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Photo Match

A, Match thewords to the pictures below.

prograrrmer lawnyer pilot barista
salesperson journalist chocolatier winemaker

B. What can you think of to highlight onyour own resume? Work with a group and share your
ideas.

Q Exrmplos
+ |wantto beasalesparson so lwould want to highlight my strong interpersanal skills.
+ | planto beachocolatior solwouldwant to highlight my internship ata famous restaurant,

Key Vocabulary

Think About It

A.  Awell-presented, polished resume should highlight several areas of the personal and

professional life of a job applicant. These mightindude the following: A (CHD Below are words related to writing resumes. Listen and repeat the words.

+ \Work Experience + \folunteer Experience + Awardsiachievements work experience apply chronological refar refarances

+ AcademicAccomplishments  + Personal Interests + Special skills prospective highlight overall seak employment
B. Workwith a partner. Discuss what you mightwant to include on your resume, and why, outline relevant impressive character background

& Exymple diglogue

o _ _ B. Workwitha partner. Put the words above in the correct categories.
A lgraduated at the top of my university class, so I think | should include that at the top of my

Academic Achigvements, Noun Verb
B: You also speak three languages, right? You should definitely highlight your linguistic skills.
A Asforyol, you already interned at a Fortune 500 compa iy, That has to 2o in Waork Experience,
B: True. lalsowant toshow I'm awell-rounded person, though, so Fllinclude something in the

Personal Interests about how | enjoy cycling and other outdoor activities onweekends.

C. Walk around and have similar conversations with other students.



10 | Working English 3

C. Complete the sentences with the correctwords.

work experience apply chronological refer
references Uupdate hizhlizht overall

1. How many jobs did yoLl for befare finally landing a position?

2, Ifyouwolld like to know moreabout meand my professional journey, please
to my Linkedin page.

your bestattributesand

3. Whenwriting your resume, you should always
achievements.

4, Hereis a list of the past jobs 've held, in arder,

5 The length of my resuméis just one page.

6. Among my professional
professar,

are two former employers and my favorite Liniversity

T, My includes threeyearsworking in the technology field.

8. You should really
the past year,

youUrresume, as it doesn't include your experience from

Listening Practice

A. (EFD Listen to the conversation. Who sayswhat? Put the sentences under the correct
name.

Mira Dan

a. Keepitto a single page. b. That's agreatidea.
C. What's yourtake? d. Let'sseewhat you've got,

e, Would you mind taking a look? f. andwhat doyou think about the overall length?
a. Justhighlight the jobs you have done that are relevant to the job yourre applying for,

h. Inotherwaords, your most recent jobwould 2o first,

.

| 2uess | should put the most impressive jobs I've had near the top as well, right?

B. (CED Listen to the conversation again. Then circle True or False for each statement.

1. Mira will be looking for a new job next month, True/ False
2. They both think Dan's resume is too long, True/ False
3. Aresumeshould be two pages long, True/ False

4. Theleastimpressive job listings 2o near the top of the resume. True / False
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Conversation Activity

Jason:

Micola:

Jason:

Nicole:

Jason:

Micola:

Jason:
Micola:
Jason:

Micola:

Jason:

. Listen to the conversation. Then practice tha conversation with a partner.

How do | condense 25 years of
work experience on a one-page resume?

A basic rule s, keep it recent and
relevant, By the timeyour resume
lands onanemployers desk, they
will probably be tired of reading
through so many. You don'twant to
give them a reason to lose interest,

Whatabout facts and figures? Should
linclude those?

Of course. If you exceeded vour goals
inaproject by 50 percent, put that

down. Ifa thousand peoplewere

impacted by yourwork, that'sworth including, too.

| think certain terms are averused. I'm trying to avoid them.

Great idea. Words like "team player® and "“hardworker” hardly mean anything anymore, Be
mare creative,
Ive had so many jobs over theyears, It's hard to choosewhich ones to highlizht.

Youcan pick thosewhich are related to the position yow're applying for,

OK. I'sa marketing position. So | suppose | can leave out that job | held in HR for awhile.

Right. It's likely yvour prospective ermployverwon't be interested in reading about your
experience inunrelated fields.
Allright, I'll keep that inmind. Thanks!

Speaking Practice

A, Practice the conversation with a partner. Replace the colored words with the words below.

officework/ hobbies and interests f bring to the
foref managerial job

borethem / ifyour hobhbies are related to the
job [ highlight relevant skills £ Just stick to those
jobswhereyolwere ina managerial role

B. MNow, practice the conversation again. Replace
the colored words with your own ideas.
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Grammar Check

A.  The structure of future continuous is as follows:

S +will be +V-ing
The future continuous tense is used to:
1. show that something will already bein progress at a specified time in the future.
{ Examples

+  Sally will be lzqving home forthe night shift at this time,
+  Hankwif e having dinnerwith clients tomorrow night,

2. talk about future plans.
E,j Examplas

+  Johnwill be starting his awn company by thistime next year.
+ By this time next month, 1will se looking fora new job.

3. make a guess about something that is happening now.

f:ﬂ Exanplas

+  [feverything goes on schedule, Holly will e arriving in Manila at this time tomarrow,

+ Bythetimeyourresume lands onanemployers desk, they will probably b tired of
reading through so many.

Complete the sentences using future continuous of the verbs given in brackets.

1. By this time next year, | (Work) overseas,

2, A15:00 pom. tomaorrow, | {mail) resumes to several Fortune 500
COMpanies.

3. On Thursday next week, Ms. King (meethwith representatives from a

potential new client,

4. Ate:00a.m. tomaorrow maorning, John {exercise) inthecorporate gym.

Choosa the correct phrase for each sentence.

1. latetonight?
a. Willyou bewarking b, Haveyou beenwarking
2, Atthis time next vear, Grace__ herown business,
a. has been launching b, will be launching
3. By the time the boss gets toyour resume, she___ thesameclichés over and cver,
a. istired of reading b will be tired of reading
4. We___ forthebest pricewe can get, obviously.
a. will be looking b. have been looking

writingResumes  UMIT 1 1

Guided Writing

A, Writing aresumae is the first step to hunt for a job. You can write a brief introduction, telling
a prospective employer a little about whoyou are, what you've done, and what you have
achieved. Here is a sample.

Desmond Walters

Comimunications Specialist

Profile

Harva rd-educated communications specialist with five
years of experience in the tech sector, During my time in
the industry, I'vewarked at twio different start-Lps in the
Siliconvalley, aiding them in building their brands through
fostering positive, callaborative relationships with various
media partners.

L

BRI R A A A PR A FER SRR RN R RS EE R B FFR AR E RS

Employment History

Public Relations Officer at TechMake Corp., San Francisco

«  WWrote press releases for all product launches, corporate events, and company news
« Acted as a liaison between media and corporate representatives

+  Updated company websitewith all product news, staffing updates, and sales info

Junior Copywriter at GoFast Web Solutions, San Francisco
« MWrotead copy fora diverse array of advertisements

Education
Bachelorof Commerce, Harvard Business School

September2015-April 2018
+ Graduated magna cum laude

R R A RN RN R YRR RN RT B R AT PR TR AT AR TR ATV R ARV PR AN PR REN

References
Janelle Ross from GoFast Web Solutions

B. Write anintroductory paragraph, or overview, for your
resume, Tell a prospective employer aboutwho you are,
what you’re mostinterested in, what you’ve achieved
academically and professionally, and what you hope to
achiave in the future.
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Listening Comprehension Pair Work

A, {ZE) Listen to a talk. Check the adjectives you hear. A Work with a partner. Try to think of your special skills that are tobe putin the Skills section
_ onyour rasume.
] overall ] before [ different
O related O same O prospective
[] certain ] next ] under YDUR SKILLS
O many 0 abroad O important - b gpod team player - Proficient in Endish
B. ZEFill in the blanks with the adjectives you checked above. Then listen again.
1. I helpall kinds of professionals in fields polish their
resumes 5o that they can land their dream jobs.
2. 30, 'vegotsome tips for the timeyol need towrite a resumeand start
handing it out to employers,
3. Forexample, youmight havean “Skills™ section.
4. Ifyou canwrite code and are good at using kinds of software, puta

“Software/ComputerSkills” sectionsomewhere else,

5. Thisway, when anemployer skims your resume, and most of them will do this, hardly any
actually read through every word, they won't likely miss any of your
attributes,

B. Write down the reasonswhy you claim to have those skills.

WHY YOU CLAIM YOU HAVE THE SKILLS

C. Cirde True or False for each statement.

1. Mostemployers read every word of every resume. True/ False ~ I'm a gpod wam plager becauee Llove 40 imeract with peopie.

2. ou should list allyourskills in the same section, True / False al R R B L s R
2. Skills should be listed LUnderthe jobs that they directly relate to, True/ False

4, Yol can put anoverall Skills section onyour resume, True / False

5. Thespeaker helps peoplewith theirjob interview performance. True / False

6. Language skills should be omitted from your resume, True/ False

C. Now, pass your notes toyour partner for them to read. Provide each other feedback, telling
them what they might have forgotten, other things they mightwant to indude, and so on.

HIALAYS A=
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Reading

A. Read the following article.

What Employers Look For in a Resume

What do prospective employers want to seeonyoLr
resume this year? Make sureyour page isn't too
crowded, for starters, If every available inch is takenup,
it makes it harderto read, believe it ornot, Haveclear
headings (in bold), and leave somewhite space. It's a lot easieron the eyes,

Secondly, everyone highlights their skills, of course. However, don't forget to includeyour
volunteerwork, Shawing thatyou care about a cause and dedicateyvour freetime to it
can really giveyol a leg up onyourcompetition. In otherwaords, experience outside the
workplace can be just as important as work experience itself,

Speaking ofwork experience, remember to list outyour responsibilities forevery
previous job thatyou list, Simply putting down thatyouwere g “Regional Manager” just
scratches the surface. Outline exacthywhat you did in that position, aswell as all thatyou
accomplished whileyou held it,

Inshort, just make sureyour resume isn't cluttered, difficult to read, or full of information
thatis too general. Remember, you're selling yourself, so don't sellyourself short!

B. Choose the correct answer for each queastion.

1. Interms of space on the page, what should you dowhen writing your resurme?

a. Make the page crowded b Clutter it upwith info

¢, Useupevery bit of space d. Leavesome blank space
2. What does the article say aboutvolunteerwork?

a. Ifsjustasvaluableas paidwork, b It's less important than work experience,

¢, It shouldn't go onyour resume, d. It's simply awaste of time,
3. When listing a job anyour resume, which of the following should you do?

3. Write downwhy vou left the job,

b. Leave outyouraccomplishments in that position,

¢, Just list thetitle of the job and nothing else.

d. Put downyour responsibilities in that position.
4, What isthe overall purpose of this article?

a. Itoutlineswhat a good resumeshould look like.

b. It provides samples of theworst resumes imaginable.

¢, It gives anexampleofa good resume,

d. It showswhat bosses don't want to seeon a resume,

writingResumes  UMIT 1 1 17

Speaking Activity

A Work with a group. Read the following phrases.

1. landajob 2. important attributes
3. indifferent fields 4. skill categories
5. polishyour resume &, reference letter

B. Write one short example sentence for each of the phrases.

| wilh e hooking to band a new job soon,

Aoreslme enothd emphasize your most important atributes.

C. Finally, try to use the short sentences you wrote to create a short dialogue. Then, choose
two classmates from the group to act out the dialogue.

Ar o Lreed a dhange of pace, 2o | will Te booking o hand a new job soon. wolld you mind 4aking a look at my
reslme?

B: bure letesee . L4nink you're not eefling youreett enough. A resume should emphasize your most
important atributes
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