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1. TE(EB3K;E sources

tutor friend husband
advertisement newspaper radio

2. TIEeRiETtE

procedure

apply for — interview — recruit — sign — demote/ promote — resign

® apply for

applicant application

CV (curriculum vitae) resume

job/employment agency

referee reference

® interview — recruit = sign
interviewee personnel department employee
interviewer personnel manager employer

3. B4R VBRI BT

* \What sort of work is it?

»  What type of job are you looking for?

* Can you tell me what kind of staff you are looking for?

* Could | ask what your job is?

* Do you have an occupation, either full-time or part-time?

*  What work do you do?

* Do you have anything available at the moment?

occupation/position/job/work vacancy/vacant position
full-time job, part-time job, causal job, work placement internship

tutor librarian engineer doctor dentist consultant
manager accountant assistant salesman receptionist
cook/chef waiter/waitress cashier hairdresser cleaner courier

4. TEMIERIE

T3&: salary, good pay, pay by hour/day/week/month, total weekly pay
2
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T {ERYIE): starting date/day, work regular hours, shift (work), day shift/night shift,

time off/break, have one day off

5. T{EZE3K requirements

driving license, dress, typing skills, language skill, flexible (think quickly),
problem solving
clear voice, hearing, vision, concentration

6. T{EiEH

free meal, free transport (shuttle bus) , insurance, overtime pay, subsidy, sick

pay
=. IMi&T]
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* Occupation: 4

» Reason for visit to town: to go to the 5

%32

Complete the notes below.
Write ONE WORD AND/OR A NUMBER for each answer.
Bankside Recruitment Agency
* Address of agency: 497 Eastside, Docklands
* Name of agent: Becky 1.
* Phone number: 07866 510333
» Best to call her in the 2.

Typical jobs
» Clerical and admin roles, mainly in the finance industry
* Must have good 3. skills

» Jobs are usually for at least one 4.

« Payisusually5. £ per hour
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Complete the notes below.
Write NO MORE THAN TWO WORD AND/OR A NUMBER for each answer.

West Bay Hotel - details of job

Newspaper advert for temporary staff

* Vacancies for 1

* Two shifts
» Can choose your 2 (must be the same each week)

« Pay: £5.50 per hour, including a 3

- A4 is provided in the hotel

» Total weekly pay: £ 231

B8R4 1BEHIR
—. Hid

resume / ‘rezju:meiz / n. {&H

referee / refa'ri:/ n. NMBA; HEEFA

reference /'refrons/ n. #\fF(S; NBIS
internship /'Inta:nfip/ n. (F4&EEEENVAERY) SESJHA

courier /'kuria(r)/ n. (BXBEFEZEXMHH) B, BiLR, T&3EQ

el

insurance /1n'fusrans/ n. {Rf&
subsidy /'sAbsadi/ n. %My
occupation / okju'perfn/ n. T{E; Rk
recruitment /r1'kru:tment/ n. 132

b b

vacancy /'veikensi/ n. Tk, ZSHR; ZER
4
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clerical /'kler1kl/ adj. AZET{ERY
receptionist /r1'sepfonist/ n. EFR
temporary /'temprori/ adj. %289, BRI, IGETHY

negotiate /n1'gaufiert/ v. BH; R, thiE



