JOB INTERVIEWS

In your opinion, which factors below are important for getting a job? Choose
the five mostimportant. Is there anything missing from the list? Which do
you think arenotimportant? Why?

appearance hobbies/interests  experience personality
intelligence marital status contacts/connections qualifications
references age/gender astrological sign handwriting
blood group sickness record family background education

Discuss the following statements:

1. Everybody should retire at 50.
2. ltis best to work for as few companies as possible.
3. People don't change much during their working life.

Vocabulary practice

ﬂ Cross out the verb which does not normally go with the noun in the bubble.
1 to call for to hold 2 toshortlist to take up

|
'

teranply to carry out to advertise to appoint
somebody to

3 tointerview to advertise 4 to fill up to update

]
\

to reject to shortlist to submit to send

5 to sign to enter inta [ to earn to pay

|
|

to terminate to work to receive to submit




Which phrases can be said by an interviewer, and which by an
interviewee?

— Pleased to meet you.

— Would you like anything to drink?

— We'll be keeping in touch.

— Please, sit down.

— Did you get here ok?/Did you have any problems finding the
building/the office?

— Have a great day.

— Yes, I'd like to know how many people there are on the team.

— This is my colleague, Mrs Barnes, she is the team manager.

— That's a good question.

— Do you have any questions for us?

— Thank you for your time.

— It was nice talking to you.

— When can | expect to hear from you?

— What are the next steps?

Direct and indirect questions

Correct the errors in the word order in these direct and indirect questions.
Direct:  Why would you wewd like to work for us?

Ingirect: I'd like to know why you would yes like to wark for us

1 Direct:  What your greatest strength is?
Indirect: Can you tell me what is your greatest strength?
2 Direct:  You have ever managed a team?
Indirect:  1'd like to know if have you ever managed a team.
3 Direct:  Whoyour previous employer was?
Indirect:  I'd like to know whao was your previeus employer.
4 Direct:  Doyou enjoy what about working in teams?
Indirect:  You could tell me what you enjoy about working in teams?
5 Direct:  When the last time was you solved a problem successfully?
Indirect:  Could you tell me when about a time you solved a problem successfully?



5 4302 Listen to the candidate answering the questions in Exercise 6A. Does he
answer the questions effectively? Write good (G), OK, or poor (P) for each of the
interviewer’s main questions.

1 _ 2 _ 3 _ 4 5 _ 6 __ 7 _

Listen to the interview again. How does the candidate start answering each
question? Match the expressions (a-i) with the interview questions (1-7). One of
the replies uses more than one phrase.

s

a Aslsaid before, ... f  Sorry. | didn't catch that,
b Let methinknow ... g Sure.|was responsible for ...
¢ I'llneed to check and get back to you. h That's a difficult question
d I'mafraid | don't have much experience, butl.. i Yes, of course.
e I'mnotsure, but my friends tell me ..
1 _ 2_ 3_ 4_ 5_, and_ 6_ 7 _

10

Match the expressions from Exercise 9 (a-i) with the strategies (A-F) for dealing
with questions. What other ways are there for dealing with difficult questions?

A Being honest __ D Repeating yourself __
B Answering positively __, E Asking for repetition
C Buyingtime _,__,__ F Expressing uncertainty __

Listen to 2 different interviews for the same job. Note down the positive
and negative points about the skills and experience of the candidates.

Positive Negative

1. Max

2. John

“ Workin pairs and discuss the questions.

1 Whatwas different about the way Max and John answered the interviewer’s questions?
What can you learn from this?

2 John hasn't worked in a regional sales team befare, but lists his transferable skills,
Which relevant skills does he say he has?

3 How does Sue help John feel comfortable at the beginning of the second interview?
4 Whois more suitable for the job, Max or John?



Choose the best response, a, borc

Why are you leaving your current job?

a |don't like my manager. b Theworkistoo hard.
¢ I'm looking for something more challenging.

What are your weaknesses?

a f'ma perfectionist. b |work too hard.

¢ |get nenvous speaking in front of groups of peaple.
Where do you expect to ba in five years?

a Idlike to be the head of the department.

b fd like to be succeeding in this company and continuing to develop.
¢ |hope tomwn my own company.

How many hours aweek do you usually work?

a Itry towork efficiantly, complete my duties and meat my targets while keeping a healthy
wiork-life balance.

b |abwayswork overtime. People who don't aren’t working hard enough.
¢ Well how many are in the contract?

Areyou willing to travel in the job?

a Yes, as much a5 you nead me to.

b Couldyou tell me more aboutwhat the expectations are?

¢ |don't really like travelling, but I will if | have to.

Do you prefer towork in  team or alone?

a |don't like to be alone. | like to talk to colleagues.

b [don't like mixingwith colleagues and get my job done better if 'm alone.
¢ 'mcomfortable in both environments.

Tell me about a difficult time in a past job and how you overcame it

a fdrather not talk about it. It was avery difficult time for me.

b |usedmy past experience to overcome the difficulties and also asked colleagues for help.
¢ |haven't had any.



DIRECT AND INDIRECT QUESTIONS - PRACTICE
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Decide if these are direct (D) or indirect (1] questions.

Are you prepared to move if you get this job?

Could you tell me what you liked the most about your last job?
Why did yvou apply for this job?

I'd like to know if you've waorked abroad.

How did you find aut about this position?

Why did you leave your last job?

Can you tell me whao you admire mast in your present company?

I'd like to know wiat you think your main weakness is,

Now change the direct questions from Exercise 4A to indirect questions and the

indirect questions to direct questions. Use the prompts.

like o kmow]
[what]

[cank

{hawve)

{could)

[like ta know)

iwhal

[(what)

2 put the words into the correct order to make indirect questions.
1 yourself/ tell / more / a / about / you / could / me / Little

2 last/ how / Id like / you / worked for / employer ¢ many years / to know your

=

3 job/why/ left / tell / previous ¢ me S your S you / please

& 1d/ o/ like / know marne / responsibilities £ about /your ¢ Bast 7 jolb Zin S your

5 1/ aninternship / if you / would / need / applying / like / for / consider / to / ask

6 ambitions / 1/ if / could / wonder / you / more / about / say / your

7 job/emigrate / the/ for / me / could / you'd / tell /you / if

8 experience/ I'd / to/ about Jyour £ Like 7 tell £ you / me / leadership




