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BCTVYII

AHrIicbka MOBa CbOIOJHI — II€ HaBUYKa, SKa IPUKPACUTb pE3IOME
npeacTaBHUKa Oynb-akoi npodecii. OcoOnauBo, KO BH AIMCHO BOJOIIETE MOBOIO
HAa TOMY DiBHI, SKHM BKa3zyeTe MiJ dYac BJAIITyBaHHS Ha poboty. Jleski
po0OTOIaBIIl BKIIFOYAIOTh 3HAHHS aHTJIIHCHKOI y Mepellik 000B’SI3KOBUX BUMOT JI0
KaHIuAaTa, 1HII — HaBITh HE 3Taayl0Th PO HBOTO, CIPUHMAIOYU HASBHICTD III€i
HaBUYKU SIK HaJle)kHe. YoMy 3HaHHS aHIJIIChKOI MOBU € HEAOMSIKOIO IepeBaror0?
Sk aHrmiiicbka MOBa BIUIMBA€E HA YCHIIIHICTh Kap epu?

OTto3, 3HaHHS AUIOBOI AaHIIINCHKOI MOBH € OJHUM 3 TOJIOBHUX KPHUTEPIiB
JUIs YCIIIIHOTO TpaleBiallTyBaHHS B Haml yac. [lepeBara mosnsirae He juiie B
TOMY, II0 MOXHa CHUIKYBaTUCS AHIIIMCBKOI 3 HOCIIMH MOBH, OUIbII Baroma
MOTHBALll — MOXJIMBICTh IMOCTIHHO MIABUILYBATH CBIA NPOQECIiHUN PIBEHb 1
HIATPUMYBATH KOHTAKTH 3 KOJIETaMM W IpalelaBlsIMU 3 YChOro CBITY. Takox He
BapTO 3a0yBaTH, IO AaHIJIHCbKa MOBa BIJKPUBAE IIUPOKI MOKIMBOCTI IS
HaBYAaHHS, MIABUINCHHS KBamidikamii W yCHIITHOTO TIpareBlalliTyBaHHSI B
pi3HOMaHITHHUX cepax JIIOAChKOI AisuibHOCTI. [lo-niepie, icHye 3HauHa KIJIbKICTb
MDKHApOJHUX Mporpam JJisl TMEpPCHEeKTUBHUX 3/100yBadiB OCBITH, CTYAEHTIB 1
MOJIOJIUX CTICIAIIICTIB, ajlie y4acTh Yy HUX HEMOXJIMBa 0€3 3HaHHS aHTiichKoi. [1o-
Jpyre, BakaHCli B MPEICTaBHUIITBAX MDKHAPOAHUX KOMIAHIM, K MpaBUiIO, OUTbII
puBaOIIMBI SIK 3 (PIHAHCOBOI, TaK 1 3 Kap €PHOI TOYKU 30Dy, ajie MOONPETEeHAYBATH
Ha OMpISIHY TIOCaay, MOTPIOHO MPOJEMOHCTPYBATH 3HAHHS PO3MOBHOI W MIJIOBOI
aHTJIACHKOI MOBH.

ToMmy MOXHa 3pOOMTH BHCHOBOK, IO JJISi KOKHOI JIFOJIMHU, SIKA TparHe
noOyayBaTH XOPOIIy Kap’€py, PO3IIUPUTH MEXKi CBOTO CIIIJIKyBaHHS, YepHaTH
HOBITHIO 1H(OpMaIiI0 3 NEpIIOHKEpeN, BIAKPUTH HOBI JKUTTEBI MEPCHEKTUBH 1
BPEMITI-PENIT YPI3SHOMAHITHUTH CBOE JKUTTSA Ta 3pOOMTH MOTO OIIBIN I[IKaBHUM,
BUBYEHHS aHTJIHCHKOT MOBH € TIPOCTO HEOOX1THUM.

Meta mnociOHMKa — HAAATH BUIIYCKHUKY HEOOXIAHY 1HQOpMAI0 s
IpaleBIAIITYBaHHS, 03HAHOMHUTH 3 IIJIOBUM €THKETOM Ta MPaBUJIAMH IMiATOTOBKU

Ta TPOXO/KEeHHS cmiBOeciau. [loCIOHMK TakKoXX CHpPSMOBAaHWM Ha PO3BUTOK
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HAaBUYOK YCHOi MOBH, YHTAHHA Ta MEPEKIaqy TEKCTIB 3 aHIJINACHhKOI MOBHU 3a
npodeCifHUM CIpsSMYBaHHSAM 3 Oyab-fSKOi CHEIIaJbHOCTI Ta JJis 3100yBadyiB
OCBITH TPETHOTO KypCy Ha YpOKax aHTIiHChKOT MOBH.

Texctu Ta matepian Po3piny I mociOHMKa 30pi€HTOBaHI HAa BHCBITICHHS
TEMaTUKW TMpaleBNallTyBaHHsA, [0 Haaae ysABY Tpo cmiBOecigy, fAKa €
HEBIJ]’€MHOIO YACTHHOIO HAIIOTO MPOQECIHOTO KUTTS, HEOOXITHI JOKYMEHTH AJIs
MPOXO/HKEHHS CIIBOECIIN Ta MpaBuiia iX HaIMCaHHS.

Po3ain |l cxnagaerbest 3 15 3aBgaHb Ta CHHMCKY CIIB 1 CJIOBOCIUIYYEHD,
COpPSAMOBAaHMX Ha PO3BUTOK HABHYOK YCHOI'O Ta IHCbMOBOTO MOBJICHHS W

MpU3HAYEH1 JJIsl CAMOCTIMHOT pOOOTH 3/100yBayiB OCBITH.



PART

Interview
Etiquette

o) TR B R

THE 10 RULES OF INTERVIEW ETIQUETTE

Interview scheduled? Whether you’re looking for your first job or you’re a
seasoned professional, it never hurts to brush up on these basics. Follow these rules
for making all the right moves before, during, and after the interview, and you're

sure to shine.

(3annanoeana cnisbecioa? Heszanedcno 6i0 moeo, uu Bu wyxaeme ceorw neputy
pobomy, uu Bu - Oocsiduenuii npoghecionan, Hikoau He 3a8a0UMb OCGINCUMU Yi
npasuna. Jlompumyimecs yux npaeui, woob excumu npasuibHi Kpoku 00, nio dac

ma nicas cnigbeciou, i Bu 6yoeme énesneti, wo oocseheme ycnixy.)
1. Rehearse

There are several questions that you’re pretty much guaranteed to be asked during
an interview: “Why do you want to work for this company?” “What are your
strengths and weaknesses?” and “Where do you see yourself in five years?”—t0
name a few. So be prepared with insightful answers for these classics, plus be
familiar with other interview questions typically asked in your field, too. Practice

looking in the mirror and answering the questions out loud. This prep work will
6



help you clarify your thoughts and make you much more comfortable during the

interview.

1. Penemupyiime

€ Kinbka numaws, AKi Bam eapanmosano 6yoyme nocmasneni nio uac cnigbeciou:
"Yomy Bu xoueme npayrosamu y yiu xomnanii?", "Hxi Bawi cunoni ma cinabki
cmoponu?" i "Jle Bu 6auume cebe uepes n'amv pokig? " - ocv Oexinvka. Tomy,
Oyobme 20mosi i3 3MICMOBHUMU 8IONOBIOAMU HA Yi KAACUYUHI NUMAHHS, A MAKONC
o3HaUomMmecs 3 IHWUMU NUMAHHAMU Chigbeciol, AKI 3a36uuail cmaeiams y Bawit
npoghecii. Penemupyiime, ousenauuce y 03epkano i eionogioaime HA NUMAHHSI
eeonoc. lla nioecomosua poboma oonomoodice Bam nposchumu Bawi Oymku i

3pobums Bac nabazamo cnokitHum nio uyac cnigbeciou.
2. Do Your Research

At minimum, review the company’s website and Google its key players. Find out
who you’ll be interviewing with and learn something about them, such as when
they were last quoted in a publication or if they’ve recently received an award.
Casually reference the information during the interview and quote specifics, such
as “I see the company has expanded into several new markets over the past year.”
You’ll project the image of someone who is interested, does their homework, and

pays attention to details.

2. 3poobimb c60€ 00CiIHCEHHA

Ax minimym, oensinome 6eb-caiim xomnauii i Google ceoix ocHosHUX «2pasyiey.
Hisnatimecs, xmo 3 Bamu 6yoe npogooumu cnigbecioy i Oi3Hatimecs uwocb npo HUx,
Hanpuxiao, Kolu 80HU OCMAHHIL pa3 NyOniKy8anucs, abo 4u Ompumysaiu 6OHU
Hewo0oasHo Haeopooy. Ilomunkoso nocunamucs Ha iHopmayito nio uyac

cnigbeciou i 3ayeaxcenus, maki sk "M O6auy, Komnauis powupunacs Ha KilbKa



HOBUX pUHKi6 3a munyaut pik". Bu cknademe epaoicenns mozo, xmo 3ayikasieHutl,

pooums ix domawiHio pobomy i 36epmac yg8azy Ha 0emaii.
3. Brush up on Body Language

Be aware of what you're communicating through your posture and stance—and
make sure it’s good. For example, sitting with your arms and legs crossed sends a
message that you are closed-off or feel defensive. If you keep your hands in your
lap the entire interview, you could signal that you lack self-confidence. And
twirling your hair can make you look nervous or juvenile. Next, always stand up
when someone else comes into the room. Professionally, you lose respect and
credibility by staying seated—it sends a weak and powerless message. Think your
movements through ahead of time so you are not distracted (or distracting) during

the interview.

3. Bueuimb mogy mina

3narouu, wo Bu cninkyemecs uepez Bawy nocmagy i nozuyiro - nepexonatimecs,
wo ye o0obpe. Hanpuxnao, cuoayu i3 cXpeweHuMu pyKkamu i Ho2amu,
HAOCUNAEMbCsl NOBi0OMNeHHs, wo Bu 3akpumi abo 3axuwaecmecsa. Arxwo Bu
mpumaeme pyKu Ha KOJHAX npomseom yciei cnigbeciou, Bu moenu 6
cucnanizygeamu, wo Bam ne eucmauaec enesnenocmi 6 cobi. I Haxkpyyysanmus
gonocca moxce 3mycumu Bac euensioamu nepsoeum uu ronayvkum. Hacmynue,
3a62c0U  gcmasaiime, KoOAU XmMocvb 6xooums y kimnamy. Ilpoghecitino, Bu
empauaeme nosazy i 008ipy, 3AIUWAIOYUCL CUOIMU — Ye HAOCULAE CUSHATL NpO
cnaokicms i 0escunicms. [looymatime npo Bawi pyxu 3azoaneziob, wjo6 Bu ne

giosonikanucs (abo He 8i08oiKaIU) NIO YAc cnigbeciou.
4. Dress the Part

An interview may be the only shot you have to impress the decision-maker in

person, so make sure you’re dressed impeccably. It’s always better to overdress



than underdress, but do some sleuthing and find out what the corporate dress
culture is before you walk through the door. A dark suit (jacket and pants or skirt)
and a crisp white shirt, manicured nails, simple make-up, and clean, professional
shoes will be perfect in most cases. And definitely avoid dangling earrings, too

much perfume, and multiple, clanking bracelets.
4, 0os2

Cnigbecioa modce 6ymu auuie nocmpinom, Bu nosunHi cnpasumu 8paxgcenHs Ha
JIOOUHY, SIKA NPUUMAE PIUeHHs 0COOUCTO, MoMY nepekonavmecs, wo Bu ooseneni
0e3002aHHO. 3a82C0U  Kpauje 005emuch 3aHAOMO, HINC He0000SeMUCh, ajle
nompioHo 3pobumu OesiKi cmedcenHs i 3'acysamu, wo KOPRopamusHa Kyivmypa
0052y ICHy€, nepui Hixc ysiumu y 0eepi. TemHnuti kocmwom (Kypmka i wmanu abo
CniOHUYs) i «xpycmka» Oinla copouka, NIOCMPUdNCEeHIi Hiemi, npoCmul MAaKisxc, i
yucme, Kiacuune 83ymms 0yoe 0OCKOHAMUM 8 Oiibuocmi eunaokis. I, bezymosHo,
VHUKAMU MACUBHUX CEPedHCOK, 3aHao0mo 6azamo nappomy, a maxkodxc 6azamo

opsA3Komaueux opaciemis.

5. Handshake

No "fingers-only" handshakes, ladies! The proper, professional way to shake is
using the entire hand, extending your arm (first if possible) for a firm, but not
overbearing grip. The "fold" between your index finger and thumb should touch
the other person’s. If this doesn’t come naturally, practice with a friend before your

interview.
5. Pykocmuckanus

Hi - pyxocmuckannwo "minoxu nanvyamu”, nawni! Ilpasunvruti, npoghecitinuii cnocio
PYKOCMUCKAHHSL - 3a0il08amu 6Clo YKy, NPoCmsi2aroyu pyKy (nepuioio, sSKuwo ye

MOHCTIUBO) OJIsL MIYHO2O, AJle He 3YX8AN020 PYKOCMUCKAHHA. "3eun" midxc 6kazieHum



[ 8eIuKuUM nanibyem NOBUHEH MOpKamucs O0O0JOHI [HwoOI ntoduHu. Axkwo ye He

BUXOOUMb NPUPOOHO, NONPAKMUKYUME 3 OPY2OM nepeo cnigbeciooro.

6. Smile

Yes, a job interview is a high-pressure situation, but freezing up and looking
nervous will lose you points. Smiling naturally (without pursing your lips tightly
together) will make you appear confident, friendly, and approachable. Even if
you're not feeling it, fake it. A smile conveys that you’re someone who can get

along with fellow employeesand impress the clients.

6. Ilocmiwika

Tax, cnigbecioa - Hanpyxcena cumyayis, ane 6uisaoardu 3IAKAHUM 1
3HepsosaHum, Bu empamume 6Oanu. Ilpupoona nocmiwika (ne cmuckaroyu 2you
winvHo) 3mycums Bac 30asamucsa eneeneHum, 000pO3UUNUBUM [ KOHMAKMHUM.
Hagimyo, axwo Bu ne giouysacme yvoco, niopoodims. [locmiwka exasye, wo Bu
Mo, Xmo Modice Ta0OHAMU 3 THUUMU CRIBPOOIMHUKAMUL, CNPABISIMU 8PANCEHHS HA

KJLEHMIE.

7. Take the Water

If your interviewer offers you a glass of water, take it, even if you're not thirsty.
This little prop can help buy you time to formulate an answer to a difficult question

or just give you a moment to center yourself.
7. Bizomimv 600y

Axwo Baw inmepg'toep npononye Bam CKIAHKY 800U, 8i3bMimb ii, HA8IMb, AKWO
Bu ne xoueme numu. l]a manenvka niompumka modce oonomoemu Bam euepamu
yac, wob cghopmyniosamu 8i0n06iobL HA CKIAOHe NUMAHHA, AO0 NPOCMO HAOACHb

Bawm uac, wob 30cepedumucs.

8. Table Manners
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Some interviews (usually second or third) are conducted over a meal, so being
familiar with proper table manners is imperative to your interview success. Here’s
why: the recruiter will be watching to see how you’ll conduct yourself at a meal

with clients, how you handle accidents, and how you treat the wait staff.
8. Manepu 3a cmonom

lesika cnigbecioa (sik npasunio, opyea, abo mpems) npo8ooOUMsCs 3d ixcero, maKum
YUHOM, OYMU O3HAUOMIEHUM 3 BIONOBIOHUMU MAHEPAMU 34 CHOJIOM - €
0008'3K08UM YUHHUKOM O Bawozo ycnixy y cnigbecioi. Ocb uomy: nr00uHa 3
Haumy Oyoe cnocmepicamu 3a mum, ax Bu 6yoeme noeodumu cebe 3a ixcow 3
kiienmamu, ax Bu oOydeme nosooumucs npu uewacHux eunaokax i ax Bu

nocmasumecs 00 00Cy208y10Y020 NEPCOHATL).

9. Ask Questions

Keep in mind that the job interview is a two-way street. It's an opportunity for you
to sell yourself to the company, but also to learn more about the workplace to see if
the position and environment are a good fit for you. Go in with :
such as details about the type of work that the position entails, the corporate
culture, and the typical career path of someone who holds the position. And don’t
be scared to speak up: not asking questions can signal that you’re uninformed or

uninterested.

9. 3aoasaiume numanns

Maume na yeasi, wo cnigbecioa - ye 8yauys 3 0B0CMOPOHHIM pyxom. Lle
Moocusicms 0151 Bac ne minbku npooamu cebe KOMNAwii, aie maxkoic Oi3HAMUCS
Oinbwe npo poboue micye 3 mum, wWod nOOAUUMU YU NOCAOA | HABKOJUUHE
cepedosuiye 0obpe nioxodsme Bam. Hoims 3 Kinbkoma numanmami, maxumi sx
iHhopmayiss npo mun pobomu, WO BKIOYAE 6 cebe nocaod, KOPpNnopamueHd

KYIbmypa, a makodc Mmunosuil Kap'€EpHull wiisx mozo, Xmo ompumye nocaoy. I ne

11



bitimecs coeopumu. He cmasumu NUMAaHHA Mooasice ozHavamu, o Bu neobiznanuii

abo nezayikasienull.

10. Send a Proper Thank You

Yes, even today, a handwritten note is mandatory. Sending a thank you letter via
email is fine when the decision must be made quickly, but always follow up with
written correspondence. Express your thanks for the interviewer's time and for the
chance to learn more about the company. Please—do not send a gift or flowers

after the interview (yes, it's been done).

10. Haocunaiime npagunbHynooAaKy

Tax, Hagimv cb0200HI, pYKONUCHA 3anucka € 0008'13K06010. Bionpaska noosiku
e1eKMPOHHOI0 NOWMOI0 - 000pe, KOIU PIlleHHs MAE Oymu NPUUHAMO WEUOKO, djle
3a62c0u CHIOKYlme 3a NUCbMOBOK KOpecnoHOeHyicl. Bucnosimv c6oto noosiky
inmepas'toepy 3a uac i 3a mModcaugicms OizHamucs Oinvuie npo Komnauino. byoo

Jlacka, Hegionpaessiime nooapyHoK abo Keimu nicisa cnisbeciou.

When it comes to interviewing, practice makes perfect, and knowing the rules
ahead of time is a great start. So be prepared, be confident, and be yourself, and

you’ll shine.

Konu cnpasa ooxooums 0o cnigbeciou, npakmuxka cmae O0OCKOHANOMN, | 3HANOYU
npasuia 3ae4yacHo — ye GIOMIHHUL nouyamok. Tak wo 6yObme 2omosi, 6yovme

enegneri i Oyobme camumu coboro, i Bu 6yoeme Ha sucomi.

12



HOW TO PREPARE TO THE JOB INTERVIEW

Look through the plan of the job interview. Can
you give anyother advice to a candidate?

Before the interview:

1. Find out all you can about the company.

2. Find out the interviewer’s name and office phone number.

3. Find out where the interview is held.

4, Find out how to get there and how long it will take you to get there.
5. Make sure you know what the job involves.

6. Dress to look clean and neat.

During the interview:
DOs

1.  Arriveearly. Call ahead if you’re delayed.

2. Shake hand firmly.
3. Trytosmile and show confidence.
4.  Askquestions and show interest in the job.

5. Be polite, listen carefully, and speak clearly.

“DON’Ts”:

13



1.  Don’t panic, even if faced by more than one person. (Breathe deeply and

remember all your good points.)
2. Don’tslouch or look bored. (Stand and sit straight, make eye contact.)
3. Don’t smoke or chew gum.

4.  Don’t give one-word answer or say you don’t care what you do.

ANALYZE TrHE cOMrany
THE JoB ™

1 ATPROPFPRIATE
SUCC £.§$ - O CLOT MM I NG

& In terv1 ew
[V REsume
I REFERENCES - 7
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JOB INTERVIEW IN ENGLISH
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Pay your attention to the question which are often heard during the

Interview:

(36epHimb y6acy Ha NUMAHHS, SAKI 0YIHCe YACMO MONMCHA NOYYMU HA

cnigbecioi)

Most common sample questions

Tell me about yourself

Make a short, organized statement of
your education and professional
achievements and professional goals.
Then,

qualifications for the job and the

briefly describe your

contributions youcould make to the

organization.

Why do

here? or What about our company

you want to work

interests you?

It is important to answer them clearly

15

Ilpuknaou munosux numans
Po3kaxkiTes nmpo cede
Jly)ke ~ KOpOTKO  onwuimiTh  Barmri

TOCSTHEHHS ycdepl OCBITH Ta PoOOTH.
IToTim ckaxith, oMy Bu BBaxaere
cebe  i7eanbHUM

KaHAuaaToM Ha

3aIpPONOHOBAHY MOCATY.

Yomy Bu xodere mpaumwoBatv TYT?
a0o YUum Bac 3amikaBujia Hala
KOMIIAaHifA?

Jly’)ke BaXXJIMBO BIAMOBICTH Ha IIi



and with enthusiasm. Show the
interviewer your interest in the
company. Share what you learned

about the job, the company and the
industry through your own research.
Talk about how your professional skills
will benefit the company. Unless you
work in sales, your answer should
be The

interviewer will wonder if you really

never simply:  "money."

care about the job.

Why did you leave your last job?

The interviewer may want to know if
you had any problems on your last job.
If you did not have any problems,
simply give a reason, such as: relocated
away from job; company went out of
business; laid off; temporary job; no
possibility of advancement; wanted a

job better suited to your skills.

If you did have problems, be honest.
Show that you can accept responsibility
and learn from your mistakes. You
should explain any problems you had

(or still have) with an employer, but

16

MATAHHS YITKO 1 3 eHTy31a3MoM. CBO€10
BIANOBIII0 BM NOBHHHI IIOKa3aTu
Bamy 3arikaBneHicTh y maHiii poOOTI.
[IponemoHCTpyliTe pOOOTOAABITO, IO
Bu 3maiiomi 3 11i€t0 Kommadi€ro 1 1i
TISJIBHICTIO. 3yMIHATE JIOBECTH, IO
came Bu maete HeoOXxinHI mpodeciiiai
AKOCT1  JUIsI He

poOoTH. BapTO

ropoputd, mo Bu Bnoepmy uepry
[parHeTe OTPUMAaTH II0 MOCaxy 4epes
3apIuiaty, ajke Toal y poOoTonaBus
MOXYTh BHUHUKHYTH CYMHIBH IIOJO

sskocTl Bamroi po6otu B MaitOyTHbOMY.

Yomy Bu mimum 3 mnonepeaHbol
podoru?

PoGoTtonasitro HAIIEBHO I1KaBl1
OpUYMHA Yepe3 1o Bu 3anummnm
nonepeH0 podoTy. SKI0 NpUYUHU
He Oynu TOB'SI3aHI 3 CEPUOZHUMHU
npobOjieMamMu, TO MOXKHA JaTH Taki
BIIMOBIAL: poOOTa 3HAXOIUJIACH JIYXKE
JaieKo  Bim  OyOWHKY, KOMIIaHIsA
BUpPIIIWJIA 3aKPUTH MPOEKT, HE OyIo
NIEPCTICKTHUB Kap'€pHOTO POCTY 1 T.JI.

Ane skmo Bce-Taku y Bac Ha poOoTi
CTaJMCA SKICh HENPUEMHOCTI,  SIKI
CTaJIM MPUYMHOIO Baioro 3BiIbHEHHS,

TO Kpalle TOBIJIOMHUTH TIPO  II€

poboTtoaasito. 3yMmiiTe Moka3artu, 1o 1



don't describe that employer in

negative terms. Demonstrate that it was

a learning experience that will not
affect your future work.
What are vyour best skills?

If you have sufficiently researched the
organization, you should be able to

imagine what skills the company

values. List them, then give
examples where you have
demonstrated these skills.
What is your major weakness?

Be positive; turn a weakness into a
strength. For example, you might say:
"I often worry too much over my work.
Sometimes | work late to make sure the
well."

job IS done

Do you prefer to work by yourself or
with others?

The ideal answer is one of flexibility.

17

B TaKuWX CHUTyamisix Bu 3amummaerech
yeCcHHUM 1 BigmmoBigaasHuM. [losicHITS, 3
SKUMH TpoOieMamMu Bu 3iTKHYyIHCA,
ajie HIKOJIM TIOTaHO HE TOBOPITH IMPO
Bamoro

KOJIMIITHBOI'O  Ha4YaJIbHHUKA.

Ckaxith, mo Bu BuHecnu ypok 3

OO HETaTUBHOTO JIOCBiMy 1 B
MalOyTHbOMY  Take  Oulbllie  HE
MOBTOPUTHCS.

SAxnmu HaBnukamu Bu Bosogiere?

Skmo Bu  nonepenHb0  BUBYWIA

iHpopMallito Tpo  3amPONOHOBAHY
BaKaHCIii0, To Bam Oyne He ckiIagHo
BIANOBICTA Ha Iie nmuTaHHd. [lokaxiTh
poboTtozaiito, 1o Bu BonoaieTe came
THMH HaBUYKAMH, K1 MOTPIOHI IS
pobotu B 11i#t ob6sacti. [To MOKIUBOCTI,

JanTe oMy KiJIbKa MPUKJIIAIIB.

Y Bac € caa0ki micusi?

3aBxauM Hamarairtecs IMMIOHECTH CBOI
cia0Ki MICIl Tak, 1100 BOHU 37aBajIucs
ciwibHuMA. Hanpuknang: <« 3aBxam
Iy’)Ke TepexuBaro, un Oyme pobota
BHUKOHAHa BYacHO. | Tomy d4acTo

3aTPUMYIOCh, 1100 BCE€ BCTUTHYTH
3pOOUTH.

Bu Bigmaere mepeBary mnpamooBaTu
OIUH 200 B KOMaHai?

B imeam xkpame mnokaszatu, mo Bwu



However, be honest. Give examples
describing how you have worked in

both situations.

What are your career goals? or What
are your future plans?

The interviewer wants to know if your
plans and the company's goals are
compatible. Let him know that you are
ambitious enough to plan ahead. Talk
about your desire to learn more and
improve your performance, and be
specific as possible about how you will
meet the goals you have set for

yourself.

What are your hobbies? or Do you
play any sports?

The interviewer may be looking for
evidence of your job skills outside of
your professional experience. For
example, hobbies such as chess or
bridge demonstrate analytical skills.
music,

Reading, and painting are

creative hobbies. Individual sports
show determination and stamina, while

group sport activities may indicate you
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MOXKET€ MpalIOBaTU K OJMH, TaK 1 B
KOJIEKTUBI. AJie TaM'aTaiiTe, Mo Kpaie
Oytu yecHuM. HaBeniTb poOOTOAABIIO
npukiaau 3 Bamoro mocsiny, komu Bu

MpaloBaIM OJUH 1 Y KOJEKTHUBI.

Ski y Bac niiaHu Ha MaiidyTHe?

PoGoTonaBito 3aBKIM IIKaBO, YU

30iraloThCsd  IUIAHK  ITOTEHIIIHHOIO
CIIBpOOITHUKA 3 IJJAaHAMH KOMIIaHIi.
[TosicuiTh oMy, mo Bu 3aiikaBieHi B
JIOBFOCTPOKOBOMY  CIIBPOOITHHUIITBI.

[Tokaxite, mo Bu wmaere Hamip
3pobutn Bce Big Bac 3anexHe s
TOTO, 100 OyTH HAWOUIBII KOPUCHHUM
KoMIiaHii (Kpalie HaBeCTH KOHKPETHI
OpUKJIaAn TOro, sK Bu 30upaerecs
JIOCSITaTH MOCTABICHOT METH).

SAxi y Bac x00i? abo Bu 3aiimaerecs
ciopTom?

[Ilo6 oTpumaTHu 3aifBe MiATBEPKECHHS
Bammx npodeciitHux HAaBUYOK
poboTonaBenb Moke 3amutath Bac
npo Bamr 3axormienHs. Amxe Taki X001
AK Tpa ymaxu abo OpHIIK TOBOPSTH
OpO AaHANITUYHUN CKJIAJ PO3YyMY.
UwuTanHs, My3WKa, MaJTIOBaHHS - TIPO
TBOpUY HATypy. 3aHATTS KOMaHJIHUMU

BUJAMH CIOPTY mependadyae BMIHHS



are comfortable working as part of a
team.

Also, the interviewer might simply be
curious as to whether you have a life
outside of work. Employees who have
creative or athletic outlets for their
stress are often healthier, happier and

more productive.

What salary are you expecting?

You probably don't want to answer this

one directly. Instead, deflect the
question back to the interviewer by
saying something like: "I don't know.
What are you planning on paying the
best candidate?" Let the employer
the first

However, it is still important to know

make offer.
what the current salary range is for the
profession. Find salary surveys at the
library or on the Internet, and check the

classifieds to see what comparable jobs

in your area are paying. This
information can help you negotiate
compensation once the employer

makes an offer.

What have | forgotten to ask?
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I[MpanroBaT B KOMaHI[i, B TOM 4Yac SIK

1HIUBITyaJIbHI 3aHATTA CIIOPTOM

XapaKTepU3yrTh JIOJTUHY K
B1JTAaHOIO 1 BIAMOBIJAILHOTO.
CraBisun TaKl MMATAHHS,
poboTOaBeIb X0Y€e JI3HATUCA, YH € Y
Bac 3axormieHHs 3a Mexamu pOOOTH.
AJDKe  TIpalllBHUKH, SKI  aKTUBHO
3aliMalOThCA CIIOPTOM a00 TBOPYOIO
TISUIBHICTIO HabaraTto OLIBII
CTPECOCTIHKI.

Axuii piBeHb 3apmiaatu € s Bac
oaxxkanum?

Kpame He BiamoBigaTd Ha Take
NUTaHHS TpsiMO. MoHa BIAMOBICTUA HA
IIe¢ TTUTaHHS MTUTaHHIM, HAITPUKIIAI;

«HaBiTh He 3Ha. A sky cymy Bu

IUIAHY€ETE TJIATUTHU? ». Hexaii
poOoTo/aBenb ~ MEpIIUM  3POOUTH
IPOIO3HULIIIO.

Ane mpu upoMy Tpeba 3HATH, SKI
3apIulaTd TPOMOHYIOThCSI HA PHUHKY
mpaii 3a poOOTy Ha TIA Yd 1HIIIHN
nocami. [lg 1udopmaris momomoxe

Bam y BiAmoBigsfx Ha JaHE MUATAHHS.

IIlo s 3a0yB 3anuTaTn?



Use this as a chance to summarize
your good characteristics and attributes
and how they may be used to benefit

the organization. Convince the

interviewer that you understand the job

requirements and that you can

succeed.
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BukopucroByiiTe 110  MOXXJIMBICTB,

mo0 1me pa3 Haragatu poOOTOAABIIIO

npo Bamni  cwibHi  cTOpoHHM 1

npodeciiiHi  skocTi.  Ilepekonaiite

poOoTONaBLIsI B  TOMY, Bu

1o

po3yMiere, 10  MNOTPIOHO  JJIs

e(eKTUBHOTO BUKOHAHHS
3aMponoHOBaHoOi pobOoTH, 1 mo Bwu
3MOXKETE

cTaTu [[IHHUM

CIIBPOOITHUKOM.



A LIST OF QUESTIONS AND
ANSWERS DURING THE INTERVIEW:

(Ilepenix numans i 8ionosioeul nio uac cnigbeciou)

1.How are you today? Did you have any trouble finding us?

— Ak Bawi cnpasu? Yu eéasxcko Bam 6yno nac 3navumu?

I’m fine! Thank you, and you?

akyro! [loope. ABu?

2.How would you describe yourself as a person?

— Ak 6u 6u cami cebe onucanu?

I’m a perfectionist. | pay attention to all the details, and like to be sure that

everything is just right.

A nepghexyionicm. 3e6epmaio ysazy na 6ci 0emani i MeHi no0obacmuvcs oymu

6NEBHEHUM, U0 6C€ tioe no-niaHy.

I’m efficient and highly organized. This enables me to be as productive as

possible on the job.

A npooykmuenuit i oucyuniinosanuu. ILle oOonomacae Oocsieamu HAUBUUWUX

pe3ynibmamis Ha pobomi.

I’m a creative thinker. I like to explore alternative solutions to problems and

have an open mind about what will work best.

A eunaxionueuti. Meni nooobaemvcs 3HaAxXO0uUmMuU  AlLMEPHAMUBHI,  OLIbUU

ehexmusHi piuienHs: 00 3a80AHb.

I enjoy solving problems, troubleshooting issues, and coming up with solutions

in a timely manner.
Memni nooobaemwcs supiulyeamu 3a80aHHs | NPONOHYBAMU DILUEHHS.
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3.What type of position are you looking for?

— Akozo muny nocady Bu wiykaecme?
I’m interested in an entry level (beginning) position.
A 3ayixkaenenuti 8 nocadi no4amKo8020 PiGHsI.

I’m looking for a position in which | can use my experience.
A wiykatro nocady, 8 AKil 51 Mie Ou BUKOPUCMOBY8AMU CBIli 00CEIO.

I would like any position for which | qualify.

Meni nioditioe 6y0v-sxa nocada, 8i0n08iOHa MO€i K8aniQikayii.

4.Are you interested in a full-time or part-time position?

— Bam yikasa poboma Ha nosHuti pooouuti 0eHsb Yy HenoGHuUl poooyUll OeHb?
I am more interested in a full-time position. However, | would also consider a

part-time position.

A binvue 3ayixasnenuii 6 pooomi Ha nogHy cmasky. OOHAK, 51 6 po32sAHYE MAKOHC

poOOmMY Ha HENOBHY CIMABKY.

5.What is your greatest strength?

— AKi 6awi HaucunbHiwi aKocmi?

I work well under pressure. When there is a deadline, | can focus on the task
at hand (current project) and structure my work schedule well. I remember
one week when | had to get 6 new customer reports out by Friday at 5. |

finished all the reports ahead of time without having to work overtime.

A 0obpe npayror 6 cmpecosux cumyayisax (nio muckom). AKWo 6CMAHO8IEHO
KpAUHil mepmiH 015 BUKOHAHHS 3a80aHH5, 51 00Ope OpeaHi308yio Ceill niaH pooim.
Iam'smaro ooun mudicoens, Konu s noguren 06y6 sudamu 6 36iMie HOBUM KILIEHMAM
0o 17-00 n'smuuyi. A 3axinuue eci 36imu 00CMpPOKOBO, | MeHI He 008e10Cs

npayroeanmu I’lOHClOHOpMO@O.

I am an excellent communicator. People trust me and come to me for advice.
One afternoon, my colleague was involved with a troublesome (difficult)
customer who felt he was not being served well. I made the customer a cup of

coffee and invited both my colleague and the client to my desk where we
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solved the problem together.

A 8iominno naownaro 3 a00bmu. JIoou 0o6ipsarome meHi i npuxoosamo paoumucs.
OoHoeo pa3zy miti Kone2a 3IMKHY8CA 3 NPOOIEMHUM (8AHNCKUM) KILIEHMOM, SAKULL
88axcas, wo U020 No2aHo o0OCAyxcunu. H npueomyeag Kii€enmy 4awiky Kasu, i

3anpocus KiieHma i Kkoiezy 00 M020 CMoy, 0e MU CRIIbHO SUPIWUIU NPOOIEeM).

I am a trouble shooter. When there was a problem at my last job, the
manager would always ask me to solve it. Last summer, the server at work
crashed. The manager was desperate and called me in (requested my help) to
get the server back online. After taking a look at the daily backup, | detected

the problem and the server was up and running (working) within the hour.

A emito 3anazoodacysamu npoodnemu. Koau na moiil nonepedwit.  podbomi
MPanyiAnucs npooaemu, KepieHuK 3axcou npocus mene supiwumu ix. Munynozo
aima cmascs 360it cepgepa. Kepisnuk 0ys y 8iouai i BUKIUKAE MeHe (NONpoCcus Moe€i
odonomoeu), wob sionosumu cepsep. llepecnsinysuiu 00606e pezepshe Konito8amHs,

5 8usA6UB NPobIeMy, | cepsep OY8 8i0HOGIeHUll I 3anyWeHUl NPOMA2OM 200UHU.

My time management skills are excellent. I’'m organized and efficient.
YV mene uyooei nasuuxu ynpaeninus wacom. A oucyuniinosanuti i epekmusHuil.
I pride myself on my customer service skills and my ability to resolve what

could be difficult situations.

A nuwaroca ceoimu Haguukamu 00CIY208YBAHHS KIIEHMIE I MOEL 30AmMHICMIO

supiuysamu CKIaoHi cumyayii.

6.What is your greatest weakness?

—Aki sawi naubinvwi crabkocmi (Hedonixku)?
I tend to spend too much time making sure the customer is satisfied. However,

I began setting time-limits for myself if I noticed this happening.

YV mene € cxunvhicmes eumpauamu 3anaomo 6azamo dacy, wob 3a00801bHUMU
knienma. OOHaK, 51 NO4a8 8CMAHOBII08AMU OJisl cebe NiMim Yacy, AKuo nomiuaio,
o ye 8i00y8aemvcsi.
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When I’m working on a task (project), I don’t want just to meet deadlines.
Rather, | prefer to complete the project well ahead of schedule.llpautwowuu
HAO 3a80aHHAM (RPOEKMOM), MEHI HE 0OCMAMHBO MIIbKU YKIAACHUCA 6MEPMIH.

A ssaoicaro 3a Kpauie euKkonamu 3a60aHHA Oocmpmmeo.

Being organized wasn’t my strongest point, but I implemented a time

management system that really helped my organization skills.

A He 3a601c0u 66 max 00Ope opeaHizo8anUll, MOMY 5 3AC80i8 CUCNEMY YNPAGIIHHSL

yacom, sIKa OtICHO OONOMO2IA MEHI 3 MOEIO OUCYUNIIIHOIO.

7.Why do you want to work for us?

— Yomy Bu xoueme npayrosamu y nac?
After following your firm’s progress for the last 3 years, I am convinced that
you are becoming one of the market leaders and | would like to be part of the

team.

Cnocmepieatouu 3a npoepecom Bawoi komnanii npomseom ocmaumix 3-x poxis, s
nputiuios 00 OymKu, wo Bu cmaeme oOHum 3 nidepie puHky, i s xomie bu cmamu

yacmuHnow Bawoi komanou.

8.WhyShouldWeHireYou?

— Yomy mu nosunni Bac nputinamu na pobomy?
You should hire me because I’m not only qualified for this job due to my
experiences, but also because of the positive attitudes that | have towards the

tasks given to me.

Bam cnio mene muaiimamu, He mineku momy, wo s 80400il0 HEOOXIOHOW
keanigixayicro i 00c8i0oM, aie uje U NO3UMUBHUM CMABIEHHAM 00 CHpPABU, sSIKe

oonomazae MeHi BUKOHY8aAmMU OMPUMAHT 3A80AHHS.

I am very motivated to do this job- it’s my dream. If you hire me, I will do my

best to exceed your highest expectations.

A Oyorce 3ayixasneHuti y 8UKOHAHHI Yyiei pobomu, maxk 5K ye poboma MoE€i Mpii.

Axwo Bu sizbmeme mene, mo a e nowkooyio 3ycuib 0iisi mo2o, Wob eunpagoamu
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Bawi navisuwi ouixysanns.

You should hire me because | have the ability to develop my skills. I can
handle myself and my responsibilities. If you hire me, | will do my best to

exceed your highest expectations.

Bawm cnio mene natinsamu, max 5K s 607100010 30AMHICMIO PO36UBAMU C80I HABUUKUL.
A moorcy enopamucs 3i ceoimu 0608'sa3kamu. Axwo Bu eizbmeme mene, mo s He

NOWKOOYI0 3)YCUNb OJ1s1 M0o20, oo eunpasdamu Bawi natisuwi ouikysanms.

Three reasons: | meet deadlines, | deliver on what | promised, and as a result

I always make my managers to be proud of me.

Bam cnio navimamu mene 3 mpvbox npuuuH: 5 3a6x4cOU VKIAOAIOCSA 6 MepMiHU,

odocsiearo 00iYsAHO20, T Mill KePIBHUK 3MOHCE NUUUAMUCS MHOIO.

| can’t speak for the other candidates because | don’t know their
qualifications, but I can tell you this: I would never put myself in a position

where | think | would fail. I know I can do this job and succeed.

A He Mmooy ecosopumu 3a IHWUX KAHOUOAMIB, MOMY WO He 3HAI0 pIieHs iX
Keanigpikayii, npome mModxucy ckazamu, wjo HiKoau 6 He npemendy8as Ha nocaody, Ky

He 3acnyeosyio. A 3uaro, wo enoparocs 3 yieo pob6omoio i 00CsA2H) YChixy.

I think I should be hired because I’m a hardworking, well-organized and

responsible. I’m also effective.

A esadicaro, wo 3acnyeo8yro 6ymu NPUUHAMUM, OCKLIbKU 5 NPpaybo8umuil, 0oope

opeamizosanull i BiON0BIOAIbHUIL.

9.What Can You Contribute to the Company?

— AHxum 6yoe aut 6Hecok 8 KOMNAHi0?
I’m a hard worker with the experience to get things done efficiently.
A mpyooeonik 3 00c8i00M i 36UUKOI0 3a8epuLy8amiu Cnpasu 3 MaKCUMAIbHOK

eghexkmusHicmio.
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I can contribute my organizational skills and my ability to work well in a
group.

A eomosuii npuenecmu 6 KOMNAHIIO MOI 0p2aHi3amopcbKi 30i0HOCMI | MO1O

30amuicms 00bpe npayroeamu 8 KOMAauol.

I have the experience, contacts, and knowledge to contribute to the rapid

growth of this business.

A 601100110 00C8I00M, KOHMAKMAMU | 3HAHHAMU, KL 00380J14Mb 3a0e3neyumu

cmpimke 3pocmants ybo2o oiznecy | komnanii.

10.Why did you leave your previous job?

— 3 axoi npudunu 8u niuiiu 3 nonepeorvboi pobomu?
I am interested in a new challenge and an opportunity to use my technical

skills and experience in a different capacity than I have in the past.

A 3ayikaenenuii 8 HOBUX 3A80AHHAX I MONCIUBOCMAX CKOPUCMAMUC MOIMU

MEXHIYHUMU HABUYKAMU | 00CBIOOM 8 THULOMY 00OCS3I.

I am interested in a job with more responsibility, and | am very ready for a

new challenge.

A 3ayixkasnenunl y pobomi 3 OLIbUION 8I0NOGIOANLHICIIO, T 51 20MOBUL 00 HOBUX

8uUnpobysans i 3a80aHb.

This position seemed like an excellent match for my skills and experience and

I am not able to fully utilize them in my present job.

Hana nocaoa ideanvho nioxooums 015 3ACMOCYBAHHSA MOIX HABUHOK [ 00CBI0Y 8

NOBHOMY 00CA3I, HABIOMIHY 810 MOEI HUHIUWHBOI POOOMU.

11. Why did you move to this country?

— Yomy Bu nepeixanu 6 yio kpainy?

We always wanted to settle here, and are now doing so.

Mu 3a62c0u xominu nepebpamucs croou, i Hapeuwmi 36aHCUTUCS.

I moved here for the employment opportunities.
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A nepeixas croou uepes kap'€pHi MOICIUBOCTI.

12. What motivates you most at work?

— o momueye | naouxae Bac na po6omi?
I’ve always been motivated by the desire to do a good job at whatever position

I’ve been.

Mene 3a6axcou  momugye 6axdcanus uxoHysamu pooomy 00Ope He3aNeHCHO 8i0

mo2o Ha AKIU Ou nocaoi s He 3HAX00UBCHL.

I want to excel and to be successful in my job, both for my own personal

satisfaction and for my employer.

A xouy docsemu ycnixy i 6ymu yCniutHum y c8oiil pobomi, siK 0Jisi 8020

BHYMPIUWHBbO2O 3A0080NEHHS, MAK [ 0l pOOOMOOA8YsL.

13. Where do you see yourself in 5 years?

—/le Bu 6auume cebe uepe3 S pokis?

My goal right now is to find a position at a company where | can grow and
take on new challenges over time. Ultimately, I"d like to assume more
management responsibilities and get involved in product strategy. But most

importantly, | want to work for an organization where I can build a career.

Ha oanuti momenm, mosi mema - 3nauimu came my nocady i KOMnauiio, oe s 6 3mie
pocmu i nocmitino possusamucs. Hapewmi, s1 6 xomig Oinvuie 8i0no8ioaibHOCmi y
KepisHUYmM8I 100bMU, a maxkodic, Oymu Oinbuie 3aiy4eHum y cmpamezito po3pooKu
npooykmy. Ane HatieonosHiule, s 6 xomie npayrosamu Ha my opeawnizayiio, oe s 6

3Mie 3pobumu Kap'epy.

After the five year | want be get respectable position in organization. After
getting more experience | want to take part to making important decision for

organization.

Yepes 5 pokie meni 6 xomnocs 3aumamu novecHy nocady y yiu xomnanii. Ilicis
moeo, 5K 5 Habydy HeoOXIOHUL 00C8I0, 5 O XOmie NPUUMAMU BANCIUBL PIULEHHS Y

Yitl KOMNAHIl.
2/



14.Do You Prefer to Work Independently or On a Team?

— Bu naoaeme nepesacy npayrosamu camocmitiHo 4u 8 KOMAHOI?
I would like to work in an environment where there is a blend of both. Its
great working in teams while sharing and learning ideas with each other, but

it’s also great to sit at my own desk and work hard productively.

Meni 6 xominocsa npayroeamu y momy cepeoosuiyi, 0e € NOEOHAHHS | MOo2o 1
iHwoeo. lle uy0oeo, Konu € MOdACIUBICMb NPAYIOBAMU Y KOMAHOI I OLIUMUCS
ioesmu 3 tHwumMu. 'Y motl drce uac, MeHi nooobacmuvcst Cuoimu 3a C60iM CMOJIOM i

NPOOYKMUBHO NPAYIOBAMU.

I like working myself. But I love working in a team because one thing is for
sure - gaining and sharing knowledge through experience. It is always said
“Two heads are better than one”. Working as an individual, I can apply all
that | have learned throughout the career. So | believe both have their

importance and both are required to be successful in any field.

A 060 npayrosamu camocmiito, aie makoic, A 68axcaro 3a Kpauje KOMAHOHY
pobomy, mak sk MOACHA OOMIHIOBAMUCS 3HAHHAMU MA 00CBIOOM. K Kaxcyms, 08I
201108U Kpauje Hidxc oona. Ilpayroouu iHOusioyaivho, 8 nooaibuomy, si 3MOHCY
3acmocysamu Habymi Hasuuxu. Tomy, obuosa e6uou pobomu 6aMNCIUGL 1

sumazcaronlob yCHiWHOZO BUKOHAHHAL.

15.What is important to you in a company?

— 1o € ona Bac eaxcnueum y komnauii? YV saxiu xomnawii Bu 6 xominu
npayroeamu?

I would like to work for a company that:

Memni 6 xominocs npayiosamu 8 KOMNAHIL, sIKA:

is fair and open with its employees (vecua i 6iokpuma oo ceoix cniepobimnuxie)
Is growing (pocme)

offers opportunities (0ae moorciusocmi)

offers training to do my job better (npononye mpenineu 3 niosuwenms

Keanigpikayii)
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16.When can you beqin?

— Konu eu 3mooceme poznovamu?

Immediately

Heeauino

29



JoBS_ = Now

m JOBS HIRING

HIRING (ITpuitom Ha podoTY)

If you are looking for a job, these phrases will be

helpful. In addition, here are some of the terms that you

can find in questionnaires or may wish to use in your resume.

(Axwo Bu wykaeme pobomy, yi ¢pasu 6yoyms kopucui. Kpim moco, mym
HageoeHi 0esiKi 3 mepMinie, Kl Bu mooceme 3ycmpimu 6 ankemax, abo MOA*CIUBO

nobasicacme UKOPUCMAMU ) CBOEMY pe3lome.)

APPLYING FOR A JOB

(Ilooauazassxkunapobomy)

I saw your advert in the paper 5 nobauus Bawe oconowenus 6 cazemi

Could I have an application form? moorcna meni anxemy ons 3anosuenus, 6y0b

aacka?

Could you send me an application form? Bu mozenu 6 npuciamu meni anxemy

07151 3aN06HeHHs?
I'm interested in this position A 3ayikaeneHuil y yit nocaoi
I'd like to apply for this job 5. Xomis 6u nooamu 3as6Ky Ha Yo pooomy

QUESTIONS ABOUT WORK

(I lumanns npo pobomy)

Is this a temporary or permanent position? ye mumuacosa uu nocmitina

nocaoa?
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What are the hours of work?

Will I have to work on Saturdays?

Will I have to work shifts?
How much does the job pay?

£10 anhour
£350 aweek

What's the salary?
£2,000 amonth
£30,000 ayear

Will | be paid weekly or monthly?

Will | get travelling expenses?

Will I get paid for overtime?

Is there ...?

a company car

a staff restaurant
a pension scheme

free medical insurance

AKI poboui 200unu?

A NOBUHEH npayreamu no

cybomax?
5 NOBUHEH npayeamu no 3mMiHax?
AK Ys poboma onnadyemuvca?

10 gpynmis na coouny
350 pynmie na muswcoens

saKa 3apodimua niama?
2 000 ¢pynmis na micayo
30 000 ¢pynmie na pix

5 6y0y ompumyeamu niamy no

MUMNCHAX YU NO MICAYAX?

YU 51 OMPUMAIO OOPOHCHIO

Komnexncayiio?

Hu onjiavyentovc I’lOH(l@HOpMOGCI

npays?

yu e ...?

poboua mawuna
pecmopan 0Jisk NePCOHATLY
NeHCiliHa cxema

MeouuHe cmpaxy8aHHs

How many weeks' holiday a year are there? cxirbxu muosicnis eionycmru s

Who would I report to?

mamumy?

nepeo Kum s 36imyeamumy?



I'd like to take the job

When do you want me to start?

5 . Xo0mie Ou no20OUMuUCs Ha U0

pobomy

Konu Bu xoueme, w00 s

po3nouas?

WHAT YOU CAN HEAR

(ILlo eu mooceme nouymu)
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We'd like to invite you for an interview

These are the job descriptions
Have you got any experience?
Have you got any qualifications?
We need someone with experience

We need someone with qualifications

What qualifications have you got?
Have you got a current driving licence?

How much were you paid in your last job?

Do you need a work permit?

We'd like to offer you the job

When can you start?
There's a three month trial period

We'll need to take up references

This is your employment contract

33

Mu xominu ou 3anpocumu Bac na

cnigbecioy

ye nocaoosi IHCMmpyKyii

vy Bac € 0ocsio?

v Bac € axacwo keanigixayisn?

Ham nompiben Xmocw i3 00c8i0oM

Ham nompibexn Xmoco i3

Kkeanigixayicro
saKa keanigpikayisa y Bac €?
v Bac € so0iticoki npasa?

CKLIbKU Bam naamunu Ha Mumynit

pobomi?
Bam nompiben 0o36in na pobomy?

Mu xominu 6 3anpononysamu Bam

pobomy
Ko Bu moorceme poznouamu?
BUNPOOHULL MepPMIH mMpu Micayi

Ham nompioHo 83samu

pexomeHoayii

ye Baw pobouuii koumpaxkm



Name

Address
Telephone number
Email address
Date of birth
Nationality
Marital status
Career objective
Education
Qualifications
Employment history
Leisure interests

Referees

RESUME

(Pe3tome)

[}

In's
Aopeca

Homep meneghony
Enexmponna aopeca
Jlama napoooicenns
Hauyionanovnicme
Cimetinuii cmau
Kap'epna mema
Ocsima
Keanigixayii
Icmopia 3aunamocmi
Xobi

Lopyuumeni

Communicating p 4 ciastic Photo editing

Problem-solving
Team leader Ssciable

HOW TO DESCRIBE
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Name three

adjectives that can
be best used to

describe yourself.

YOURSELF

There is an interesting list of words and expressions which helps to tell

you about your best advantages:

(Bawiti yeasi nponouwyemvcsi Yikasuil Ccnucok cuie i @pas, axui

oonomodice Bam sckpasiwe posnosicmu npo 8ci ceoi nepegacu,)

Wide profile professional — ¢paxiseys wupoxozo npoginio.
Pressure-resistant —cmpecocmiiikuii

Customer-friendly - opicumosanuii

Ha pobomy 3 KIIEHMamu
Team player — komanonuii epaseys
Can-do spirit — cmapannicmo

Drive to success - npaernenns 0o

YCRIXy

Results driven - wayinenuii na

pesyiomam

Eager to learn - comosuii suumucs nosomy

Multitasking abilities - 30amuicmo supiwenns oexinbkox 3a60anb 00HOUACHO
Proven track record - xopowwuii nociyscnuii cnucok

Self-motivated - yirecnpsimosanuii

I work against the clock — s npayioio 3 binvworo pemenvuicmio, wob euxonamu
3a60aHH5L 8 CMPOK
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| take pride in my work — s nuwarocs ceocio pobomoio

I have effective communication skills in English - both verbally and in writing

— 5 eheKMuUBHO 80100i10 HABUYKAMU 8EPOATLHOI MA NUCbMOBOI KOMYHIKAYIT
I am extremely attentive to details — s ysaorcruii 0o oemanei

I am 100% involved while performing work-related duties - s maxcumanvro
30cepeddcenull Ha BUKOHAHHI NPOgheCiliHux 3a60aHb
I am good at resolving problematic situations — s onepamueno nioxooacy oo

BUPIULEHHS] NPOONEMHUX CUMYayill

I am a competent English user for the position at hand — s s0100i10 nHeobxiOnuMm

pieHem aHeniicbkoi Mosu 0151 0aHOi nocaou

I am always in readiness to meet targets — s z3a6orcou comosuii docsieamu memu

Eager I:rggﬁ"‘li;‘z;3:j(;racious PerfeF%t fined Safe
= | elned - :
CIev_erDa’g‘e%irglglgaggﬁ%“|°U5H InventivemasterfulQualified Skilful
BT P ieloggheions Shons i
Best .. =15 Determined isiteKind Marvelious! HOSWi
Alert Agg’egtfgCOnnect,ed Enhanci%égu's!telndustrious N R%aRs%aR!eaenSItlveﬂ mely
Artisticy SPabic Dlscernquascnnatlnqlmpres_sweNeg e g a ﬁStunm Versatile
Ad0rab|e»°«FJPfeC'ateCCompltetet eptior hItmgqmatlve o U”B%frégﬁ% qanWarm
ActiveAccomplished Lompetent . . Far-sighted = MagnificentRewarding v Valiant
AdmirapleAstounding GOTSICeTate - %, £00diLookiNg o tetanding Sparkling andesul
Affluent Agreeable charming: - EnthusiasticFun/Nteresting OulckResourcguI TrustingWhole
AdmiredAmazing ™ ConvenjentEnergetic FlatteringGreatPassionate enacious ' ’Wise
AliveAttractiveBuoyant DelightfulEloquent HandsomeKnowingPleasing Sharingrhankfulyyej
e Cprient, fnendyinsoreq ogaied oneri sensbe timate
ortlessEnormaous /at ! :
CalmCieaf CertainDiligent Enticierlg Limitless Plentiful Smart  Vivid

Endless Happv'”é‘é‘é‘.é% Lively
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EVERYTHING YOU NEED TO KNOW ABOUT
RESUME

(Bce, wio nompibro 3uamu npo pesiome)

What is the purpose of a resume?
The purpose of a resume is to provide a summary of your skills, abilities and

accomplishments. It is a quick advertisement of who you are. It is a "snapshot™ of
you with the intent of capturing and emphasizing interests and secure you an
interview. It is not an autobiography. Since your resume is a primary tool in your

job search, it needs to be carefully written.

Slka meta pe3rome?

(Memorw pe3ome € y3azanvHeHHAa iH@opmauii Bawux naguuok, 30ionocmeit i
oocsazuens. Ile weuoka pexnama mozo, xmo Bu €. Ile Baw "3uimok" 3 memoro
npugepuymu i niokpeciumu inmepecu i 3ade3neyumu Bam cnigoecidy. Ile ne
asmooiozpaghia. Biomooi Bawe pe3tome € 0CHOGHUM THCHIPYMEHMOM 6 NOULYKY

pobomu, 60HO NOBUHHO Oymu pemesibHO HARUCAHO.)

» LEARN THE STEPS HOW TO WRITE RESUME:
(OSHGﬁOMWl@Cfl 3 NYHKmMAamMu AK nucamu p€3l0jl/l€)
1. Name, address, home phone, business phone. List this information
prominently at the top of the page. Be sure to give useful phone numbers; a
prospective employer should know where to reach you, day or evening. If you
do not wish your present employer to know you are job hunting, ask someone

to take messages for you when you are at work.

( Im's, adpeca, oomawmniin menepon, biznec-meneghon. Brasxcime yio ingpopmayiio
Ha BUOHOMY Micyi y 6epxHiti uacmuni cmopinku. O608'A3k060 OaumenpasuibHi
HoMepu meneqhonie; nomeHyiuHul pooomooaseyb NOBUHEH 3HAMU, K 38'a3amucs
3 Bamu, edenv abo egeuepi. Axwo Bu ne 6basicacme, wob Baw menepiwinill
pobomooaseysb 3Ha8, wo Bu wykaecme pobomy, nonpocimb Ko20-HeOYOb
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nputimamu nogioomnenns o Bac, konu Bu 3naxooumecs na pobomi.)

2. Position objective, as specific and brief a job title as possible.

( Ob6'exkmuena nocaoda, Komkpemma i KOpOmMKA HA364 NOCAOU, HACKIIbKU Ue
MOJHCIUBO.)

3.Qualifications in brief: a short summary highlighting your education,
experience, and skills to capture the attention of and assure the reader that
you can do the job.

( Kopomxo npo keanighixayito: kopomko suodinime Bawy oceimy, 0ocsio i naguuxu,
wob npusepHymu yeacy i nepekoHamu wumavda, wo Bu moowceme suxonamu yio
pobomy.)

4.Experience summary.
( Ilepenix 0oceioy.)

Educational background (can go before work experience if it is more job - related).
The purpose of this background is to indicate general and specific training for a job.
A person who has little or no educational training would omit this item.

College name, City, State, Degrees, Majors, Dates. If you received no degree
or you are presently attending college, give the number of units completed (or
say “degree candidate”), major, date, place.

High school. List if you have not attended college. Add dates and areas of
speciality.

( Ocsima (moowce nucamucsi neped 00c8ioom pobomu, KO ye Oinbuie nos8's;3aHo
3 pobomoro). Memoio yiei nioocHosu € exazami 3a2aibHy i CneyiaibHy ni020moeKy
0o pobomu. Jlroouna, y axoi HenogHa abo Hemae 0CB8IMHBOI NIO20MOBKU, NOBUHHA
Nponycmumu yeu nyHKm.

Haszea roneodoicy, micmo, Oepoicasa, cmyneni, cneyianizayii, oamu. Axwo Bu ne
ompumanu cmyniwb abo Bu y Oauuil uac Hasuaemecsi 8 KOAEOMCI, NUUIMb
KIIbKiCmb 3aKiHYeHux 3akaiadis (abo ckadxcimv "3000ymms HAYKOB020 CMYNEHS
Kanouoamay), cneyianizayiro, oamy, micye.

Buwa wrxona. Ilepenivimo, sikwo Bu ne 6iogioyeanu xonedaxc. [lobasme oamu i
HANPAMKU CNeYiaibHOCMi.)

5.Personal paragraph. You may wish to include a statement describing
38



personal attitudes towards work that make you a valuable and unique
employee.
(Ocobucmuui nynkm. Bu mooceme @xmouamu 3asey, wo ONUCYE O0COOUCMICHI

8iOHOCUHU 00 pobomu, 5K pobisims Bac yinnum i YHIKAIbHUM NPAYIGHUKOM.)
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THE SAMPLE OF RESUME:

JOHN DAVID ALONZO

Phone: 0917- XXX -XXXX

Email: johndavidalonzo@gmail.com

Address: 90 Green Meadows Avenue, Pasig, Philippines
Birthday: August 23, 1995

CAREER OBJECTIVE
Seeking a challenging career with a progressive organization that provides an opportunity
to capitalize my technical skills & abilities in the field of information technology (IT).

TECHNICAL SKILLS

* Hardware troubleshooting

* Network troubleshooting

* Programming (Java, C++, Visual Basic, Android Programming Language)
* Microsoft Office (MS Word, Excel, Powerpoint, Internet, etc)

* Adobe Creative Suite (Photoshop, InDesign, After Effects, Dreamweaver)

PERSONAL SKILLS

* Excellent written and verbal communication skills
* Highly organized and efficient

« Ability to work independently or as part of a team
« Proven leadership skills and ability to motivate

EDUCATION

Bachelor of Sclence In Information and Communications Engineering (2010 - 2015)
Rizal Technological University
Boni Avenue, Mandaluyong City

ACHIEVEMENTS/RESPONSIBILITIES

* President, Association of Computer Students (2014 2015)
« Layout Artist, The Guardian Student Magazine (2012 2014)
* ViceGovernor, College of Engineering and Industrial Technology (2014 2015)

PRE PROFESSIONAL EXPERIENCE

Technical Support Intern IT Department

Xerox Business Services Philippines Inc. (June 2014 - Feb 2015)

Provided Level 1 support, handled troubleshooting and maintenance as well as monitoring and
deployment of IT equipment.

REFERENCES:
Will be provided upon request.

man. 1
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A LETTER OF APPLICATION A COVER

LETTER)
(Cynposionuti aucm)

When you send a curriculum vitae and / or application form you should senda
cover letter with it. The main point of the letter is to tell the reader about relevant
parts of your experience.

Choose a company you would like to work for. Prepare your curriculum vitae and
complete the cover letter below to send with it. Point out any relevant skills /
knowledge / experience that might help to get you an interview.

(Ilpu eionpasyi pesrome ma | abo 3as6u, Bu nosunni wnadiciamu
cynpogioHutl aucm pazom 3 Hum. Cymv yb020 aucma - po3nogicmu yumavesi npo
8i0n06ioHI nynkmu Bauwioeo 00oceioy.

Bubepimv komnaniro, y axiu Bu xominu 6 npayroeamu. Iliocomyiime pestome i
3aeepulims CynposioOHUL IUCm 3 mum, wob gionpasumu 3 pezrome. Brascimv 6y0b-
AKI 8I0N0BIOHI HABUYKU / 3HAHHSL / 00C8I0, AKI Mo2u 6 donomozmu Bam ompumamu
cnisbecioy.)

» LEARN THE STEPS HOW TO WRITEA COVER(ING)

LETTER:

(O3natiommecs 3 NYHKMAMU AK NUCAMU CYNPOBIOHUL TUCH)
1. Whenever possible, address your letter by name to the appropriate person
in the company.
(Konu moxcnuso, aopecytime Bawt aucm Ha im's 8i0nogioanvhoi ocobu y
KOMNAHii.)
2. Use standard — size, good — quality white bond paper.
(Bukopucmogyiime Oinuii nanip cmaHoapmuoz2o0 - po3mipy, 2apHoi AKocmi.)
3. Type the letter.
(Haopyxytime nucma.)
4.Be very careful with spelling and punctuation.

(Byovme Oyoice obepedichi 3 oppoepaghicio ma nynkmyayicio).
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5.Be brief — your letter should take up no more than a page. Three
paragraphs are an ideal length.

(byoeme naxouiuni — Baw aucm mae 3atimamu HeOinvule 00Hici cmopinku. Tpu
ab3ayu € i0eanbHO Q08AHCUHOI).)

6.In your first paragraph, mention the job you are applying for and where
you saw it advertised, identify yourself, mention who referred you, and why
you are applying to this company.

(Y ceoemy nepwiomy abzayi zeaoatime npo pobomy, na sxKy Bu npemendyeme, i Oe
Bu 6auunu ona pexiamyemucs, ioenmuixyime cebe, 6Ka3aguiu, K 36ePmMamucs
00 Bac, i vomy Bu nooacme 3as8y y yro KOMNamuiro.)

7.1n the second paragraph, state (a) why you think you are qualified for this
job; (b) what contribution you call make to this company; and (c) any related
work experience. Tell how many years of experience you have. Then, write
one statement to show that you understand what the company you are writing
to does (example: “Fischer — price is one of the largest manufacturers of
quality creative toys in the U. S.”). Mention your most outstanding
gualification.

(Y opyeomy abzayi, zazuaume (a) womy Bu oymaeme, wjo Bu xeanigpikosani ons
yiei' pooomu, (6), sikuil necox Bu 30upaecmeco 3pooumu y yitl komnauii; i (c) 6y0b-
AKUU nos'sizanuil 3 Heto 00¢sid pobomu. Poskasicimb, cKitbku pokie 0ocgidy y Bac
€. Ilomim uanuwime oOHe peuenns, wob noxkazamu, wjo Bu pozymicme, wo
Komnauis, Kyou Bu nuweme euxonye (npuxnao: "®iwep - npatic € 00HIEW 3
Hauobinbwux eupooHuKie axicnux kpeamusHux iepawox vy CIIA"). 3eaoatime npo
C8010 HAUBUOAMHIULY Keanihikayiro.)

8. The closing paragraph should ask for an interview and say where and when
you can be reached. Make sure you telephone the company within a week
after mailing the letter.

( V 3axnmounomy nywkmi ciio nonpocumu npo cnigbecioy i ckazamu oe i Koiu 3
Bamu moxcna 3ycmpimuco. Yneenwims, wo Bu 3amenegonyeme komnauii

npomAacomM mudiCHA nicis HAOCUNAHHA Jzucma.)
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9.Keep a copy of every letter you send.

(3bepicaiime KONito KOJAHCHO20 aucma, aKo20 Bu nadcunacme.)

PARTS OF COVER LETTER

(Hacmunu cynpogionozo nucma)

Hepwuii napazpagp. Introduction (Bcmyn)

VYV mifi yactuHi HEOOX1JHO BKa3aTu, sk Bu ni3Hamucs mpo BakaHcli (4u
3HAWIUIM BU OTOJIOIICHHS B Ta3eTi, uu Oyna jgaHa Bam pekomeHpaallis MEBHOIO
JIOJIMHOIO0, YX Bianpasisiere Bu pe3rome Ha HEBKazaHy Mocajly — Bce 1€ MOTPiOHO

MTO3HAYUTH).

Ipuxnadu peuens:

I am inquiring into the possibility of a part - time job at (company
name).
- A wykaro pobomy Ha HeNno8HULL pOOOUULL OeHb ) (Hazea KomMnamii).

I would like to learn about employment opportunities in the marketing area
mentioned on your website. Please find attached my resume for your review.

- A Oxomis Oi3namucsa nNpo MONCIUBOCMI NPAYEBIAUMYBAHH 6 001acmi
Mapkemuney, AKi 3eadysanucia Ha Bawomy catimi. J{ooaro ceoe pesztome 0.4
PO32n50Y.

I am writing at the suggestion of my former employer (employer
name), who thought that your company might need an intern.

- A nuwy 3a npono3uyicro mMo2o KOMUWHbO20 poOOMoOasys (im's

pobomooasys), skuil 8sadicae, wo Bam mooice 3nHadooumucs.
In response to your advertisement for an English native speaker interpreter

which appeared in the June 16 edition of (source name) please find

enclosed a copy of my resume for your consideration.
- A nuwy y 6i0nogiob Ha 02010uleHHs, siKe 0Y10 OnyoaiKo8amo y BUOAHHI

(Hazea Oxcepena) 6i0 16 uepsns, npo me, wo nompibeH HOCIU
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aHeniticbkoi Mo8U 0a YCHO20 nepeknady. Y npuxpinienomy oOoxymenmi Bu
3Hati0eme Konito Mo2o pe3rome o Bauioeo posensoy.

As a recent graduate in International Economics from the

(university name) university with trading experience, | feel my profile may be of
interest to you.

- Ax neoasHiil 8UNyCcKHUK (nasea yuieepcumemy) yHigepcumemy 6

eanysi «Misxcnapoonoi ekoHoMIKU» 3 00C8I0OM 8 MOP2i6Ni, 51 668axiCaAl0, WO Mil
npoghine modce 6ymu Bam yixasuii.

I learned about your vacancy at a recent trade fair in (city name).
Your advertisement attracted my attention because the goods on display seemed

particularly innovative. | have learnt that (company name) is

expanding, and would be glad to be part of your team.

- A 0iznascs npo 8axkaucii Ha HewoOasHill ApMapyi pooouux mMicyp, U0 NPOXoOUId
8 (nazea micma). Bauie o2onouweHHs npUGepHyIo Moo y8azy mum, ujo
moeapu Ha 8awloMy CmeHOI Oyau HosamopcvKumu. A Oi3HABCSA, WO KOMNAHINA

(Hazéa  Komnawii) pozwuproemscs, i s 0y8 Ou paduil cmamu

yacmunor Bawoi komanou.

Apyruii maparpad. Main body (OcHoBHa yacTHHA)

VY miif yacthHi HEOOXigHO BKa3aTh, YoMy Bwu 3amikaBieHi B I mocaji,
KOMITaHii, TpoAyKIiii KommaHii Ta/abo 1i mocmyrax, 1 uymMm Bami ocBiTta,
KBamiQikailisi Ta MOTHUBAIlisl MOXYTh OyTH BUTiJHI Haiimauesi. [[ns Toro, mo0
MIIKPECIUTH, SIKUMU HaBUYKaMu Bu BosojieTe, mMOTpIOHO KOPOTKO OIMHCATH
K1JIbKa KOHKPETHHUX MPUKIIAJ1B, Ko Bami BMiHHS cTanu B Haroai Bam B poOouiii
CUTYaIIil.

Ilpuknadu peuens:
With my educational background and a strong interest in business | think 1 will

be a great asset to your company. | speak (languages you know)

languages and am at ease in a multicultural environment, having lived in

(countries you have been to). My career aim is to work in HR

department.
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- 3a80saxku moiil oceimi i 8elUKOMy iHmepecy 00 OiSNbHOCMI KOMNAHIL 5 88AdHCAI0,

wo 6yoy oyace kopucHum Bawiti xomnanii. A pozmosnsio (mosu,
AKUMU  80JI00IEme) Mmogamu i 000pe nouysarocs 6 0a2amox)yibmypHOMY
cepedosuwyi, 60 JHcus y (kpainu, 6 sxkux nobysanu) xpainax. Mocero

Memoio epoboma y 8i00ini Kaopis.
I have learnt on your company website that you are looking for dynamic
individuals who can adjust quickly to new surroundings. | suppose that my

background would make me well suited to a position in (position

name).
- A oiznascsa na Bawomy eedcatimi, wo Bu wyxaecme enep2itinux aooet, sKi

6MitomMb WBUOKO NPUCOCO8Y8AMUC 00 HO80i obcmanosku. A esadicaro, wo mos

Kkeanighixayis i 00c8io nidxo0sams nio UMocuU NOcaoi (Hazea nocaou,).

Tpemii napazpagh. Conclusion (Bucrnosok)

VY 3akmouyHomy mnaparpadi 3ocepenbTecss Ha Bamiomy mnoTeHIiiHOMY
poboTtoaBii 1 Ha ToMy, YoMy Bu BBaxkaete, mo Bu n1o0pe migxoanTe Ha BKa3aHy
nocany. [loTiM BKaxiTh, KoJiu Bu BibHI [y1s1 MaltOyTHROT criiBOeciiu 1 sik 3 Bamu
MO>kHa 3B's3atucs. Hampukmaa, Bu Moxere BkaszaTu, 110 B NEBHUU JAcHb Bu
Oynmere B MICTI, Jie¢ 3HAXOJIWUThCS KOMIIaHis, 1 mo Bu 3amikaBieHi B ToMy, abu
3aIyIaHyBaTU CHiBOECITy, SKIIO 1€ MOXJIMBO. Takoxk Bu mokere BkazaTu, 10 3
HETEPITIHHAM YEKa€ETe BIMOBIII.

Ilpurxnaou peuensv:

I believe that my profile and aspirations make me a good match for a dynamic
company such as (company name). | am available for full - time

work from April 14. You can contact me by email or by phone (e-

mail address and phone number). | look forward to hearing from you. Thank
you for your consideration.
- A ssadicaro, wo mii npogine ideanvro nidiiide 051 Nocaou 8 makiti WUEUOKO

PO38UBAIOYIUCS KOMNAHIL, 5K (Hazea Kkomnawii). A 2omosutl

npucmynumu 00 pobomu Ha nosHUll pobouuil oensv 3 14-20 xeimmusa. Bu mooiceme
38's13amucst 3i MHOIWO NO eleKMPOHHIl nowmi abo no menephony _(aopeca
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eeKMPOHHOT nowmu ma Homep mened)ony). 3 HemepniHHAM YeKar B8iONnosiol.
lakyto 3a po3ensad Mo€i Kanouoamypu.

Taking into account my international background, working experience, and
strong leadership skills, I am sure that I would make an excellent addition to

your team. | am available to visit (company name) for an interview

on (available time and date).

- Bpaxoeyouu mor nid2omosKy 8 MidCHapoOHii cgepi, 00c8i0 pobomu i CUlbHI
JII0epChbKi HABUYKU, 51 BNEBHEeHULl, WO CMAHY GIOMIHHUM OONOBHEeHHAM 00 Bawioi

komanou. A moorcy eiogioamu (Hazea Komnauii) 05 cnisbeciou

(8i1bHI 200UHU T Oamiu).

I will be glad to discuss my experiences and training during the job interview
with you. If you need any additional information, please contact me

(contact information).

- A 6yoy paouii o6ecoeopumu miti 00csiod i ocsimy Ha cnigbecioi 3 Bamu. Axwo Bam

nompiona 0ooamkosa ingopmayis, 6y0b 1ACKA, 38 'SAAHCIMbCA 31 MHOIO

(konmaxmua inghopmayis).
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THE SAMPLE OF COVER LETTER:

December 8, 2010
Software Development
Address:

Dear Sir/ Madam:

Il am currently locking for a job when | was informed that your firm has vacancies and
I"'minterested in applying for any of your vacant positions. | am confident that my
skills and experience in my studies could make a great contribution in your firm. |am
alsowilling to do extra work that you will give to gain more experience.

I would appreciate the cpportunity to discuss my qualifications for any of your vacant

position in greater detail with you in person at your earliest convenience. Ny
resume is attached for your review.

Thank you for your consideration.

Respectfully yours,

Meredith Johnson

MaJj. 2
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PART Il

BHpaBI/I AJId PO3BUTKY HABUYO0K YCHOI'O Ta MUCbMOBOT'0 MOBJICHHS

TASK 1.You have learned some information about the job interview
and about the preparation to it. Give the answers forthe following

questions:

How do you understand the meaning of the word “the job interview”?

What does the employer judge during the interview?

1

2

3. What makes a good interview?

4 Which guidelines do you think are the most important? Why?
5

Can you give any other advice to a candidate?

TASK 2.Read and discuss the dialogues. Write out the unknown words

and word — combinations, then try to use them in your own sentences:

-

WS
N

S
5

o %ﬁx —r {4

]/

1) Dialogue: Job Interview
=

Ry
N

:Employer: Good morning! How are you?
Candidate: Fine, thank you very much.

Employer: We made this appointment to speak about your personality traits and
your professional skills. Please, tell us about yourself.

Candidate: I'm a very friendly person. Love to people helps me at solving
different problems. I am responsible and diligent. I'm really good at working with
personal computers and I'm very interested in programming (software
engineering). When | was a university undergraduate | was twice awarded the
second prize in the database programming competition.

Employer: Can you explain us, why should our company hire you?
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Candidate: | can work very well with other people, because I'm a real team
player. My qualification and professional skills help me to get any job done.
Employer: You mean you have never had a confrontation with your colleagues at
your last place of work?

Candidate: No | haven't. | always resolved difficult problems without
confrontation. I'm a very hard worker.

Employer: Tell us about your main negative and positive traits.

Candidate: | am outgoing optimist. | like people and | enjoy being around them.
What about my negative traits... Well, I like to discuss the newest gadgets with my
friend Paul very much, because they are a very important part of my life. Often we
are fully unmindful of time and depress our relatives.

Employer: Maybe this side of your character exercises significant influence on

your private life but it cannot be bad for your professional abilities.
2) Dialogue: Job Interview

Good morning, Miss Jones. So you applied for a job in our team. Am |
right?

Yes, | did. I sent my resume for a position of a restaurant manager.

That's good. I'd like to know a bit more about you. Probably you could tell
us about your education first.

Well, | left school at 17 and then for the next five years | studied at
University. | graduated the Department of economics with high honors and
was qualified as a manager of enterprise. And after that | did a one-year
computer course.

Well. Your education sounds great, Miss Jones. And have you got any
experience? Have you worked before?

Certainly. First I worked as a manager at children’s clothes shop. I stayed
there for four years and then | moved on to my present company. They
offered me a job of a manager in a big cafe.

That's very interesting. Why aren’t you happy with your present job, Miss

Jones? Why are you going to leave them?
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=  Well. The salary isn’t so bad, I must admit. But the work schedule isn’t
convenient for me. And | often do a lot of overtime there. Besides you have
an excellent reputation and | hope to have more opportunity and growth
potential in your company.

= | see. Do you mind business trips? And are you fluent in Italian or German?

= Oh, foreign languages are my favorites. We did Italian and German at the
University and | use them when I travel.

= Very good. Can you tell me about your good points then?

«  Well... I start my work on time. I learn rather quickly. I am friendly and |
am able to work under pressure in a busy company.

= OK. That’s enough I think. Well, Miss Jones. Thank you very much. I am

pleased to talk to you and we shall inform you about the result of our

interview in a few days. Good-bye.

TASK 3.Read the following dialogue and then try to dramatize your

own one on the theme “The Job Interview”:

*k*k

Interviewer: Tell me about yourself.
Candidate: | was born and raised in Milan, Italy. | attended the University of

Milan and received my master's degree in Economics. | have worked for 12 years
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as a financial consultant in Milan for various companies including Rossi
Consultants, Quasar Insurance and Smith and Sons. | enjoy playing tennis in my
free time and learning languages.

Candidate: I've just graduated from the University of Singapore with a degree in
Computers. During the summers, | worked as a systems administrator for a small
company to help pay for my education.

Interviewer: What type of position are you looking for?

Candidate: I'm interested in an entry level (beginning) position.

Candidate: I'm looking for a position in which | can utilize my experience.
Candidate: I would like any position for which I qualify.

Interviewer: Are you interested in a full-time or part-time position?

Candidate: | am more interested in a full-time position. However, | would also
consider a part-time position.

Interviewer: Can you tell me about your responsibilities at your last job?
Candidate: | advised customers on financial matters. After | consulted the
customer, | completed a customer inquiry form and catalogued the information in
our database. I then collaborated with colleagues to prepare the best possible
package for the client. The clients were then presented with a summarized report
on their financial activities that | formulated on a quarterly basis.

Interviewer: What is your greatest strength?

Candidate: | work well under pressure. When there is a deadline (a time by which
the work must be finished), | can focus on the task at hand (current project) and
structure my work schedule well. I remember one week when | had to get 6 new
customer reports out by Friday at 5. | finished all the reports ahead of time without
having to work overtime.

Candidate: | am an excellent communicator. People trust me and come to me for
advice. One afternoon, my colleague was involved with a troublesome (difficult)
customer who felt he was not being served well. | made the customer a cup of
coffee and invited both my colleague and the client to my desk where we solved
the problem together.
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Candidate: | am a trouble shooter. When there was a problem at my last job, the
manager would always ask me to solve it. Last summer, the LAN server at work
crashed. The manager was desperate and called me in (requested my help) to get
the LAN back online. After taking a look at the daily backup, | detected the
problem and the LAN was up and running (working) within the hour.

Interviewer: What is your greatest weakness?

Candidate: |1 am overzealous (work too hard) and become nervous when my co-
workers are not pulling their weight (doing their job). However, | am aware of this
problem, and before | say anything to anyone, | ask myself why the colleague is
having difficulties.

Candidate: | tend to spend too much time making sure the customer is satisfied.
However, | began setting time-limits for myself if | noticed this happening.
Interviewer: Why do you want to work for Smith and Sons?

Candidate: After following your firms progress for the last 3 years, | am
convinced that Smith and Sons are becoming one of the market leaders and |
would like to be part of the team.

Candidate: | am impressed by the quality of your products. | am sure that | would
be a convincing salesman because | truly believe that the Atomizer is the best
product on the market today.

Interviewer: When can you begin?

Candidate: Immediately.

Candidate: As soon as you would like me to begin.
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TASK 4.Make up 7 - 10 questions to your future employer, who will
conduct an interview and 7 - 10 questions to the applicant, using the

following pictures:

man.3

TASK 5.A CV is an integral part of the modern labour market and the
most effective tool to make a favourable impression on a potential
employer. In the long run, it is a crucial factor in deciding whether
you will be granted an interview. Let’s remember everything about

resume and try to answer the following questions:

What is a resume?
What are the basic requirements for a good resume?

How many types of resumes do you know? What do they differ in?

1

2

3

4.  What type of resume is the most popular with the recruiters?

5 What information is recommended to exclude from your resume?
6

Which of special suggestions that can help you write a perfect resume do

you think are the most important?
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TASK 6.Look through the scheme of writing a resume. Write your own

resume.

Applicant’s address

Personal data: (age, marital status, health)

Employment objective: (what position the applicant wants to obtain)
Work experience: (date, post, the name of the company, address)
Special skills: (awards, courses)

Hobbies and other interests

References: (available on request)
TASK 7.Fill in the Application Form:

Position applied for: Graduate Trainee

Title (Mr/Mrs/Ms/Dr):

Surname:

First name:
Date of birth:
Marital status:
Address:

E — mail:

Telephone: (home)
(work)
Education and qualifications with dates and

grades

Current post:

List of responsibilities:

Work experience:

Interests:

Referees:

Reason for applying for the job
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(Please refer to the job specification before completing this part of the form.
Continue on a separate sheet if necessary.)
Please state where you saw the job

advert:

TASK 8. Imagine that you are an employer and you are in search of
the new staff.Your task will be to interview another pupil. Write down
his /her answers:

. What kind of job are you looking for?

. Are you working now?
. What do you do?

. How long have you been working there?

1
2
3
4
5. What jobs have you had? And exactly what did you do?
6. Tell me about education and any special training you have had.
7. What other skills do you have?

8. What hours can you work?

9. Why do you want to change your job?

10. Do you have any questions about the job?
TASK 9. Translate all these proverbs and prove that they have sense,

using the phrases to express your ownopinion:

PHRASES:
v" In my opinion/ to my mind... | Ha MOIO IYMKY...
v' Asfaras | know... HACKIIBKH s 3HAIO. ..
v' I know exactly... sT 3HAI0 TOYHO. ..
v | am not sure but I think that... | s He BeBHEHUI, aje s IyMaro, Iio...
v It is well known that... n00pe BiIOMO, 1I10. ..
v' I know/ guess... s 3HA10/ BBAXAIO. ..
v' Totell the truth... paBay KaKyuHu. ..
PROVERBS:

» The work shows the workman.
» Practice makes perfect.

> Jack of all trades is master of none.
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» The hardest work is to do nothing.

» Business before pleasure.

> Ninety per cent of inspiration is perspiration.
» Through hardship to stars.

» What is worth doing at all is worth doing well.

> He that will not work shall not eat.

TASK 10.Put in the words which are the necessary to complete the

sentences:
1. The company usually advertises the In a newspaper.
a) job interview  b) job title c) job requirements d) job vacancy

2. Find as much as possible about the company you are going to for a

a) job advertisementb) job title c) job interview d) job vacancy

3. If you want to write a good resume you must know the

a) chronological resume b) covering letter c¢) basic requirements d) job
interview

4. Job advertisement usually gives the description of the

a) targeted resume b) business letter ¢) working conditions d) applicant’s
needs
5. At first a company chooses the best candidate and then makes an

a)appointment b) salary  c) experience d) qualifications
6. It’s better to highlight your skills, In your resume.

a)travel restrictions b)job vacancy c)letter of application d)professional

experience
7. When you write a business letter try to use sentences.

a)narrow b) wide c) short d) long
8. Secretary is usually responsible for doing for the boss.

a) application form b) curriculum vitae c) paper work d) job vacancy
9. Business-to-business letters are intended for company to communication.

a) client b) company c) applicant d) co-worker
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10. Before the job interview find out all you can about
a) means of telecommunication  b) telephone units ¢) company
d) dress
11. Don'tmention___inyour resume.

a) telephone number  b) education experience ) work experience

d) salary
12. The company makes a short list of the most suitable candidates and invites
them for an
a) education b) experience C) interview d) appointment

TASK 11.This exercise is designed to teach you some of the common
words, terms, and expressions used during a job interview. Hopefully it
will help you get the job that you always wanted

QUESTIONS:
(Choose the best response for each one)

1. When did you start your current (= job)?
O position

place

work

I
I

2. | left my last job because | felt that they didn't recognize my
C accomplishments

accommodations

© acclimation

o

3. I've always been a team . (= I've always worked well with other people)

“ play

“ worker

C player

4. | believe I'm a good for this position.
© fitness
“ it
“ man
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5. Tell me a little about your job (= your last job).

© past

“ finished

© previous

6. | developed good communication skills

representative.

© while working

© when working

O by working

7. What does "rep" stand for?
C representative

republican

reprimand

i
.

8. You shouldn't discuss salary until the interviewer
about it).

C brings up
C brings it on
C brings it up

9. An interviewer might ask you what your "salary

as a customer service

(= starts talking

"are. This is the

formal way of asking how much money you require.

“ needs

C requirements

“ desires

10. Many companies want to hire someone who can
© take pressure/stress
© handle pressure/stress
© get pressure/stress

11. I had a good working relationship with my

well.

(= boss).

© supervisor
superior
superintendent

i
o
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12. During an interview, you might be asked to describe how you (=
resolved) a difficult situation.

“ dealt

' .
dealt with

© went through

13. We need someone who can work under minimum
O supervision
supervisor

r

O superior

14. Instead of using the word "difficult” to describe something, you should use a
more positive word like:

C really hard
challenging
awful

i
i

15. Is there an of which you are particularly proud?
© action

atonement

achievement

i
i

16. An interviewer will ask you about your strengths, but he/she might also ask
about your

C challenges
week
weaknesses

o
.

17. 1 was for developing the company's intranet.
O responsible

made

responsive

o
r

18. Some of my included helping customers, filing complaints,
and dealing with emergency situations.

O jobs
© duties/ responsibilities
© activities
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19. When someone asks you to "outline your experience" they want you to:

O forget about your experience
C brag about your experience
© talk about your experience

20. Things/activities done on your free time (hobbies, etc) are known as

activities".

© extracurricular

O extra

© extraneous

TASK 12.Read and translate the text:

cause offence — oopascamu
automatic gesture — asmomamuunuii
orcecm

require - sumazamu

raise over — nionimamu nio uac
business deal — komepyiiina yeooa
wonder — ousysamuics

entertain cocmell,

npuumamu
npucowamu

counterpart — ositinuk, konis
notable— siouymmnuii
outsider— cmoponns noouna

offensive — oopasiusuii, 3nesasciusul

possess — BOJIOJITH

university degree — yunisepcumemcoxa
oceima
business entertaining
Po36adicanvHull OizHec

challenge — sioxununns, npemensis
side by side— naiu—o-nniu

offend — obpascamu
light-heartedcomment

— be3mypOoOmHuUlL KOMeHmap
aperitif — anepumus

admired —saxonnrorouuii

break the deal — pospusamu yeooy

BusinessEtiquette

Nobody actually wants to cause offence but, as business becomes ever more

international it is increasingly easy to get it wrong. There may be a single
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European market but it does not mean that they behave the same in Greece as
they do in Denmark.

In many European countries handshaking is an automatic gesture. In France
good manners require that on arriving at a business meeting a manager shakes
hands with everyone present. But Northern Europeans, such as the British and
Scandinavians, are not quite so fond of physical demonstration.

In France it is not good manners to raise tricky questions of business over the
main course. Business has its place: after the cheese course. Unless you are
prepared to eat in silence, you have to talk about something - something, that is,
other than the business deal which you are continually chewing over in your head.
In Germany, as you walk sadly back to your hotel room, you may wonder why
your apparently friendly hosts have not invited you out for the evening. Don't
worry, it is probably nothing personal. Germans do not entertain business people
with quite the same enthusiasm as some of their European counterparts.

The Germans are also notable for the amount of formality they bring to business.
As an outsider, it is often difficult to know whether colleagues have been working
together for 30 years or have just met in the lift. If you are used to calling people
by their first names, this can be a little strange. To the Germans titles are
important. Forgetting that someone should be called Herr Doktor or Frau
Direktorin might cause serious offence. It's equally offensive to call them by a
title they do not possess.

In Italy the question of a title is further confused by the fact that everyone with a
university degree can be called Dottore — and engineers, lawyers and architects
may also expect to be called by their professional titles.

Italians give similar importance to the whole process of business entertaining. In
fact, in Italy the biggest fear, as course after course appears, is that you entirely
forget you are there on business. If you have the energy, you can always do the
polite thing when the meal finally ends and offer to pay. Then after a lively
discussion you must remember the next polite things to do — let your host pick up
the bill.
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These cultural challenges exist side by side with the problems of doing business
in a foreign language. Language, of course, is full of difficulties — disaster may be
only a syllable away. But the more you know of the culture of the country you are
dealing with, the less likely you are to get into difficulties. It is worth the effort. It
might be rather hard to explain that the reason you lost the contract was not the
product of the price, but the fact that you offended your hosts in a light-hearted
comment over on aperitif. Good manners are admired: they can also make or
break the deal.

Decide if these statement are true « - » or false « + », according to the

writer:

In France you are expected to shake hands with everyone you meet.
People in Britain shake hands just as much as people in Germany.

In France people prefer talking about business during meals.

It is not polite to insist on paying for a meal if you are in Italy.

Visitors to Germany never get taken out for meals.

German business people don't like to be called by their surnames.

Make sure you know what the titles of the German people you meet are.

Italian professionals are usually addressed by their titles.

© © N o 00~ w D E

A humorous remark always goes down well all over the world.

|
©

Good manners can make the deal.

TASK 13.Translate the following sentences into Ukrainian:

1. There are plenty of ways in which you can prepare yourself so that you
perform at your best.

2. Doing lots of research about the company, dressing smartly, smiling and being
friendly but formal — all of these things will help.

3. The most important thing to remember is to be yourself.

4. Employers want to find out about the real you and how well you’re going to fit
in at their company.

5. The interviewer is asking you to look to the future and imagine where you

would like to be.
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6. Think about your positive attributes and how these help you in the workplace.

7. While you might feel nervous about asking questions of your potential
employer, this is a great opportunity to show your enthusiasm for the
company.

8. Employers aren’t just looking for an employee today, they’re looking for
employees for the future.

9. Think about your career goals and let them know.

10.1t pays to ask something about the company, as this shows you have a genuine

interest in what the company does and what it can offer you.

TASK 14.Make up the dialogue from the following sentences. Put
them into the correct order, identifying James' responds and the
Interviewer's ones. Read it and translate:

» James arrives for an interview. He is 18 years old, and very nervous, as
he has never been for an interview before. He has applied for the job as a
part-time telephone salesman.
1. Please sit down. Did you find our offices all right?
2. Yes, I'm a very outgoing sort of person and I'm not afraid to take the initiative,
although my friends say I tend to talk too much.
3. Good afternoon.
4. Yes, with no difficulty. I've passed this building several times before.
5. Er, good afternoon.
6. Well, that's exactly the kind of person we need. Why do you think you will be
good at this job, though? You won't be meeting people in person, but only over the
phone.
7. Right. Well, | can see from your CV that you like meeting people and enjoy
being sociable.
8. Okay. As you know we need someone for at least three hours, three evenings a

week. Will you be able to cope with this and your schoolwork as well?
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9. I think I have a good telephone voice, and | am very confident on the phone. I've
also some experience in sales, as you can see from my CV. | think I would find this
work very interesting, and it will give me some good work experience.

10. Yes, and thank you very much.

11. I'm confident that I can do that.

12. Right, then. Shall we give you a trial period of say ... two weeks? If you'd like
to come with me I'll introduce you to my floor manager who will show you the

ropes.
TASK 15. Put the following sentences into the table. Make up the

dialogue from these sentences and dramatize it:

Interviewer Interviewee

1.Welcome to our engineering company.

2. | am glad for the chance to be interviewed.

3.1 see from your resume that you are very experienced.

4. Yes I’ve worked as an electrical engineer for 10 years now. But | think it is a
good career move to join your company.

5. What specific job are you applying for?

6. I am an electrical engineer (double E) and | would like to try to get the job you
advertised on the Net last week.

7. Report to the engineering dept. on Monday at 9 am.

8. Great, thank you.

9. | look forward to working with you.

10. Why did you leave your former company?
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11. It was a dead job.

12. Yes our company is large and there is plenty of room for advancement.

13. So you’ll give me the job?

14. Yes, but for the first month you will be on probation with half-pay. After that
you will be a full employee of the company. Any questions?

15. What is the salary?

16. 50 K per year

17. Sounds good. When do | start?
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List of words by the theme “The Job Interview”

accept responsibility

OpaTH BiANOBIIATBHICTh

accurate aKypaTHUH

adaptable IPUCTOCOBHUM

award HaropoKyBaTH

benefit JlaBaTy MPUOYTOK, OJICPKYBATH KOPHUCTh
be creative OyTH TBOpYHM

be organized

OyTH opraHi30BaHUM

build a career

poOuTHU Kap'epy

confident

BIIEBHECHUI

conscientious

100pOCOBICHUM, CyMIIHHUI

cope with CIIPaBUTHCS 3
customer KJIIEHT
deadline KpaitHili TepMmiH

describe oneself

omnucaru cede

develop skills

PO3BHBATH HABUYKH

driving licience

BOJIIACHKI MpaBa

employee CHIBPOOITHHK, pOOITHUK
employer poboToaBeIb
experience JI0CBiT poOOTH
experience summary nepetiK T0CBiTy

exceed the highest expectations

BUIIPABIOBYBATH HAMBUII OUIKYBaHHS

employment opportunities

Kap €pH1 MOXJIMBOCTI

find out Ji3HABATUCS
full — time job TOBHUI poOoYMii ICHD
get job OTpUMAaTH pobOTYy

growth potential

MOTEHII1aJ 3pOCTaHHS

hire

HaliMaTu Ha POOOTY

hard worker

TPYAOTOJIIK
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interviewer poOoTOaaBEIb, IHTEPB FOCP

interviewee TOM, XTO J1a€ IHTEPB 10, IHTEPB I01POBAHUIA
job pobota

job interview criBoOecina

job requirements

BHUMOTI'H JI0 KaHIuaaTa

job title

Ha3Ba pobOTH

job vacancy

BaKaHCIA

look for a position/job

IIyKaTy 1nocaay/podoty

leave the previous job

MITH 3 TONEPEIHBOT poOOTH

make sure

YIICBHUTHCA

Mmanager

KEepIBHUK

meet deadlines

YKJIaJaTUCS B TEPMIHH

motivate

MOTHUBYBATH, HAAUXATH

make important decision

NpUIIMATH BaXJIMBI PIILICHHS

make an appointment

MpU3HAYaTH 3yCTpIy

professional achievements

npodeciifHi T0CATHEHHS

professional goal

npodeciitHa MeTa

professional skills

npodeciitHi HaBUYKU

position

rmocajaa

part — time job

HETOBHUI poOOUMil 1eHb

qualification

KBaiQikaris

relevant skills

BIIITOBIIH1 HABUYKH

responsible BiIIIOBIAaIbHUI
Resume/CV pesiome

reputation peryTarist

salary 3apIUIaTHS

satisfy 3aJI0BOJIbHSTH

service skills HAaBUYKHU O0CIIyTOBYBaHHS
sociable KOMYHIKaOeJIbHUI
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solve the problem

BUPIIIYBAaTH MPOOIEMHU

suitable candidate

HiI[XOI[HH_[I/Iﬁ KaHauaaT

take the initiative

OpaTH 1HILIaTUBY

technical skills

TEXHIYH1 HABUYKHU

traits

pHUCH XapakTepy

trust

JOBIPSATH

work under pressure

MpaItoBaTy B CTPECOBIM CUTYyaIlii

work schedule

J1aH poOOTH

work overtime

mpanroBaTH IOHAJHOPMOBO

well — organized

00pe opraHizoBaHUI

work for an organization

MpaIfoBaTH Ha OpraHizalliio

work hard productively

IIPALIOBATH MTPOAYKTUBHO
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