ING3 PAU

JOB APPLICATION

As part of your continuous assessment for the semester, students are required to prepare a CV and cover letter to apply for a job in an English-speaking environment, and to have an interview by telephone for the job.

Task 1 : Job Application (25% of your mark for the semester)

Find a job advertisement for a post that you would genuinely be interested in applying for. Write your CV and cover letter and give them to your teacher, along with a copy of the job advertisement. When preparing your application, keep in mind the recommendations made in class and in the numerous documents available on AREL.

Assessment criteria 

· CV : Is it clear and easy to read ? Are the parts presented in a logical order ? Is it tailored to fit the job description ? Does it promote your skills and achievements ?

· Letter : Does it complement your CV effectively ? Is the right level of formality used ?

Task 2 : Telephone Interview (25% of your mark for the semester)

Have a 5-10 minute phone conversation with your teacher in which you simulate an interview for the job you applied for in task 1. Your teacher will play the role of HR Manager.

Assessment criteria

· Motivation : Do you sell yourself effectively ? Are you enthusiastic and positive ?

· Language skills : Do you understand the interviewer’s questions ? Do you develop your answers sufficiently ? Do you speak fluently and accurately ? 

