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IIEPE/TMOBA

HapuasnbHO-MeTOIMYHUN TMOCIOHMK PO3paxOBaHUW HA CTYJEHTIB, SIKI BHBYAIOTH
aHTIINChKY MOBY 3 METOI BHUKOpPUCTaHHSA i1 B mpodeciHiil isaIbHOCTI, B
MPaKTUYHIA poOOTI 32 KOPJIOHOM a00 B MeKaxX KpaiHu, I poOOTH 3 IHO3EMHUMH
KJIIEHTaMH.

Merta naHOr0 HaBYAJIBLHO-METOJIMYHOTO MOCIOHUKA — O3HANMOMUTH CTYJICHTIB
3 0COOJMBOCTSIMU NMHCEMHOI Ta YCHOI O13HEC-KOMYHiKalii (IJI0BE JIUCTyBaHHS,
BJIAIITYBaHHS Ha poOOTY, MIATOTOBKA pPE3IOME, CYNPOBOKYBAJIBLHOTO JIUCTA),
BUKJIACTU 1 3aKPIMUTH OCHOBHY TEPMIHOJIOTIIO, HEOOXITHY nJii OQOpMIICHHS
OCHOBHOI JUIOBOi JOKyMEHTALli, JOTIOMOITH iM B PO3BUTKY HaBUYOK CIIJIKYBAHHS
B peaJbHUX CUTYyalIaX O13HEC-KOMYHIKaIlli, pO3IIUPUTHU iX CIOBHUKOBUH 3amac.

Temaruka, JeKCUYHUI MIHIMYM, CHCTEMa MPAKTUYHUX BIPAB CIPSMOBaHI
Ha JJOCSITHEHHS T'OJIOBHOT METH.

VY J1aHMX METOJMYHUX BKa3iBKax IOJaHa TEPMIHOJIOTISI Ta BHUpa3H,
CUTyaTUBHO OOyMOBJEHI (pa3u 1 peKoMeHAalli, HeoOXiqH1 AJid MiArOTOBKHU
JOKYMEHTIB [l TpalleBJAIITyBaHHS Yy 3aKOpJOHHY (PipMy YU MIXKHAPOAHY
OpraHizaiito, CKJIaJaHHS JUIOBHUX JHCTIB 1 MOBIJOMJIEHB, IO BiAMOBIIAIOTH
CydyacHHM peaiisiM Oi3Hec-KOMYHIKallil, XxapakTtepHuM s BenukoOputanii i
CIIIA.

MeTonnyH1 BKa31BKM CKJIaJAIOThCS 3 HACTYITHUX PO3JALUTIB, K1 OXOIUIIOIOTh
OCHOBHI BU/IM IUCEMHOI Ta YCHOI O13HEC-KOMYHIKAI[li aHTJIIHCHKOIO MOBOIO:

Poznin 1 [Tomyku pobotu

Poznin 2 OCHOBHI AUIOB1 JOKYMEHTH
Po3zaun 3 bi3nec-mnan

Poznin 4 KonTpakt

KoskeH 3 po37111B MICTUTh TEOPETUYHUN, TEKCUYHUN MaTepiall 1 MpaKTUYHI
3aBJaHHA, 110 HEOOXIJHI [Jis MOJAANBIIOTO PO3BUTKY OIMAHOBAaHUX MOBHHUX
HaBn4oK. Cucrema 3aB/iaHb MOOyAOBaHA Ha IUTLOBINA JEKCHUIIl TaHUX PO3LIIB 1
crpsiMoBaHa Ha €()eKTHUBHE 3aCBOEHHS BUKJIQJICHOTO MaTepiany.

HaBYaJIbHO-METOJANYHUM MOCIOHUK CHpHUsITUME (OPMYBAHHIO y CTYJEHTIB
3arajibHUX Ta MpOeciiHO-OPIEHTOBAHUX KOMYHIKATUBHUX MOBJIEHHEBHX
KOMIETEHIIH Ta € JOJATKOBUM CIIOHYKaJbHUM MOTHUBOM JO YIAOCKOHAJIEHHS
HAaBUYOK YCHOT'O Ta MUCEMHOT0 MOBJICHHS B podeciiiniii cdepi.



MODULE 1

Job Search Process

Unit 1 Steps of Job Search Process

Applying for a Job
job search

want ad

to answer a want ad
firm, company
employment
employment office
vacancy, job opening
to apply for a position
job applicant

job title

post, position
administrative job
high level job

top position

clerical position
managerial job

to resign

to fill a position

(job) application form

"

Vocabulary

BaamryBaHHs Ha po0oTy

NOIIYK poOOTH

OT'OJIOIIEHHS PO HAalloM Ha poOOTy
MOJI3BOHUTH TI0 OTOJIOIIECHHIO
KOMIaHis

MpaleBIalITyBaHHS

areHTCTBO MO MPAaIeBIAIITYBaHHIO
BaKaHCIis

MOJIaTH 3asIBY MPO MPUIOM Ha poOOTY
KaHIUAAT Ha TIOCaTy
HalilMeHyBaHHs(Ha3Ba) NOCaau
nocaja

aJMIHICTpaTUBHA MTOCaJa

BHCOKa Iocajaa

IIPOBIi/IHA MTOcaaa

KaHLEIPChKa Mmocaja
ympaBJiHChKa Mocajaa

BIZIMOBUTHCS Bl TOCAIH

BCTYNHTHU Ha MOCATy

aHKeTa MPH BCTYII HA pOOOTY

to fill out/to complete a job application 3alOBHIOBATH aHKETY

occupation
diploma

3aHATTS
JTUTIIIOM

copy of a higher school diploma  komist AuMIOMa BUIIIOTO Y40OBOTO 3aKiaxLy
job interview criiBOecizia 3 MPUBOIY MPAICBIAMITYBAHHS
qualification background KBaJiQikaris



to research

seniority, length of service
duties

job duties description
manufacturing experience
professional experience
employer

employee

boss

probationary period
contract

personnel department/office
letter of invitation

letter of introduction
cover letter

to take a test

test scores

working conditions
benefits

Earnings
wage

salary
fee
to be paid by the job

to be paid by the hour/salary
based on hourly rate

paid sick leave

fee for services

pay statement

pay check

paid holidays

paid vocation

raise

bonus

profit

cash award //bonus, premium

profit sharing

3aliMaTHUCS JOCIIIHUIILKOIO MISUTbHICTIO
CTax poooTH

00O0B'SI3KH

CIIy»00B1 000B'SI3KH
BUPOOHUYMI JOCBI
npodeciiiHmil JOCBIa
npare/aBelb

POOITHUK

HavaJIbHUK
BUNPOOYBAJIBLHUMN TEPMIH
JIOTOBIp

BIIIUT KaJIpiB
JIMCT-3aIPOIIEHHS
pPEeKOMEHIaIIiHUI JTUCT
CYIpPOBIIHHI JTUCT
MPOUTH TECTYBAHHS
pe3yJbTaTH TECTyBaHHS
YMOBHU po0OOTH

MBI

3apobiTku

3apo0iTHA JiaTa (pobimnuka), AKY
BUILIAYYIOTh I[0JICHHO abo
IOTHXKHEBO

3apo0iTHA njara (cnyacbosys), AKY

BHIUIAYYIOTh IOMICSIIHO

roHOpap, IUIaTa 3a TOCAYTY (00HOpPA308a
oniama)

OTpUMYBaTH OIUIaTy 3a YacTUHY pOOOTH

(6i0ps0H0)

MOTOJIMHHA OIlIaTa
OIIauyBaHa BIJITYCTKa IO XBOPOOi
JiaTa 3a Mmociayru

IIaTHKHA KBUTAHIIIS

MJIATDKHUN YeK

oruTadyBaHi CBATKOBI JAHI
OIUIauyyBaHa BIAIYCTKa
MIJBUIIICHHS 3apIuiaTh

npemis

MpUOYTOK

IpOLIOBA MIPEMis

y4acTh y npuOyTKax



overtime pay

gross pay
pay

deduction

minimum wage/salary
regular pay

net salary//take home pay

Work, Job
extracurricular activities
short-term job

part-time job

job in one's special field
overtime job / to work overtime
well-paid job

full-time job

to hire //to employ
work permit

ability to do a job

to job smb. into a post
shift

to go on the night shift
work hours

office hours

long hours

overtime

dole / relief

to be on the dole /relief
to go on the dole

local tax

Income tax

social security tax
Income tax return

Discharge

layoff

to lay off //to fire

to be laid off // to be fired
to sack

to retire (on pension)
retirement plan

to resign

miaTta 3a [OHAAypouyHy (TOHAJHOPMOBY)
paro

3arajibHa cyMa 3apIuiaTi

IJIaTIXkK; 3apo0ITHA J1aTa

BHUpaXyBaHHS

MiHIMaJIbHA 3apruiaTa

OCHOBHA 3apIuiaTa

YHUCTa 3apIuiaTa (3a BUpaxyBaHHSAM IOJIATKIB).

Pob6ora

1o3a ayAuTopHa pobdoTa

TUMYacoBa poOoTa

po0OoTa 3 YaCTKOBOIO 3aMHATICTIO

poborta 3a ¢paxom

MOHAJIHOPMOBa poboTa

rapHo oriauyBaHa poOoTa

mTaTHa poboTa

Haiimatu (OpaTu) Ha poOOTy

J103B1]1 Ha poOOTY

31aTHICTh BUKOHATH POOOTY

BJIAIITYBATH KOTO-HEOYAh HA pOOOTY

3MmiHa (poboua)

MpaIoBaTy B HIYHY 3MIHY

pobounii yac, podo4i roAMHU

rOJIMHU poOOTH (B YCTaHOBI, 0ici)

MOJAOBXEHUU poOOUUil IeHb

MOHATYPOYHA TPAIIS

nonomora 3 0e3podiTTs (y BenuxoOpurtanii
/CHIA)

OTPUMYBATH JONOMOTY 3 0€3p00ITTS

OTPUMYBATH IIOTHXXHEBY JIONIOMOTY (CTaTu
0e3p00ITHUM)

MICILIEBUM MMOJJATOK

NpUOYTKOBUI MOJATOK

MOJIATOK y (POH/ COIIAIbHOTO 3a0€3MeUeHHS

MOJIaTKOBA JIeKJIapalis.

3BiJIbHEHHS 3 PO0OTH

CKOpPOYEHHS

3BUIbHATH

OyTH 3BUILHEHUM

3BUIbHATH

BUUTH Ha NIEHCIIO (MITH Y BICTABKY)
MOPSIZIOK BUXO/AY Ha MEHCII0

BIJIMOBJIAITHCS BiJ] ITOCAJIU, MITH Y BIJICTABKY



Communicating at Work
colleague //co-worker
specialist

membership

standing

status

promotion

compensatory time

work experience

skill

performance review
break for lunch/dinner
sick leave

to share an idea
employees' lounge

tiring day

to be an idler

to be out of practice

to work by fits and starts
to have a big staff

to be a job jumper

to be not equal to the task
to shirk work

to have pressing business
to face a busy day

CuinkyBaHHs Ha po0oTi
CHIBpOOITHUK, KOJEera

(axiBelb

YJICHCTBO

pernyTaris

CTaTyC

MIJBUILICHHS MO CIIYXkKO1

BTy

JIOCB1J1 poOOTH

KkBami(ikalis, MaHCTEPHICTh
OIlIHKA pe3yJIbTATIB Mpalll, aTecTallis
repepBa Ha 0011

BIJIMMYCTKA MO XBOPOO1
MMOIUIATHCS 10€€I0

KIMHATa BIIMOYMUHKY POOITHUKIB
CTOMJIMBUM, BUCHAKIIUBUU JCHb
Oyt HEpoOOIO, JeaapeM

HE MaTH MPAKTUKU

MpaloBaTi ypuBKaMu

MAaTH BEJIUKUN IITAT

oyt "mtyHOM "(4acTo MIHATH POOOT
Yy Yy

HE CIPaBIATHUCS 3 POOOTOIO
YXWISITUCS Bil poOOTH
MaTH HEBIJIKJIAJHY CIIPaBY
MaTu 0araTto mojii

to be up to the elbows (ears, collar) in work OyTH MOTJIMHEHUM POOOTOIO

1. The recruitment process
Put the following stages of the recruitment process in the logical order.
The recruitment process

The company offered the job.

The company interviewed.

But he/she left the company after two years.
The company invited people for interview.
He/She joined the company.

The company advertised.

He/She was promoted to head of department.
The applicant completed the form.

The person accepted the job.

0. The company drew a shortlist of good interviewees and rejected unsuitable
applicants.

A S



11. There was a second interview.
12. The company sent an application form.
13. A person applied for a job.

Discuss each step with your group.
Learn the highlighted words by heart.

2 Job Search Process

A. Answer the following questions.

1.  What is the job search process?
How much time will the job search take?
What do you need to know before you start?
What are the steps of the job search process?
What are transferable skills?
What job search techniques work?
Should you keep a record of your search?

NN LD

B Now read the following information and check your answers.

What is the Job Search Process?
Your job search process begins the moment you start thinking about your future
job and continues until you have accepted a job offer. Over your lifespan you are
likely to find yourself going through the process several times (on the average, you
can expect to have between three and five career changes during your lifetime).

How Much Time Will the Job Search Take?

In general, job finding success is directly proportional to the amount of time you
are willing to spend in your search and the number of strategies you use to identify
potential openings. Sources suggest that you:

1. Be prepared for a long job hunt — 8-23 weeks.

2. Spend at least 20 hours per week on your job hunt.

3. Have an alternative plan.
Your persistence will eventually pay off. Make sure you have a support system of
family or friends to help you when you are feeling discouraged.

What Do You Need to Know Before You Start?
There is no magic way to find a job. It is hard work, takes time and at times may be
boring and frustrating. It will take all your skills in planning and follow through
but when done faithfully also pays the ultimate reward: A satisfying job for you!
Some rejection will be a normal part of job-hunting and a new experience for you.
Rather than letting rejections discourage you, let each one teach you a new way to
improve your skills for your next opportunity.

What Are the Steps of the Job Search Process?



A list of job search steps follows. The order may vary depending on your specific
needs and goals.

Step 1. Self Assessment

The job search process begins with an identification of your values, interests,
skills, accomplishments, experience, and goals. How can you seek a position if you
don't know what you want from a job and what you have to offer prospective
employers? Self-assessment, though a time-consuming process, provides
invaluable information to facilitate career decisions and to prepare you to market
your background effectively.

1) Values

An awareness of what you value (qualities that are important and desirable) in a career
will aid you in exploring career goals and attaining greater satisfaction in your work.
Review the following list of values and check those most important to you. Then
rank your top five values in order of priority.

« Job security o Pleasant surroundings
« Working as part of a team  Challenging, stimulating co-
« Working independently with little workers
supervision « Different tasks to accomplish daily
« Making a contribution o Financial rewards
o Professional status o Creating something
« Mental challenge « Ability to advance

2) Interests

Interests (areas that arouse your attention or enthusiasm) are closely related to
values and frequently trigger skill development. You can identify interests by
looking at enduring themes in your life-activities that persist over time, consistent
choices, recurring dreams, or the way you spend your time.

3) Skills
A skill refers to something you do well, including handling problems or tasks. The
key to your successful job search is recognizing these skills and communicating
their usefulness verbally and in writing to a prospective employer. Use
accomplishment statements to do so. They should:

 Describe your skills in concise, unambiguous terms.

« Refer to actual experiences to demonstrate your skill level.

« Connect your skills concisely to the needs of a prospective employer.
Some of the most marketable skills are those which are useful in a wide variety of
work environments. These are known as transferable skills. For example, the
ability to write effectively, communicate verbally, and use word processing or
database software are valued skills in the private as well as public sectors.

Types of transferable skills These can include technical skills such as driving,
languages or IT, or they can be limited to softer interpersonal skills. The following



list is not exhaustive, but it gives guidance about the type of skills employers are
seeking that you might have:

a) IT literacy— there are fewer and fewer jobs that can be done without some IT
skills. Make a list of all the packages and software programs you have used.
Consider desktop publishing, Internet research skills, CAD, statistical analysis
programs, field-
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