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A. Find the words for the following definitions:

1. retired  because of old age ((...........................................))

2. a higher position or more important job ((..........................................))

3. a job that has not been filled ((..........................................))

4. a chance to do something that you would like to do; a situation or a time in which it is possible to do something that you would like to do ((..........................................))

5. a formal written request, especially for a job or a place in a school, club, etc ((..........................................))

6. money that the government gives to people who are ill, poor, unemployed, etc ((..........................................))

7. a contract in which, in return for regular payment, a company or the state agrees to pay a sum of money if something (e.g. illness, death, loss of or damage to property) happens to somebody ((..........................................))

8. a skill or quality that you need to do a particular job ((..........................................))

9. one of the sections into which an organisation (e.g. a school or a business) is divided ((..........................................))

10. the money that a person receives (usually every month) for the work he/she has done ((..........................................))

B. Useful phrases for covering letters

· In response to your advertisement...
bezugnehmend auf Ihre Anzeige

· Following our telephone conversation...
................................................................

· ... would like to be considered for ...
................................................................

· ... here is my CV for your consideration..
................................................................

· ... writing to enquire whether ...
................................................................

· ...as you can see from my CV...
................................................................

· ... attracted to working for you because ...
................................................................

· I can offer ...
................................................................

· ... was responsible for ...
................................................................

· ... especially interested in ...
...............................................................

· ... my main skills are ...
................................................................

· ... most important qualifications and experience are
................................................................

· ... happy to supply further information...
................................................................

· ... available for interview at any time...
................................................................

· ...look forward to hearing from you ...
................................................................

C. Complete the following application by using words and expressions from the box above

I am writing .............................................to your advertisement of 30th September for the above position. I .............................................my Curriculum Vitae for your .............................................

As you will see I have had considerable .............................................of press officer work during my years at University. I was .............................................for all press contacts for our student union and for the production of press releases for a number of events.

My work .............................................during vacations has developed a number of the skills mentioned in your advertisement, particularly team working and meeting deadlines, and I think that I could bring ideas and enthusiasm to the job.

I ..................................................................from you.


Useful phrases in the interview

· Why did you choose your profession....?

· What made you apply for this position?

· Why do you want to be a ... ?

· What makes you think you would be good at the job?

· Could you tell me something about...?

· Why did you select this subject?

· Do you have plans for further study?

· What other skills do you have (languages, computer skills etc..)

· Are you familiar with...?

· Do you prefer working alone or with others?

· Why have you applied for this kind of work/career?

· Why are you seeking a position with this company?

· What short term career goals have you set and why?

· What satisfaction are you seeking in employment?

· What do you know about our firm?

· What do you know about our business?

· Why should this company employ you?

· What about your geographic mobility?

· Will you be prepared to travel a lot?

D. Work out an interview with a partner selecting questions from the box above. Take your time to think about your answers, you may write them down before starting the interview.

E. A job interview

Uli Klein is sitting in a hotel at Düsseldorf airport. There are four other people in the room. They are all waiting to see Sally Evans of Anglo-European Pumps PLC. Sally and a production engineer, Tony Watson, are interviewing technicians who are interested in working for AEP. At last it is Uli's turn.

Sally:
Well, Mr Klein, thank you very much for your application. First, I'd like to ask about your experience. At present you are working for ... ah, yes ... Düchting-Pumpen in Witten. Am I right?

Uli:
Yes, that's right.

Sally:
We know them, of course. They are a big competitor. Can you tell us about your job?

Uli:
 I'm a maintenance technician.

Sall:
 Yes, but what do you do exactly? I mean, you go to work ... What happens then?

Uli:
Well, I service and repair machinery.

Tony:
So you don't actually work with pumps, Mr Klein - you just do general maintenance.

Uli:
I don't work with pumps all the time, no, but we've got a ot of pumping equipment in the factory. I service that sometimes.

Tony:
 Yes, but that isn't what I mean. Have you got much experience of pump technology?

Uli:
I don't want to say that I'm an expert, but I certainly know a lot.. You can't work for Düchting without learning about pumps.

Tony:
Yes, but you haven't got much, well, direct experience, have you, Mr Klein?

Uli:
I think I have. During my training as a technician with Brill Gartengeräte. I know all about hydraulic pumps, for example.

applying fora job- worksheet.doc
SJK/HLSII
12.10.02

