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Finding jobs and getting in touch1



Where to Look…
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1. Finding jobs and getting in touch
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www.monster.co.uk

Monster

сайт

www.indeed.co.uk

Indeed

сайт

http://www.monster.co.uk/
http://www.indeed.co.uk/


Where to Look…
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1. Finding jobs and getting in touch
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www.reed.co.uk

Mondays

сайт

www.dice.com

Dice

сайт

http://www.reed.co.uk/
http://www.dice.com/


Writing a CV/resume and covering letter2



Speculative Application
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2. Writing a CV/resume and covering letter

You’re Hired!

“I am writing to enquire if you have any vacancies in your company. I enclose 

my CV for your information.”

“In my research, your company stood out…”

“I believe I could be a real asset to your organization.”

“I have excellent references and would be delighted to discuss any possible 

vacancy with you at your convenience. In case you do not have any suitable 

openings at the moment, I would be grateful if you would keep my CV on file 

for any future possibilities.”



Cover Letters
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2. Writing a CV/resume and covering letter

You’re Hired!

Cliches to avoid…

• “I am applying for the role of [Title] at [Company]”

• “References available upon request” — prepare them first

• “I’m a fast learner” — show them, don’t tell them

• “I’m passionate about…” — Try “I am deeply committed to… / I have 

a deep commitment to…”

• “I believe I am the best person for the job” — can you prove it?

• “This is exactly the kind of role I’m looking for”



The Ideal CV/Resume
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2. Writing a CV/resume and covering letter
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Language used in phone interviews and email 
correspondence
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First Impressions are Everything!
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3. Language used in phone interviews and email correspondence

You’re Hired!

• Stand up and smile, even if you’re on 

the phone!

• Check your emails for simple errors and 

typos, like not using articles correctly

• Small talk is common in English 

speaking countries, especially talking 

about the weather!

• Treat any correspondence as an 

interview



Interview preparation4



Getting ready…
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4. Interview preparation

You’re Hired!

• Try and do a role-play with your 

teacher or an English speaking 

friend/colleague

• Research the company

• Memorise some good phrases for 

the day

• Have an Englex lesson to prepare!



5 The most common questions asked and how to 

answer them



The Interview
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5. The most common questions asked and how to answer them

You’re Hired!

Answer the question they asked, not the one you want to answer!

• What can you tell me about yourself? 

• Can you list your strengths? (What makes you different?)

• What weaknesses do you have? (Self critical? Trying to please everyone? 

Unfamiliar with software?) 

• Why should I consider hiring you? (How would they benefit?)

• Where do you see yourself five years from now? (Be honest)

• Why do you want to work here?
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Dress to impress: what to wear for a job interview
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5. The most common questions asked and how to answer them

You’re Hired!



The star method
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5. The most common questions asked and how to answer them
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The STAR method is a structured manner of responding to a behavioural-based 

interview question by discussing the specific situation, task, action, and result of the 

situation you are describing. 

Situation: Describe the situation that you were in or the task that you needed to 

accomplish. You must describe a specific event or situation, not a generalized 

description of what you have done in the past. Be sure to give enough detail for the 

interviewer to understand. This situation can be from a previous job, from a 

volunteer experience, or any relevant event. 

Task: What goal were you working toward? 



The star method
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5. The most common questions asked and how to answer them

You’re Hired!

Action: Describe the actions you took to address the situation with an appropriate 

amount of detail and keep the focus on YOU. What specific steps did you take and 

what was your particular contribution? Be careful that you don’t describe what the 

team or group did when talking about a project, but what you actually did. Use the 

word “I,” not “we” when describing actions. 

Result: Describe the outcome of your actions and don’t be shy about taking credit 

for your behaviour. What happened? How did the event end? What did you 

accomplish? What did you learn? Make sure your answer contains multiple positive 

results. 
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Questions you can ask the interviewer6



Now it’s their turn!
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6. Questions you can ask the interviewer

You’re Hired!

• What challenges could I face?

• What’s the working environment and culture like here?

• Can people develop quickly here?

• When can I expect to hear from you?



Комфортный английский в «Инглекс»

Человеческий подход

Английский по Скайпу — это возможность заниматься по удобному 
графику из любой точки мира. А еще в «Инглекс» вас ждет:

Сильные преподаватели Разумные цены

Обучение через 
общение

Понятная грамматика Персональная 
программа

Попробовать на бесплатном вводном уроке

www.englex.ru

You’re Hired!

http://www.englex.ru/


Join us

https://vk.com/englex

VKontakte

https://www.facebook.com/englexschool

Facebook

Instagram

https://www.instagram.com/englexschool/

Twitter

https://twitter.com/englexschool

Telegram

https://telegram.me/englex_school

http://englex.ru/webinars/

YouTube

www.youtube.com/c/EnglexTV

You’re Hired!

https://vk.com/englex
https://www.facebook.com/englexschool
https://www.instagram.com/englexschool/
https://twitter.com/englexschool
https://telegram.me/englex_school
http://englex.ru/webinars/
http://www.youtube.com/c/EnglexTV


That’s all!

Dave Sowden

Преподаватель онлайн-школы «Инглекс»

ask@englex.ru
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mailto:ask@englex.ru

