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Recruitment
1) Vocabulary
Insert the following words in the gaps in the text below :

[bookmark: _heading=h.gjdgxs]applicant,     application,    application form,    apply, candidate,    curriculum vitae or CV (GB) or resume (US) ,    employment agencies,    interview,    job description,    job vacancies,   references, short-listed
Many people looking for work read the ………………….advertised by companies and ……………………in newspapers or on the Internet. To reply to an advertisement is to……………………for job. (You become a ……………………..or an ………………….). You write an …………………….., or fill in the company’s…………………, and send it, along with your ………………….. and a covering letter.
You often have to give the names of two people who are prepared to write …………………for you. If your qualifications and abilities match the ………………., you might be ………………….,i.e selected to attend an …………………… .
2) Discussion

When employees ‘give notice’ i.e inform their employer that they will be leaving the company ( as soon as their contract allows), in what order should the company carry out the following steps?
A- Either hire a job agency (or for a senior post, a firm of headhunters), or advertise the vacancy
B- Establish whether there is an internal candidate who could be promoted (or moved sideways) to the job
C- Examine the job description for the post, to see whether it needs to be changed ( or indeed, whether the post needs to be filled)
D- Follow up the references of candidates who seem interesting
E- Invite the short-listed candidates for an interview 
F- Make a final selection
G- Receive applications, curricula vitae and covering letters, and make a preliminary selection (a short-list)
H- Try to discover why the person has resigned
I- Write to all the other candidates to inform them that they have been unsuccessful


Complete the following chart with the letters A-I from the previous page


Decide not to replace person but to modify other jobs

	
Decide to replace person

	




	    Yes	           NoOffer the job to the internal candidate and think about replacing this person














    and








	

3) Case Study:  Job Applications 
One day, you will apply for your first job as a business graduate. Unfortunately, many of your classmates, as well as lots of people you do not know, will probably also apply for the same job. Your experience and qualifications will probably be quite similar to those of most of the other candidates. You will submit a copy of your curriculum vitae or resume. But how do you get on the preliminary short-list? What kind of things do you think impress companies hiring business graduates?
Which of the following extracts from different CVs or application letters do you think would help the candidate to get an interview, and why?[image: ] 
4) Curriculum Vitae or Resume:
This is a model  of curriculum vitae or resume
[image: ]
5) Writing:
According to the given model , write your personal curriculum vitae or resume
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Since coming to university I have played in the women's hockey team.
‘We have twice won the national university championship, and are also
well-placed this year, with one month of the season still to go.
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2 My mother is French, and because my father works for a multi-
national company, I grew up in four different countries. I did
all my schooling in French, but I also speak (and write) flu-
ent GSpanish and Portuguese. I can also understand (North
African) Arabic, but speak it less well.
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3| yealize that my b nd (qualifications and qpvw::o)' : r/ibbab{q -
boWﬁanofmaonaWﬁun'ﬁ,M(zmp cularly M{m
in a marketing. position in a felecommunications wmpav?‘wbw@m i
collected felephone cards ever Gince they were first i wed.

extensive collection, includling. cavds from 1F different countries.
s

Employment
Saturdays, 1097-99, and full-time July 2000, Right Price food store, West End
Avenue (shelf-filling).
July 2001, Port Authority Bus Terminal, 8th Avenue (bus cleaner).
August-September 2001, grape-picking, Napa Valley, California.
November 2001-June 2002, tourist guide at 8t Patrick’s Cathedral,
8th Avenue (Saturdays).
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5 I have travelled extensively during my last three summer

vacations. In 2000, I travelled around the Mediterranean
(Spain, France, Italy, Greece) for ten weeks. In 2001, I went
to Florida for a month, and 1 spent six weeks in Bali in 2002.
I have consequently met a great many people from many different
cultures, and I am absolutely convinced that this makes me
suitable for a position in international marketing, and that
your company would have a great deal to gain from employing me.
i
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Curriculum vitae

YOUR NAME

Your address Your phone number(s)
Your e-mail address
Your date of birth

OBJECTIVE

WORK EXPERIENCE or PROFESSIONAL EXPERIENCE

EDUCATION or QUALIFICATIONS

COMPUTER SKILLS

LANGUAGES

HOBBIES AND INTERESTS

REFERENCES [or Testimonials (US)]
The following people can provide references:
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