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CFIQ WORK PACKAGE 6
	JOB SEARCH


Title: 
Unit 3 – applying for a job
	Topic: 
	Applying for a job 

	Level:
	A2 -B1

	Aim(s):
	To practise responding to a job advert 

To provide models of reference and cover letters



	Skill(s):
	Speaking, listening, reading & writing

	Approximate Timing:
	3 hours + 2 hours at the PC  – may take longer to write the CV

	Materials / preparation: 
	· Job ads from different sources (i.e. newspapers & dedicated magazines, internet, temp agencies)

· Use of a PC connected to the Internet (one for every 3 students)

· Access to e-mail
  


Teacher’s Instructions:

1. Hand out worksheet 1: Job advertisement 

One learner reads it to the class and all learners do exercise 1. Elicit answers. 

2. Hand out worksheet 2: CV (one for each learner)

Learners do exercise 4 individually. Check and mark.

Learners write their own CVs by following the model, then 2 or 3 learners can exchange their Cvs and give feedback. 

3. Hand out worksheet 3: Reference Letter (one for each learner)
Learners work through the exercise in pairs/individually.

4. Hand out worksheet 4: Job advertisement 2 & Cover Letter (one for each learner)
Learners work through the exercise in pairs/individually.

5.  Divide learners into groups of three and give them access to a PC connected to  the internet. Help students to surf job sites and show them how to respond to online job offers.
Key language used in this lesson:

· C.V. (curriculum vitae)

· reference letter

· cover letter 
· enclosed
HOW DO I APPLY FOR A JOB?

EXAMPLE ADVERTISEMENT 1
Example of a job ad where CV and reference letter are requested. 
Reading Comprehension
[image: image1]
In the text

EXERCISE 1

· What do you need to apply for this job? 

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

· If you were interested in this job, how would you apply for it? 

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

Reflection
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EXERCISE 2

In this case, how would you apply for the job?

·  
By e-mail (C.V. + reference)

·     
By e-mail (C.V. only)

·     
By post (C.V. only)

·     
By post (C.V. + reference)

HOW DO I WRITE A CURRICULUM VITAE?

· First of all remember that your CV is not an autobiography. Its aim is to promote your application for a specific job role. You must only include some key and relevant information about your professional history. Never write more than two pages. 

· List all your experiences starting from the most recent. This is the information that is generally relevant for the employer. 

· Always give reasons for any periods of inactivity since employers might be wary of them.

· Write true information only – information is usually checked. 
· Always write your contact information at the top of the first page of your CV. This must include: address, telephone/mobile number, e-mail address.  
· Include some additional experiences. Underline skills, training courses and apprenticeships that might be relevant for the employer. Write about your language skills, computing skills, etc… 

Writing activity

Here’s a sample C.V.

MARIA ROCU CURRICULUM VITAE

	PERSONAL INFORMATION
	NAME

ADDRESS

TELEPHONE

E-MAIL

NATIONALITY

DATE OF BIRTH


	Maria Rocu

47 Wolf Street, Dingwall IV15 9TL

01463 91230/ Mobile: 07081312554

m.rocu@bearmail.com
Albanian

22/08/70



	..........................

..........................


	May 2007 – present

Domestic help (part-time) – Andrews family, Dingwall

March 2006 – April 2007

Carer (full-time) Lewis family, Inverness 

January 2005 – February 2006

Raigmore Hospital, Inverness 

Cook’s assistant (part-time) 

July 2004 – December 2004

“Luisa Moda”, shoe shop, Edinburgh

Sales assistant (part-time)

July 2003 – November 2003

“Santa Maria” Hospital, Tirana, Albania

Nurse (full-time)



	..........................

..........................


	January 2006 – July 2007

Inverness College

Health and Social Care Diploma

1990 – 1993

Nursing degree

University of Tirana, Albania

Marks: 98/110

1984 – 1989

Scientific High School, Tirana, Albania

High school diploma



	..........................

..........................


	Mother Tongue

Other languages
	Albanian

English (reading: good – writing: good – speaking: fluent)

Italian (reading: good – writing: good – speaking: fluent)



	SKILLS 
	Adaptable and flexible in different work situations. Excellent team-working skills.

Well-organised.

Good leaderership skills.



	..........................

..........................


	Windows, Office: Word, Excel, Power Point. 

Internet, email.

	..........................

..........................


	Full clean driving licence.

	..........................

..........................


	References:

· Michelle Lewis (employer March 2006 to April 2007)

· Dr. Meliku Adrian (Chief physician “Santa Maria” Hospital, Tirana, Albania)


EXERCISE 3
Complete Maria Rocu’s CV:

1. COMPUTER KNOWLEDGE

2. ADDITIONAL INFORMATION

3. EDUCATION 

4. WORK EXPERIENCE

5. DRIVING LICENCE

6. LANGUAGES

EXERCISE 4
Using the above as a model, try to write your own CV. 

CURRICULUM VITAE

	..........................

..........................


	NAME

ADDRESS

TELEPHONE

E-MAIL

NATIONALITY

DATE OF BIRTH


	.............................................................

.............................................................

.............................................................

.............................................................

.............................................................

.............................................................



	..........................

..........................


	.............................................

....................................................................................................

....................................................................................................

....................................................................................................

.............................................

....................................................................................................

....................................................................................................

....................................................................................................

.............................................

....................................................................................................

....................................................................................................

....................................................................................................

.............................................

....................................................................................................

....................................................................................................

....................................................................................................

.............................................

....................................................................................................

....................................................................................................

....................................................................................................



	..........................

..........................


	.............................................

....................................................................................................

....................................................................................................

....................................................................................................

.............................................

....................................................................................................

....................................................................................................

....................................................................................................



	..........................

..........................


	……………………..

.................................

.................................


	……………………………………………..

……………………………………………..

……………………………………………..

……………………………………………..

……………………………………………..



	..........................

..........................


	……………………………………………………………………......

……………………………………………………………………......

……………………………………………………………………......



	..........................

..........................


	……………………………………………………………………......

……………………………………………………………………......

……………………………………………………………………......



	..........................

..........................


	……………………………………………………………………......

……………………………………………………………………......

……………………………………………………………………......



	..........................

..........................


	……………………………………………………………………......

……………………………………………………………………......

……………………………………………………………………......



	..........................
	……………………………………………………………………......



	..........................

..........................


	……………………………………………………………………......

……………………………………………………………………......

……………………………………………………………………......




THE REFERENCE LETTER

Here is a sample reference letter. These are usually written by current or ex-employers.

	Letterhead/company logo


	

	To whom it may concern,

I confirm that  ………………….…(1)………….……….,. worked for me as ………….……(2)…..….……….

from …(3) … to……….. .  She was responsible for ……………(4) ………………..... .

I have found (applicant’s name) to be …….……(5)…………... and ……………………. .

I would have no reservation about recommending (applicant’s name)  for the post of ………..…(6)………..…… and wish her every success. 

If you have any questions about (applicant’s name),  please do not hesitate to contact me.

Yours faithfully,

……………………….(7)………………………
	(1) applicant’s name

(2) job title 

(3) dates of employment

(4) brief details of responsibilities

(5) characteristics

(6) job title applied for

(7) ex-employer’s signature




EXAMPLE ADVERTISEMENT 2

Example of a job offer – CV and cover letter requested.
Reading Comprehension

In the text

EXERCISE 5

· What do you need to apply for this job? 

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

· If you were interested in this job, how would you apply for it? 

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

               _________________________________________________________

Reading Comprehension
You have been asked to send a cover letter.

The cover letter: WHAT IS IT?

	The cover letter accompanies the CV and it introduces the candidate. 

It should not simply repeat information in the CV and it should not be written impersonally. It should reveal additional information and have the power to catch the interest of the recruiter. You should tailor your letter to the job, matching your skills and experience to those required for the job.

The cover letter should be short (maximum 1 page), polite, formal and complement the information given in the CV. 

	IMPORTANT INFORMATION:



	LETTERHEAD
	At the top right, write your name, address and contact details. 
Underneath write the date when you are writing the letter.

	ADDRESSEE
	In the upper left corner of the page write the name, function, organisation and address of the person you are writing to. 

	REFERENCE
	If you are responding to a job offer make sure to include the reference. 

	STRUCTURE / LAYOUT
	Ideally, a cover letter has no more than four paragraphs and should be signed at the bottom (above your printed name). 

	CONTENT
	The content can be divided in three parts:

1. Introduction and personal presentation

2. Motivation, interest, aims and why you would be perfect for the job.

3. Conclusions with references to the enclosed CV. 


EXERCISE 6
Marika wrote a cover letter in response to the above job ad, but her young niece cut it up! Help Marika to put it back together.
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Rewrite Marika’s letter:

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
With reference to the same job advertisement, compose your own cover letter. 

Internet Sites

Internet based exercises: 

1. You can find samples of cover letters online, e.g.

http://www.direct.gov.uk/en/Employment/Jobseekers/Helpapplyingforajob/DG_173634
http://career-advice.monster.co.uk/cvs-applications/free-cover-letter-samples/jobs.aspx
2. Respond to an online job offer requesting a CV and/or cover letter.


Visit http://jobseekers.direct.gov.uk/homepage.aspx?sessionid=b96fed2f-8878-4527-bd6d-425db7f9c607&pid=4
or
http://www.jobs-north.co.uk/
WHAT HAVE I LEARNED IN THIS UNIT?

COMPLETE….

Carer or domestic help sought for elderly disabled person needing 24-hour care. Board and lodging offered. A driving licence is required in order to accompany the person to various places. References preferred. Send a CV to……….








It’s a job ad from a private individual who is looking for a home help for a disabled person.





Family urgently seek carer for an elderly couple who live on their own. Hours of work: 8:30 – 12:00 from Monday to Saturday. 6 month trial period. Experience and references required. Send C.V. and cover letter to Frank Piper, 10 Rose Crescent, Inverness IV1 LLT





I’d like to put into practice what I learnt during my studies in Moldavia, where I did a nursing diploma, with a specialism in caring for the elderly. I feel I have the relevant skills and qualifications for this position.





Marika Pigionu


5/3 Castle Street


Inverness IV1 C9S


Tel. 01463 88734


Mobile. 077987725


Email: marika_pigionu@mail.uk





Frank Piper


10 Rose Crescent


Inverness IV1 LLT





Currently I’m working with a family called Taylor as an au pair. I work part-time in the evenings and am responsible for looking after their three children and helping out with the housework. They are moving abroad in 2 weeks’ time, so my contract will come to an end.





Dear Mr Piper,





I am writing to apply for the position of carer advertised in the Inverness Courrier on 27/09/2012.





I am available for interview during the day and could start work immediately. Please find enclosed my C.V. for your consideration.





I have always enjoyed caring for people and have a special affinity with the elderly. I am often described as warm, considerate, attentive and well-organised.





Yours sincerely,





28 September 2012





Marika Pigionu














HOW TO RESPOND TO A JOB OFFER
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