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By the end of the unit, the students will be able to:

. analyse passages in the text to identify the theme/ general subject, key idea@qtral thought (a statemen
aboul the general subject), and supporting details. @

. recognise that the theme of a text is carried in a thesis statement.
. analyse paragraphs to identify sentences that support the main idea r@ﬁh:

e  definition Q/
. example/ lllustration (é{/
° facts, analogies, anecdotes and quotations. 0

. recognise that support can be in the form of a single wok. phrase, a sentence or a full paragraph.
a identify and recognise the functions of transitiunalﬁa\bices used for coherence and cohesion at discours

level.
. apply critical thinking to interact with text, use@sive reading strategies (while-reading) to:
. scan to answer short questions. C} '
o distinguish between what is dearly st nd what is implied.

. comprehend/interpret text by applying.critical thinking:
e comprehend various job adv@ ents to write in response, an effective job application, a resume' anc

covering letter. _
- demonstrate use of app a’gh;e conventions to give a job interview:
B preempt the quesunrQ()) a job interview.

. formulate and practi®e responses.
. learn proper tes and conventions of dress, appearance, tone and body language.
* introduce iﬂ

- demonstrate good listening skills.

*  giveappropriate responses using reciprocal ability.

» request for repetition or restatement of a query.

*  repeal, restate coherently to Clarify own opinions and ideas.
» support ideas and opinions with solid evidence

*  Use various reference sources to oca i includin
g uh r . o g in
figurative, idiomatic and technical uencaﬁneb;ary WENY for Mpen soadem WOTKINIGS SRussaf) o

o u 1
s€ in speech and writing, all the appropriate transitional devices.

* comprehend various job '
covering letter. Job advertisements to write In response, an effective job application, a resume gnd |
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: taken for jobs. are different v
interviews are ) There are different kings of interviews Behavioural-based interviews are taken to know

: it. behaviour, and A sandicis
nality trait. b A altlude of candidates The candidates need 1o give a full answer to a question rather than

. =no". Case Interviews assess a candidate
# n?gﬁ-lem's. questions related Iu‘gqi_;’:{;’?lt S analylical ability and skills of solving problems. Competency or job-
ci =t 1905 are asked A mock merview is a pfﬂ{;hﬂﬂ' interview.,

::ecsih

didale goes for an interview
efore a can erview, he should aather inf - . .
.B‘.E an interview It will help him not only Qaiher informalion about the job or organisation where he wants

w V¢ L n The appearance, style. dres N preparation for the interview but also in the decision of joining the
nisalic o fcten o 4 *SS, confidence. self-expression, and subiect knowledge of a candidate impresses
aterviewers A Jo ": - ‘”f -:ﬂ > '”;Lu‘l DRTAUSE a stranger has to judge a car:dida'.e'a abilities in half-hour. He knows
ny Ih:ngs_abutlt t.uz cf_l1' idate om his resume, and in 80 seconds, he takes 35 per cent of the hiring decision.
3nd~daielz£::°j:;;ﬁ;‘ t?uu:ﬂﬁs ?;r:m;ﬁf;?'ﬁﬁm?. and it gives him confidence. He -;hauld remain involved in conservation.
e Inm:;ndi e ability e i ju:.: ::;’E_‘;;h Ejl;i?l:ong about tha candidate Job-related questions are designed to

\rowW d : : q the b onn o . . a . .
answers 10 his questions. The practice is the best way -156 company goals. The interviewer wants the candidate to give

prepare for any kind of interview.
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Interview is a yvital cnnwﬂ%‘g the hing ¢, S 2T g2 LS LS F L L) orib g

process. It enables the employer termine .if an ' _ i N
applicant's skills, experience and sbnality meet the u;f.:.k.u/J;.-ﬂ;:I-.-.f;“’ ;:l.,ﬁ.;,JL;'JJI:fnLT_I";_—_:-::JFLLI@':"
10's requirements. Employers cefmuct different types of o el " | ' e,
b interviews, such as b f%&'ai interviews, case 'f”'“ﬂ"i’{“""}") Sll ppe Lol ST 3/

fierviews, group interview ne and video interviews, - TV 1y ki s fron)
0ling interviews. y
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fundamental, essential, necessary, important

Component _ seation, element, part, constituent

o doecide. conclude, ascertain, estaolish

do, perform, achieve, manage

social, interactive, communicative
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Interviewers use behavioral based interviews o know
about the personality trait, behaviour and aftitude of the
aspiring candidate. The idea is thal past behaviuor
predicts how a person will act in the new job. In this type
of interview a person won't gel many easy "yes" or "no"
questions and in mosl cases, he or she needs o answer
with an anecdote about a previous experience. Interviews
in which the interviewer giving the candidate a job related
scenaro and asking to manage the situation is called case
nterview This type of interviews are most often used for
management consulling and investment and execulive
posihions and require the applicants to show off analytical
ability and problem-solving skills. Interviews that require to
give examples of specific skills are called competency-
based interviews, or job specific interviews. In such
nterviews, the Interviewers will ask questions that will
help them determine if a person has the knowledge and
skills required for the specific job
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teanl L mannerism, attribute, charactedstly/ feature, quality
il

.Y, wishful, ambitious, seekjadndesiring
“
S35 forecast, expect, g%ks\_ foretell
il

. story, tale, nz @ ye, narration

i p situatio . uate, setting, setup

)

manage th hafiihe; control, deal with, cope with
: o
consulting e JiISCussing, seek advice, seeing, checking

&

W7 << logical, diagnostic, reasoned. investigative

competency ;__,48) capability, ability, skill, proficiency

determine m decide, conclude, establish, finalise

L]

Before you go on a job interview, it's important o
find out as much as you can about not only the Jjob; but
also the prganisation Getting information about employing
organisation 1s a crntical part of interview preparation. It will
help you prepare 1o answer interview questions about the
organisation. You will also be able 1o find out whether the
organisation and its culture are a good fit for you or not.

m . /l' o realise, learn, discover. notice
organisation Y Institute, company, Corporation, establishment
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ﬂ- slonificant, vital, important, essential .

gl
it takes less than a second for

our ‘
de if you like = or nol YOUF Brein o

= that other person You are

meeting It's your appearance that is usually the first
reference for people. Needless to say. in a job interview
gtuation you must be aware of how important it is to

quickly make a brlliant first impression Our clothee and
how We perceive ourselves bares a greal impact on our

Ahd Whether you are hanging out with old friends
meeling New people or trying 1o leave a lasting inpressian
o1 colleagues. the nght outfit can be a huge confidence
pooster Bright 1deas accentualed by a professional look
=31 go a long way, especially in a job interview. It's not
ahout fancy clothes or popular name brands, it's about
weling good about yourself and choosing clothing that
eflects your personality. Don't be into trends. Don't make
tashion own you, but you decide what you are, what you
wanl to express by the way you dress and the way you
we. There is no need for expensive clothes or fancy
prands. Looks and appearance aren't everything, but self-
expression through fashion® will certainly add some fun
gnd sparkle to your life. Probably the single most
mportant advice is; dress in a way that says you mean
nusmess Dress smartly for the interview and avoid

and untidy. Your appearance not only influences
nterviewer's perception of you, but it also affects

S )y rnnf;.iﬂ;infufc,ié_{rtﬁi.fﬂ: JZU.:L'._',.T
Uit fese PUAS LT Ly ulSiter it
SFITAN P ppl b anpSEL occtrirngd £
4"’”‘: ”'f—{r_s'ﬂ -< S/ grf,'_: Jeabe L g .J":;..!g‘:fﬁ
/‘1"!";;— LuPJJLI;1—T.=:_k.L££.'E;f:!:_J:ﬂ€ 4:?'.:_;5-1_55./;':}
g-...lrh:'_.:.ff‘fﬁfi_jrfﬁr;{:q;ughi u::;.;u‘:..ufﬂi.-_;n_:..
& L'F—f',;p? S E iéﬁ;?? ;0-\‘\:!;1 -11-*,5-'-{'!-'::' WPt S
;-'f_'—i..f-",t.!:r_-.& Loy ,:”gg? ._....;_L-'é ﬂifj.ijdf-;:{!ﬁ
et /e § - 5 ae}._. AP I i’ (BT S
Luveioingy 'QF.F.L?TTJ?.,&JEJJE.U;;;;;,,:..-..r.r..
e Lenp Sl HE az v/ Y c_;i:.:u:u';.;&,m-m
&7 RO FLvibran Lo F e f 32l 6sé
-.,--L"‘I’S\' ~:L.,{L,¢J'J'Ji‘-fg,rs?f':—g-@tﬁ-ﬁﬁii.ﬂ_ﬁ
N enbedismdrryaiisl LLopatd S

'r.fl..ci-ﬂ; -"T-'TT_(.‘LTHL:;;EL,gza.Jl.ﬁ.u:_.j;;’:-';;fﬁ .-‘__h.‘;’_ g 4

overdressing that seems as clumsy, disrespectful, chea€ )2 12t £ T/ LSS ST T 7 e it
t‘?“
rrent

feel about yourself. Ideally, you've talked to
employee or looked around the campus
understanding of how casual or formal {

Then, dress slightly above that to show rfs} L,

D

appearance

reference

II

| needless

aware

perceive

bares

S
confidence

vé an = ) s .
pany is. -*E--‘?iri:”i*}lk-i-ﬁ-i- (It sty J1f STl S0y

ureness, assurance, convichion,

LEW LNy cheribnir F-;-Twu* L) 2l /)y

f.

ﬁ&-};ﬁ{ ﬂ-"—.JJG—J'I:ﬂ_LL‘{l’G ey

look, form, exterior

indication, suggestion

unnecessary, useless, unneeded, inessential
conscious, mindful, awake, attentive

impact, effect, influence, mark

Observe, see, Sense, recognise

displays. Shows, discloses, exposes

assertion
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sparkle

probably

- clumsy L3

disrespectful

: N

appearance

N
e aF

N

formal
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Job interviews are n ?kuwa:king no matter how

smart you are, because Jq\i re essentially submitting
yourself to be judged i F?« our by strangers who have
the power to control inancial future — who wouldn't
be anxious. The in wers have already reviewed your
resume and kndw>many things about your academic
achievements and work experience, if any, so the primary
purpose of the interview is 1o fill in the gaps and assess if
you're a geod fit or otherwise. Seriously! If you can prove
that you are smart, high-functioning persen, you will pass
a major test. Studies show that about 30 percent of hiring
decisions are made within the first five minutes — and 5
percent are made in the first 60 seconds — so you have
to look into that part. Considering the importance of your
first impression as well as your own nerves in the
beginning of the interview, it's a good idea to carefully plan
your opening. If you can ace the first question; it will build
your confidence for the rest of the interview. One

important key to success is sell-confidence. An important
key to sell-confidence is- preparation. Use a firm

224

chill out, spend ime,
permanent impact,
suit, clothing, dress, clothes
promoler, supporter
emphasised, stressed, heighte

tendencies, leanings, inclinations

awkward, inelegant, inept, m 10voil
rude, impolite, bad-mg
shameful, despicab)z, shameful
messy, dj%uj\rly, cluttered, chaolic
F
logik{ 1M, exterior
»ffect, inspiration, impact
unplanned, informal, relaxed, unconcerned

official, proper, prescribed, ceremonial
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associate, keep company N

influence,

permane ni

ned

shine, glitter, flash, twinkle |

perhaps, maybe, possibly, most lik ‘iv’

Ay : I
-

Bred, insolent
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S mile, make eye contact, sit tall and lean 1 i (ETET HOW TO TAKE A J

ngﬂdil;z Jre engaged. Be present in the moment ang U1V & st S oy SIS =T TSP g S I e
gnoW iisten. Rather than think about what you want lo ga

edy ture. Moreover, focus on what the hiring rnanag;"; A LN L 1S el A S L L 2y

nth®  now and react accordingly. It should be g uid e N L2l EL it 2r-B2 VRS TS Lo
15 H}’I“i-fuﬂh conversation. And bring a lot of energy| If T ~ Woed ¢ 474 VAL o

bao“:: excited about the position, the interviewer will get M(LJZTDJ,I__;;_L;‘}H,E" U@y Log/ oS nlb LSy
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Suntiyg
~erve-wracking A s warrying, tense, terrifying, intimidating
submitting ¢/us | | Presenting, suggesting, offering, tendering
¢trangers 6"! Outsiders, unfamiliar persons, unknown persons Q

JnXI0US P nervous, worried, concerned, frightened \2\ *
»
i L attainments, accomplishments, succ#;(s. triumphs

A main, key, prime, principal, aJs
i
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measure, evaluate, jud @Elgh
‘ e

nerves | anxieties, worriesct&fsions, stresses, concerns
ace - be very su .- sful, do well, sail through
self-confidence self-asshrance, assurance, poise, confidence
: unlte
react & shond, answer, reply, co 4
'y -’ . .
‘ xchange, banter
conversation : talk, discussion, € g
-
i I ' nthusiastic
excited m happy, eager, thrilled, th

Most intewiewﬁtart the same way. sOme small L m{q..,uuqd,w,{,{;ugf_,_—g, U P I

@l and bant some version of, “Tell me ot thaf nf e A il SR N
2bout vnurzzltf:'Tﬁ:n:peedn-guded question is a great way - clags” & o T Lo h 1 £ LUy ~

o you 10 take control of your story and start building the y;ugr._r‘i'f.,}'-; St St/ )0y AL b atimi/
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Jour perceived weakness — the thing that may raise:aa

1 . :
:r:e Viewer's eyebrow — and prepare 10 address it hea

oking. chitchat, chat

teasing, mocking, j
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tackle face, CO

elephant in the room

At the forefront of any interviewer's mind, whilé
conducting job interviews, job specific questions are
designed to measure the candidate's abllity 10 perform the
auties of the job against the skills required to execute the
position smoothly and effectively. This type of interview
questions are especially important for jobs where
technical knowledge is required or where the company
needs an experienced candidale who can do the job from
the very first day. Job specific interview queslions are
designed to determine if you have the knowledge 2nd
skills needed to perform the job for which you are being
considered. When you respond to such types of
questions, your goal should be to show that you are the
best fit for the job out of all the applicants the employer is
interviewing. In addition to hard-and-fast skills, the
employer will also explore whether you have the right
mindset for the job and can help achieve the company’'s

qoals

ey

roblem,

n/rJ.r"

forefront ‘%;._____-_#

) /)

effectively -
technical

»

respond {},ﬂ

I's always important to be prepared to respond
effectively to the questions that employers typically ask.
Since these questions are so common, the interviewers
will expect you lo be able 1o answer them smoothly and
without hesitation. You don't need to memorise your
answers. but you should think about what you're going to
say so that you're not put on the spol. Your responses will

rdi
1
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JIaly

5
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nfront, undertake, deal wit | !

major problem, major issue

major concern,

sureness, conviction, poise, 3

apparent, observed, sensed,

e
front, vangu«ﬂ)ead. head

b eived. planned, suggested

op:Te determine, assess, evaluate, appraise
efficiently, successfully, excellently
specialised, expert, scientific

reply, answer, retort, return

search, study, investigate, survey

atlitude, outlook, mentality, approach

gsurance

understood
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quring the interview, and have a sense of what you
ﬁPe;t focus ON. arsing i1s one of the best ways to
ant to for 8 job intgnrtew. A mock Interview, also known
pf’paw;gctic e interview, is a simulation of an actual job

25 a_P It prnvidEE job seekers \:Vith an 5 ity to
mtﬂf‘f‘ew'fnr an interview and receive feedback on their

prﬂf-"“?e,mng skills. Typical mock interview is a practice job

ﬂ:::::w held with a professional career counselor,
n

" or family members. A mock inlerview helps you
Hen ow lo answer difficult questions, develop interview

ar” o5, improve your communication skills, and reduce
;Lra%ﬁgg before an actual job interview. If you act on

]::;E Emgmagic suggestions and strategies, you can be a
“1'9"' flier.

227

easily, effortlessly, efficiently, well

hesitation oS
rehearsing %

= | oo |
simulation 45
opportunity 8 o
feedback . Y
counselor g the {Bis
strategies d/ =F |
pragmatic <

N
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normally, usually, habitually, on average

reluctance, indecision, qualms, unwiilingnaﬁ.\

praclicing, preparing, training, repealjnt

il

practice, fake, simulated, imi ‘ Y artificial, pretend

imitation, reproduction @ﬁcatinn
(J
chance, uccasiar(,\ning, break
response = tion, comment, opinion
" analyst, advisor, guide
\)Ians. policies, approached, tactics, schemes

practical, realistic, logical, rational, sensible, reasonable

- — | — =
i S— — P e At 1 ‘--‘ —
- ' | o 5 . = =

§

1
] JI'

___________W i Meaning -
'“'----—---.....m““E"“""'j make more noticeable or prominent. e
n who excels at @ particulaf_spurl oro

I playful ‘and friendly exchange of teasing _rE_marks -
ease something (confidence /morale )

ther activity (from game of cards)

\

m one works in a profession or business
0

- ' ce or with/ someone
thlng ~ to spend a lol of time in a pla

E*——-——-—— (informal) a perso

— something that improve or incr
C‘“'Tmy awkward in handling things.
c“‘ieaguES a person with wh
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SR Federal English (for Grade :_‘I_‘l_}____________"’2B —— . __._______\ER\HE‘
~ ve very successful, especially academicayy A

—_—— e ——

|
high flier . a person who is or has the potential o
business. _ _ <__’___\
e right candicates (C Interview

h
— S S e h t
& applications, selecting ! * .« lestn,
he process of reviewing EF:-; candidates to make the hiring decision and D'Erfﬂm'lpr; |

candidates, choosing betw

hiring process

| various pre-employment les!s —

= . ) : : r: :E’
management the process of dealing with or contraling things or peop’e i ]
s S —
nerve-wracking causing stress or anxiely ) i — )
| » ' - i casion of purpose
outfit | a set of clothes worn lugether._espema!ly for particular 0Coas ~—
» § ] i ] i mr : EIOI‘I
overdressing to dress loo warmly, too showily, of oo formally for the occa i )
put on spot if you put somecne on the spot, you Cause them em barrgasmfnétﬂéedc';‘:';l::w by forcing them
at that moment to answer a difficult question or make an Impo; ‘3________________
by bbbt st delotoatd
simulation imitation of a situation or EECEEE ) ép
sparkle shine brightly with flashes of light _ ;%E:
B B \
E———— . p— g e e e L —
— —— I—--—-TI---.*----*T-'_T-I'-— i r‘l-._","‘.";‘t"".?;"-Fﬂ- tarﬂ_':ﬂ?z: . '.,.ﬂ':l? - 1 il . . : y -- _ ' :_ ~3 ¥ ""'"-'—I--._
: * SR "I'. I;_:"'qr :t-.'r‘ : I *"‘Mﬁll i:“l"}';‘.’;lgh; F‘bj‘ ;’: - _1,:_-_’:_ ',"’*,
[ EBRE N A £ s B~ ¥ IR 2 S Vi 2 T i I s S

Answer the following questions. ?Q/
1. What is a job interview? )
Ans. A job interview is a conversation between an employer agn\d ™ job applicant. During 2 job int&rview,' the employe
assesses an applicant's qualifications, appearance, @9 general fitness for the job. An_mtemew' IS 8 viz
ver to determine if an applicant's skills, experience, ax

component of the hiring process. It enables an Eb
personality meet the requirements of the job.

- Describe some types of job interviews anghlligir purposes.

~ _
Ans. There are different types of interviews @th employers conduct. These include behavioural interviews, cas
%zws, and video interviews. '

interviews, group interviews, phone i
ed to determine how a job applicant has handled various job situations
nt's past behaviour prec«i-. how the applicant will act in the new job.

Behavioural Interviews: These
the past. The idea is thal an apgfi

Case Interviews: In these;(lle ews, an employer gives a job zpolicant @ business scenario and asks him of P

to find a solution
Group Interviews: H;gg are two types of group interviews' an applicant is interviewed by a grouwp ¢

interviewers, or ﬂn: Q'rp!uyer interviews a group of applicants.

Phone Interviews=“Companies often conduct interview over the telephone. Such interviews are conducted &
shortlisting naidate. Then only shortlisted candidates are invited for detailed interviews.

Video Interviews: Software programs such as Skype, Zoom, and FaceTime provide facilities for video caﬂ-ﬂ'i
Video interviews are becoming more commen. These are conducted when an applicant and an employer 2

located at distant locations.

3. How should one dress for job interviews?
e s ; v
Ans. Dress for a job interview should be formal. It should be according to the requirements of the job. Oné sh-ﬂi
dress smartly for the interview, One should avoid overdressing. Overdressing seems clumsy, disrés e
cheap, and untidy. ldeally, one should talk to a current employee or look around to know how casual of fnl'ﬂ‘s .
company is. Then, one should dress slightly above that to show respect. There is no need for expensive
or fancy brands. ) ;
4. What is the impact of dressing on interview? 4

_ | , on
The dress, among other things, impresses interviewers. It not only influences the interviewer's PE"GEP{]

Ans,
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appr,cgnts, but it also affects how applicants' feel

and sparkle 1o life.

§
oS-

carefully plan the opening conversation in intervi

owever, looks and appearance are not evemh_mﬂbnul themselves. Applicants' dress reflects thelr

2
29 Unit’20  HOW TO TAKE A JOB INTERVIEW
“ﬂ-—_—_

. rsonality.
9. But self-expression through dress certainly addgesnmu ;?n

%

candidates should keep their nerves calm durin

g Interviews. To keep their nerves calm, candidates should
ews. If candidates answer the first question confidently, it will

puild their confidence for the rest of the int
nave self-confidence. To have self-confide

erview. They will remain calm during the rest of the interview. They will
nce, they should prepare for their interviews thoroughly.

what Is the importance of the first fiv

nterview be planned? € minutes in a job interview? How should the opening of the

Studies Show that about 30 per cent of hiring decisions are made within the first five minutes. Thus, the
pehaviour, response, and attitude of a candidate during the first five minutes of the interview are very important. It
:reatgs the first impression of the candidate. The first impression at the beginning of the interview is important.
Candidates should plan their opening carefully. Candidates should use a firm ha e\ake. smile, make eye
contact, sit tall, and‘ lean in 1o show they are engaged. They should listen to the inte r carefully. They should
focus on the question being asked. They should not think about what they ay in future. They should

y wa
focus on what the hiring manager is saying now and react accordingly. They repxébﬂnuld be fluid. It should be like
back-and-forth conversation.

i ——————————— As
L W T O oW o o e ——oo—

] What Is the role of self-confidence in a job interview and how can ittye boosted?

ARS.

lt

Ans.

S,

Ans,

Self-confidence is an essential factor for success in an interviev %btailed preparation for interviews makes
candidates self-confident. The clothes and how candidates pe themselves create a significant impact on
their self-confidence. The clothes a person wears leave a Iany mpression. Selection of right dress is a huge
confidence booster.

What type of text is used in the lesson

'How To Tcl:‘)u(:rob Interview'? lllustrate it with examples from the
text.

' : jeveis | i ' ' 1didates about the
The text in the lesson ‘How To Take Job Intervjev, & informative and educ_.atlm}at. It 1‘nfnrrn5 can 't

purpose and importance of interviews. Fnr ple, it tells that “Interview is a vital component of the h_tnnig
process. It enables the employer 1o deterching if an applicant's skilis, experience and personality meel the job's
requireniients " Similarly, it tells about st types of interview. It then educates job candidates how to prepare

(
' ing i [ How
intaryi i n gls should dress up. How can they remain calm during interviews?
;?:;;?Tlitﬁﬁrlé;:r??zf ?n?:::i: . 'da‘ example, it tells that candidates should take mock interviews before

appearing for an actual intervi
: ‘How To Take Job Interview'? ‘

What is the central idea ofthe lesson
The lesson ‘How To Take Job

; is i ’s main idea or central argument. Th |
b r:_:entrgl 1deai of ?ssaf I:d“:dﬁgg;;na! text. Its central idea is 0 |f1furm job-candidates on hnwhtu btg
IntEWiE".':'IIE a*n t:%l wielfvga "3 tells them of the requirements of job-interviews. It then educates them how
successful in jo : |

prepares for jnb-iﬁlerviews.

i |pful fo
w? How can it be he ‘ , '
E is also known as 4@ practice interview. It is the practice of an actual job

' [ ' their
i e for an interview and receive feedback on |
nunlly 10 B Friends or family members can also hold it. A

tions, develop interview strategies, Improve

r the preparation of job interviews?

What is a mock intervi

e interview. I

n Oppo .
" 2 ellor usually holds it.

er difficult ques
tual job interview.

A mock interview is a praclic _
Interview. It provides candidates with Yo om
interviewing skills. A professional career

mock interview helps candidates learn
communication skills, and reduce stress
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Writing Suggestions \
F:nmprnhundlng Job Advertisements

Job Advertisements (A)

TEACHING ASSISTANT
Required from: November 2002 - Term time only, four mornings weekly

We are looking for a caring and enthusiastic teaching assistant to work in a
Y3 classroom to work alongside children who require extra support.
Experience of working with children is essential. You will be part of a friendly
and committed staff team and we shall offer opportunities to help you

develop professionally. \
Please telephone Ms. Maria, School Secretary for further NS. Visits are
welcomed. Letters of applicant and CV with the details of rences should

e sent to Ms. Laila, Heap teacher by October 14. ?‘
Principal Q/Q/

St. Michael's Junio ol

Circular Road, ?;anar.

Job ertisements (B)

RACTS MANAGER

KP Builders h Qen providing a quality service for over 25 years,

specialising in refu tfé fiment and major alterations for L e
: e ocal
Housing Associa é:m the Capital Territory, Islamabad. .

Ou@inued success Is due to the ¢ ' .
_ ommitment of o ‘
team of ssionals. We are looking for an experiencezr geuc:?;;g

Mana eﬁL ble to demonstrate the drive
' necessary to lead
Su 43@ s, Site Managers and Trades, reporting to th? Contracts [;retgtauT .

C}}‘ You will be responsible for controlli
. olling all proje |
\& mpany's management control process and our fullypct;n::;:itel:i’sslgg I1[(2'IEf

This is a great opportunity for an indivi i
s : Individ
of delivering projects on time & within budgletu ?.':;?II;T Ztﬂmven track record |
mission statement of ‘Building Quality on Time"'. & ¥ mantain our

If you feel this is the ch ' '
full CV to: challenge for you, please apply in writing with a |

Mr. Ibrar Khan
KP Builders,

Blue Area, Islamabad |
_\
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READING COMPREHENSION QUESTIONS |

od through the advertisement labelled (A) again and make a list of alt

PRSP, -

the words and expressions used

The job requirements

The requirements for the job are that an applicant must be 3 caring and enthusiastic person who can

working with children is essential.

The benefits offered by the job.

The successful applicant will be part of a friendly and committed staff team. He or she shall have

Opportunitjes for professional development.

2. Look at the Job advertisement labelled (B) and answer the questions.

a. Who placed the job advertisement in the newspaper? Q\
The job advertisement has been placed in the newspaper by KP Builders, Blue Area, | abad.
b.  Whatjob is being offered and which sector? \2\

The job of Contract Manager in the sector of refurbishment and ma‘%ﬁ‘eralinns for Lacal Authorities &

Housing Associations in the Capital Territory, Islamabad is being offered.

C.

What is required for the job? (OQ/

A proven track record of delivering projects on time & within budget‘s uired for the job.

d.

Where will the successful candidate work? &
The successful candidate will be required to control-€tprojects using the company’s management control

process and fully computerised ICT system
Garrison Acade:l)'ls Kharian Cantt

01

03

4

0s

07

(Army Publi ool & College System)
Teaeﬁns STAFF REQUIRED
TR R TTNN T T p i - FARI G LGS ."?TT"-"'-" ~ K e
Following qualified and committed teathing st 16 required forithe Undet mentioned positions SN 4
Ser - Name of Post \)H Qualification / Experience

ic with minimum three years' experlence.
Arabic MA (Arabic) or equal ﬂ'& Femalo) Master In Arablcw y

reputed Institution
c:rurCuunnlurIs:Ruunulnr MT trom rep o X S =

-
' English
English O MA Englis B e —
MA Urdu S —
Math J MSc Maths -
s —
hy. ‘
Physics MSc phy
Chemistry

n recently revised.

A s
' valifications. Pay package has
g e tutions will be

. . e ¢ :
Miaclive salary package commensurate wilh €XP of teaching in well reputed English medium inst

Candidates having experience of minimum three years

gﬂeemm S : deserving candidates.
Ing in view experience and qualification, special

nt -

Atmospherr_- and working conditions of GAK are ex:eIFE S inis g a0 provided Intensive training for teachers 1S

Ireaiment d board & lodging fac
, of club, loan an

perks and privileges including medical

membership
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conducted free of cost under APSACS.

Semi-furnished single accommodation is offered In a safe and pollution free environment.
arrison Academy Kharlan Cany

Complete CVs with photographs and a copy of CNIC to be forwarded to Principal G
within 10 days of publication of the advertisement.
1

T Rl GG i g4y Tel: 053-9240263, 053-59-36325

(A sample of an original job advertisement from a National Dally)

|
!
What is a CV? |

A CV, which stands for curriculum vitae, is a document used when applying for jobs. It aliows you to SUmmg,
your education, skills and experience enabling you to successfully sell your abilities to Potential employers.

In the USA and Canada CVs are known as resumes. These documents tend l@rnqre concise and foj,,

particular formatting rules. - ®‘>~

How long should a CV be?

A standard CV should be no longer than two sides of Ad. As a ﬁfﬁ graduate your CV may only take yp
in

page and that's ok. Some medical or academic CVs may be longer d g on your experience. To save spags ¢
include the main points of your education and experience. Stick to r{u%}\t information and don't repeat whal you've g

in your cover letter.
_ & :
What to include in a CV? q? ‘ |

Contact details - Include your full name, home add obile number and email address. Unless you're applying®
an acting or modelling job you, don't need to include ate of birth or a photograph.
Profile - A CV profile is a concise statement ighlights your key attributes and helps you stand out from the =

Usually placed at the beginning of the CV it pirﬁ a few relevant achievements and skills, while expressing your ¢
aims. A good CV profile focuses on the 1or you're applying to, as your cover letter will be job-specific. Kegs ¢

personal statements short and snappy-10 ds is the perfect length.
Education - List and date all prevj ducation, including professional qualifications. Place the most recent first

_ Wc.:rl-: experience - List your e p@ence In reverse date order, making sure that anything you mention is relevant o™
job you're applying for. If you haye(plenty of relevant work experience: this section should come before education

Skills and achievemen/{?}hm is where you talk about the foreign languages you speak and the IT packages yo**
competently use. The keygid S that you list should be relevant to the job. Don't exagge;r::!te your abilitlesl:: as you'll nex
back up your claims a@ rview. If you've got lots of job-specific skills you should do a skills-based CV.

QO

Interests - 'S alising‘_. ‘going to the :inerna“ and ‘reading' aren't going to calch a recruiters attention. Hﬂﬂ"":F
relevant interests can provide a more complete picture of who you are, as well as giving you something to talk b

interview. ,
The document tends to be organised chronologically and should make it easy to get an overview of an ;,-d:g ri
le

full working career. A CV is static and doesn't change for different positions, the difference would be in the covef

/

Resume:

A resume, or resume, is a concise document typically not longer than one page as the intended r
dwell on your document for very long. The goal of - a resume is to make an individual 'stand out from the com

:
The job seeke_:r shnulc_I ac!apt the resume to every position they apply for. it is in the applicant's interest 10 WJ
the resume from one job application to another and to tailor it to the needs of the specific post. A resume does""

be ordered chronologically, doesn't have to cover your whole career and is a highly customisable document. )

eader V¥
peto”
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as stated, three major differences betwe
a brief summary of your skills and ey

en CVs and re
Y l es. The resu '

Perience oyer on
t3ilored 1o €ach positj

sumes are the |
€ or two pages,
Oon whereas the

ength, the purpose and the layout. A
a C\f IS more detailed and can strelch
CV will stay put and any changes will be

cV- long. covers your entire career, static
Resume — Short. no particular format ryle, Customisable
- A Sa
it (A Sample cv)
MUHAMMAD ABBASATIF Summary
e H
b T Et"a“'“’ oeeb Developer, specialising in front end develo Experianned with all
iy . gEr: Of the development cycle for dynamic web prnjp%» ‘ell-versed in numerous
. Sft?.gn ";mmg languages including HTMLS. PHP QOR' JavaScript, CSS, MySQL
d. 2 . 9 background in project management and custcre

r relations.

: r,A' }- . Skill Highiights (é(
A RI - _,-; <74 N roject management Cr@- Aesign, Innovative
‘%{_‘i PR St  Strong decision maker SeniCe-fc used
Y “ g ' \}nmplax aroblem solver
Contact '&
|
isdess House No. 570, Street No. 75, Shami W bExpB!rlnm:e &
‘Acad Peshawar ed Developer- 08/203%,16.05/2019
| Luna Web Design, war
' Phone: +92 300 1234587 Email- C:;peratg withﬁd‘g\ ers to creale clean interfaces arid simple, intuitive interactions
 Eb2512345@gmail com and experiencys.
Develop pr oncepts and maintain optimal workflow.
wnm W €nior developer 10 manage large, complex design projects for corporate
Languages client piele delailed programming and development tasks for front end public
Erghsh (Read, Write & Speak) an nal websites as "Yel! as challenging back-end server code, :
' | (o It u [ mi ili
| Udy (Read. Write & Speak) « ut quality assurance tests to discover errors and optimise usabilily.
|

"2shio (Read, Write & Speak)

\k<<\> Education

Bachelor of Science: Information Technology - 2014.

Certifications
X

Microsoft Office (certificate): Power Point, Excel

Outicok, Programming
Q Languages: JavaScript, C++, HTMLS, CorelDraw, illustrator, Adabe Pholoshop, 3D
@ Animation. ' |

References

s Will be furnished 0n demand.

"9b Application or Cover Letter
Cover Letter

-

T% ['5

- - ' it's | i letter, also known as a covering
' YOU apply for a urriculum vitae (CV), it's important to include a cover , +

S lettaf zﬁoi; ?Lﬂbt:'ﬁai: a favorable first impression, using narrative in your own tone of voice to catch the
Altention ang encourage him/her. to give a serious review to your attached resume/ CV.

¢ .
l or the Letter to Fit the Organization
!
|

\in
vy The | i ific requirements requested by nrgapisalinn you are approaching.
%I Iy to u:;t i;:l;oal::‘i gi‘:ﬁ;ﬁﬁ‘f :Ez;dj:; E;T;e;,.capplyqfur. Each letter needs to provide detailed information about
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N

why are you are qualified for' the specific job in question, and it should outline the reasons for your interest in the oo\
or organisation.

‘.

, HOW TO TAKE A JOB INTER, |

| N
Use your cover letter to identify the skills or experiences most specific to the job. rather than ’Esta!inq |
information in your CV LA

What to Include
. The content of your cover letter should be brief and structured. Avoid lengthy repetition of i“fnrmk
covered in your CV. Unlike a CV, it is acceptable to write a cover letter In the first person.

. Your letter should address the relevant contact, whose name often appears in the job advertigg,
Avoid “Sir" or "Madam" if possible. . )
If you are replying to-a job ad, say so. Mention the job title, any reference number, and where g4 .

you saw it.
. In some cases, an advertisement will indicate that a more substantial letter is required. Alvays b,

specific instructions and include any information if it is specifically requested. Your current Sﬂi\ﬂf‘i IS an example "
n

. Briefly outline your current situation and why you are seekin_g chang%@ ion your current O lay, B
qualifications, and professional and academic training, tailoring your information to @ 271t as relevant as POsSible .

job applied for. \%\
. Tell the potential employer a little about themselves 10 demcin(ﬁra e you have properly read the pe:,
description and that you have done some research into the organisation. A ate why you are interested in them z;,

employer.

- Succinclly emphasise why an employer may want t Qﬁet and employ you. Highlight your transfe-s,
skills, achievements, and versatility. Explain what you can cwfﬁte and what makes you stand out from y,
competitors. Mention personality traits relevant to the role applia{ .

. Ensure that your CV cover letter flows free wever, and does not slavishly match, every pointons
job description, The reader should be left with an over ression that you are a potentially valuable addition ta
workforce. % O

- Negative information of any sort shoul be avoided in your cover letter as well as on your CV.

. Close your letter with a polite ssinn of interest in further dialogue with the recruiter. Do mention =

due course.
. Ensure your letter is %a- and clearly presented with no grammatical or 5p:elling errors.
Cover Letter Sample & '

- D
Ihe Principal "f(
<L

Garrison Academy,
Khanan Cannt ?‘

you would like the opportunity to discuss wultahilily further in 2 personal interview and that you await a- respons::

Subject: ‘é\PPLICATION FOR THE POST OF MATH'S TEACHER

Please refer lo your advertisement in the nati ' : : : gt
y € national daily on the subject cited above. | would like to be cons o

for the above position and hope to demonstrate how much | could bringto it. | did M | Unv®
gt : Sci m the
of Peshawar. After MSc | completed Teacher Training program from Institute of Educgl?ggtgﬁrdnaé::egfch. Univers?

Peshawar.
During teaching Mathematics, | have gained experience of making purposeful and appropriate lesson P'a"",;;,

provide for effective teaching strategies and meet the individual needs of student ' 4 L

: . : s. | also gai erience: * 7 s
select and use leaching-learning materials for students (including the use of textbunksg adn:ff:'nlﬁ;ﬁs and thell = ¢
problems, short notes explaining problems. solving steps). | also made e- - Iearnin;g materials for Inl:r»cd

Mathematics' compelitions. |
: : : _ 4
During three year of working experience in educational environment | have always built up an Eﬂecti\'eﬁon of

relationship with my colleagues. | am a molivated, enthusiastic and organised person. | am also a flexible P€™"
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G vally and as a team member | am ULT¥T HOW TO TAKE A JOB INTERVIEW

; a target-ori tooi - .
- . | strongly, d 9 ented individual who likes hallenging and
;:r::mic Em“rznbr:'z;nrtatﬂful fc: ::19 :::':"E.:hﬂt | have every essential and desired capability g?tr:{:gpc::t.c e
ul unity to de i '
,m: ‘Lﬂr CV is attached with the appligaﬁnn_ monstrate my capabilities further at interview. | look forward to hearing
froM ¥

Yours sincerely,
Muhamrad Abbas, Peshawar

oral communication

WIT ?1?::1 i’:ﬁéi';:tt:safg ait: Euli-nmk Interview Setting where your partners are supposed to be interviewers and
you e t vour academic b going to be interviewed. Have a conversation where everyone in turns ask you
estons about ¥ et ¢ background, your interests, your skills and hobbies. Now. demonstrating your good
stening skills, answer their questions with confidence using your reciprocal ability. Once it feels complete, stop the scene

switch sides; then go through it again with the roles r ~ . .
nf ® ek job interview. eversed. Practice the most probable qu§tmns and answers in

— — =
‘__...-l-l'"'-'_ . — e fm P ——— : l
1 L - " -

- - - e | b . —

; . ' | '_'. - o e - .,.j i_.-_"‘";-l-.- "._ o sl vl b W v s — - 1?1_.___ - _— -
" - g b o ! *r ' -u' [ d % “_- - , & : 1 5 § i t ] l L -

: " L . i . & ] - F } -- -|1 L ‘.‘ 5

.0 " = = b -] . M o ' b | . ¥

i c—— e —L‘ - . - ' et o S " e L ™ - [* l'\-""i g i
- e ’ i = s l LW ¥ L a H &y 1 ° . 1
e —
g e - —
. ’ 1 L] - o TEN =
r ' &

Vocabulary

Search the following home related words in a dictionary, Ide@qlair part of speech then fill in the blanks. 3
fireplace bathroom floors garage ow garden
outsidebedrooms downstairs  furniture &ﬂ:ﬁng kitchen

Q&

| ive with my family in a house near the sea. T use is 60 years old and has a big garden with fruit trees and
fowers. We have two bedrooms upstairs, where {Va/ eep. The living rcom is downstairs. The bathroom has a shower

and loilet, but no bath. We cook in the kitche eat in the dining room. We don't have a garage for the car, so we
rark it outside the house. We don't have a '%pats in the house, we prefer wooden floors. We also have a lot of
alique furniture, including chairs and tablés’ The house is always warm in winter because we have a lovely big
fireplace. In summer, the sun shines thpoudh the big window in the living room.

Make passive vq&@

- Inthis street letters are delivered by the postman at 8 every day. (deliver)

This bag was found on the bus yesterday night. (find).
'm afraid the dress cannot be washed in hot water. (cannot wash)

Has your motorbike been repaired yet? I'd like to borrow it. (repair)

The message will be sent tomorrow, | promise. (send)
- These offices are being cleaned now. Be careful, the floors are wet. (ciean) |
This report would not be finished in time if you didn't help me. Thank you very much. (not finish)

- Whyis the Tv turned on? Everyone has gone [0 bed. (turn on)

- This bildi ' - been reconstructe
: bunlcllng needs' renovating. It has not ko, (it eve)

0. Magam You cannot take your bag into the gallery. All bags must be left in the cloa

A
1
2
J
4
d
6
7
8
§

Scanned with CamScanner


https://v3.camscanner.com/user/download

ST Federal English (for Grade - 11) 236 (¥ HOW TO TAKE A Jog INTE \
11. The engine was th hu_ing tustu_d when the manager saw it. And he was satisﬁed.m
12. I'm sorry, Sir. The last umbrellas were sold in the morning. (sell)
13. Where have you been so long? You would not be allowed to arrive so late if you worked for me. (nq oy,
14. Please, be patient. The pian will be announced in two days. (announce) i
15 LA!I the halls are being painted at the moment. It will take us two three days- (paint)
16. What were we doing at 11 o'clock? We were being interviewed by a reporter. (interview) |
17 After the window pane had been replaced someone smashed the window again. (replace)

B. Complete the conversation with questions in the passive voice.
1. A There was a storm on the coast last night.
B: Was anything damaged? (anything/damage)

A: Yes. Some trees fell on cars. Fortunately; nobody was killed. ?@
2. B: How many cars were crushed during the storm? (crush) @
A: Three or four. ‘2\

3. B: have the trees been removed yet? (the trees/removel/yet) QV

A’ Yes, they have. But the cars are still there. Qg/
4. B: When will the cars be removed? (the cars/remove) \BCO
A: Tomorrow, | hope.

5. B! Are the cars badly damaged? (the cars/badly/da e)

A: Yes, they are. One of them is completely dest .
6. B: Has the removal started yet? (the remov ) . :

A: Yes, It has. When | was there in the m 419 one of the cars was just being put onto a lorry.
7. B: You look quite depressed. Was it y r which was completely destroyed?

A: No, it wasn't But... Derek, wher @ your car parked last night? (your car/park)

B: Are you joking? My car had @. parked in my garage long before the storm started.

O

C. Make passive voice 0’&
1. | think they make lr@&g@ars in Japan.

‘| think these ca}@ﬁe made in Japan.

2. Youmu rop litter in the street in Singapore.
Litter not be dropped in the street in Singapore.

3. Someone smashed our window last night,
Our window was smashed by someone last night.

4. They- have already mended the TV set. You can collect it
The TV set has already been mended. You can collect it

5. People will need more public transport in the near future.
More public transport will be needed by people in the near future.

-\ o Seri— bt
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. Teacher's Guideline:
Explain and revise with the students thQ')es of change of voice in written and oral discourse.

Federal English {for Grade - 11)
= Dont enter the room. They are decorating the walls
pon't enter the room. The walls are being decorated by them

7 You should not replace the roof at the beginning of winter
The roof should not be replaced at the beginning of winter

g People are spending less money on cars this year,
Less money is being spent by people on cars this year.

o They had cooked the meal before 10 n'clnck.
The meal had been cooked before 10 o'clock.

10. Someone was building the wall when | was there, <>\
The wall being build by someone when | was there. ' Q\?‘

11. No problem. They sell this food in every shop. | Q‘%
No problem. This food is sold by them in every shop. (<5</

D

12. They delivered more parcels last year because people boug t@re goods in e-shops.
More parcels were delivered last year because people ht more goods in e-shops.

Q_

13. They have not replaced the wheels yet. But they'lP&Q:u know as soon as possible.
The wheels have not been replaced yel. B Il let you know as soon as possible.

Q
&
~\Q\) ool

237 II¥FT HOW TO TAKE A JOB INTERVIEW

\——_—————/——_—/’_

Scanned with CamScannes

CS CamScanner

(%8 CamScanner


https://v3.camscanner.com/user/download

