on projects.

e

1
2

g in

C

Answer key

e

3a

b

96

flexible: I’m very adaptable. I don’t mind working
late or a t weekends, and I'll have a go at
anything ...
creative: I ’m also good a t coming up with new
ideas and suggesting alternative solutions; you
used to stick notes with new ideas everywhere
disorganised: Your desk was such a mess and
you never knew where anything was.

When she was working in Africa
She worked for an NGO (non-governmental
organisation) as part of a large team of
people, educating local people about the
importance of reforestation.
She was the communications officer of the
student union.

f

1

2

9
1
2
3

planning
worked; given

3
4

talked; convinced
dealing; understood

organisational skills
flexibility / teamworking skills
negotiation/communication skills
communication/organisational skills

5
1
2
3
4
5
6
7
8

b analyse c conduct
a invent
b suggest
c solve
a write
b explain c give
a resolve
b listen
c work
a chair
b motivate c delegate
a meet
b decide c implement
a discuss
b contribute
c support
a change
b negotiate
c convince

2
3
4
5

the Internet
networking
job agencies / headhunters
newspapers and magazines
cold calling / mailing

3

5

7b
Eryk’s technique is more successful

c
1 b
d
b 5

2a
c 3; 4

3e

4 d

d 2; 4

5c
c 1

8a
Suggested answers
1 The main details of the job; clear instructions
for responding; the deadline for submission
of applications (often called the closing
date); the name and title of the person to
whom enquiries can be made if you wish to
have a preliminary discussion about the role
and your qualifications before submitting
the written application; the name, title
and address of the person or business
unit to whom the response should be sent
- this is often a different person from the
one who is responsible for the actual job;
whether applications are to be submitted
electronically or mailed; whether a detailed
job description is available; whether there
are key selection criteria (the standards
or requirements you must meet to be
considered for the role); what qualifications, if
any, are required; whether a website address
is provided for more information about the
company
2 An advertisement that gives a sense of what
the organisation is like

b
2
3
4
5
6
7
8

2

4

6b
1

1

curriculum vitae
experience
agency
on-target earnings
per annum
per week
point of sale

9
1
2
3
4
5

Media assistant [We are looking for a ...
graduate) The trainee finance recruitment
consultant can be a graduate or o f graduate
calibre.
Trainee finance recruitment consultant [no
two days are the same)
Trainee finance recruitment consultant
[£ 30 -£3 5K )
Email your CV and cover letter to
colm(&MediaX.com by M ay 2 3 rfi.
You will be contacted by them [only
successful candidates will be contacted]
circa (sometimes abbreviated as c. or ca)
Closing date
K
Quote Ref
pro rata

1 Trainee finance recruitment consultant:
multi-tasker / target driven / articulate /
determined / interpersonal skills / negotiation
skills
Media assistant: organisational skills / proof
reading / editing / IT skills / communication
skills / language skills
2 Trainee finance recruitment consultant
•

l
proficiency in = very experienced
excellent command of = very good knowledge of
working knowledge of = basic understanding of

k
2

X is necessary; the successful candidate will
be; X is vital; you must be; you will have
X would be desirable; ideally you will have; X
would be a plus; X is preferred; X would be
advantageous; X would be welcome

I
Trainee finance recruitment consultant: You will
have; You must be
Media assistant: essential; would be a plus;
would be advantageous
m
1 resourceful
2 fluent
3 adaptable

4
5

d
Almost all employers want employees who will
fit in with the rest of the team {team player),
will help the company make money (;resultsfocused], can think intelligently and come up
with new ideas [dynamic), can meet deadlines
under pressure (good organisational skills) and
are willing to work longer hours when necessary
[flexible).

e
1 team player
2 results-focused
3 dynamic

4 flexible
5 good organisational skills

1
2

Conventional chronological CV and skillsbased CV
A chronological CV lists your academic
achievements and work experience in
chronological order. A skills-based CV lists
your key transferable skills relevant to the
job and provides evidence of these skills.

2 Contact 3 Personal statement 4 Education
5 Work experience 6 interests 7 skills
8 References 9 Your name 10 Contact details
11 Personal statement 12 skills
13 Work experience 14 Education 15 Interests
16 Referees
The first CV on page 20 is a chronological CV.
The second CV on page 21 is a skills-based CV.

e
2
3
4
5
6

n
You would need to be an excellent communicator
with fluent English language skills, resourceful,
adaptable, with good research skills, able to
use a computer well, able to deal with numbers,
with a relevant degree and experience in or
knowledge of sustainability issues.

Developed
7 Held
Persuaded
8 Researched
Represented
9 Achieved
Completed
10 Coordinated (Organised)
Organised (Coordinated)

f
1
2
5
4
9
1

computer literate
numerate

c
1 EXP
2 PA
3 AGY
4 POS
5 OTE (if a salespersonhits the
targets
specified for them, they will be guaranteed
that amount of money)

b

c

h

1

6

There is no limit to the number of sections
in a CV, although all CVs should cover
professional experience, educational
qualifications and skills. The only rule to
remember is that the sections within your CV
should all be strictly relevant to the position
you are applying for.
There is no one correct way to structure
your CV, although the two most common
approaches are the conventional
chronological CV and the skills based CV.

Communication and teamwork
Energy and motivation
Adaptability and resourcefulness
Research and computer skills
Both career changers and recent graduates
may not have much relevant professional
experience, so they may prefer to use a skillsbased CV, where capability is emphasised
over experience.

2a
Suggested answers
Sending the same CV for all the jobs they
apply to; making spelling mistakes; including
information that is not relevant; providing too
much information so that the CV is too long
(more than two pages); using a bad layout or
design; including lies

c

■ Unit 2

1

curriculum vitae
resume / resume
The main purpose of a CV is to persuade a
potential employer that you have the right
skills, experience, education and personality
for the job.
A successful CV is the product of careful
thought and planning. It needs to stand
out from potentially hundreds of competing
applicants. In order to do this a CV must be
planned and written specifically for the job
you are applying for, clearly expressing how
you meet the requirements for the job. A
successful CV must be concise, honest and
error-free.

2

la
1
2
3

3

4
d
1

receive; correspondence; liaise; practice / to
practise; advice / to advise
Employers don't have much time and a
concise CV can demonstrate your ability to
edit effectively.
Your CV is a legal contract and you could lose
your job if found out. You’ll be more confident
in the interview if your CV is accurate.
No, you should adapt your CV for each job
you apply for.
prevous previous; rcsponsobfe responsible;
doolling dealing; corrcspondante
correspondence; massages messages;
arrangemg arranging; apointments
appointments

Answer key

97

2

te rn from; benefits benefits; oxpenanee
experience; off of; sitti n g studying; abraod
abroad; practice practise; fonegf) foreign;
develope develop; strcnght-s strengths
asoiGtcnt assistant; personal personnel;
achelvement achievement; lead led; witch
which; improveing improving; startegte
strategic; buisnesG business; planing planning

3

3a
1

2

3
4

5

Geography graduate; Currently completing
M aster’s in Development Studies with
specific focus on sustainability.
Well-organised, highly motivated: Self
motivated, resourceful and able to motivate
others, with excellent communication and
interpersonal skills.
communications strategy adviser
with recent professional experience
developing communication strategy for
positive change
Geography graduate with recent professional
experience developing communication
strategy for positive change.

b
b

Well-organised, highly motivated
communications strategy adviser.
Geography graduate with recent professional
experience developing communication
strategy fo r positive change.
Fluent spoken and written English.
Currently completing M aster’s in
Development Studies with specific focus on
sustainability.

c

d
e

c
1 well-organised; confidently and effectively
2 full-time professional; Proven ability;
experience in

d
1

2

The first is shorter and less factual than
Silvia's. The language is strong and positive,
but is mostly descriptive. The second
is similar to Silvia’s in length and style.
Character descriptions are supported with
evidence.
The first statement answers questions a
and d, but does riot support the character
descriptions with evidence. The four
sentences of the second statement mainly
answer questions b. d, d again and b again.

e
With its stronger focus on professional skills
and experience, the second statement is more
suitable for this post, which requires previous
experience.
9
Adjective 1: enthusiastic; professional. Other
suggestions: dedicated, innovative, reliable,
organised, ambitious, dynamic, flexible
Sort of person: motivator; team leader. Other
suggestions: purchasing executive, brand
manager, IT specialist, presenter and trainer,
team player
Adjective 2: broad: consistently high. Other
suggestions: first-class, numerous, wide-ranging,
thorough, specialist, high-quality
Experience/skills: ability to; interest in. Other
suggestions: background in, understanding of,
reputation for, people-management skills

4b
Note that the three categories are intended
only to generate ideas; some section titles may
belong to more than one category.

98

Answer key

Suggested answers
Personal strengths and competencies: these
include anything that tells employers what sort
of person you are (e.g. Flexibility, Initiative,
Focus on results, Teamworking, Cross-functional
working, Organisational skills)
Areas of professional experience: what sorts of
jobs you have done (e.g. Accounting, Electronic
engineering) and what objective evidence you can
provide of your professional achievements (e.g.
an architect might list Professional awards or
M ajor buildings designed)
Business skills: what you have learnt through
your work (e.g. Negotiation skills. Project
management, Communication skills)

5b
2
3
4

creativity
analysis
writing

5 research
6 teamwork

e
Adjectives and adverbs

f
1
2
3
4
5

successful
successfully
successful
fully; international
wide

6
7
8
9
10

successful; entire
top
in-depth
substantial
excellent

6b
lb

2 a

e
She used: achieved; coordinated; developed;
established; improved; led; organised;
persuaded; planned; represented; researched
She used these other verbs: completed; held;
liaised; managed; maintained; provided; worked

f
Suggested answers
2 Successfully completed a financial
management course.
3 Translated the company website into three
different languages.
4 Identified a problem with the company’s
database system and recommended an
alternative solution.
5 Designed and implemented a new customer
feedback system, leading to a 20% increase
in customer satisfaction levels.
9
Suggested answers
2 Represented front-office staff on ICT Strategy
Implementation Team.
3 Formulated training plan.
4 Supervised office budget.
5 Researched and evaluated new suppliers.
6 Presented client feedback questionnaire.
/ Investigated waste reduction.
8 Led design team.

h
1 Answering the phone; filling in forms; taking
minutes
2 Dealing with customers; representing the
company; listening and writing intelligently;
producing company documents
3 Nanny; waitress; cleaner
4 They demonstrate her language skills, and
that she's responsible, flexible and hard
working.

l
Professional experience
2007PA to Managing Director (London)
present • Schedule MD’s meetings
• Represent MD and company with
official visitors and on telephone
• Take minutes at board meetings and
write professional official company
reports
2007
Nanny (New York)
• Supervised two English-speaking
children (aged 4 and 6)
• Planned and organised inspiring and
educational daily activities
2006
Waitress (Madrid)
• Developed excellent customerservice skills in Spanish
2006
Chambermaid (Madrid)
• Maintained hotel rooms at five-star
levels of professional presentation
• Demonstrated flexibility and
dedication while developing Spanish
language skills

7a
See article in unit

b
1
2
3
4
5

Because their education experience is more
relevant
in skeletal form
If they were your highest educational
qualification or they were particularly good
Most recent first [in reverse chronological
order)
Add an additional relevant section on IT skills

c
1 PhD
2 Master's degree
3 Bachelor’s degree

'4

A-levels
5 GCSEs

f
1

3

Because the title of their degree is not clear
enough to explain what the course actually
involved. Employers need to know what you
actually studied, and not just the name of
your degree.
The writer has included details of a work
placement, an exchange year and a major
piece of research (dissertation).

h
Geography graduate with recent professional
experience o f developing communication
strategy for positive change.
Currently completing Master's in Development
Studies with specific focus on sustainability.
I researched top international universities for my
degree course.
1 am currently completing in-depth research
on reforestation techniques for the African
subcontinent for my Master's degree
dissertation.
Research for my dissertation includes substantial
use o f the Internet and professional journals, and
interviewing experts in the field.
8a
2 Employers want to know more than just your
qualifications and work experience; they want
to know what type of person you are, and
whether you are going to fit in.

b
1 The V in CV stands for vitae, which is Latin
for life'. This is relevant as the interests
section is about your life and personality.
2 Because it didn't give details of his
achievements as captain
3 It shows that you can fit into different
environments easily.

4
5

Her ability to learn new languages quickly
and that she is a member of an orchestra
Running the London Marathon and raising
£1900 for charity

1 leadership skills
2 determination; self-motivation
3 intercultural awareness; language skills
4 analytical skills; intelligence
5 creativity; resourcefulness

9

Suggested answers
2 Keen mountain climber: Recently completed
a five-day expedition in the French Alps.
Currently attending a mountain leadership
course.
3 Passionate photographer: Currently
attending evening classes to develop my
photography skills. Excellent working
knowledge of Photoshop software. Designed
a website to display my best photographs.
4 University Social Coordinator: Active member
of the student committee. Organised more
than ten musical and cultural events.
Responsibilities included booking acts to
perform and organising the tickets sales.
See advice in Exercise 9b

b
b 5

c 7

d 6

e 3

f 4

1 B
2 C
3 0
1 Friends can’t comment on your
professional performance. 2 Employers only
contact referees to confirm the facts on a CV.
3 It takes up valuable space, and employers
are unlikely to contact referees at the early
stages of the process.
References available on request

■ Unit 3

1 Paragraph 2
2 Paragraph 5
3 Paragraph 3

See advice in audioscript 3.3 on page 87

d
Order: 3 2 1
Advice given: specifically mention the position
you are applying for and how you found out
about it; don’t copy phrases from the company
website - reformulate them into your own words;
focus on the skills and experience you have
that make you the right person for the job; be
confident in your cover letter but don’t make
claims that are difficult to support

3a
1

3
cover letter
complement
persuade
position
employer

7
8
9
10

well-focused
interview
business
introduction

1 Three years
2 She feels her career prospects are limited at
Green Pharmaceuticals.

5

6

Paragraph 1
Paragraph 4

c

✓ (remember riot to be too informal as you
want to sound as professional as possible)
X [every cover letter should be written
specifically for the position you're applying
for)
✓ (You should show that you've read about
the company, done some research)
✓ [you should concentrate on demonstrating
the skills that are required tor the post, what
you can offer the company)
X [If a company wants to see any documents
like that, they'll ask for them later)

h
1 Economics
2 Costcutter
3 She sings in and manages a jazz band, and is
learning Italian.

The main body is the longest section. This
may be a single powerful paragraph or two or
three shorter paragraphs. Ideally your cover
letter should be no longer than a single side
of A4 paper.
Recruitment experts suggest identifying three
to four specific skills and/or experiences you
have that meet the requirements for the
position.
Every job you apply for will require a different
cover letter as you need to demonstrate how
your skills and experience match the specific
requirements for each position.

b
2

e

4

12

1b
2a
3c
4 a
5a
All of these approaches could potentially lead to
successful employment. However, your chances
of employment are strongest following a personal
recommendation. Replying to an advertisement
is more likely to lead to a job than applying ‘cold'.

letter of application

3

7 j

b

See article in unit

c

f
2

4
5

6

1 enquire
2 response; enclosed
3 recommended; requirements
4 advertised; qualified
5 application; consideration

2

b
2
3
4
5
6

5 g
11 e

2a

la
1

4 k
10 d

Suggested answers
2 Within my role as
I am responsible for
We often have to work unsociable hours
under difficult conditions; I ensure that team
morale is maintained by ...
3 I implemented a new
I believe I can
apply the skills obtained from my previous
employment to this position
4 Working in ... helped me to learn the
importance o f ...; During ... I suggested ...;
These changes led to a significant increase
in ...
5 I have a strong history o f ...; I regularly
seek feedback on my performance from my
superiors and colleagues to identify areas I
need to improve in.

4a
1 You will highlight different skills and
experience in response to the particular
skills and experience relevant for the position
applied for.
2 By reading the advertisement carefully and
using your knowledge and research of the
company and the position
3 No

e

9a

3

3c
9 b

j

c

d
1
2

1
2 1
8h

3

4

5

flexibility (We often have to work
unsociable hours under difficult conditions);
interpersonal skills (/ ensure th at team
morale is maintained by regularly counselling
team members to check they are coping with
the demands o f the job)
customer service skills (/ learned that
customer service is the key to success in the
service industry); initiative (/ implemented
a new way fo r customer feedback to be
recorded]
customer service skills [Working in the shop
helped me to learn the importance o f dealing
with customers in a friendly and efficient
way); entrepreneurial skills [During this
month I suggested changing the layout of
some of the g ift displays)
leadership skills (/ have a strong history
o f staff management)-, self-awareness (/
regularly seek feedback on my performance
from my superiors and colleagues to identify
areas I need to improve in)

1 Public Relations Officer
2 Press Officer for the Swedish Ministry of
Industry
3 Political Science
4 Hanna has gained professional experience
as a Press Officer for the Swedish Ministry
of Industry and also at the Swedish Embassy
in Warsaw. Through these experiences she
has developed the following skills: teamwork,
organisational skills, drafting skills, project
management skills and linguistic skills. She
has also gained a substantial amount of
political and diplomatic knowledge, which is
relevant for her application to the Australian
Embassy.

c
2 g
7 e

3 a
8 c

4 d

5 f

6 h

Skills: organisational skills, report-writing skills,
summarising skills, teamwork, resourcefulness
(ability to work independently), timemanagcmerit skills
Experience: public relations arid media-related
fields; knowledge of the Swedish government,
economy, business and EU processes

e
2 a/b/h

3 f

4 d/g

5 b/c

6 e

f
Suggested answers
I am writing in response to your advertisement
for the position o f ...; I am currently working as
a(n) ... fo r...; Previous experience a t ... gave
me an opportunity to ...; During my time there I
learnt to ...; I am very suited to ... and feel this
move would be a logical career step; The role of
... would allow me to develop my existing skills
2
3
4
5
6

During my time
As part of my; where I gained
During my period of employment at; having
In the course of my current job; As a result
Since I work with

5a
1 T

2 F

3 T

4 T

Answer key

99

b
Jane and Hanna both followed the true advice in
Exercise 5a.

c
The American approach (1 and 3) is much more
direct and assertive than the British approach
(2 and 4). When applying for jobs in America,
or to an American company, it is common for
applicants to promote themselves strongly
and practically assume that an interview is
guaranteed. In America it is common to follow
up your application with a phone call. In Britain
the language used is different and less direct.
When applying to a British company it would
be inappropriate to assume that an interview
is automatic, and it’s best to finish the letter
by thanking the reader for their time and
consideration.

d
1

Extracts 2 and 4

e
See advice in audioscript 3.4 on page 87

f
Advice given: use a professional and appropriate
tone: formal, friendly and polite; do not make
unsupported claims, or claims that will be
difficult to support if you are invited to an
interview; thank the company for their time and
consideration

6a
2
3
4
5
6
7
8
9

additional
want
require
talk about
contact
about
ensure
give

10
11
12
13
14
15
16

tell
employer
more
looking
request
employment
show

b
2 searching; employment
3 discuss; greater/further
4 provide; with
5 require; further (we do not say greater
information); regarding; contact
Should is a more formal equivalent of if. It is
common in cover letters. Like all modal verbs,
should is followed by infinitive without to (If
mg application is successful = Should my
application be successful).

7b
2c
9k

d
Suggested answer
I am writing to apply for the position of secretary,
which is advertised on your website. I am
currently employed as a secretary at Gordon’s
Financial Services in Barcelona, a position I have
held for three years. I am searching for new
employment in Italy, as my husband has recently
been asked by his company to move to Milan.
I understand that Carnali Carretta is one of the
leading financial service providers in Italy.
Six years’ international experience in the area of
financial services has helped me to develop the

100

Answer key

3d
10 o

4 g 5 h
11 n 12 i

6j
13 f

7m
14 e

81
15a

b

■ ■ Unit 4

2 a; C

2b
Ways of creating a positive first impression
include: arriving on time; dressing appropriately
for the interview; smiling; acting in a confident,
relaxed way. Demonstrate that you have done
some research into the company, know what you
are talking about, and speak using clear, concise,
positive language.
1 do
4 do
2 do
5 do
3 don’t
6 don’t
She also suggests: taking an umbrella; taking a
contact number in case you are delayed; wearing
smart, formal clothes; tying back long hair;
checking your social networking pages for any
potentially ‘damaging’ content and to ensure that
they make you come across as a professional
person.

3a
1
2
3

He was in a meeting.
A company brochure
That two other candidates are being
interviewed
4 By paying a compliment about the office
5 Transport and the weather
6 By saying that he has heard positive things
about the company (You were highly
recommended)

b
1

2

3

3 e; A

4 c; D

5 d; B

5a
1 See Appendix 2 on page 110 for a list of
commonly-asked questions

b
2c
8c

3c
9a

4a
5b
6b
10 a & c 11 b 1 2 a

7 a

c

d

c
Suggested answers
2 to enquire whether you currently have any
vacancies
5 the position of financial administrator
4 meet the requirements for the advertised
position
5 recommended that I contact you regarding
6 I attach
7 Should you require any further information
concerning
8 I would like to thank you in advance

movements (although moderate hand
movements are perfectly acceptable and can
enliven the conversation); keep your arms
open and resting on your lap; maintain good
eye contact with the interviewer who asked
you the question, but glance from time to
time at the other interviewers (this can also
help you judge the interviewer’s reaction to
what you are saying); try not to talk too fast
and keep your tone moderate; take a deep
breath before you start to answer a question
and try to keep your answers concise

knowledge and skills that a market leader such
as Carnali Carretta requires.
If you would like to meet to discuss how my skills
and experience can benefit your company in the
future, I would welcome the opportunity to come
in and meet you.
Yours sincerely,
Jane Nuttall

It is vitally important to be professional and
polite to everybody you meet during an
interview. The receptionist may also be asked
his or her opinion of the candidate.
She asks how many other applicants are
being interviewed for the position. Knowing
how many other candidates she is competing
against will help Silvia get a better idea of
her chances of success.
It is usually positive to mention people you
know who currently work for the company.
Obviously, it is important that you are
confident this person will speak highly of you
and also that they are respected within the
company.

c
2b

3 h

4 f

5 d

6a

7c

Be

e
2 e; R
7 f; B

3 d; B
8 i; R

4 b; R
9 h; B

5 g; B
10 a; R

6 j; B

4a
1 Slouching or leaning back in the chair; giving
the impression that you are too casual about
the job; flapping your hands around a lot
when you speak; folding your arms, making
you appear defensive; staring at the floor or
focusing too much on one interviewer in a
panel; talking too fast, slow, etc.
2 Sit reasonably upright to create a more
positive professional impression; hold
your hands together to avoid unnecessary

Suggested answers
a What kinds of things do you worry about?
Would you say you’re an ambitious person?
b What do you think of our product range?
Do you think this is the sort of company
you’d like to work for?
c How much autonomy to make decisions did
you have in your last position?
How good is your written English?

e
1
2

Question 12
Question 7

3

Question 10

f
Extract 1 would be better if it were more concise,
clear and explicit. The candidate also makes
negative comments (being stuck in a boring jo b ;
I wouldn't want to get stressed), which should be
avoided.
Extract 2 would be better if it was a little more
balanced - it is too positive. Also, the candidate
makes some very big claims without providing
any evidence in support of them.
Extract 3 would be better if it were better
structured. At the moment it is badly organised
and confusing.
9
2e
5 d 4 b
5a
Extract 1: not clear and explicit
Extract 2: not truthful
Extract 3: not concise

h
See audioscript 4.5 on page 89
i
The candidate’s improved response is wellstructured, concise and positive. She welcomes
responsibility (which will make me proud o f the
work I do), and explains how she will avoid stress
(/'// make sure I only take on what I can manage).
She uses will instead of would throughout her
response, which conveys a positive and optimistic
attitude.
•

J

See audioscript 4.6 on page 89

6b
Suggested answers
1 Alejandro could improve his answer by:
speaking for longer and providing a fuller
response; not simply repeating details from
his CV; using the question as an opportunity
to demonstrate his skills and experience
relevant to the position he is being
interviewed for.

Alejandro could improve his answer by:
providing more detail about what he has
learnt, rather than just listing the modules
of his course; relating his answer to the
requirements of the position; providing
concrete examples of transferable skills he
developed at university.
Alejandro could improve his answer by:
keeping his answer brief and well-structured;
only mentioning common professional
concerns, which have either been addressed
or would not affect his ability to do the job.
Alejandro could improve his answer by:
providing a much fuller response; talking
about his career plans which include his
prospective employer.

d
1 Alejandro uses this question as an
opportunity to demonstrate the skills
and experience relevant for the post he is
applying for. He demonstrates high levels
of motivation and achievement (/ p u t a
lot o f effort into everything I do-, our team
managed to reach the regional final) as well
as organisational and communication skills
(/ had to organise matches and motivate the
players).
He uses this question to highlight
transferable skills relevant for the job
which he has obtained through his time at
university [there were many elements o f the
degree that could be applied to the business
world; This helped me to develop my
prioritising skills and ability to work to tight
deadlines.)
Alejandro admits to worrying about meeting
deadlines. However, as long as he can
demonstrate that he is able to meet them,
then this response is likely to be seen as a
strength rather than as a weakness. He also
uses this potentially difficult question to
highlight how he has overcome a problem.
He emphasises his desire to work for the
company [Tm very keen to get a job with
a company such as yours), whilst also
reminding the interviewer of the reasons
why he is a strong candidate (my degree and
professional experience; I am a dedicated
worker).
2
3
4
5
6
7

8
9
10
11
12

motivate
communicate
leading
applied
develop
work

meeting
getting
get
make
gain

d 2

e l

fA

g3

h 4

d
Lidia follows the recruitment consultants’ advice
and is the stronger candidate.
2
3
4

research
reputation
recently

4
5

b
2
3
A
5

6
7

look at your website
attracted me to
well-established reputation
dynamic place to work
It's clear from
from everything I’ve learnt

enjoyable
first-class

A
5

1

2

5
6
7

regularly
keen
spent

2
3
4
5
6
7
8

Employers are looking for evidence that you
have the specific competencies required
for the position, e.g. communication skills,
leadership qualities, flexibility.
Brief stories will provide evidence of how you
acted in real situations in the past, which will
help you demonstrate the competencies the
employer is looking for.
They are very common.

1

2
Good customer service skills
She was studying at university in Turin.
She managed the volleyball team’s finances
and has professional experience as a sales
assistant.
Her knowledge of three languages
demonstrates that she is multilingual,
but this alone does not demonstrate her
communication skills.
dealing with customers
fluently
managing people
captain of the volleyball team
highly effective communicator
well under pressure
delegate effectively

years ago
ever since
Following
That’s really when
also when
For example
When 1was at

9

9
10
11
12
13
14
15

So
For my dissertation
So to sum up
for three reasons
Firstly
Secondly
finally

Suggested answers
I understand the issues you deal with (and
am passionate about them): I started getting
interested in ...; I started learning a b o u t...; I
was responsible for (dealing with) ...; I know
you're [also] looking for someone who's good
a t ...; For my ... Tm researching ...; I think Tm
suitable for the position a t ... for three reasons.

Target

Action

Result

h

b
2
3
4
5
6
7
8

Speaker 3: Q2

e

fulfilling
fantastic

9a
1
2
3

Speaker 1 :QI
Speaker 2: Q4

Situation

Suggested answers
Futerra came out on top; ju s t what Tm looking
tor, This impressed me a lo t; a well-established
reputation: very attractive and professional,
really excellent, an exciting, dynamic place to
work.
More examples of positive language: I really
like the way you ... i The best thing about your
company is ... / A really nice combination o f ...
/ What struck me was ... / wonderful / amazing
/ professional / perfect / impressive / attractive /
progressive / user-friendly
2
3

lb

3

f

7c
c. 3

1

She researched the market and Futerra in
depth.
The fact that they work with a range of clients
in a variety of sectors
Her communications skills and experience in
developing communication strategies
That it was very attractive and professional
A small organisation

Silvia highlights her communication skills,
teamworking skills and research skills.

Suggested answers
As ... it was essential that I was able to do ...
effectively; This helped me to develop my ...
skills and ability to do ...; Tm very keen to get a
job with a company such as yours where I can ...
b 2

■ ■ Unit 5

8a

S: The problem was, it was a t exactly the
same time as my exam session.
T: I had to choose between studying for my
exams and getting involved in the case.
A 1: I spoke to my professor at university to
explain the situation,
A2: In the end I had to p ut my studies first.
R 1: When I explained this to my employer;
they were actually very supportive, and when
they saw how disappointed I was a t missing
the opportunity, they made sure I got more
involved in the next big case that came up.
R2: And because Td had a chance to study
properly, I passed my exams with a very
good grade.
S: M y role, although crucial, was a b it less
glamorous, designing the electronics to
actually make it work.
T: I wanted to be a b it more creative.
A: I started playing around with extra
features ...
R 1: The other guys in the team really
liked my ideas, so they adapted their
designs slightly to take advantage of my
modifications.
R2: In the end we won the competition,
and the judges specifically mentioned my
extra features as an im portant factor in our
success. And, o f course, I learnt a lot o f new
skills in the process.
S: M y boss told me to phone and tell him we
were going to stop supplying him with goods,
and to threaten legal action.
T: I wanted to be a bit more delicate because
Td built up quite a good relationship with the
customer over the time Td worked there.
A 1: So I called him to find out if everything
was okay.
A 2 :1 agreed to give him another month
to repay, and we continued supplying him
during that time.
R: So we actually ended up getting paid
within a week, and from then on he was a
perfect customer, and recommended us to
plenty of other new customers.

•

l
1
2
3

worked out
turned out
ended up

2a
1
2

Hong Kong
City University in Hong Kong and Manchester
Metropolitan University

Correct order: 4 13 5 2

Answer key
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1
2
3

The University of Rotterdam
He spent a year there after volunteering to
take part in an exchange programme.
At a bank, doing market research

c
Vicky has provided a standard response to this
question. It’s not a terrible answer but it’s a
wasted opportunity. She has simply repeated
details that are on her CV, which the interviewers
clearly stated they had read. During interviews
try not to repeat information straight from
your CV. Pieter has taken full advantage of the
question, telling the interviewer short stories
based on the skills and experience he gained
during his time at university in The Netherlands
and Russia. He has used the question as
an opportunity to demonstrate his relevant
competencies.

d
Pieter demonstrates or suggests the following
competencies: organisational skills [it really
taucjht me how to be independent, and of
course how to manage conflicting priorities and
deadlines); teamworking [active membership of
several sports teams); interpersonal skills (made
friends with people from all over the world);
customer service skills (/ helped set up a focus
group and analyse the results)

f
1
2
3

9
1

They didn’t have enough contacts in China.
She organised a pharmaceutical conference
in Beijing.
The conference was a success and led to
closer professional relationships between
Green Pharmaceuticals and key contacts in
China.
S: Green Pharmaceuticals felt they didn’t
have enough contacts in China.
T: We needed to improve things .. . t o
increase our number o f contacts ...
A: I decided to organise a pharmaceutical
conference in Beijing.
R: In the end my hard work resulted in a
successful conference, with our employees
meeting and talking to the right people.

1
2
3
4
5
6
7
8
9
10

at the time ...
we needed to
I decided to ..
in the end ...

•

1
Situation: probably the best example is ...; there
was one time when
the problem
was ...
Target:
I wanted to be a bit more ...
Action:
so I ...; I agreed to ...
Result:
we actually ended up ...; So it all
worked out in the end

n
This sentence is very visual arid also humorous.
It is easy to picture the conference participants
happily networking, with Vicky desperately trying
to persuade them to finish their coffee and cakes
and go back into the main room for the opening
speech. Also, by using did arrive rather than
arrived she draws attention to the fact, that in
spite of all the problems he actually arrived. She
also uses adverbs (finally, actually) to emphasise
a pleasant surprise after a long and nervous
wait.
0
1

2

3

4

2

3

My boss wasn’t convinced that it was worth
investing in India. However, my research
managed to prove that in fact / actually / as a
matter of fact it was.
As a result of my actions, what could have
been a disaster in fact / actually turned out
to be a big success.
My work had really helped, and I thought
that I would be invited to join the marketing
team permanently, but in fact / as a matter of
fact I was actually invited to lead the team!
I believed my suggestions would lead to
bigger profits. What I didn’t expect was that
in fact / as a matter of fact profits at the
company would actually grow by nearly 20%!

3
4
5
d
1

2

9
Candidate 1

4a
She softens the negative (/ used to procrastinate)
in this sentence by adding sometimes and a little
and therefore reduces the negative impact of the
information.

b
Softening: sometimes; a little; There were times
when; perhaps
Emphasising: strict; all; well; really; much; a t the
same time
1 very
2 very
3 very

A guest speaker for a conference Vicky was
organising had his flight cancelled.
She booked another flight for the speaker.
She explained the situation to the delegates
and invited them to have coffee and cakes
while they waited for the speaker to arrive.
Initiative; negotiation skills; organisational
skills; communication skills. Vicky
demonstrated her ability to think quickly and
not panic when faced with a problem.
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l

really
always

d
Weaknesses? Well, I can be a b it of a workaholic
and always get very involved in every project
that I work on. I'm happy to spend a lot of time
and energy making sure that every project is as
successful as possible. So, occasionally, when I
feel th at other members of the team might not
be working as hard, I can get a little frustrated.
I am aware o f this problem, and I try to solve
situations like this by being extremely positive
and enthusiastic.

e

Probably Sabine Griffin and one or two other
colleagues
He couldn’t stand his boss.
To focus on the positives in every question
and avoid any negatives
6
7
8

liked
working
feel
stretched

position
develop
further

used to (I sometimes used to procrastinate).
This emphasises that the past state or action
is no longer true.
2 present perfect (Using a schedule has really
helped me)
.5 be used to + -ing (I'm used to using
Windows); get used to + -ing (I'd get used to
using Apple Macs very quickly)
4 can (/ can be a b it o f a workaholic; I can get
a little frustrated)

f
1

negative
embarrass

3
4

opportunities
problems

2

)

2 c

3 a

3

f
a

4
5

1

b

2

This is an excellent technique as it focuses
on a weakness that no longer exists. By
telling a carefully prepared story you can
demonstrate self-awareness, how you actively
remedied the problem and developed the
skills required for the position. Use the STAR
method to tell a captivating story about
something that didn’t go as planned and
describe what you would do differently next
time.
This is a safe, well-used technique.
Knowledge-based weaknesses, such as a
lack of technical expertise or knowledge of
a language, are easily overcome and will not
put the employer off giving you the job. This
is especially true if you can talk about steps
you have taken to remedy this weakness.

c

3a

2
3

c

e

k
1

Anyway, what happened was
It. was very important
So I decided to
I managed to
Unfortunately this meant that
As soon as
I then
which I’d organised beforehand
In the end

m
Vicky uses the past simple to give the key
events of her story (/ decided, I managed, I
took, I contacted etc.). She also uses the past
continuous to give background information (/ was
organising) and the past perfect to talk about
something that happened before another past
event (he'd landed, I’d organised).

1
Situation:
Target:
Action:
Result:

b

This is a common technique, but be careful as
without true examples it may be too obvious
that you are manipulating the question to
shout about how wonderful you are. Avoid
cliched answers such as ‘I’m a perfectionist’.

I occasionally have a little difficulty making
decisions.
I used to be a bit too stubborn and it was
sometimes hard to get me to change my
mind.
When working on projects I arn a ‘big picture’
person. This means that from time to time I
might miss some minor details.

9
1 b
a
b
c

2 a

3 c

ever; significant; actively; even
a lot of; every single; possible; carefully; all
entire; successful; completely

i
avoids answering this question directly and
uses it as an opportunity to demonstrate that he
is 3 oositive, for-ward-looking individual. During
TTeT\ ews try not. to say anything negative
jaoc j t your last or current job. It is much better
x :<entify something within the post you are
SCO>ng for that is different and challenging.
Ifc-ocier positive aspect of Adam’s answer is that
‘ s ~entions not only what the new job can offer
Nr" but also what he has to offer. The key word
- Ajam’s response to this question is the word
contribute.
J

3 c
4 f
5 b
^ cax used a, c, e and f.
3b

3

:
6

5e

6 c

7 g

c
-.3.= could do the following: provide a believable
-t -son why now is not a good time for the
r erview; arrange another time for the interview
t: '.ake place, ideally later that day; try to gel
r e nterviewer to phone him back to save
-necessary costs; make sure he is fully prepared
■a quiet environment at the time he has
arranged for the interview.
d
A ex handles the call well. He gives a believable
reason why this is not a good time for the
■
“ terview and reschedules it for later that day.

e
How can I help you
I'm very happy you called
What time is good for you
I look forward to it

2
3
4

2/

3 / 4 / 5 /

6/

7 / 8 /

31 4 C 5 C

6 C

71

h
2

R

81

•

1
2
3
4
5
6

3

d
1
2

3

Silvia feels that the interview went well.
She suggests Silvia writes a follow-up letter
to improve her chances of being offered the
job.
Appearing desperate for the job

I didn’t quite catch what you said
Do you mean
I’m having trouble hearing you. Can you hear
me clearly?
Could you tell me what, that would involve?
So, if I understand you correctly

1 Thank you for taking the time to discuss
2 I appreciate the time you and the team took
in telling me about the specific aspects of the
job
3 This helped me gain a better understanding
of
4 I feel I am perfectly suited for
5 I look forward to hearing from you
2 F

2
3
4
5
6

4a

bf

6 d

7 b

8 e

9 i

Dear Mr Lewis, // Thank you very much ...
Futerra is doing. // As mentioned when we m et...
to work in this area. I I I recognise the importance
... communication with key clients. 11 Please feel
free to contact... or suitability for the position.
//1look forward to ... meeting me. // Yours
sincerely, II Silvia Carnali
t

l
1 Thank you for taking the time to discuss ...;
I appreciate the time you and the team took
in telling me about the specific aspects of the
job
2 I am particularly interested in the projects
that you talked about during the interview; I
look forward to hearing from you
3 I am confident in my ability to meet the
challenges ...; I feel I am perfectly suited
fo r...; I believe I can make a significant
contribution towards ...
4 Having discussed the role with you in greater
depth ...; I am particularly interested in
the projects that you talked about during
the interview; This helped me gain a better
understanding o f ...

5 T

6 F

7 T

I am grateful
Obviously I am disappointed
I would very much appreciate
I am confident
Thank you very much in advance

c
1

f

3 c

4 T

Paul did not have enough work experience
for the position; he failed to provide enough
examples of leadership skills during the
interview; his interview responses were generally
too short and he failed to provide enough
concrete examples to support his claims.

See Sophie’s ideas in audioscript 6.2
Sophie’s ideas:
1 It will impress the interviewer and show them
that you are organised and professional. It
will keep you fresh in the interviewer's mind.
2 This will demonstrate that you recognise
the importance of what the interviewer said,
and demonstrates good listening skills and
the ability to put received information into
practice.
3 This will show that you clearly understand the
requirements of the job and the challenges
it will bring, and that you are able to meet
these challenges.
4 This will help the interviewer to clearly see
you doing the job.
5 It might be the crucial deciding factor in
getting you the job.

3 T

3a

e

h

Managing the logistics of theatre
performances; managing performance
contracts; participating in advisory panel
meetings
Yes, there would be support from the rest of
the team.
He is using a mobile phone and has bad
reception.
By helping new writers finance and develop
their plays

g

2a

9
2g

f
1

Send a brief thank-you letter to the employer.
If you haven’t heard from the employer after
any time agreed during the interview, or
after five days if no time was agreed upon,
then it is perfectly acceptable to send a
brief reminder to the employer. In this letter
you can repeat your interest in the position
and politely enquire as to when you will
be notified regarding the success of your
application.
If you accept a position but have applied
for a number of jobs, it is good practice to
inform the other companies of your decision.
These employers may often end up being
future business contacts of yours.

la

It will help you to prepare for a second interview.
If you do not get offered the job, it will help you
to learn from your mistakes.

: significantly reduces the cost for the
employer.
r ;nancial saving; feeling more relaxed; access
:o research materials; no need to dress
smartly
a time that is convenient for you, the
candidate
: .sill help you to relax and project a positive
mage.
To try and set up a face-to-face interview

Z
3
4

J

6 a

2 a

V

Z

4a

•

■ Unit 6

2
3

4

Paul gave several good answers in the
interview, and in particular demonstrated
his customer service skills well. However,
generally Paul failed to provide enough
evidence, through specific examples, to
demonstrate other skills necessary for the
position (your answers were often short and
lacking examples).
To plan his answers more carefully before his
next interview
The interviewers needed specific examples of
his leadership skills - different examples are
required for each skill.
Mr Brooker genuinely wants Paul to apply for
the junior position. If Paul had not impressed
Mr Brooker during the interview, it is
extremely unlikely that he would have made
the suggestion.

4a
1

It is important to remember when receiving
a job offer that you do not have to accept it.
As well as being certain that this is the right
career choice for you, you need to consider
a number of things including: location,
travelling time, promotional prospects,
perks of the job, as well as obvious salary
considerations. You may like the job very
much but feel you can only accept it if you
are offered slightly more money, for example.
2 A formal acceptance letter, although not
a written contract, is an excellent way of
accepting a job. It is also an effective method
of clarifying the terms and conditions as you
understand them before you sign a contract
and start work. Equally if you decide not to
accept the position, although you do not
need to specifically state why, it is good
practice to write a formal letter declining the
position. Even if you don't want the job now,
you never know when you might be in touch
with a company again. It pays to be polite.

b
Alex didn’t accept the position immediately.
This seems professional and gives him time to
consider the offer.

Answer key
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2
3
4
5
6

It is not necessary to state whose offer you
accepted, nor provide lengthy details about
why you have tur ned down their job offer.
Indeed, if you do not give specific reasons
for turning down a job, this will increase your
chances of receiving an improved offer.
If you're positive that you do not want the
job, or once you have received a signed offer
letter or signed contract for a job that you
prefer

7 contact
8 decision
9 latest
10 meantime

position
salary
time
consider
offer

e
1
2
3
4

b

No, he is looking forward to moving to
London.
Yes, he could see himself working well as part
of the team.
Yes
Fringe benefits (for example, holiday
entitlement); whether King’s Theatre will be
willing to pay him while he attends a training
course
Send a formal letter of acceptance

f
2e

3 c

4 d

h
As we discussed on the phone yesterday; As we
agreed; During the interview
Other phrases: I am delighted to accept your
offer and look forward to beginning work a t ...; I
am pleased to accept your offer at a salary o f ...
annually; I also understand that I will receive ...;
During the interview we did not discuss ... and
I hope you will be able to clarify ...; I very much
look forward to joining you and the ... team on ...
l
They personalise Alex’s letter and make him
sound very positive and enthusiastic about the
new job.

5a
2 I’m calling as I’ve been offered

1

2

3

I just wanted to let you know
I was very impressed by your team
That's very kind of you
It's the least I could do

2
3
4

5
6

accept
opportunity

Suggested answers
I hank you for extending the offer for the position
o f ...; I very much appreciate the time and
effort you and your team spent...; I was very
impressed by ...; Flowever, after much thought
and careful deliberation, I have decided not
to accept your offer; I have decided to accept
another position, which ...; Thank you again for
your time and consideration.

7b
Nick negotiates a better deal.

3 a

4 c

5 f

6 e

I greatly enjoyed meeting
I am writing to withdraw from consideration
for the position
I have decided to accept a position elsewhere
closely matches my abilities and personal
career aims
best of success

6a
1

For every €500 more

100

For every €500 less

-2 0

Holiday:

v-.-/ . . ,

“ V- V ••

.

25 days' holiday
For every day more
For every day less
.

If you decline a job offer, remember
that this employer may be an important
contact for you in future. Therefore it is
essential that you maintain a professional,
courteous relationship. Secondly, it is worth
remembering that if you received a job offer
from this employer, they believed in your
ability to do a good job for their company, so
treat them with respect. Lastly, the employer
might reply to your well-written, polite letter
with an even better offer.
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100
20

-50

litjr,1f15 ■

Company car

100

Mobile phone

20

Pay review in six
months

10

Total points:
V

Student B:
Employer

Possible Actual
score
score
*

Advice given: establish the employer's salary
range for the position; remember to negotiate
‘fringe benefits’ like holiday entitlement, health
cover, etc; try to get the employer to mention
a figure first and then try to improve it; only
negotiate with people who have the power to
make decisions regarding salary (this may not
always be the person interviewing you); establish
if and when your pay will be reviewed before
agreeing to any salary offers; do your research
and establish the ‘market rate’ for similar
positions; only negotiate if you are confident that
you are the employer’s first-choice candidate

Salary €20,000 pa

300

For every €500 more

-20

For every €500 less

Holiday:
28 days' holiday
For every day more
For every day less

Benefits:

2 b

4
5

Salary €30,000 pa

Future Designs
Ms Johnson
Graphic Designer
The work the company does, in particular the
advertising campaigns for major retailers
Offered another job more suited to his skills
and interests
spent
impressed
Flowever

Possible Actual
score
score

Student B:
Candidate

b

c
d
2
3

£

c

5a

9
Dear Mr Bradshaw, // Thank you for your offer...
beginning work at King’s Theatre. II I am pleased
to accept your offer... within my new role at
King’s Theatre. // During the interview ... holiday
leave I will be entitled to. // Thank you again for
offering ... the theatre team on July 29. //Yours
sincerely, // Alex Mencken

3
4
5
6

Student B’s negotiation role play cards for
Exercise 7g on page 83:

4
5

1 expect
2 might
3 would

Could
Would

e

b 2
1
2
3

c 1

d 5

e 4

f 6

the range is for this position / the range for
this position is; with my level of experience
would you consider a higher amount
current offer is below the market rate for this
position

50

■ in
60
-40
50

sliill ■m

Company car

-60

Mobile phone

-30

Pay review in six
months

-30

Total points:
i

Preparing to apply
Your strengths and weaknesses
[Occasionally) I am ...

I'm able to delegate / work independently etc.

I try to ...

I would like to be able to ...

I'm excellent at / (quite/reasonably) good at / (not) very good
at Maths / making decisions etc.

I can (sometimes) find it difficult to make decisions / manage
my time effectively etc.

I could be better a t ...

I can be (a little bit) indecisive / disorganised etc.

I'm interested in ...

I recently managed to run a marathon / manage a project
through all its stages etc.

I’m fluent in French/Spanish etc.

Personal characteristics
creative / uncreative

flexible / inflexible

persuasive / unpersuasive

decisive / indecisive

well-organised / disorganised

reliable / unreliable

Your qualifications
I graduated from X university with a BA / an M Sc etc. in Sociology/French etc.
I read English/Maths etc. at X university.
I hold a Master's degree / an M BA etc.
I was awarded a scholarship to read Business Studies / Modern Languages etc.
I have a Physics/FIistory degree from X university, which is equivalent to a BSc/BA in Physics/History in the UK.
It was a three-year course, something like a BEd/BSc in the UK.
BA/BSc Hons (First / 2:1 / 2:2)

Transferable skills
analytical skills - identify a mistake, analyse data, conduct a survey
creativity - invent a machine, suggest an alternative, solve a problem
communication skills - write a report, explain an idea, give a presentation
interpersonal skills - resolve a dispute, listen to someone's point of view, work with ‘difficult’ people
negotiation skills - change someone’s mind, negotiate with someone, convince someone to do something
leadership skills - chair a meeting, motivate a team, delegate tasks
organisational skills - meet deadlines, decide on priorities, implement a plan
teamworking skills - discuss an issue, contribute to a meeting, support a colleague
self-confidence

self-awareness

intelligence

resourcefulness

flexibility

intercultural awareness

independence

determination

self-motivation

Job advertisement terminology/jargon
CCDL - current clean driving licence

PO S - point of sale

CV - curriculum vitae / resume

circa - about

EXP - experience

closing date - deadline for application

AGY — agency

k/K — thousand (£1 8k = £18,000)

OTE - on-target earnings

ref - reference number

PA - per annum (per year)

pro rata salary - salary that is calculated as a proportion of a

P W - per week

full'time j ° b
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CVs
Personal statements
(with) three years’ full-time / substantial / considerable experience in managing teams / working under pressure etc.
communicate/work etc. confidently and effectively
proven ability to meet deadlines / make presentations etc.

Headings
Personal strengths and competencies
• Strategic thinking
• Innovation and creativity
• Leadership
• Flexibility
• Initiative
• Focus on results
• Teamworking
• Cross-functional working
• Organisational skills

Areas of professional experience
• Sales
• Marketing
• Presentations and publications
• Accountancy
• Electronic engineering
• Professional awards

Business skills
• Financial management
• People management / Managing
people
• Dealing with customers
• Negotiation skills
• Project management
• Communication skills

Talking about your skills and experience
My role was to ...

1regularly ...

As the ... 1acted as ...

1feel 1have significantly strengthened my knowledge and
understanding o f ...

Within this role 1was responsible for leading a team of five /
implementing the new strategy etc.

This experience has enabled me to build on ...

To do this effectively 1had to ...

My employment experience leads me to the conclusion t h a t ...

The nature o f ... meant that 1 had to ...

1think that 1could bring ...

My past experience o f ... has brought me a greater
understanding o f ... , as well as ...

M y responsibilities included ...
As you can see from my CV 1 have ...

1implemented a new ...

In the course of my current job 1have ...

1believe 1can apply the skills obtained from my previous
employment to this position.

At present 1am responsible for ...

1worked at X for two years, where 1learned t h a t ...
Working at X helped me to learn the importance o f ...
1have a strong history o f ...

Talking about your interests
avid

sailor

dedicated

rock guitarist

committed

mountain climber

expert

reader

regular

tennis champion

former

blogger

proficient

ski instructor

successful

ballroom dancer

active

stamp collector

keen

speaker of Portuguese

qualified

volunteer

experienced

jewellery maker
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As a re s u lt...
While 1was a t ... 1was in charge o f ...
As part of my degree course in ... 1...

Cover letters
Opening paragraph
I am a final-year student who is about to graduate from X university with a BA in Industrial Engineering.
I am writing to enquire about possible employment opportunities with ...
I am interested in the position for a Marketing Executive / PA advertised in The Guardian newspaper / on your website.
I am writing in response to your advertisement f o r ...
I enclose my CV for your consideration.
I was recently speaking with X and s/he recommended that I contact you / send you a copy of my CV.
Given my experience in X, s/he felt that I would be an ideal candidate for the job.
I would like to apply for the post o f ...
Please accept this letter as application for the Marketing Manager position currently advertised on your website.
I am writing regarding the secretarial vacancy ...

Main body
My past experience o f ... has brought me a greater
understanding o f ..., as well as ...

This experience has enabled me to ...

As part of my degree course in ... a t ..., 1 ...

During ... 1suggested ...

1am currently working as ...

During my period of employment a t ... 1gained ...

At present 1am responsible for / in charge o f ...

1 implemented a new ...

My responsibilities include ...

These changes led to a significant increase in ...

Since 1work with .... 1have developed ...

As you can see from my CV 1have ...

1feel 1have significantly strengthened my knowledge and
understanding o f ...

1have a strong history o f ...

Working in ... helped me to learn the importance o f ...

1think that 1could bring ...

1believe 1can apply the skills obtained from my previous
employment to this position.
1am confident that the combination of my ... and ... makes me
an ideal candidate for the position.

Final paragraph
I would appreciate the opportunity to meet you to discuss my skills, capabilities and professional experience in greater detail.
I would welcome the opportunity to discuss my professional history and qualifications with you in greater detail.
I would be happy to supply you with further references should you require them.
Should you require any further information regarding my application, please do not hesitate to contact me.
I look forward to hearing from you.
I would like to thank you in advance for your time and consideration.
Please find enclosed a copy of my curriculum vitae, which gives further details of my education and career to date.
Thank you in advance for your consideration.
Yours sincerely,

Interviews
Small talk
How are you? I’m very well, thank you.

Do you think 1could have a glass of water while I’m waiting?

Thank you. It’s nice to meet you too / at last.

Do you have a company brochure 1could have a look at while
I’m waiting?

1can’t believe the weather at the moment! 1know. It’s awful,
isn’t it?

Do you think 1could use your toilet to freshen up?

Is there somewhere 1could leave my umbrella? 1got caught in
the rain.

Are there many other candidates scheduled for interviews
today?

I’m very sorry I’m late. 1was planning to be here over an hour
ago, but my train was cancelled.

1 had terrible problems parking here. Is it always this busy?

1was just admiring the office.

I’m afraid I’m not feeling very well. Could 1sit down for a few
minutes?

That’s quite all right. / That’s okay.

No thank you, I'm fine.
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Talking about yourself
1am ... and apply a(n) ... approach to my work.

1can speak Spanish fluently / reasonably well / a little.

1 believe in ...

1work well under pressure / in a team / autonomously.

This enables me to ...

1think I’m suitable for the position o f ... because ...

I’m also able to ...

In this way 1am able to ...

For example, in my last job ...

1feel that 1am ...

In my last job 1was responsible for negotiating deals /
European sales etc.

1have recently started to ... to improve ...

1am used to dealing with customers / managing big budgets
etc.
1have a good knowledge o f ...

When 1was at university 1 used to be ...
1 used to be ..., but I’ve started ..., which has enabled me to ...
1enjoy ...
I'm a keen ...

Talking about specific experiences
At the time ...

1wanted to be a bit more ...

1decided to ...

There w(as a time when ...

W hat needed to be done was ...

Therefore 1 ...

There was one situation when ...

Unfortunately this meant t h a t ...

1organised a(n) ...

The problem was ...

It was very important t h a t ...

So in order to ... 1...

Probably the best example is ...

It was clear that ...

This resulted in ...

1discovered t h a t ...

We actually ended up ...

This led to ...

1 realised t h a t ...

Anyway, what happened was ...

In the end ...

1agreed to ...

1managed to ...

Talking about the company
Before applying for this position / to university, I did a lot of research into ...
In the end I decided to ... as it was clear t h a t ...
I had a look at your website and could see that you ...
I definitely feel, from everything I’ve learnt a b o u t ..., that this is the type of organisation I’d like to work for.
You came across on your website as ...
It's really something that attracted me to ...
I want to work with your company because you have a really excellent/strong/outstanding reputation.
The work you do seems to be very fulfilling/worthwhile/salisfying.
I think working for you would be very enjoyable/challenging/fulfilling.

Structuring your answer
So to sum up ...

When 1was a t ...

Ever since ...

... years ago

Following my degree / that etc.

That’s really when ...

Firstly, ... Secondly, ... Finally, ...

Softening negative information
1can be a bit (of a) ...

I’m keen to develop ...

1can occasionally be a little ...

I’m looking for an opportunity to ...

1can g e t ... at times

1feel I’m best suited to ...

1occasionally have difficulty making decisions / handling
criticism etc.

I'm seeking the possibility to develop further professionally.
I’m seeking fresh challenges.

From time to time 1 ...

Emphasising positive information
1put as much effort/energy as possible into ...

1am extremely/very ...

1pay a lot of attention to detail.

1enjoy a great deal about my current job.

1make sure that every single ...
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Clarifying
Could you explain what you mean by ...?

Could you elaborate a little on ...?

So, if 1understand you correctly, ...

Could you tell me what that would involve?

Do you mean ...?

Telephone interviews
I'm sorry, could you say that again?

I’m having trouble hearing you. Can you hear me clearly?

1didn’t quite catch what you said.

After the interview
Follow-up letter
Thank you for taking the time to discuss ...
I appreciate the time you and the team took in telling me about the specific aspects of the job.
I greatly appreciated the opportunity to meet with you and your team.
I would like to thank you for talking with me a b o u t ...
After meeting with you, I am further convinced t h a t ...
This helped me gain a better understanding o f ...
I am particularly interested in the projects that you talked about during the interview.
After the interview, I am even more excited at the prospect o f ...
As mentioned when we met ...
Having discussed the role with you in greater depth ...
I am confident in my ability to ...
I feel I am perfectly suited f o r ...
I believe I can make a significant contribution towards ...
I look forward to hearing from you.
If you require any additional information from me in the meantime, please do not hesitate to contact me.

Requesting feedback following rejection
Obviously I am disappointed to have been unsuccessful this time ...
I would very much appreciate it if you could explain in greater detail why my application was unsuccessful on this occasion.
I am confident this information will help me to identify areas which I need to work on ...

Accepting a job offer
Thank you for your offer of employment as ...
As we discussed on the phone, I am delighted to accept your offer and look forward to starting work a t ...
I am pleased to accept your offer of a starting salary o f ...
As we agreed, ...
I also understand that I will ...
During the interview we did not discuss ...
I hope you will be able to clarify ...
Thank you again for offering me this wonderful opportunity.
I very much look forward to starting my employment with you on ...

Declining a job offer
I’m calling as ... / 1just wanted to let you know t h a t ...
I have been offered a job elsewhere, which I have accepted.

Thank you for giving me the chance to talk a b o u t ...
I have decided to accept a position elsewhere.

I wanted to say that I really enjoyed meeting you.

I am writing to withdraw from consideration for the position.

I was very impressed by ...

Thank you again for your time and consideration.
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APPENDIX

Common interview
*

•

50 common interview questions
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

Why did you choose to study your degree subject?
W hat did you most/least enjoy about your time at university?
W hat skills did you develop at university?
W hat was the most challenging aspect of your degree course?
How will your degree help you in this position?
Tell us something about yourself.
W hat do you like doing in your spare tim e?
Why do you want this job?
Why should we hire you?
What can you bring to this position?
W hat do you consider to be the key skills necessary for this position?
W hat will you do if you don’t get this job?
W hat are your strengths/weaknesses?
W hat is your biggest achievement?
What do you know about our company?
W hat attracted you to our company?
W hat do you think of our website?
Who would you consider to be our main competitors?
W hat trends are likely to affect our industry over the next few years?
How do you typically approach new projects?
Describe your management style.
What sorts of things do you like to delegate?
W hat qualities do you look for in a manager?
How do you handle stress?
Tell me about your ability to work under pressure.
In what environment do you work best?
W hat motivates you in terms of work?
W hat interests you most/least in your current work?
W hat would you change about your current job if you could?
Why are you considering leaving your current job?
Why did you leave your last job?
W hat are you looking for in a job?
W hat do you think will be the most challenging aspect of this role?
W hat kinds of decisions do you find difficult to make?
Tell us
about a time whenyou demonstrated good customer service / leadership skills etc.
Tell us
about a time whenyou have been innovative at work.
Tell us
about a time you encountered a problem and how you resolved it.
Tell us
about a time whenyou had to make a difficult decision.
Tell us
about a time whenyou successfully managed a difficult situation at work.
Describe a situation in which you took a risk. W hat were the results?
How do you work in a team ?
How would your colleagues describe you?
How would your manager describe your work?
When were you happiest at work?
You seem not to have too much experience in X. Do you think this would be a problem?
Do you think you are overqualified for this position?
How have you changed over the last five years?
Where do you see yourself in five years’ time?
How do you hope to develop your career further?
Do you have any questions you would like to ask us?
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Model cover

Baldrick College
Swinton
SW 4 8BT
natalie.laurent@bc.ac.uk
1 December 2008
Hillier and Thompson
45 Strand
London WC2 8LK
Dear Ms Ainsley,
I am writing to apply for the position of junior consultant at Hillier and Thompson advertised in
The Independent. Having read the job description, I believe that my excellent academic record,
professional experience and interpersonal skills make me a strong candidate for the position.
As a postgraduate student studying International Relations at Warsaw University, I am currently
completing my MA dissertation. Prior to this I spent nine months gaining practical experience in
European Public Affairs, during a paid traineeship at CLAN Public Affairs in Brussels. My primary
role at CLAN was to monitor developments in the energy sector at the European Commission,
and to prioritise and communicate this information in a clear and concise manner, in line with
individual client needs. Whilst in Brussels I used my strong interpersonal skills to establish a wide
network of contacts. This network, combined with my research and analytical skills, enabled me
to identify the information our clients required rapidly and effectively. My efficiency in this role, as
well as my ability to communicate clearly with clients and colleagues, lead to my promotion to
team leader after only three months.
As you will see from my CV, I obtained a competitive scholarship to complete my first degree at
North-eastern Illinois University, Chicago. My experiences of studying in America and working in
Belgium have taught me how to live and work in diverse and challenging environments. This has
helped me to work more effectively, both independently and as part of a team.
I am now looking for a position in which I can use and continue developing my professional
skills. I am confident I could bring a great deal to the junior consultant position at Hillier and
Thompson. Your advertisement states that the position will require close collaboration with
the Central European Office in Milan, which will involve frequent trips to Italy. Having spent
many previous holidays in Italy, I know the country and culture well. I have managed to acquire
good conversational Italian and am currently taking evening classes to improve my language
proficiency in this area. I also have fluent French following my work experience in Brussels.
Should you have any queries regarding my application, or require any further information,
please do not hesitate to contact me. I would like to thank you in advance for your time and
consideration.
I look forward to hearing from you.
Yours sincerely,

Ms Natalie Laurent
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