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PREFACE
The study e-book “Professional English: Job interview skills” in the discipline “Foreign language for professional purposesˮ is focused on the classroom preparation of 4th-year students of the Faculty of Management and Marketing for the job interview in English.
There are some basic steps which students can take that will increase his or her chances of success at interviews. It is vital to remember that job interviews should be a process of two-way communication. They can serve not only as the way for employers to assess potential employee, but they are also an opportunity for candidate to evaluate the job and the organization. The keys to a successful interview are preparation and practice. Recommendations included in this study e-book will help students prepare for a successful interview in English.
The interview is a difficult and stressful process even for the experienced interviewees and of course, it is very challenging for newcomers. Job candidates might be nervous or unprepared, making it difficult for them to demonstrate their skills in full during the interview. That is why students need to recognize the differences between good and bad interview skills to be prepared, develop confidence, and leave a positive impression on potential employers.  

“Professional English: Job interview skills” covers such important issues:
· Preparation for the interview as an important way to success

· Key English vocabulary based on the potential interview themes

· Practical usage of good interview language
· Questions the candidate might be asked by the interviewer

· How to make emphasis on the skills and experience to match what the interviewer is looking for

· How to make a good impression during the interview to convince the interviewer that the job is right for the candidate

· How to write an impressive resume and cover letter to demonstrate the candidate from the best side.

This study e-book is intended to be used as a supplement to and consolidation of work with the basic coursebook for the 4th year students of the Faculty of Management and Marketing.

LEAD-IN: INTERVIEW SKILLS QUIZ
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TASK 1. Look at the pictures below. What do you associate them with? Discuss it with a partner.
	A
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TASK 2. How well do you know the basic terminology of job interviews? Check yourself and match the words with the correct translation. 

	1. Job interview

2. Skills

3. To apply for

4. To succeed

5. Experience

6. Curriculum vitae (CV)

7. Employer

8. To show off
	a. Проявити себе

b. Резюме

c. Досвід

d. Співбесіда

e. Роботодавець

f. Мати успіх

g. Навички

h. Претендувати


TASK 3. Answer the following questions. Discuss your answers with a partner.

1. Have you ever been to a job interview? Was it a positive or negative experience?

2. What do you think: are you prepared enough for the job interview? 

3. What would you like to improve in your job interview skills?
4. What questions are you afraid of the most during the interview?
5. What would you wear to the job interview?
TASK 4. Take a short quiz to find out whether you are ready for the job interview. 
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Interview skills quiz: Are you ready for the job interview?

One of the most nervous experiences in your career can be the job interview. And it does not matter what type of job you are going to apply for. If you plan to succeed, your interview skills have to be developed enough before the event itself. For some people, it is not difficult to stay calm and confident, but others need to practice a lot to keep control. Regardless of all the obstacles and lack of experience, you may show off brilliantly during the interview. Take the quiz to find out what you may need to work on to develop your interview skills.

1. What time do you arrive at the interview?
A. An hour before to have time to look through the notes you have made to prepare for the interview.

B. Five or even ten minutes late because punctuality is not your strong side.

C. 20 minutes before the interview in order not to be late and not to be too nervous.

2. How many copies of your CV do you bring with you?
A. At least 10 – you take a lot of copies because you never know when they will be necessary.

B. None – potential employers have already seen your resume, so why print more?

C. Three – in order to show your good organizational skills if CV will be necessary during the interview.

3. In what way do you relax if you feel nervous before the interview?
A. I drink tea and listen to relaxing music that is always on my playlist.

B. Caffeine always helps.

C. Good sleep during the night before the interview and deep breathing.

4. How do you prepare for the interview?
A. Studying all the details about the company till the late night during at least 5-7 days.

B. I do not study any information about the company, because they will ask questions only about me.

C. Communicating with people who are professionals in the industry and trying to understand how your skills may suit the future position and add some value to it.

5. What do you bring to the interview?
A. To show my enthusiasm, I bring books and publishing’s about the industry I am going to work in.

B. My everyday stuff: phone, wallet, keys.

C. I will take several copies of my CV, pen, and paper to make some notes if it is necessary.

6. You dress the business suit on the interview but you find out that potential employers are wearing casual outfits. What would you do?

A. You wouldn't want the job where employers do not have a serious attitude to dress code – maybe they also have not a very serious attitude to business.

B. You will try to joke about the situation.

C. You will ignore it – professional skills are much more important than appearance.

7. During the interview your phone rings. Do you:

A. Answer it and explain that you're busy, and put it down.

B. Answer it and continue the conversation with your friend.

C. Apologize and put your phone down without answering it.

8. What will you say if an employer asks you about the reasons to apply for this company?

A. This company has a great reputation in the business market.

B. I don’t know.

C. I have got acquainted with the information about your company and I am interested in your new projects to realize my potential.

9. What would you answer if a recruiter asks you why do you want to leave your current job?

A. I am too ambitious for my current position – the company does not satisfy my professional needs.

B. My office is too far from my home. I would like to spend less time on travel.

C. I would like to develop my professional skills by facing challenges in new projects.
10. When should the issue of salary be brought up during the interview?
A. At the end of the interview in order not to look like a greedy person.

B. At the beginning of the interview to understand whether I should waste my time here or not.

C. When the recruiter asks if have some questions or what are my salary expectations.

11. You are asked a complicated question and you are not ready with the answer on the spot. What would you do?
A. You will try to change the topic and talk about some relevant issues connected to the industry.

B. You will honestly say that you do not know.

C. You will ask to give you a minute or two to think about the answer.

12.  What do you do when the interview is over?
A. Make a post on Instagram or another social network about the organization you are going to work for and how amazing it is with the photo in front of the company’s building.

B. You will do nothing – just wait for the company’s reply.

C. You will send a short and polite email to the company to thank them for their time, highlighting your interest in the vacant position.

Result
Mostly As: You want to be the highest achiever in all your endeavors. Nevertheless, sometimes you try too hard, and people may think that you are too pushy and assertive. However, if you work a little bit on your interview skills, the situation may be improved and your energy will be directed properly. It is not necessary to be absolutely perfect in everything you do – remember about moderation and patience. And of course, do not forget to practice a little bit before the interview – this e-book is here to help you!
Mostly Bs: Potential recruiter may think that you are too relaxed and sometimes even indifferent. It is better to demonstrate more devotion and wish to get the job.  Maybe you need to be a little bit more enthusiastic about your future career. Moreover, with the right interview skills, you may demonstrate your potential to the full extent. Remember, that strong desire and proper abilities are the key to success!
Mostly Cs: You have impressive results! You have found the right balance between too much enthusiasm and total disinterest. However, it is always important to continue developing interview skills to keep up with the trends. So, never forget to refresh your knowledge – and success will follow you. This e-book will help you to be prepared for the job interview!

TASK 5. Discuss the results of the quiz with a partner. Do you agree or disagree with them? 
VOCABULARY AND GRAMMAR DEVELOPMENT
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TASK 1. Match the words below with the appropriate definitions. If it is necessary, use a dictionary to help you.
	1. Interview
	A. A letter that contains information about the thing it is sent with, e.g. it is usually added to the resume of the applicant.

	2. Position
	B.  It is a particular job in a company or organization. 

	3. Application
	C.  Knowledge or skills in a job or activity gained after the participation in such kind of activity or doing such job.

	4. Curriculum vitae (resume)
	D. To select the people for a company or organization and make them join to work for it.

	5. Covering letter
	E. A formal meeting where someone is asked questions to find out if he or she is suitable for a vacant position.

	6. Experience
	F. A formal written request for a job in a company or organization.

	7. Probationary period
	G. A period when a person starts a job, during which the employer decides whether the person is suitable for the position or not.

	8. To recruit
	H. A summary of personal biography which highlights professional skills, qualifications, education, etc. 


TASK 2. Use the words and phrases from TASK 1 to fill in the gaps in the sentences below.
1. The ____________ should contain all necessary sections, including experience, education, skills, etc.

2. New staff will have a ____________ of 12 weeks before their contract is made permanent.

3. He'd been for several ______________ but hadn't been offered a job yet.

4. Interested applicants who meet all the requirements should send a ___________ added to CV to the above address.

5. Charities always try to __________ volunteers to help in their work.

6. Your ___________ was accepted. Please send to our email address your CV and covering letter.

7. We need someone who has _____________ in marketing and advertising, and we suppose Peter will be suitable for this job.

8. Susan Roberts from my university applied for a __________ in the firm that I work for.
TASK 3. Match the words from the left column to the words from the right column to make word partnerships.
	1. Recruitment 

2. Professional 

3. Job 

4. Health 

5. To shortlist 

6. An interview 

7. Marital 

8. Pension
	a. experience

b. plan

c. agency

d. status

e. seeker

f. the candidates

g. insurance

h. panel


TASK 4. Use word partnerships from Task 3 to fill in the gaps in the sentences below.
1. HR department was on the phone right away and offered to meet with the _________ personally later in the week.
2. The ________ fired questions at a candidate without giving time to think.
3. The most common intermediary between a potential employee and an employer is the ____________.
4. The next step of the employment process is to ___________ to leave only the most experienced ones.
5. Have you been making regular contributions to a _________?
6. Personal characteristics, such as age, sex, and ________ are taken into account.
7. Our comprehensive range of benefits includes pension and ___________.
8. John has considerable ___________ of marketing and advertising.

TASK 5. Watch the video “English Job Interview Vocabulary: 10 Phrasal Verbs” and choose the appropriate definition for every phrasal verb below. Link to the video https://www.youtube.com/watch?v=GWZQGJ9m17Q
1. Carry out:

b. Formal way to say “do”
c. Formal way to say “hold”
d. Informal way to say “do”

2. Knuckle down

a. Always to get distracted

b. To focus and work hard

c. To be very inattentive

3. Hand in

a. To give

b. To take

c. To make

4. Speak up

a. To reject your principles

b. To fight with someone for your principles

c. To defend what you believe is right

5. Keep up with

a. To stay out of date with information

b. To stay up to date with something

c. To forget about something

6. Get ahead

a. To know what is coming in the future

b. Not to know what the future may bring

c. Not to be interested in the future

7. Catch up

a. To be out of time for doing something

b. To be behind the schedule and to do things that already have to be done

c. To catch somebody on the street

8. Take on

a. To refuse responsibilities

b. To accept money

c. To accept responsibilities or a new position

9. Pull together

a. Work alone to reach a goal

b. Work together to reach a goal

c. Work individually

10.  Follow up

a. Further actions connected with something that happened before

b. Pursuing some goal

c. Avoiding any further actions
TASK 6. Fill in the gaps with the correct verb from the table below.
	Carried out
	Knuckle down
	Hand in
	Speak up
	Keep up

	Get ahead
	Catch up
	Take on
	Pull together
	Follow up


1. I will be in touch with you at the beginning of next week to _________ with the interview results. 

2. If you disagree with the opinions of others at the meeting, it is important for you to _________ and say what you believe is right.

3. Well, I need some time to _________ with the new trend in marketing, so I will probably visit some tailored training.

4. In my previous job I _________ a lot of important duties.

5. In the current economic crisis, it is very important to _________, to work hard and be the best you can be.

6. If you prepare the report, you have to ________ it ____ to your boss.

7. I always _________when I prepare some important project because it usually contains a lot of planning.

8. I try to _________with new technologies not to fall behind the trends.

9. I want to work in your company so I will be happy to _________ new responsibilities.

10. I feel comfortable working in a team, because if we _________, we may reach amazing results.
TASK 7. Read the information on the correct use of the tenses of the English language during the job interview. 
It’s time to make sure that you have the right type of English for the job interview. 

There are some very important game rules to consider when taking a job interview. The job interview in English requires good tense usage as you need to make a clear distinction between past and present responsibilities. Here is a quick overview of the appropriate tenses to use: 
	Tense
	Example Sentence
	Explanation

	Present Simple
	I collect data from all of our branches and analyze the information on a weekly basis.
	Use the present simple to describe your daily responsibilities. This is the most common tense to use when speaking about your current position.

	Past Simple
	I developed an in-house database for the personnel department.
	Use the past simple to describe your daily responsibilities in a former position. This is the most common tense to use when speaking about past jobs.

	Present Continuous
	Currently, we are expanding our sales division to include South America.
	Use the present continuous to speak about current projects that are happening at that moment in time. These projects are limited in time and should not be confused with daily responsibilities. Example: Currently, I am designing a new layout for our local branch. I am usually responsible for staff organization, but they asked me to help out with design this time.

	Present Perfect
	I've researched over 300 cases until now.
	Use the present perfect to generally describe projects or accomplishments that you have made up to the present moment in time. Remember not to include specific past time references which should be used with the past simple. Example: I've developed a number of databases using Microsoft Access. Just last week I finished a database for our warehouse.

	Future Simple
	I will be the manager of a medium-sized retail outlet.
	Use the future simple to discuss your plans for the future. This tense is only used when the interviewer asks you what you plan to do in the future. 


There are a number of other tenses that you can use to speak about experience that you have had. However, if you do not feel comfortable using more advanced tenses, these tenses should serve you well in the interview. 

The text is borrowed and modified from https://learnenglish.britishcouncil.org/category/topics/job-interview as of 14th May 2021
TASK 8. Match the tense with an appropriate explanation.
Present Simple 
Present Continuous

Past Simple 

Present Perfect 

Future Simple

1. Plans for the future

2. Description of daily responsibilities in the present position

3. Description of projects that you have made up to the present moment 
4. Description of daily responsibilities in the former position

5. Description of current projects that are happening at that moment in time
TASK 9. Read the abstract from the job interview. Find 5 mistakes of the incorrect use of the tenses.
	I will be in my current position for five years. I work as a marketing specialist. Usually, I am performing a lot of interesting and creative tasks. However, I feel that I can do much more. The last two months are quite calm and a little bit passive in our company. I started working on one project about internet advertising. However, after the finish of it, I am ready to leave the company. So, I hope that in the nearest future I am working for your company.


TASK 10. Write the examples on the use of each tense, describing your own experience and skills to use during the job interview as in an example.
Example: 

Present Simple: I constantly work with the department of marketing and advertising.

READING: JOB INTERVIEW THEORY
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TASK 1. Match the words and phrases to their synonyms.
	1. Recruiter
	a. Indecisive 

	2. Interviewee
	b. Asses, evaluate

	3. Hesitant
	c. Head hunter

	4. To figure out
	d. Strengthen, boost

	5. To salvage
	e. Target date

	6. Qualifier
	f. Candidate, applicant

	7. To amp up
	g. Attribute, identifier

	8. Deadline
	h. Save, rescue


TASK 2. Candidates may be asked to do different unpredictable things during job interviews. In groups, discuss the following situations:
1. Interviewee may be asked to tell a joke or humorous anecdote.

2. Interviewee may be asked to complete a psychometric test.

3. Employer would like to make a handwriting analysis of the candidate.

4. Interviewee may be asked to take part in some team-building activity with the company’s employees.
TASK 3. Read the text and discuss with the partner how you would behave if a potential employer played with you mind games described below.
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8 Mind Games That Recruiters Play During Interviews
Interviewers use a lot of strategies to choose the right candidate. They'll ask certain questions and even play mind tricks that'll make you reveal exactly what kind of worker you are.

1. They will pause for an awkward silence just to get you talking

It seems like common sense, but put people in a high-stress situation ‒ such as a job interview ‒ and combine that with some discomfort and you'll have them begging for things to feel normal. 
When faced with an uncomfortable silence, people will start talking 95 percent of the time. You risk feeling a millisecond of discomfort, but it's worth it if it elicits the facts you are looking for.

2. They'll ask you specific questions about your former boss ‒ like ask you to spell his or her name ‒ to get you in honesty mode

When you're asked very specific questions about your boss, the interviewer is actually trying to psychologically turn you into honesty mode.

Recruiters usually ask for the spelling of the interviewee's former supervisor's name at the beginning of the interview. Since this is such an official formality, it will immediately put the interviewee on alert because they think their former boss will be contacted.

Even if the interviewer never plans to contact the supervisor, the point is to get truthful responses from you since it's likely you'll be hesitant to veer too far from the truth at this point.

3. They'll leave out parts of questions to see how you'll finish answering

If a recruiter asks you to describe a time when you faced a difficult situation but doesn't specifically ask what you did to try to fix it, they're trying to figure out if you're a “problem bringer” or a “problem solver.” 

This question was written for multiple interpretations because if you're a real problem-solver, you simply can't bring yourself to think about a situation as a total failure. You will continue to try until you solve or at least salvage some of it. In contrast, if you're a problem bringer, you will answer the question as is ‒ you will tell the recruiter about a difficult situation and that's it. 

4. They judge you by your pronoun usage

Here's what pronouns say about you:

First person (I, me and, we): According to the survey, high performers answered in the first person 60 percent more than low performers did.

Second person (you, your): The survey reveals that low performers answered in the second person 400 percent more often than high performers.

Third person (he, she, they): Low performers were 90 percent more likely to answer in the third person than high performers.

Neuter pronouns (it, itself): This is a really awkward way to answer questions, but low performers answered interview questions in the neuter pronouns 70 percent more often than high performers. 
5. They'll listen closely for your adverb usage ‒ since low performers use 40 percent more adverbs than high performers

High performers are far more likely to give answers without qualifiers. Their answers are direct, factual, in the past tense, and personal. Low performers, on the other hand, are more likely to qualify their answers. For instance, they might use adverbs to amp up their answers because the facts probably don't speak well enough on their own. 

6. Also, low performers are 90 percent more likely to answer with negative emotions than higher performers.

7. They'll listen to your verb tense when you answer a question ‒ since high performers respond more frequently in the past tense

Past tense: Past tense answers were used 40 percent more often from high performers than low ones. 

Present tense: Low performers used the present tense 120 percent more often than high performers. 

Future tense: Low performers are also 70 percent more likely to use the future tense when answering questions than high performers.

So, if an employer asks you to describe a difficult situation, you'll respond this way if you're a high performer: “I had a customer who was having issues with her server and was about to miss her deadline,” whereas a low performer would say, “I would calm an irrational person by making it clear since I know more than she does.”
8. They'll see if you converse in the active voice

The passive voice typically sounds more awkward than the active voice and is often used by people trying to sound smarter than they actually are.

In case you weren't sure: 

Active Voice. In this voice, the subject is doing the action. 

Passive Voice. In this voice, the target of the subject gets promoted to the subject position. 

9. They'll listen to see how often you use the words “always” and “never.” Low performers use absolutes 100 percent more often than high performers

For example, the statement: “The people in this department never know what they're doing and always ask for my help,” reveals insecurity in one's abilities.

The text is borrowed and modified from https://www.businessinsider.com/8-mind-games-that-recruiters-play-during-interviews-2012-2 as of 20th May 2021

TASK 4. Say whether the following statements are True or False according to the text. Correct the False statements.
1. When people face silence during the interview, in most cases they will try to fill the pause with taking. 

2. The questions about former boss are asked to find out more about your previous working place. 

3. If you are a problem solver you will honestly tell about the difficult situation you have faced with. 
4. In most cases high performers usually answer using first person pronouns. 

5. A lot of adverbs in the speech are usually used by high performers to amp up their answers. 

6. High performers prefer to respond in the past tense. 

7. The passive voice is often used by applicants in order to sound smarter than they actually are. 
8. If to use such absolutes as “never” and “always” it will reveal you as a high performer. 
LISTENING: JOB INTERVIEW TIPS
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TASK 1. Match the words and phrases below to the appropriate translation. Use a dictionary to help you.
	a. Make an opportunity
	b. Сутулитися

	1. To dissect
	c. Створити можливість

	2. To sprinkle
	d. Діяти

	3. To major in
	e. Розсипати, розприскувати 

	4. To slouch
	f. Виділятися 

	5. Laid-back
	g. Аналізувати 

	6. To kick in
	h. Спокійний, невимушений

	7. To stand out
	i. Спеціалізуватися в чомусь

	8. People person
	j. Імітувати

	9. To mime 
	k. Душа компанії

	10. To elaborate
	l. Розробляти, готувати


TASK 2. Now watch the video “Top Interview Tips: Common Questions, Body Language & More” (video: https://www.youtube.com/watch?v=HG68Ymazo18) and hear the words and phrases from TASK 1 in the context. Then watch the first part of the video again (up to 1 minute and 30 seconds) and fill in the gaps with the missing words from the video.
The 1. _________ begins the minute you walk into the building. Anya treats everyone in the office with 2. _________ while keeping eye 3. ________. From security personnel to receptionists. Anyone you 4. _________ on your way in could be asked to give 5. __________ on you. 

It’s normal to be 6. __________. When nerves 7. __________, the natural human response is to take short breaths and 8. ________ faster. Stay 9. ________ by taking a deep breath before entering. Hold it. Count to three and then slowly breathe out.

TASK 3. Watch the video again and pay attention to the part that starts from 3 minutes and 35 seconds. Tick the questions that potential employee may ask the recruiter during a job interview in order to make a good impression.

1. What do you like best about working here?
2. When do you have coffee breaks during the working day?
3. What mistakes have people made in this position?
4. What is the goal that you are currently working toward?
5. How much time is it necessary to work in your company to get a promotion?
6. How will my performance be evaluated?
TASK 4. Answer the following questions according to the video.

1. When does the interview begin? 

2. In what way should you greet people at the interview? 

3. Is it possible to predict what you will be asked during a job interview? 

4. In what way should you speak about previous places you have worked? 

5. Does your body language play any role during the interview? 

6. Why should you ask some questions about your future job to your potential employer? 

7. What should you do in the next 24 hours to improve your position after the interview? 

TASK 5. Before watching the video “How to Prepare for Virtual Interview” answer the following questions:

1. Do you have experience with virtual or online interviews?

2. In your opinion, what is the main difference between online and live interviews?

3. What do you need to prepare in advance to be totally ready for the virtual interview?

TASK 6. Now watch the video “How to Prepare for Virtual Interview” (link to the video https://www.youtube.com/watch?v=ydlSq1siuvI) and fill in the gaps with missing words.
In today’s world, the video interview is way more 1. ________. You definitely want to test out your computer. I recommend doing a quick 2. _______ prior to the interview to make sure that the 3. ________ is good. You have to make 4. ________ and really 5. ________ who you are and your personality. It’s a little 6. ________ doing that, talking into a camera, but I think that ultimately helps you to stand out.

TASK 7. Watch the video “How to Prepare for Virtual Interview” again and say whether the following statements are true or false. Correct the false statements.
1. It is a good idea to get familiar with the company’s product or service, or to become the customer of the company by yourself to get the necessary experience to speak about that in the interview. 

2. The place where you are going to sit during the interview does not matter. 

3. You should be sure that the camera positions you right in the middle of the screen. 

4. If you don’t have a table of the perfect height to make the camera focus on your face correctly, just put the laptop on your knees. 

5. If you do not have professional lighting equipment, you may sit next to a window, or put a lamp in front of you. 

6. During the interview, it is important not to make too many unnecessary movements, like playing with hair or touching your face all the time. 

WRITING: RESUME AND COVER LETTER

[image: image13.jpg]



TASK 1. Discuss with a partner whether you agree or disagree with the statements about the resume or CV writing.
1. Qualifications are more important than experience, so, they always should be in the first place in the resume.

2. CV should be no longer than one page.

3. It is important to write in detail about your hobbies and interests in your CV.

4. Resume should contain references that can be contacted at any time.

5. The more details will be highlighted about the experience and functions you performed at the previous working places, the better is your resume.
TASK 2.  Put the phrases in the correct groups.
	Photography 

Karate 

Innovative Business Manager 

Certificate in Presentation skills 

Degree in Economy 

Professional skills in blogging 
Research Assistant 
	Financial Executive 

Driving license

Proficient knowledge of analytics software 

Masters in PR and Digital Marketing 

Diploma in Web Design


	Work experience
	Education
	Skills and interests

	
	
	


TASK 3. Look at the sections to include in the resume. Divide them into Must-have and Optional sections.
· Contact information

· Volunteer Experience

· CV Summary or objective

· Work experience

· Skills

· Personal projects

· Education

· Certifications and awards

· Languages
	The must-have section in your CV
	The optional section in your СV

	1.

2.

3.

4.

5.
	1.

2.

3.

4.


TASK 4. Read the text “How to write a CV” and discuss with a partner what information is new for you about the resume or CV writing and what you have known before.
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HOW TO WRITE A CV

Your CV, short for curriculum vitae, is a personal marketing document used to sell yourself to prospective employers. It should tell them about you, your professional history, and your skills, abilities, and achievements. Ultimately, it should highlight why you’re the best person for the job. 

What to include in your CV:

Name, professional title, and contact details

The first part of your CV, positioned at the top of the page, should contain your name, professional title, and contact details. Under no circumstances should you title your CV with ‘curriculum vitae’ or ‘CV’ as it’s a waste of valuable space. Treat your name as the title instead.

When it comes to your contact details, your email address and phone number(s) are essential. Once upon a time, it was customary to include your full address on your CV. Today, you simply need to list your town and county.

Here is an example of how your name, professional title, and contact details might look:

Forename Surname | Professional Title

Location: Town, County

Phone: 01234 567890

Email: name@example.com

Personal profile

A personal profile, also known as a personal statement, career objective, and professional profile, is one of the most important aspects of your CV. It’s a short paragraph that sits just underneath your name and contact details giving prospective employers an overview of who you are and what you’re all about.

Your profile should be tailored to every job you apply for, highlighting specific qualities that match you to the role. Aim to keep your personal statement no longer than a few sentences. To make the most of this section, you should try to address the following:

Who are you?

What can you offer the company?

What are your career goals?

Experience and employment history

Your employment history section gives you a chance to outline your previous jobs, internships, and work experience.

List your experience in reverse chronological order as your recent role is the most relevant to the employer.

When listing each position of employment, state your job title, the employer, the dates you worked, and a line that summarizes the role. Then bullet point your key responsibilities, skills, and achievements, and bolster each point with powerful verbs and figures to support each claim and showcase your impact.

If you have many years’ worth of experience, you can reduce the detail of old or irrelevant roles. 

Here’s an example of how to lay out each position of employment on your CV:

mmm yyyy – mmm yyyy

Company Name, Location

Role Title

Outline

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Key responsibilities

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Key achievements/projects

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Education and qualifications

Like your experience section, your education should be listed in reverse chronological order. Include the name of the institutions and the dates you were there, followed by the qualifications and grades you achieved.

If you have recently left education, you may write your degree, A-levels, or GCSEs (or equivalents) like so:

Institution name – Dates attended (from-to)

Qualification/subject – Grade

If you have a degree, you could list a few of the most relevant modules, assignments, or projects underneath.

For professionals that are a little further along in their careers, or have many certificates in their repertoire, you can lay your qualifications out in this way:

Qualification, grade – Institution – Year

Additional sections

There are a lot of different sections that may strengthen your CV and highlight your skills. Here are just a few you can include:

Key skills: If you’re writing a functional CV, or have some abilities you want to show off to the employer immediately, insert a key skills section underneath your personal profile.

Hobbies and interests: If you feel that your CV is lacking, you can boost your document by inserting hobbies and interests’ section at the end. This can help to show how well you fit into the company or the industry. Be careful though; avoid listing hobbies that don’t add value to your CV or are run-of-the-mill, for instance, reading. 
References: Like including an address on your CV, adding your referees to the end is no longer standardized. You can include a line that reads “references available on request”, but if you don’t have room, it’s acceptable to remove it altogether.

Next step

Get your CV right from the outset, and you may well find a job more quickly. Your CV is your chance to make a great first impression and secure yourself an interview.

The text is borrowed and modified from https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-tips/ 
as of 29th May 2021
TASK 5. Say whether the following statements are True or False according to the text. Correct the False statements.
1. Your name, professional title, and contact details should be positioned at the end of your CV. 

2. It is necessary to include your full address on the CV. 

3. Personal profile should be written in a way that emphasizes that you are suitable for the job you apply for. 

4. Working experience should be listed in chronological order. 

5. If you have a degree, you may include in your CV the most relevant projects, assignments, etc. 

6. If you want to highlight some abilities or skills that you have, you may include a key skills section in your CV. 

7. It is very important to include all the hobbies and interests that you possess to describe your personality as detailed as possible. 

8. If you do not have enough space left in your CV, you may avoid including references.

TASK 6. Put the words and phrases in order to make sentences. 

1. roles. I have in various experience five years’ 

2. My involves working deadlines. role tight to 

3. a create ability to I have successful campaigns. proven 

4. digital in specialize I marketing. 

5. in excel I impact analysis. 

6. I of knowledge advanced statistics. have 

TASK 7. Write the correct form of the word in brackets. 

1.  I have a proven ……………………………… to deliver successful marketing campaigns. (able) 

2. I am a strong ……………………………… . (collaborate) 

3. I have specialist ……………………………… of marketing. (know) 

4. I use my ……………………………… in analytics to assess the success of campaigns. (expert) 

5. I was ……………………………… for the overall social media strategy. (responsibility) 

6. I played a key role in ……………………………… campaigns. (number) 

7. I started to ……………………………… my blog through sponsored posts. (money) 

8. I worked on several initiatives to boost customer ……………………………… . (engage) 

TASK 8. Look at the template of the CV below. Write down your own resume based on the example. Include only true information about you.
	FIRST NAME LAST NAME

Address • Phone

Email • LinkedIn Profile • Twitter/Blog/Portfolio

Replace this text with your own. Briefly state your career objective, or summarize what makes you stand out. 

EXPERIENCE

DATES FROM – TO 

JOB TITLE, COMPANY

Describe your responsibilities and achievement in terms of impact and results. Use examples, but keep it short.

EDUCATION

MONTH YEAR

DEGREE TITLE, UNIVERSITY

You may mention your awards and honors. Feel free to summarize your diploma thesis too.

SKILLS

·  List your strengths relevant to the role you are applying for

·  List one of your strengths

·  List one of your strengths

ACTIVITIES

Use this section to highlight your relevant passions, activities. It is good to include leadership and volunteer experiences here. Or highlight such important things as publications, certifications, languages, and more.




TASK 9. The letter of application may be as important as a resume. Usually, it contains four paragraphs, address, salutation, signature, etc. Look at the information contained in paragraphs of the letter of application below and put it in the correct order. Number one is done as an example.
a. Information about why you are interested in the job and relation of the company’s interests to your personal issues
b. Salutation
c. Confirmation that you want to apply for the job and where you have found information about it

d. Address or email of a sender – 1 
e. Date

f. Highlighting your professional skills and experience, that can be useful for the position you are applying for

g. Signature

h. Name (position) and address of the receiver (you may omit this part if you send an email)
i. Formal phrase to finish the letter

j. Emphasizing the readiness to attend the job interview

TASK 10. Look at the mixed parts of a letter of application for the Marketing Manager position. Put them in the correct order.
	a. September 1, 2021

	b. I have spent the last five years as a brand manager at Terry & Donald. I oversee the creation and development of logos, digital and print ads, and other client-facing marketing materials, all while tending to the needs of the client. I often work with upward of five clients at a time, which gives me valuable experience in prioritization and organization. My responsibilities include coordinating meetings and project deadlines as well as managing a production team.

	c. Thank you for taking the time to read this letter and review my resume. I look forward to further discussing this position with you. I am confident that my skills make me a fitting candidate for the Marketing Manager position at BestITresults, and I am excited to move forward in the hiring process.

	d. Sincerely,

Tony Smith

	e. Dear Hiring Manager,

	f. The position at Terry & Donald allowed me to develop a keen eye for detail when collaborating with graphic designers and copywriters. Earlier in my career, I worked as a graphic designer, so I am also capable of providing assistance and guidance to any creatives I work with when developing a brand. Client satisfaction is always my top priority, and I am willing to put in the time and effort it takes to achieve whatever goals they have set.

	g. I am very excited to apply for the Marketing Manager position at Cloud Clearwater. I find great satisfaction in helping others create and enhance their brands. As a people-pleaser, I will not rest until every client is content with their results. After working in marketing and advertising for over seven years, I'm ready to take my career to the next level at BestITresults.

	h. Tony Smith

(555) 444-3322

Smith_Tony@gmail.com


The text is borrowed and modified from https://www.indeed.com/career-advice/cover-letter-samples/marketing-manager as of 10th June 2021

TASK 11. Read the example of covering email below. In your opinion, is it a good example of covering email or not? Discuss it with a partner.
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COVERING EMAIL

To: recruitment@new-company.com 
From: Susan Nelson 
Subject: Digital Marketing Executive application 

Dear Ms. Jones, 

I’m writing in response to your advertisement for a Digital Marketing Executive. My name is Susan Nelson and I’m a Social Media Marketing Assistant. I have had this job for the past two years and I believe I am the person you need for your new role. 

The bulk of my work involves designing and implementing online marketing campaigns across a range of channels. I am very comfortable using analytics to assess campaign success and drive future initiatives. I work with a range of social media platforms and tools for digital marketing. 

I have always worked in the retail industry and am familiar with the seasonal nature of businesses such as yours and have the skills to push your business forward through creativity and innovation. I would very much like the opportunity to both bring my experience and enthusiasm to this role while continuing to develop professionally and personally. 

Following initial research into your company, I very much feel we would be a good fit for each other and I would welcome the opportunity to discuss this position with you in person. 

Please find attached my CV. 

I look forward to hearing from you. 

Yours sincerely, 

Susan Nelson

The text is borrowed and modified from www.britishcouncil.org/learnenglish as of 20th June 2021
TASK 12. Read the tips below and discuss with a partner whether you agree with them.
Tips

1. Try to find out the name of the person hiring and address your cover letter to them. 

2. Start with a clear statement about who you are and the role you are applying for. 

3. Then give information about your current work (or studies if you are still a student). 

4. Mention how and why this experience is suited to the new company and role, including any transferable skills (= things you have learned that you will take with you to future jobs). 

5. End with a closing statement that suggests further contact. I look forward to hearing from you. 
TASK 13. Are these statements true or false according to the covering email in TASK 11?
1. Susan’s current role is the same level of responsibility as the job she’s applying for. 

2. She sounds confident about her ability to do the Digital Marketing Executive job. 

3. She explains what she does in her current role. 

4. Susan emphasizes the transferable skills she would bring to the new role. 

5. Susan suggests that email is the best way to continue the conversation. 

6. She is sending more detail about her work history in a separate document. 
TASK 14. Write the phrases in the correct group.

	I’ve had this job for the past 3 years. 

	I can use analytics without problems. 


	The scope of my duties includes … 

	I have very deep experience in marketing. 


	I can work with different types of platforms. 

My experience includes collaboration with foreign business partners.

	I have the skills to push business projects forward. 

Creativity and innovation are my methods to work effectively. 



	


	Work experience
	Transferable skills

	1.

2.

3.

4.
	1.

2.

3.

4.


TASK 15. Put the words and phrases in order to make sentences. 
1. a digital marketing executive. response to in your advertisement for I’m writing 

2. this job had six years. I for have 

3. person are am the I believe I you looking for. 

4. I would bring to this role. very much like my experience and enthusiasm the opportunity to 

5. with you welcome to discuss this position in person. the opportunity I would 

6. attached find Please my CV. 
TASK 16. Look at the phrases for the formal letters below. Discuss them with a partner. Which of them do you think are the most appropriate? Which should be avoided in your letter of application?
Useful phrases for a formal letter of application
	Salutation
· Dear Sir / Madam, (If you do not know their name.)
· Dear Mr. Jones, / Dear Mrs. Smith, (If you are given their name, you MUST use it, but NOT their first name)

	Reasons for writing the letter of application
· I am writing to apply for the post/position of … as advertised in …

· I am writing with reference/in response to your advertisement, which I saw …

· I am writing in connection with your advertisement in the Daily Star on May 11th …

· With reference to your advertisement … -

· I would like to apply for the job of __________ as advertised in this month’s issue of ___________.

	Reasons for applying for the job
· I like working with ________ and I would enjoy the challenge of _________

· I have just finished school and in October I will be starting a degree course in _______ I am therefore very keen to gain experience in _________

	Interests / Skills / Experience
· I gained some experience while …

· I am currently working as …

· I have been working for … for the last four years.

· I worked part-time for three years as …

· At the moment I am employed by …

· My qualifications include …

· I have a diploma in …

· I graduated from Barcelona University last year with a degree in …

· Please find attached my CV

· As you can see from the attached CV …

· My interests include ____

· For the past ____ years I have been working as a / in a ...

	Suitability for the job
· I feel I have the necessary _______ and _______ to make a positive and enthusiastic contribution to your _______ and I hope you will consider my application favorably.

	Availability for interview
· I am available for an interview at any time and look forward to hearing from you soon.

	Ending the letter
· Thank you for your attention. I look forward to receiving your reply.

· Please do not hesitate to contact me if/should you require further information.

· I look forward to hearing from you.

· I am available for an interview at your convenience.

· I shall be available for an interview any day apart from Wednesdays.

	Signing off
· Yours faithfully (If you wrote “Dear Sir / Madam”)
· Yours sincerely (If you wrote “Dear Mr. Jones”)


The text is borrowed and modified from https://english-portal.com.ua/articles/letters-of-application as of 10th June 2021
TASK 17. Write down the letter of application, using information from Tasks 6-8. The letter of application should be the response to one of the vacancies advertised below.
	Job Description: Marketing Manager

BestITresults is looking for an experienced and creative marketing manager. The perfect candidate should have skills in developing and executing marketing projects, planning long-term strategies, ready to work with strict deadlines and changing conditions. If you are a people-person who is not afraid of challenges, we want to hear from you.

Objectives of this Role

· Establish positioning, identify target audiences and develop marketing plans with specific objectives.

· Lead the execution of marketing programs from start to finish.

· Analyze consumer trends and marketing practices.

· Create, maintain, and conduct analytics reporting across multiple platforms.

Daily and Monthly Responsibilities

· Working in partnership with the creative team, develop creative guidelines to meet objectives for advertising and public-​facing communications, including print, digital, and video assets.

· Manage content and updates for customers, establishing budget guidelines, participating in events.

· Gather customer and market insights.

· Present ideas and final deliverables to internal and external teams, and communicate with senior leaders about marketing programs and strategies.

Skills and Qualifications

· Bachelor’s degree in marketing, business, or related field

· Excellent written and verbal communication skills

· Proven experience developing marketing plans and campaigns

· Strong project management, multitasking, and decision-making skills

Preferred Qualifications

· Proficiency with online marketing and social media strategy

· Willingness and ability to travel

· Established press and media contacts


	Job Description: Associate Consultant 

An Associate Consultant collaborates with dedicated Senior Consultants and Partners in the delivery of our nonprofit consulting programs. He/she engages directly with clients and helps build the shared body of knowledge through research, analysis, and documentation. 

Specific Responsibilities 

· Work as part of a diverse team, building close relationships with clients and colleagues to develop and implement human capital management strategies in a collaborative professional environment 

· Conduct research including reviews of client processes and documentation, online surveys, and interviews 

· Analyze data and draft clear presentations and materials for clients and funders 

· Support project management by monitoring progress 

· Provide other marketing and administrative support as appropriate 

Qualifications 

· Knowledge, passion, and engagement with the nonprofit sector and our organization’s mission 

· Ability to use analytical skills to assess large volumes of data, find patterns and core issues 

· Excellent verbal and written communication skills, including editing and presenting 

· Strong project management and organization skills, with the ability to juggle multiple demands 


	Job Description: Administrative Manager

The Fine Art of Life is an established market leader in the Personal development industry that is enjoying continued growth and success. We seek to work with self-directed professionals who want to take control of their careers and be self-employed. Working outside an office from home or anywhere on their schedule.

The Person:
· Motivated Self-Starter Wanting to Create Success

· Creative Big Thinker with Professional Attitude

· Excellent Communication Skills and Willingness to Learn

· Leader & Mentor Mindset

· Impeccable Phone Manner

· Desire for Portable Work Life

· Organized, Dedicated & Disciplined

· The Desire to Earn a Six-Figure Income 

The Position:
· Operate with a laptop, phone and Internet

· Complete portable lifestyle with the flexibility 

· Access to the international market

· Approximately 15 hours a week to achieve income goals

· Full training provided with ongoing support

· Support from a like-minded global community

· Daily access to live zoom training and support (or catch recording)

· Zero stock holdings with minimal running costs.

If you are serious about your success, you are ready to make a positive change in your life, and have the desire to create the flexibility that most only dream of, then you may just be the right fit.


TASK 18. Match the definitions (a-f) with the vocabulary (1-6).
	Vocabulary 
	Definition 

	1. …… brand loyalty 

2. …… brand awareness 

3. …… sector 

4. …… a proven track record 

5. …… to drive engagement 

6. …… strategic 


	a. evidence of all the successes you have had in the past 

b. customers’ habit of always buying the same product from the same company 

c. to encourage people to be interested 

d. how much customers know about a product 

e. helping to achieve a plan 

f. an area of economic or professional activity 


TASK 19. Read the text and the tips about how to create a professional online profile. 

Stan Smith
Digital Marketing Manager
Summary 
Over the past six years I have held various roles in the field of digital marketing and communication and currently lead a small team in the Fast-Moving Consumer Goods (FMCG) sector. I have a proven track record of planning and implementing successful digital marketing campaigns across a range of channels. 

Experience 
Digital Marketing Manager Brief Ltd Feb 2018 – Present My role involves a strategic focus on all areas of digital marketing within the company and working closely with the main marketing and communications teams. I design and lead all our digital marketing campaigns.

Digital Marketing Executive Brief Ltd July 2016 – Jan 2018 I was responsible for overall social media strategy. I worked on many campaigns to drive engagement with the customers of our breakfast cereals and bars to build brand loyalty. I also led on three key product launches. 

Digital Marketing Assistant Burnsed Ltd Sept 2014 – June 2016 In this role I developed my existing knowledge and skills in the fields of social media and consumer goods. I supported the design of multi-channel marketing campaigns to promote brand awareness of our healthy snack range. 
Tips 

1. Your online profile needs to be concise, engaging, and convincing. 

2. State a clear title/role under your name. 

3. Your summary should be in short paragraphs. 

4. Think about who you want to read your profile and write in an appropriate style for them. 

5. Add links to examples of your work if you have them. 

6. Check it carefully and get feedback from a friend or colleague. 

TASK 20. Say whether these statements are True or False?
	1. Stan Smith specializes in marketing products via the internet. 

2. Stan manages people. 

3. He joined Brief Ltd in 2018.

4. He is responsible for creating new digital marketing campaigns. 

5. The objective of the breakfast cereal and bars campaign was to tell people about the new product. 

6. The objective of the healthy snack range campaigns was to make sure people knew about the product. 
	True 

True 

True 

True 

True 

True 
	False 

False 

False 

False 

False 

False 


TASK 21. Circle the best verb to complete each sentence. 

1. Over the past 18 months, I have ___ different roles across the telecommunications sector. 
a. done 

b. held 

c. worked 

2. I have a proven ability to ___ strong relationships with customers and key stakeholders. 
a. meet 

b. support 

c. build 

3. I ___ project teams from other departments. 
a. worked 

b. supported 

c. produced 

4. During this role I ___ specialist knowledge and skills in the area. 
a. developed 

b. supported 

c. made 

5. I was responsible for ___ marketing campaigns. 
a. creating 

b. performing 

c. drawing 

6. I worked with the communications team to ___ customer engagement with our brand. 
a. make 

b. drive 

c. force 

7. I designed campaigns to ___ brand loyalty among customers. 
a. make 

b. do 

c. build 

8. The first objective was to ___ brand awareness for the new range of healthy snacks. 
a. work 

b. recommend 

c. promote 

TASK 22. Complete the sentences with the words from the box.
	am        an        with        to        of        for        for        in        in        on        on 


1. I ……………………………… currently ……………………………… editor and team leader for Reserford Meets. 

2. Over the past four years I ……………………………… held various roles ……………………………… the field of publishing. 

3. I’m currently responsible ……………………………… managing book projects from initiation to completion. 

4. My role involves strategic focus ……………………………… new books for children and teens, working closely ……………………………… the editorial team. 

5. In my previous role, I worked ……………………………… several non-fiction books ……………………………… adult readers and developed my knowledge ……………………………… marketing. 

6. ……………………………… my current role, I have also organized two book launches with authors ……………………………… promote their new books. 

TASK 23. Do you have an online profile? Which other tips for profile writing can you share?
ROLE PLAY
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TASK 1. Look at the list of “Do’s and Don’ts of job interviewing”. Write Do or Don’t next to each statement according to whether it should be done in the interview or if it is best avoided. The first two statements are given as an example.

1. Pay attention to your hygiene. Do
2. You may wear any type of clothes you like – the comfort is in the first place. Don’t
3. Wear lots of jewelry – it will demonstrate your bright personality.

4. Be sure that you know the time and place of your interview. 
5. Arrive a little bit earlier – 10-15 minutes before the interview.
6. Be respectful to everyone you meet at the office. Administration staff may also share their opinions about you.  

7. Be ready to make negative comments about the previous place of your work.

8. Have a firm handshake. 
9. Maintain eye contact with a recruiter during the interview. 

10. You may exaggerate some answers to interview questions to embellish the truth. 

11. Ask the question about salary and perks first of all. 

12. Answer questions about your experience, backing up your statements with specific examples. 

13. It is not necessary to prepare for the typical interview questions – your improvisation skills will help you.

14. Ask for clarification if you don’t understand a question. 

15. Act as you are really desperate and want this job very much.

16. Be concise in your answers and avoid rambling.

17. Chew gum – it is the part of your personality.

18. Be honest and stay yourself. 

19. Prepare intelligent questions for the interviewer to show your deep interest in the position.

20. Slurp the drink you brought or are offered – it is the way to relax and not to be so nervous during the interview.
TASK 2. Look at the text “10 Unusual Interview Questions and How to Tackle Them”. Read the tips about how to cope with unusual questions and not to lose your temper. Then, together with a partner imagine that you are in the job interview and practise answering these questions.

10 Unusual Interview Questions and How to Tackle Them
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TIPS

Breathe: The last thing you want to do is get stressed or hot and bothered. The key is to take a deep breath and compose yourself. You will see things much clearer by relaxing. 

Repeat the question back: By repeating the question out loud, you can give yourself an extra few seconds to think of how to answer it. You can also really get to grips with what exactly the question is asking. If you are really unsure what it means, ask the interview to explain it. It is far better to ask for clarification than to go off on a tangent and issue irrelevant nonsense.

Don’t panic: Most interviewers ask a bizarre question to gauge your reaction. Whatever happens, stay calm, don’t panic, and try to be positive.
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QUESTIONS

1. “If you could be any superhero, which one would you be?” ‒ AT&T (Large US telecommunication provide) 

2. “How many smartphones are there in New York City?” ‒ Google (search engine giant) 

3. “Using a scale of 1 to 10, rate yourself on how weird you are?” ‒ Capital One (credit card company) 

4. “If you were an animal, what animal would you be?” 

5. “Just entertain me for five minutes; I’m not going to talk.” – Acosta (sales and marketing firm) 

6. “How would you cure world hunger?” ‒ Amazon (e-commerce company) 

7. “How many different ways can you get water from a lake at the foot of a mountain, up to the top of the mountain?” ‒ Disney Parks & Resorts (entertainment conglomerate) 

8. “What is 37 times 37?” ‒ Jane Street Capital (proprietary trading firm) 

9. “Who do you admire most and why?” 

10. “Either tell a joke, do an impression of a moose, or tell a story involving a pirate.”

The text is borrowed and modified from https://advice.careerbuilder.co.uk/posts/10-unusual-interview-questions-and-how-to-tackle-them as of 14th June 2021

TASK 3. Look at the questions about the job interview procedure. Together with a partner give concise answers to every question. The first one is done as an example.
1. What are two standard interview questions? Possible answers: Tell me about yourself, why do you want to work here, what is your greatest strength and your greatest challenge, why should I hire you.

2. Name two things to bring with you to the interview.

3. What are two ways that someone can show positive non-verbal communication during the interview?

4. What are two ways that someone can show positive verbal communication during the interview?

5. What are two questions you might want to ask the interviewer?

6. What are two ways to follow up after the interview?

7. Name two things to do on the day of the interview.

8. What do employers mean by “dress business casual”?

9. What are two ways to “blow” a job interview?

10. What makes a good resume?

TASK 4. With a partner, roleplay interviews for one of the advertised vacancies that are below. After the interview is over, change your roles and choose the other vacancy for the interview.

The Recruiter interviews the candidate, noting for himself/herself whether the answers are satisfactory or not. You may add any details about the company by yourself. At the end of the interview, it is necessary to give feedback to the candidate about his/her performance.

Candidate must answer questions and be ready to ask some information about the potential employers and the future job.

Job descriptions

	Account Manager

We are searching for candidates who are proactive and passionate about company products and the clients they will interact with. Account Managers will be the point of contact for their clients, building long-lasting relationships, and will always strive to find the products which best fit the needs of their clients. 
To succeed in this position candidates should have exceptional communication and problem-solving skills. You should be resourceful, adaptable, and highly organized.

Key Responsibilities:

· Communicate with clients to understand their needs

· Build lasting relationships with clients

· Collaborate with internal departments to fulfill client needs

· Collect and analyze data to learn more about the behaviors of consumers

· Resolve customer complaints 

· Identify and stay ahead of industry trends

Personal Specification:

· Excellent verbal and written communication skills

· Ability to collect, track and analyze large amounts of data

· Strong problem-solving skills

· Ability to create lasting relationships with others within the company and externally

· Understanding of industry trends

	SEO Specialist

We are looking for a creative SEO Specialist to optimize the content on our clients’ websites based on analytics and keyword research. The SEO Specialist will also be responsible for researching website layout trends that will generate more page traffic and improve the overall design.

A good SEO Specialist values quality content as well as technical insight to assist in optimizing the website for search engines.

Key Responsibilities:

· Update existing content to improve site SEO

· Produce quality content for clients’ websites and ensure they are SEO friendly

· Research keyword trends

· Analyze site analytics to gauge which web pages generate more traffic

· Obtain insight into online marketing trends and update strategies accordingly

· Regularly communicate and maintain lasting relationships with clients

Personal Specification:

· Excellent knowledge of digital marketing concepts and practices

· Experience with Google Analytics and other analytic tools

· Experience with B2C social media management

· Excellent written and verbal communication skills

· Ability to multitask



	Sales Manager

Our growing company is seeking a Sales Manager who will be responsible for managing and organizing our sales team. You will be in charge of managing sales by developing sales plans, meeting sales targets, and coordinating with the marketing team on lead generation. You will also be tasked with overseeing the activities and performance of sales staff by tracking sales target progress, setting personal sales targets, and provide any required training for members of your team.

Key Responsibilities:

· Manage sales by developing business plans that cover sales, revenue, and expenses

· Continually meet planned sales targets

· Set individual sales targets with every member of the sales team 

· Oversee the activities and performance of the sales team

· Coordinating with marketing on lead generation

· Provide ongoing training of sales team members

· Promote the organization and products

Personal Specification:

· Experience in both sales and management positions

· Experience with managing and developing customer relationships

· Experience with managing small and large teams is preferred but not essential

· Excellent verbal and written communication skills

· A dedication to providing excellent customer service



	Transport Manager

Our business is looking for a talented and qualified Transport Manager to join our team. In this position, you will be responsible for the management of the supply chain. Your duties will include supervising the loading and unloading process to ensure all goods are packed efficiently, supervise warehouse staff and drivers to ensure time is used efficiently, and organizing warehouse space to allow for the maximum amount of goods to be stored.

Key Responsibilities:

· Select carriers and negotiate contracts and rates

· Plan and monitor inbound and outgoing deliveries

· Organize the warehouse and label goods

· Plot routes and process shipments

· Respond to any complaints in a timely manner

· Communicate and work with other departments

· Evaluate budget and expenditure

Personal Specification:

· Excellent knowledge of the FMCG industry

· Solid understanding of logistics and inventory management software

· Outstanding analytical, problem solving, and organizational abilities

· Excellent verbal and written communication skills



	HR Manager

We approach HR at Revolut the same way that we approach everything else. We take complex issues and create extraordinary solutions that our customers love. From onboarding flows to line manager coaching and development, our goal is to create a partnership with our teams that is people-centric and value-adding.

Due to the company growth, we are looking for an exceptionally driven individual to join us as an HR Manager to support our team based in Kyiv. This is a great opportunity to apply your skills and expertise in a fast-growing organization.
What You'll Be Doing
· Guide and drive strategies to resolve difficult and/or sensitive workplace matters, providing objective coaching and guidance on performance, conduct issues, and investigations

· Proactively conduct investigations into ER trends, synthesize data, identify root causes and recommend actions

· Coordinate and manage pre-onboarding and on-boarding processes for our employees in Ukraine

· You will be the first point of contact for employee queries (sick leave, paid leave, parental leave, etc.)

· Preparation of HR documentation like certificates, references, etc.

Skills You'll Need
· You have completed studies with a focus on HR, Business administration, or similar

· Knowledge of Labor Law for Ukraine

· Local language + English


APPENDIX A

Useful Vocabulary

1. (to) Add value – to make something more appealing

2. (to) Amp up – to excite, arouse, or work up (a person, emotions, etc.)

3. Alert – to be fully aware of something

4. Application – a formal written request

5. (to) Apply for – to write a letter or email, or fill in a form in order to ask formally for something

6. Awkward – something embarrassing and difficult to deal with

7. Bizarre – something very odd and strange
8. (to) Bolster – if you bolster something such as someone’s confidence or courage, you increase it

9. (to) Bring up the issue (question) – to start to talk about a particular subject
10. Covering letter – a letter that contains information about the thing it is sent with 

11. Customary – reflecting or showing a way of behaving or a belief that has been established for a long time among a group of people
12. CV (curriculum vitae) or resume – a short written description of your education, qualifications, previous jobs, and sometimes also your personal interests, that you send to an employer when you are trying to get a job
13. Deadline – a time or day by which something must be done

14. (to) Dissect – to examine or consider something in detail
15. (to) Elicit – to get or produce something, especially information or a reaction 

16. Endeavor – to try to do something

17. Experience – (the process of getting) knowledge or skill from doing, seeing, or feeling things

18. (to) Figure out – to understand or solve something

19. (to) Gauge – to make a judgment about something, usually people's feelings
20. Grip – control over something or someone

21. Hesitant – if you are hesitant, you do not do something immediately or quickly because you are nervous or not certain
22. Insecurity – a feeling of lacking confidence and not being sure of your own abilities or of whether people like you

23. (to) Keep up with – to continue to be informed about something

24. (to) Kick in – to start to have an effect or to happen
25. Laid-back – relaxed in style, character, or behavior; easy-going and unhurried 

26. (to) Lay out – to arrange in a pattern or design; to plan something by showing how its parts fit together

27. Marital status – the fact of someone being married or not

28. Outfit – a set of clothes worn for a particular occasion or activity
29. (to) Outline – a description of the main facts about something

30. Outset – the start or beginning
31. Probationary – relating to a period of time when you are new to a job or activity and are being watched and tested to see if you are suitable
32. Qualification – an official record showing that you have finished a training course or have the necessary skills, etc.

33. Qualifier – a word or group of words that comes after a noun and gives more information about the person or thing that the noun refers to

34. Recruiter – a company or organization that is looking for new employees
35. Reference – in a business letter, a number that tells you who to speak to or where to look for more information
36. Relevant – connected with what is happening or being discussed
37. Run-of-the-mill – ordinary and not special or exciting in any way

38. (to) Salvage – to try to make a bad situation better
39. Shortlist – a list of people who have been judged the most suitable for a job, made from a longer list of people originally considered 

40. Showcase – a situation or event that makes it possible for the best features of something to be seen
41. (to) Show off – to do something to attract attention to yourself

42. (to) Slouch – to stand, sit, or walk with the shoulders hanging forward and the head bent slightly over so that you look tired and bored
43. (to) Stand out – to be much better than other similar things or people
44. Tangent – a subject or activity that is different than the one you are talking about or doing

45. (to) Veer – to change direction
APPENDIX B

Verbs to describe responsibilities and tasks performed with examples

1. Act – I always acted according to the company’s law.

2. Accomplish – On quitting from the previous job, I may say that I had accomplished everything I set out to do.
3. Adapt – I have adapted popular programs to the new company’s system.
4. Administer – I administered marketing staff at my previous working place.

5. Advance – We have advanced greatly in our knowledge of the C+.
6. Advise – I always advised against making sudden decisions.
7. Allocate – As project leader, I had to allocate jobs to people.

8. Analyze – As a researcher, I analyzed the purchases of 10000 households.

9. Apply – I always apply only modern trends for successful selling.

10. Approve – I thoroughly approve of what your company does.

11. Arbitrate – I was asked to arbitrate between the opposing sides.

12. Arrange – I always try to arrange my work so that I can have a couple of days off during the week. 
13. Assist – I assisted in five big deals with foreign partners in my company.

14. Attain – I always identify the best ways of how to attain the objectives.

15. Blend – I prefer to blend different styles of management to add more efficiency to the working process.
16. Bring – This subject brings me to the second part of the answer to your question.
17. Build – I have built a very effective and progressive project scheme.
18. Carry out – I carried out the research of the market to raise our sales.

19. Catalogue – I catalogued the list of clients to create the general logistic base.
20. Change – I changed the system of refresh courses for our marketing specialists.
21. Classify – As an economist, I classify governmental funding for education as an investment.
22. Collaborate – We have collaborated with Indian partners.

23. Compare – I compared statistics collected from 2019 to 2021.
24. Complete – The project was completed before the deadline.
25. Compute – For me, the imperative is not to figure out how to compute, but what to compute.
26. Conceive – I can conceive that your company is working for a far greater purpose. 

27. Conduct – The research was conducted by my department.
28. Construct – Our team designed five trade centers and constructed three. 

29. Consult – I have consulted more than 500 people.

30. Contract – This service was contracted commercially with my department.

31. Control – I controlled the development of the new supply chain.
32. Cooperate – We must all cooperate to achieve the common goal.
33. Coordinate – I coordinated and integrated the scheme of substantial development
34. Correct – I paid attention to the errors, that can generally be measured, identified, and corrected.
35. Counsel – I counseled sales agents before the product launch.
36. Create – My task was to create a cost-efficient scheme.
37. Edited – My team edited the final text of the general agreement.

38. Deal – Such tasks cannot be dealt with in isolation; it has to have a context.
39. Decide – I decided to establish a committee to undertake the tasks.
40. Decrease – The financial improvement occurred despite a decrease in foreign donations.
41. Define – I defined strategies for developing financial assistance. 

42. Delegate – I was delegated significant responsibilities.
43. Derive – With appropriate policies, your company can derive greater benefits while minimizing risks.
44. Designate – I was designated to organize the corporate vocational training.
45. Detect – I developed a special program and no environmental damage has been detected.
46. Develop – After the meeting my task was to develop the impact indicators.
47. Devise – I devised specific measures to back the company’s resolutions.
48. Direct – I proposed the reforms that were balanced and directed towards development.
49. Discover – I undertook a gap analysis to discover certain gaps that should have received more attention.
50. Distribute – I finalized and distributed the guidelines for different departments.
51. Document – I documented descriptions of nationally used compilation methods and source data.
52. Double – The sales doubled during my supervision.

53. Encourage – I always encourage corporate social responsibility.

54. Engineer – My project team engineered quite a few efficient stunts.

55. Enlarge – According to my experience, trading agreements can enlarge market size. 
56. Escalate – My task was to escalate the sales in 3 months.
57. Establish – I established some new ideas during the project development.
58. Estimate – We estimated different segments of the market to make a deeper research.
59. Evaluate – I carefully evaluated the cost-effectiveness.

60. Examine – I examined the companies’ practice in that area. 
61. Expand – I developed and expanded the program for the further sustainable development of the company.
62. Experience – The company experienced economic and cultural development during that period.
63. Explore – One of the issues to be explored was economic assistance from international financial institutions.
64. Facilitate – Further improvements were facilitated by possibilities for consultation in the meetings.
65. Finalize – I finalized the guidelines and distributed them to the company.
66. Formulate – I formulated and monitored the last strategy.
67. Found – Our Association was founded in 2019 because of my initiative.

68. Function – With the help of your company I would like to know more about how such economic systems may function.
69. Govern – The staff tailored training was governed by me.
70. Group – I grouped logically information and functions of different departments.
71. Guide – I was guided only by my motivation and perspectives of professional growth.
72. Handle – I handle myself confidently during negotiations with foreign partners.

73. Harmonize – I harmonized the funding agreement to simplify the cost tracking.
74. Harness – My discipline helped me to harness all of my skills efficiently.
75. Head – I headed the most successful marketing campaign in our company.

76. Identify – I also identified areas for capacity-building and access to and transfer of technology.
77. Implement – I successfully implemented negotiated agreements.
78. Improve – I improved information to stimulate decision-making, support planning, and adaptive management.
79. Increase – The system developed by me initially increased financial investments.
80. Index – This could involve flexible contracts that were cost and price indexed, which could better align the interests of companies.
81. Initiate – I was assisting management to take and initiate the corrective actions recommended.
82. Inspect – My task was to inspect one of the new marketing campaigns and learn about its working methods.
83. Install – I controlled that all software and hardware complex was projected and installed using professional and high-quality equipment.
84. Institute – All possible proceedings were instituted to stimulate the speed of project development.
85. Interpret – I always do my best to avoid any action or statement that could be interpreted incorrectly.
86. Introduce – According to my initiative, a new organizational structure was introduced in summer 2020.
87. Invent – There are a lot of already invented systems and technologies that help me very much in my work.
88. Investigate – I investigated the cases of complaints from our clients.
89. Justify – The agreement with our challenger was fully justified.

90. Lead – I managed the workshop which led to revisions in financial and operational implementation.
91. Localize – We were providing localized services that were not possible to use for international trade.
92. Locate – I know that your branch offices are located in western Europe.
93. Make – I was responsible for making recommendations for the control improvement.
94. Manage – I managed a group of five people to develop the new marketing project.
95. Maintain – I was responsible for maintaining the eco-friendly development system of the company from 2019 to 2021.

96. Merge – The five existing branches were merged into three.
97. Moderate – The peer review was moderated by the management of our department.
98. Motivate – To my mind, only motivated and committed staff could achieve excellence.
99. Negotiate – I negotiated successfully, making effective interventions, and contributed significantly to the final agreement.
100. Open – Despite the obstacles, I made it possible to open several treaties for signature.
101. Operate – Our department operated successfully even during the economic crisis.
102. Organize – I organized five international negotiations with the further conclusion of the contracts.
103. Originate – My idea of HR system improvement originated two years ago during my work at LeanerCorp.
104. Overcome – There were some difficulties with my English in the past, but I overcame them.
105. Perceive – My evaluation highlighted perceived trade-offs in sustainable development approaches.
106. Perform – My management says, that I always perform all of my tasks expeditiously.
107. Pioneer – I pioneered awareness-raising on social values and gender equality in the working place.
108. Plan – It is typical for me to thought through all the details and plan before I do anything.
109. Prepare – I was developing and preparing presentations for senior management and senior officials. 
110. Present – I developed and presented the 10-part test procedure.
111. Preside – The procedures were presided by my management.
112. Process – Receipts, deposits, and disbursements were processed through my department.
113. Program – Our department successfully programmed the new logistic system for the whole company.
114. Promote – I was promoted two times during the last year.
115. Provide – I provided expert advice on the issues of management styles.
116. Purchased – I was recording all administrative and project purchased assets.

117. Raise – The subject of green procurement was also raised by me.

118. Recommend – Management has taken and initiated the corrective actions recommended by me.
119. Record – I had to record all the information connected to our customers.

120. Recruit – I was recruited at my previous working place 5 years ago.

121. Rectify – Our department could rectify shortcomings during the implementation process.
122. Redesign – The writing form was redesigned with regard to the structure, instructions, and wording.
123. Replace – I reorganized and replaced such questionnaires with structured exit interviews.
124. Restore – After a long period of crisis our company was restored to financial health.
125. Reverse – I strongly believe that the negative trends can be reversed.

126. Review – I reviewed external studies from governments to private companies.
127. Revise – I revised the dispute settlement mechanism which improved the decision-making process.
128. Save – I saved almost 10.000$ to the company, having created a more cost-efficient plan.

129. Screen – I was screening all the claims from our foreign partners.
130. Select – I was selected to receive training to meet mission requirements.

131. Service – We have serviced not only IT companies – there were a lot of different spheres in our experience.
132. Set up – I set up several creative groups in the marketing department.
133. Solve – I solved absolutely different and interesting economic issues.

134. Sort – I have comprehensive experience in data collecting to sort it according to the demand.
135. Spark – The growth of the sales of the company has sparked a reaction calling for me to accept greater responsibilities.
136. Specify – I collected all the necessary data to specify the participation of investors.

137. Start – I started the campaign for the latest brand stretching.
138. Stimulate – I stimulated the sales growth in the northern branch of the company.
139. Strengthen – As a result, I strengthened regional cooperation among different subsidiaries.
140. Summarize – I would like to summarize my functions in the company.

141. Supervise – I was supervising the implementation of the Agreement.
142. Support – I always support the idea of refreshing courses for the staff.
143. Systematize – I systematized the delivery system of raw materials.

144. Test – Our company tested new methods to communicate the message to the public.
145. Train – I was trained by the best specialists in our sphere, such as…
146. Transact – I cannot imagine any better place for your business to transact.
147. Transcribe – Our CEO was living the letters inside, I picked them up once a week, transcribed them, took them back the next day.
148. Transform – I transformed the efficiency of the supply chain of our company.
149. Triple – I tripled the sales of the company.
150. Upgrade – I replaced or upgraded non-compliant systems.
151. Validate – I usually validate project data several times.

152. Vary – I hope that benefits may vary according to the policy of your company.
153. Verify – I always verify several times – for me, it is a crucial step.
154. Vitalize – In this dynamic process, the main driving force has been the will of management to vitalize international cooperation.
155. Win – Our company won the competition on the market in 2020.

156. Write – I usually write down all of my ideas before I start solving issues.

APPENDIX C

Adjectives to describe skills with examples

1. Accurate – My work included updating cost estimates, providing accurate definitions, and involving all necessary parameters was important. 

2. Active – I always rely on robust export control systems and active counter-proliferation efforts.
3. Adaptable – I designed the project that could be adaptable to any regional, subregional, national, or local-level risk scenario.
4. Adept – I may say that I am a technically adept individual.
5. Broad-minded – If I have a possibility, I always present flexible and broad-minded compromise proposals.
6. Competent – I think that management and supervision of investment require competent human resources in both insurance undertakings and government supervisory offices.
7. Conscientious – Be sure that I am a very conscientious employee.

8. Creative – I prefer to work in companies with creative and rewarding atmosphere.
9. Dependable – My previous employer will say that I am a dependable, stable, and consistent worker.
10. Determined – My determined and patient work improved the financial position of the company on the market.
11. Diplomatic – My diplomatic skills were always appreciated by my executives.
12. Discreet – I was always discreet in the process of the proposal’s consideration with the new partners.
13. Efficient – Efficient and cost-effective management is the priority for me.
14. Energetic – My colleagues always described me as an energetic, motivated, and responsive coworker.
15. Enterprising – Being the enterprising person that I am, I say that I agree with the proposal.
16. Enthusiastic – I was very enthusiastic about the new marketing strategy.

17. Experienced – I am quite experienced in this field to work for your company in the management position.
18. Fair – I have acted as a really objective and manager chair devoted to achieving progress.
19. Firm – My style of management was firm but fair.

20. Genuine – My determination and wish to collaborate were always genuine.
21. Honest – I am very honest when it comes to debates that produce realistic objectives.
22. Innovative – I developed the innovative approach of the medium-term financial program.
23. Logical – My approach is always logical and structured.

24. Loyal – Usually I stay loyal to the company’s principles and beliefs.
25. Mature – Making mature decisions is my style of work.

26. Methodical – I established a methodical long-term plan after the negotiations with stakeholders.
27. Motivated – I think that only motivated and committed staff can achieve success.
28. Objective – I believe in objective dialogue and genuine partnership between employees of different levels.
29. Outgoing – I am totally an outgoing person if it comes to collaboration.
30. Personable – My diplomatic skills and personable style of leadership can be very helpful.
31. Pleasant – I always try to create a pleasant atmosphere in the working place.

32. Positive – My attitude to new challenges is positive and goal-oriented.
33. Practical – When it comes to difficult tasks I always say that the first practical steps are needed.
34. Productive – My productive potential never depends on the deadline.
35. Reliable – In my work, I may trust only reliable resources.

36. Resourceful – My above-average intelligence made me incredibly resourceful for unplanned challenges.
37. Self-disciplined – My team was very self-disciplined in extreme conditions.

38. Sense of humor – Sense of humor is not my strong side, but I am working on it.
39. Sensitive – I would not say that I am a very sensitive person in business relations, but I am always ready to help.
40. Sincere – It is normal for me to demonstrate a sincere commitment to the goals and tasks of the company.
41. Successful – I developed a very successful marketing campaign for the young brand.
42. Tactful – I am tactful and sensitive to the perspectives of others.

43. Trustworthy – My references may approve that I am a trustworthy employee.     
APPENDIX D

GRAMMAR THEORY. TENSES

Why Learn English Grammatical Tenses?

A verb is a relevant part of a predicate that lets you know what the subject is doing. These action words create the movement. There are short-sentence responses that contain no verb at all. But in formal writing, verbs are essential parts to construct a sentence with a full meaning.

In any language, verbs will be different depending on the tense in which they are being used and the English language is no exception to this rule. It is important to know the different verb tenses as this will allow you to speak about a larger variety of situations especially if you want to talk about something that has already happened or will happen in the future.

Verb Tenses are all used to an express action that has taken place in the past, present, and future. Identifying the correct tense of the verb is just as important in achieving effective communication. Verb tenses determine when the action happens, whether it is in the past, present, or future. These three are the main tenses, and each is further divided into four aspects: simple, progressive, perfect, and perfect progressive.

The 12 English Tenses

A verb only has two primary forms: the past tense and the present tense. The other tenses are constructed by adding words called auxiliary verbs, such as is, are, has, had, have, will, and many others. They are also known as helping verbs. This section shall discuss each of the verb tenses, including how they are used correctly.

Simple Tense

This category of verb tense is probably the first and easiest to learn. Simple tense, as its name suggests, is the most basic among all other verb tenses. Simple tenses are usually, but not necessarily, accompanied by time adverbs that indicate when the action happens, happened, or will happen.

Simple Past
This verb tense is applied when talking about an action that already happened. It doesn’t involve auxiliary or helping verbs. There’s a list of rules in transforming specific verbs into their past forms. Most verbs in past tense contain an added “-d” or “-ed” after its base form, while some change in spelling.

Examples:

· I visited tailored training yesterday.

· I organized a corporate party last summer.

· I loved team-building exercises.

Simple Present
The simple present tense is often used to show repetitive or habitual actions and general truths. It is also used to tell an activity that is happening now and in introducing quotations. Like the simple past, it also doesn’t need auxiliary verbs to function. It may or may not be associated with adverbs of time to emphasize that the situation is currently or repetitively happening.

Examples:

· I wake up very early every day.

· I speak two foreign languages.

· I love taking part in meetings with corporate clients.

Simple Future
The simple future indicates an action that is bound to happen. It usually employs the words will and shall to emphasize that it is still going to happen in the future.

Examples:

· I will visit your office on Monday.

· I shall take part in some team-building activities.

· He will try this tailored training someday.

Progressive Tense

This form is also referred to as the continuous tense. It describes continuing or ongoing actions. The progressive tense is easy to identify since it uses the present participle form of the verbs, which are those ending in “-ing” and are employed as main action words.

Past Progressive
This tells an action that lasted a specific time duration in the past. It can be used to express progressing events that were interrupted or ones that were happening at the same time. It’s as if you recalled something you were doing. It usually employs helping verbs in past forms, such as was and were, before the present participle form of the main verb.

Examples:

· I was writing the report when the manager came in.

· I was creating the timetable for future meetings and my business partner was helping me.

Present Progressive
The present progressive conveys events that are happening now or in progress. Here, the helping verbs that are added include the words is, am, and are.

Examples:

· I am developing my communication skills right now.

· I am still working on my negotiations skills.

Future Progressive
The future progressive indicates events that will be happening sometime in the future. It uses will be and shall be before the main verb.

Examples:

· I shall be visiting refreshing courses next month.

· I will be working with interesting people at the annual conference.

Perfect Tense

This form is the most confusing of all verb tenses. So, you won’t be perplexed, note that perfect tenses always express completed actions. To readily determine that the verb is in this tense, look at how it is constructed. Perfect tenses often employ auxiliary verbs, such as has, have, and had, which are then added by a verb in its past participle form.

Past Perfect
Past perfect tense describes an event that has already been completed before another event in the past. To form this verb tense, use the word had and then add it with the past participle form of a verb.

Examples:

· I had studied very hard before I got the job of my dreams.

· My boss had been very strict, that is why most of the employees were fired.

Present Perfect
There are three points to remember when dealing with the present perfect tense: first, the action has already been completed, like the other perfect tenses; second, it may refer to an activity that was done in an indefinite time in the past; and lastly, it could also refer to an event that started in the past and is being continued in the present. The present perfect tense is constructed by using has/have + the past participle of the main verb. Examples:

· I have visited your company before.

· I have improved my communication skills since the very beginning of my career. 

Future Perfect
This verb tense is not commonly used, so it may not sound correct at first. Here, you have to say an event that is going to get completed before another event. It’s like predicting that something will be finished before another thing happens. Therefore, you must accompany it with a deadline. If not, then you should instead use the simple future tense. The future perfect tense goes in this formula: will have + the main verb in past participle form. Examples:

· This interview will have ended by 3 p.m.

· I will have completed this project by the 27th of December.

Perfect Progressive Tense

In general, perfect progressive verb tenses express the duration or how long an action is being done. Therefore, it usually includes the adverbs for and since.

Past Perfect Progressive
In this verb tense, the action started in the past and continued until another time in the past. It follows the formula: had been + present participle form of the verb.

Examples:

· I had been studying the information for months before I created the final report

· I had been serving the company for five years before I decided to quit.

Present Perfect Progressive
In a present perfect progressive tense, the event started in the past but still continues at the present time. It follows the same formula as the past perfect progressive, only that you use has or have instead of had. Examples:

· I have been studying the information lately.

· Recently, I have been serving the company perfectly.

Future Perfect Progressive
In the future perfect progressive tense, actions continue and get completed at a point in the future. The activity may have started in the past, present, or in the future. But it is also expected to continue in the future. It goes in the form: will have been + present participle of the verb. Examples:

· I will have been studying English for 5 years by the time I get this job.

· In November, I will have been serving the company for five years.

Common Mistakes with Tenses

Here are some examples of common mistakes with verb tenses.

Switching between past and present tenses

In writing, it is common to recount a story or explain actions that are currently occurring. In this case, you will want to make sure to write only in a single tense for consistency, either past tense or present tense.

For example, if you were writing “They drove the report, and I study it carefully”, this would be incorrect. A more consistent way to phrase this sentence would be “They drove the report, and I studied it carefully”. A consistent tense form makes for more correct writing.

Present continuous tense vs. present perfect continuous tense

One tense (present continuous) is used to indicate actions that are occurring in the present, frequently, or possibly continuing into the future. The other (present perfect continuous) indicates an action started in the past and is now ongoing.

Mistakes can occur if the speaker is not aware of the period of time they are trying to illustrate, either the actions they are performing right now, or actions they started before and are still performing.

For example, “I am writing the test” is the present continuous tense, indicating that the speaker is cooking dinner now, in the present moment. “I have been writing the test” is the present perfect continuous tense, and indicates the speaker has started cooking dinner earlier and is continuing to do so.

Present perfect tense vs. simple past tense 

One tense (present perfect) indicates that actions occurred at an unspecific time in the past ‒ or have started in the past and continued to the current time. The other (simple past) indicates actions that have simply happened before the current time.

Mistakes can occur here because the form of the present perfect tense includes the words “have” and “has” ‒ as well as the past participle of verbs. The past participle is the main component of the simple past tense but expresses (usually) a one-time past occurrence.

For example, the phrase “I have reached a goal last year” is an example of the present perfect tense. It can be properly reduced to “I reached a goal last year” because the action is a simple one-time occurrence in the past ‒ making the simple past tense the correct tense form to use.

American vs. British Usage of Verb Tenses

Though there are many differences between British and American English, there are some main verb tense differences that can be illustrated.

In British English, the present perfect tense is usually favored over the simple past tense. For example, in British English, “I have finished the report” would be common. In American English, the same phrase would be stated as “I finished the report.”
The British English favoring of the present perfect tense extends to phrases that include already, just, and yet. In British English, “I have already seen that report” would be common (“I have seen”). In American English, “I already saw that report” would be common, the simple past tense is used (“I saw”).

Another difference in verb tenses between British English and American English is the use of -t- or -ed- endings in past verb participles. For example, where British English would say “I dreamt that…”, or “They leapt over…”, American English would say “I dreamed that…” or “They leaped over…”.

The text is borrowed and modified from https://7esl.com/verb-tenses/ as of 29th August 2021

English verb tenses for interviews
One of the most common things that happens with people is about something they did at their last job and they use the present tense. 

It's hard to focus on the content if the grammar is wrong. That's why potential employees really have to get their verb tenses right.

In any admissions or job interview, you'll need to talk about (1) your past experience, (2) what you're doing now, and (3) what you plan to do. That's the past, the present, and the future.

Before your interview, review the right verb tenses in English to talk about these three time periods.

Overview of verb tenses to use in an interview

1. Use Simple Past to talk about the past

In interviews you're going to be talking about what you did in the past, right? You might have to talk about what you did last summer, or what your favorite class was, or where you went to school, or what you studied, or what you did in your last job, or the last project you worked on.

You can use the Simple Past tense to talk about those things. This is the most common tense to use when speaking about past experience. Example sentences:

· I studied English in high school.

· I got an A in algebra last year.

· I was #3 in my class freshman year.

· I worked at Siemens as a Finance Manager and then I moved to Nokia.

· I became a manager after 2 years.

· I created my first website in 2006.

· I developed an in-house database for the HR department.

· Just last week I finished a database for our warehouse.

· I completed the project under budget and 3 months ahead of schedule.

2. Use Present Simple or Present Continuous to talk about now

In interviews, you're going to be talking about what you do right now. You might have to talk about what classes you're taking, or what degree you're getting, or where you work, or what your day-to-day responsibilities are, or what research you're doing.

You can use the Simple Present tense to talk about fixed habits or routines ‒ things that don't change. Example sentences:

· I work at O'Reilly Media.

· I go to Haverford.

· I'm a Bio major.

· I collect data from all of our branches and analyze the information on a weekly basis.

· I manage a team of front-end developers.

· I am the number 1 salesman in my region.

· I am the lead project manager on the redesign of a trading platform used by 4,000 investment managers at my company.

· I'm usually responsible for staff organization and office management.

· I create and maintain the quarterly sales reports.

You can use the Present Continuous tense to talk about actions that are happening at the present moment but will finish soon. Example sentences: 

· Currently, we're expanding our sales division to include South America.

· I'm designing a new layout for our local branch.

· I am working on a project for our Senior Partner.

· I'm writing a presentation for a conference next month.

Usually in an interview when you talk about what you are doing now you are going to use a mix of these two tenses.

3. Use Future Simple or Present Continuous to talk about your plans for the future

You can use the Future Simple to answer questions like “What is your five-year plan?” or “What do you plan to do after you graduate?” This is the tense I advise you to use if your English is average or below average because it's the easiest. Example sentences:

· In 5 five years, I will be the manager of a medium-sized retail outlet.

· My long-term plan is that in 2 years I will be in a Master's program and 2 years after that I will be in a Ph.D. program.

You can also use Present Continuous to talk about experiences in the future. Example sentences:

· Once I gain additional experience, I am planning to move from my technical position into a managerial role.

· In the future, I am going to grow with a company where I can continue to learn, take on additional responsibilities, and contribute as much value as I can.

The text is borrowed and modified from https://interviewgenie.com/blog-1/2017/3/28/t9bm8di7nwfjbixej8nfwjl7fpnc1n as of 29th August 2021
APPENDIX E

LETTER OF INTEREST

A letter of interest, also known as a letter of inquiry or a prospecting letter, is sent to companies that may be hiring but haven't listed a specific job opening to apply for.﻿ Why send a letter of interest? You can use a letter of interest to see whether the company has any job openings that would be a good fit for you. If you're interested in working at a particular company, it's one way to get on its radar and get noticed. You might also use a letter of interest to arrange an informational interview with someone at the company so that you can learn more about the organization. A letter of interest is a great way to get your foot in the door with a company you are interested in. Read below for advice on how to write a letter of interest, get a template to download, and review sample letters of interest for a variety of circumstances.

Cover Letters vs. Letters of Interest

What's the difference between a cover letter and a letter of interest? A letter of inquiry is different from a cover letter. In a cover letter, you explain why you feel you are a strong candidate for a particular job (rather than in a letter of inquiry, where you explain why you would be an asset to the company more generally). A cover letter is used when you are applying for a specific job opening with an employer.

What to include in a letter of interest

Contact person. First, try to find someone specific at the company to send the letter to, such as an executive in a division you're interested in. Find out whether you have any connections at the company on LinkedIn or through family, friends, or former colleagues. If you know someone at the company, write directly to them. You could also ask that person for a referral to a hiring manager. What to include in the letter. Your letter of interest should contain information on why the company interests you and why your skills and experience would be valuable to the company. Use the letter to sell yourself, explaining how you would add value to the company. The letter should be about what you have to offer, not what you're looking for in your next employer.

Letter conclusion. Conclude your letter by explaining that you would like to meet or talk with the employer to explore possible career opportunities.

You might even suggest setting up an informational interview if there are no current vacancies at the company. Include your contact information. In the conclusion, specify how you can be contacted if the company is interested in following up with you. The easier you make it to connect, the better your chances of getting a response. Keep your letter short and to the point. You want to get your point across quickly and clearly, without taking up too much of the employer's time. Take a look at these detailed tips and templates for how to write a letter of interest before you start writing your own letters.
SAMPLE LETTER OF INTEREST

Joseph Q. Applicant

123 Main Street

Anytown, CA 12345

josephq@email.com
555-212-1234

September 1, 2018

Jane Smith

Director, Human Resources

United International

123 Business Rd.

Business City, NY 54321

Dear Ms. Smith:

I recently read an article about United International’s new approach to digital marketing in Marketing Magazine Online, and I’m writing to inquire whether you have any marketing positions open.

I have five years of experience working as a Marketing Strategist for one of our local retail clothing stores. During my time in this role, I increased the number of website page views by 120 percent and reduced the cost of customer acquisition by 20 percent. In addition, our sales increased by 50 percent during that time.

My resume is enclosed with this letter so you can review my education, work experience, and achievements. I would appreciate an opportunity to talk with you or a member of the marketing team to see how my experience and skills could benefit your company. Thank you for your time and consideration. I look forward to speaking with you in the near future.

Sincerely,

Joseph Q. Applicant (signature for a hard copy letter)

Joseph Q. Applicant

When you're writing a letter to inquire about opportunities, a printed letter can be an excellent way to capture the reader's attention. However, email is another option to try ‒ especially if you're looking for a quick response. You can also use email to follow up on a mailed letter or a phone call.

Key Takeaways

USE A LETTER OF INTEREST TO INQUIRE ABOUT JOBS: Send an inquiry letter or email when you're interested in a company that hasn't posted available jobs.

TRY TO FIND A CONTACT PERSON: Your correspondence will be more likely to read if you can find a specific individual to send it to.

TAKE THE TIME TO FOLLOW UP. If you don't hear back, follow up with a phone call or a LinkedIn or email message.

The text is borrowed and modified from https://www.thebalancecareers.com/letter-of-interest-tips-and-samples-2059708 

as of 1st September 2021

KEYS

LEAD-IN: INTERVIEW SKILLS QUIZ
TASK 1.

Open task

TASK 2.

1. d

2. g

3. h

4. f

5. c

6. b

7. e

8. a 

TASK 3.

Open task

TASK 4.

Open task

TASK 5.

Open task

VOCABULARY AND GRAMMAR DEVELOPMENT

TASK 1.

1. E

2. B

3. F

4. H

5. A

6. C

7. G

8. D

TASK 2.

1. Curriculum vitae

2. Probationary period

3. Interviews

4. Covering letter

5. Recruit

6. Application

7. Experience

8. Position 

TASK 3.

1. c

2. a

3. e

4. g

5. f

6. h

7. d

8. b

TASK 4.

1. job seeker 

2. interview panel 

3. recruitment agency

4. shortlist the candidates 

5. pension plan

6. marital status 

7. health insurance

8. professional experience 

TASK 5.

1. a

2. b

3. a

4. c

5. b

6. a

7. b

8. c

9. b

10.  b 

TASK 6.

1. follow up

2. speak up

3. catch up

4. carry out

5. knuckle down

6. hand … in

7. get ahead

8. keep up

9. take on

10.  pull together

TASK 7.

Open task

TASK 8.

1. Future Simple

2. Present Simple

3. Present Perfect

4. Past Simple

5. Present Continuous 

TASK 9.

I have been in my current position for five years. I work as a marketing specialist. Usually, I perform a lot of interesting and creative tasks. However, I feel that I can do much more. The last two months were quite calm and a little bit passive in our company. I have started working on one project about internet advertising. However, after the finish of it, I am ready to leave the company. So, I hope that in the nearest future I will work for your company.

TASK 10.

Open task
READING: JOB INTERVIEW THEORY

TASK 1.

1. c

2. f

3. a

4. b

5. h

6. g

7. d

8. e 

TASK 2.

Open task

TASK 3.

Open task 

TASK 4.

1. True

2. False. The questions about former boss are asked to get truthful responses or to turn on “the honesty mode”.

3. False. If you're a problem bringer, you will tell the recruiter about a difficult situation. But, if you're a real problem-solver, you simply can't bring yourself to think about a situation as a total failure. You will continue to try until you solve or at least salvage some of it.
4. True

5. False. Adverbs are usually used by low performers, for example, to amp up their answers.

6. True

7. True 

8. False. Absolutes are more typical of the low performer’s speech.

LISTENING: JOB INTERVIEW TIPS

TASK 1.

1. b

2. f

3. d

4. h

5. a

6. g

7. c

8. e

9. j

10. i

11. k 

TASK 2.

1. interview

2. respect

3. contact

4. run into 

5. feedback

6. nervous

7. kick in

8. breathe

9. calm

TASK 3.

1, 3, 4, 6

TASK 4. 
1. The interview begins the minute you walk into the building.

2. Greet everyone in a way that is authentic to you. And say the person’s name.

3. No, but you can practice answering the common questions like “Why do you want to work here?” or “What makes you unique?”.

4. You should not speak negatively about previous places you’ve worked. Instead, talk about what you have learned.

5. You should be aware of your movements, practice polite, confident body language. Subtly miming your interviewer’s posture and create a sense of connection. Unnecessary movements are hard to ignore in an interview, whether it is tapping your fingers or bouncing your leg.

6. To show that you did your homework and that you really care.

7. Always follow up within 24 hours with the thank you email to the hiring manager. 

TASK 5.

Open task

TASK 6.

1. common

2. trial run

3. sound

4. eye contact

5. showcase

6. challenging

TASK 8.

8. True.

9. False. You should find a comfortable spot.

10. True.

11. False. You can always put a stack of books under it to help frame your face correctly.

12. True.

13. True.

WRITING: RESUME AND COVER LETTER

TASK 1.

Open task

TASK 2.

	Work experience
	Education
	Skills and interests

	Innovative Business Manager 

Financial Executive 

Professional skills in blogging 

Research Assistant 

	Certificate in Presentation Skills 

Degree in Economy

Diploma in Web Design

Masters in PR and Digital Marketing
	Proficient knowledge of analytics software 

Driving license 

Photography 

Karate


TASK 3.

	The must-have section in your CV
	The optional section in your СV

	1. Contact information

2. CV Summary or objective

3. Work experience

4. Skills

5. Education
	1. Certifications and awards

2. Languages

3. Personal projects

4. Volunteer Experience




TASK 4. 

Open task

TASK 5.

1. False. Your name, professional title, and contact details should be positioned at the top of the page.

2. False. Today, it is enough just to list your town and county.

3. True.

4. False. Working experience should be listed in reverse chronological order.

5. True.

6. True.

7. False. Avoid listing hobbies that don’t add value to your CV.

8. True. 

TASK 6.

1. I have five years’ experience in various roles. 

2. My role involves working to tight deadlines. 

3. I have a proven ability to create successful campaigns. 

4. I specialize in digital marketing. 

5. I excel in impact analysis. 

6. I have advanced knowledge of statistics. 

TASK 7.
1. ability 

2. collaborator 

3. knowledge 

4. expertise 

5. responsible 

6. numerous 

7. monetise / monetize 

8. engagement 

TASK 8.

Open task

TASK 9.

a. 6

b. 4

c. 5

d. 1

e. 2

f. 7

g. 10

h. 3

i. 9

j. 8

TASK 10.

1. h

2. a

3. e

4. g

5. b

6. f

7. c

8. d

TASK 11.

Open task

TASK 12.

Open task

TASK 13.

1. False 

2. True 

3. True 

4. True 

5. False 

6. True 

TASK 14.

	Work experience
	Transferable skills

	1. I’ve had this job for the past 3 years.

2. The scope of my duties includes …

3. My experience includes collaboration with foreign business partners.
4. I have very deep experience in marketing.
	1. I can work with different types of platforms. 

2. I can use analytics without problems.

3. I have the skills to push business projects forward. 

4. Creativity and innovation are my methods to work effectively.


TASK 15.

1. I’m writing in response to your advertisement for a digital marketing executive. 

2. I have had this job for six years. 

3. I believe I am the person you are looking for. 

4. I would very much like the opportunity to bring my experience and enthusiasm to this role. 

5. I would welcome the opportunity to discuss this position with you in person. 

6. Please find attached my CV. 

TASK 16.

Open task

TASK 17.

Open task

TASK 18.

1. b 

2. d 

3. f 

4. a 

5. c 

6. e 

TASK 19.

Open task

TASK 20.

1. True 

2. True 

3. False 

4. True 

5. False 

6. True 

TASK 21.
1. b 

2. c 

3. b 

4. a 

5. a 

6. b 

7. c 

8. c 

TASK 22.
1. am | an 

2. have | in 

3. for 

4. on | with 

5. on | for | of 

6. In | to 

TASK 23.

Open task

ROLE PLAY

TASK 1.

1. Do

2. Don’t

3. Don’t

4. Do

5. Do

6. Do

7. Don’t

8. Do

9. Do

10.  Don’t

11.  Don’t

12.  Do

13.  Don’t

14.  Do

15.  Don’t

16.  Do

17.  Don’t

18.  Do

19.  Do

20.  Don’t

TASK 2.

Open task

TASK 3.

Possible answers:

1. Tell me about yourself, why do you want to work here, what is your greatest strength and your greatest challenge, why should I hire you.

2. Resume, social security card, working papers, portfolio of work.

3. Shaking hands, making eye contact, sitting up straight, appropriately

4. Speaking clearly, answering questions effectively.

5. What type of training will I receive; What are my hours; I there a company dress code; Does this position offer benefits; Will there be any opportunities for advancement; Is there an employee orientation to discuss company policies?

6. Thank-you letter, e-mail, phone call

7. Dress neat and conservatively, arrive early for the interview, go alone – don’t bring a friend with you, turn off your cell phone

8. Depends on the company, definitions vary: check with company policy – for some companies, it may be khakis and polo shirts. Also, observe how others are modeling the dress.

9. Be late; don’t call or show up; dress inappropriately, forget your resume, do not appear interested. Remember to emphasize “punctuality” and “preparedness”.

10. Easy to read, emphasize accomplishments, start with your present or most recent job, tell the truth, references.

TASK 4. 

Open task
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