[Ipaktuueckoe 3anarue Ne 9

Tema 9. [lenoseie nucema, CV. CobecenoBanue npu npueme Ha padoty. Benenue
Teae(OHHBIX Pa3roBOPOB . MeXIyHApPOIHBIN ETOBOM ITHUKET

I Inan 3agsaTus.
1. Recruitment.
2. Writinga CV.

1.Recruitment.

1.1Answer the following questions:
1. What is important when doing a job interview??
2. How important is the first impression you produce?

3. What pieces of advice would you give someone applying for a job in Russia?

When a company is going to recruit new staff, they may advertise the job in the
‘NEED HELP’ section of a newspaper. Candidates who are interested can apply for
the job by sending a letter of application or covering letter (US cover letter) and a
curriculum vitae or CV (US resume) containing details of education and experience.

A company may also ask applicants to complete a standard application form.
The HR department will select the most suitable applications and prepare a shortlist
of candidates who will be invited to attend an interview. Another way for a company
to hire personnel is by using a recruitment agency (US -search team), which can
supply a list of suitable candidates.

A CV presents your qualifications, skills and features to the employer. It
demonstrates the suitability of an applicant for the job and information about
previous experience and qualifications. When compiling a CV the applicant has one

objective and that is to get an interview in order to secure a job. It must be accurate
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and up-to-date.

2.2Say if the statements are true or false:

1.When a company is going to recruit new staff, they may advertise the job in the
‘CLASSIFIEDS’ section of a newspaper.

2.A company may also ask applicants to complete a standard application form.
3.Another way for a company to hire personnel is by looking for candidates in the
street.

4.A CV mainly presents your hobbies and interests.

5. A CV must be accurate and up-to-date.

2.3Answer the questions:

1. What should a candidate mention ina CV?

2. What is the purpose of an interview with applicants?

3. What should be done to make a success of your job interview?
4. Why are first impressions so important in business?
5

What is the main purpose of a CV?

2.4Complete the sentences using the information from the text.
1.Candidates who are interested can apply for the job by...
2.A company may also ask applicants to...

3.Another way for a company to hire personnel is by...

4.A CV presents your qualifications,...

5.When compiling a CV the applicant has...

2.5Render this piece of information into English

3HayeHne aHTJINUCKOTO SI3bIKa

CGFOI{HH B YCJIOBHUAX FJ'IO6aJ'II/ISaI_[I/II/I 9KOHOMHKH 3HAHHUC MHOCTPAHHOI'O A3bIKa



ABJIAETCS KIIOYEBBIM (pakTopoM ycmnexa. W aHrMiicKuil  A3bIK  3aHUMAaET
JUAUPYIOIIEE IOJOKEHHE, TaK Kak eme co BpeMeH Anama CmuTa, U3BECTHOTO
skoHomucta XVIII Beka, siBasiercs si3bIkoM (PUHAHCOB.

C pocroM (UHAHCOBBIX PBHIHKOB 3HAYEHHE AHTJIMICKOTO S3bIKa TOJIBKO
BO3pacTaeT. JTO CHPABEIJUBO MU IS ApYrux oOjacTeil, a HE TONBKO TEX, e
AHTJIMACKUM S3BIK MCHOJIB3YeTCS TPaJWLMOHHO — (UHAHCHI W aBuanud. Tak,
pacupocTpaHeHHe KOMITBIOTEPHBIX TEXHOJOruid — ocoOeHHo WHTepHeTa —
IIPUBEJIO K TOMY, YTO aHTJIMMCKUH SI3bIK UCIIOJIB3YETCS CENYac B CaMbIX OTAAJICHHbBIX
yrosikax mupa. Momnonoe noxonienue B Ceyne, Coduu, CaHTBSITO pacTeT; C
XOpOILIHUM 3HaHUEM aHIJIMHUCKOTO s3bIKa.

B rnoGansHOM MUpe 3HaHHME aHTIUKUCKOIrO Si3bIKa — HEOOXOJUMOE YCJIOBUE
BBICOKOOIIJIAaYMBAEMOM pabOThI M YCIIEITHOM Kaphephl B OM3HECe.

Jlaxke aHTUIIO0ANKMCTBl OTHAIOT JIOJDKHOE AaHTJIMHUCKOMY SI3bIKY. Bbixoas c
IIPOTECTAMU Ha YJIMILY, OHH HECYT JIO3YHI'M, HAIIUCAHHBIE 0-AHTIIMUCKU, KOCBEHHO

IMOATBCPIKAAA, UTO ITPOLECCC FJIO6aJII/I3aI_II/II/I YXKC H€06paTI/IM.

2.Writing a CV.

2.1Answer the following questions:
1. What additional information should you include in your CVV?
2. What would make a company or organization a great place to work?

3. What’s the greatest challenge for those who apply for a job?

Here is a model skeleton for a CV.
Curriculum Vitae
Name
Address

Phone number(s) [daytime phone number, with the international access code]


http://www.yourthoughtpartner.com/courageous-communicator-quest/
http://www.yourthoughtpartner.com/courageous-communicator-quest/

Email address

Date of birth [write the the month, e.g. 11 January 1990, because 11/1 = 11 January
(GB) and 1 November (US)]

Nationality [always begins with a capital letter]

Marital status [Single or Married]

OBJECTIVE

[what you want to do next is more important than what you have done] e.g. A job in
international marketing; A traineeship in trading; Production assistant; Account
manager; Financial analyst.

WORK EXPERIENCE

[in reverse order, starting with the most recent]

e.g. Part-time Technical Assistant, Economics Faculty IT Centre (September 2009-
June 2010) (repair and maintenance of department, faculty, staff, and student
computers)

EDUCATION or QUALIFICATIONS

[in reverse order, starting with the most recent]

20—Master’s Degree in International Management, Bigtown University (expected
date of completion July 20--)

20—Bachelor’s Degree in Business Administration, majoring in Finance, Faculty of
Business Administration and Ecoonomics, Bigtown University

20-- High School Certificate (specializing in maths and science)

COMPUTER SKILLS

e.g. Microsoft Word, Excel and PowerPoint, Lotus Notes and Oracle Finances
LANGUAGES

e.g. Fluent in Spanish and English, some knowledge of French and Italian.

or Arabic (mother tongue), good knowledge of English, elementary knowledge of
Spanish.

HOBBIES AND INTERESTS

[ideally, these will include hobbies that demonstrate qualities that are relevant to the

job you are applying for]



REFERENCES [or TESTIMONIALS (US)]
The following people can provide references:
[names and addresses (and phone numbers or email addresses) of two people]
You need to bring together your qualifications and education and evidence from
your personal profile that matches the employer’s criteria.
The letter of application, sometimes called cover letter, can be as important as
a CV because it is the first contact between a candidate and an employer. The letter
of application contains four parts in which you should:
1. Confirm that wish to apply and say where you found out about the job;
2. State why you are interested in the position and your interests are the same
as those of the company;
3. Show that you can contribute to the job by describing your relevant skills
and experience;
4. Indicate your willingness to attend an interview.
Before making an application you should go over the job description. Job description
can be limited to outlines of the work-related tasks.
2.2Render the words into Russian:
Workforce, job-seeking, employment, personnel, unskilled job, job
description, job interview, to become redundant, redundancy pay, full-time
employment, supplementary benefits, curriculum vitae, staff, unemployment
benefit.
2.3Answer the following questions:
1. Why do people work?
2. What are the main stages of getting a job?
3. Are all jobs equally prestigious and rewarding?
4. What professions are most popular today?
5. How can you apply for a job?
2.4 Your company has decided to make a change to its working hours. Write an
email to staff in your department:

* describing the change to working hours



* explaining the reason for this change

* saying when the working hours will change.
* Write 30-40 words

2.5 Write a CV.
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