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Curriculum Vitae

Patrice: CV, actually, stands for ‘Curriculum Vitae’, which is
Latin, actually, it’s Latin, it stands for 'the story of my life'. But
CV is the term people use for a businesslike document, which
tells people what you have done in education, what you've done
at work and, possibly, some of your interests, so that they can
decide whether they might offer you an interview for a job.

Merry: Hi, my name is Merry. I'm a student in London and I'm
doing economics. I have a CV and I'm looking for a job. I hope
to make my CV as perfect as possible to attract as many
employers.

Andreas: Hi, I'm Andreas. I'm a student in London. I've been in

London for 3 and a half years. I'm looking for a job at the
moment.
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Get your CV noticed

Emma: How long do you spend looking at each one?

John: It could be as little as 10 seconds. It could, for a serious
look, be 2 minutes, but it is seldom going to be more than 2
minutes. And the impact has got to be made, generally, in the
first minute.

Emma: Not long at all.
John: No.

Emma: How else can you get your CV noticed when it's sitting
with, say, a pile of others on your desk?

John: The standard technique, which is to use an exciting
coloured paper, is probably very helpful, provided it's not a
colour you can't photocopy from later. And also, very important,
legible typefaces, if it's typed rather than

handwritten.

Vocabulary

Curriculum Vitae - néletrajz
actually - valdjaban, ténylegesen
Latin - latin (nyelv)

term - kifejezés

businesslike - itt: hivatalos
document - dokumentum
education - oktatas, iskolaztatas
at work - munkéaban, munkahelyen
possibly - valoszintileg

to decide - elhatarozni, eldonteni
to offer - felajanlani, felkinalni
interview - felvételi beszélgetés
(allasért)

job - munka, munkakar, allas
student - diak

economics - kozgazdasag(tan)

to look for - keresni

perfect - tokéletes

to attract - vonzani

employer - munkaltat6, munkaado

Vocabulary

to notice - észrevenni

to spend - id6t tolteni, pénzt kdlteni

to look at - vmit megnézni

serious - komoly

seldom - ritkan

impact - hatds, benyomas

How else ... - Miképp mésként ...

a pile of - (egymasra tornyozott) koteg,
halom

desk - asztal, irdasztal

standard - szokvanyos, bevett,
megszokott, altalanos

technique - technika, modszer, megoldas
exciting - izgalmas

coloured - szines

photocopy - fénymasolat

legible - olvashato

typeface - betiitipus

to type - gépelni

handwritten - kézzel irt, kézirasos
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Shall I put my grades down?

Andreas: How about results? Because my results are not
brilliant. Do I need to put them in my CV?

Patrice: I think, that's something that I get asked more
frequently than almost any other question. Because not all of us
are brilliant ‘A’ students, are we? So, obviously, one of the best
things to do, if it's a CV, is to put your best foot forward. Now,
for some jobs it's going to be very important to put your results,
whether they're bad or good, because the jobs that you may be
applying for will require you to take further examinations. And
I'm afraid they will need to know what your results are.
However, it's perfectly in order not to put your grades down.
That’s a choice that you make. But, you will probably get asked
about them if you get an interview.
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Skills and abilities

Merry: My skills and abilities - because I made my CV skill-
based, more skill-based, and I put - the first point is IT and
communication, because, I think, nowadays the employers look
for IT and communication skills. Then, planning and organising,
business skills, writing skills, research, and after that teamwork
and adaptation and flexibility.

Patrice: You said you were assistant market researcher, you
attended new products' presentations, you said what you've
done - but you haven't said what you’ve learned from the job.
You could quantify it a little bit more in that way, I think,
perhaps.

Vocabulary

to put down - leirni, irasba foglalni
grade - itt: vizsgajegy, fokozat
result - eredmény

brilliant - ragyog0d, nagyszerti

to put in sg - betenni, belefoglalni
frequently - gyakran

question - kérdés

‘A’ student - jeles tanuld
obviously - nyilvanvaléan

to put your best foot forward - legjobb

oldaladrol bemutatkozni
job - allas, munkakdor
to apply - folyamodni vmiért

to require - megkovetelni, megkivanni

further - tovabbi

examination - vizsga, vizsgalodas
perfectly - tokéletesen

in order - rendben

choice - valasztas, valaszték
probably - valosziniileg
interview - felvételi beszélgetés

Vocabulary

skills - készség, jartassag (tbsz)
abilities - képességek

CV - onéletrajz

skill-based - készségeken alapulo
IT- informacidtechnolégia,
szamitastechnika
communication - kommunikacio
nowadays - manapsag

planning - tervezés

organising - szervezés

business skills - {izleti jartassagok
halmaza

writing skills - iraskészség, fogalmazasi

készség

research - kutatas

teamwork - csapatmunka
adaptation - itt: alkalmazkodasi
képesség

flexibility - rugalmassag
assistant - itt: segéd-

market researcher - piackutatd
to attend - részt venni vmiben, jarni
vhova

products’ presentation -
termékbemutato

quantify - szamszertsiteni, itt:
kibéviteni
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Work experience

John: Vacation jobs - very important, and things that you were
elected to at college - if your peer group has elected you or even
if the teaching staff have chosen you to do something. That's a
substitute for having work experience.

Emma: Right, and it shows leadership quality and things like
that.

John: Yes - and if the vacation jobs have done well and they
invite you back next year - again, that’s almost as good as a re-
hiring decision in a totally normal work sample.
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A covering letter

Personnel Department

Brown Marketing Company Ltd.
21 Liverpool Street

London EC2

25th July 2002
Dear Mr Brown,

Re:TMA/125/BR

I'd like to apply for a position as a trainee marketing assistant,
as mentioned in The Herald newspaper. I've been interested in
working in marketing for many years, and have had two weeks’
work experience with Jones Marketing Company. In addition to
my growing knowledge of marketing, I can offer many skills, for
example, computer and IT skills.

I am available for interview from 10th September and look
forward to hearing from you.

Yours sincerely,
John Mortimer
Checklist:

* Keep your letters one page long

Vocabulary

work experience - munkahelyi gyakorlat
vacation job - nyari munka

peer group - a veliink egyidds
korcsoport, tarsaink

teaching staff - oktatoszemélyzet, tanari
testiilet

substitute for sg - vmit helyettesitd
leadership - altalaban: ihletett vezetoi
magatartas

quality - tulajdonsag, vonas

to invite - meghivni

re-hiring - 0jbol alkalmazni (4llasban)
decision - dontés

work sample - itt: munkahelyi minta
(felmérésnél)

Vocabulary

covering letter - kisérélevél
personnel - személyzeti osztaly,
személyzeti (mn)

department - osztaly

marketing - piaci értékesités, marketing
company - vallalat

trainee - betanulo

assistant - segéd-

to mention - megemliteni

to be interested in - érdekl6édni vmi
irant

work experience - munkahelyi gyakorlat
in addition to - vmin kiviil, vmin feliil
to offer - kinal, ajanl

skills - készség, jartassag

IT skills - szamitogépes jartassagok

to be available - elérhetd, hozzaférhet6
to look forward to - varakozassal
tekinteni vmi elé (levélformula)
checklist - ellendrzendok listaja
Yours sincerely - tisztelettel (cimzett
nevének ismeretében)

Yours faithfully - tisztelettel (ha a
cimzett nevét nem ismerjiik)

to quote - idézni, itt: megadni
reference number - hivatkozasi szam,
iktatasi szam

signature - alairas

to print - nyomtatni, itt: nyomtatott
bettikkel kiirni

copy - masolni, fénymasolni

* Write to a named person - Dear Mr Smith or Dear Mrs Brown - and end the letter "Yours

sincerely"

* If you don't know the name of the person you're writing to - write the letter to "Dear Sir or

Madam" - and end it with "Yours faithfully"

* Quote any reference numbers

* Under your signature, print or write your full name

* Always keep a copy, so you can check it before an interview
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Covering letters - your good points

John: They are desperately important. The covering letter has
got to earn readership for the CV. And many employers, many
consultants, many employment agents read to reject - they only
read until the point they find something they can reject you for.
I'm not joking - it's a problem I had many years ago.

John: So, you need to keep every document saying positive
things, true things that you're proud of, and your excellences,
your good points must come out, not necessarily by
exaggerating them, but just by mentioning them. We didn't,
when I was young, put languages into the CV - now it is very
important. You might even get a new job just because you are
fluent in some obscure dialect.
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Keep it businesslike

Merry: If I say really, really nice things about your company -
will you think that I'm being truthful, or am I just trying too
hard?

Mike: Well, you have to be careful because - bearing in mind
that people working in that company probably still look forward
to the end of the day and going home - and they question your
motivation if you seem adoring of the company and so keen to
join it for no other reason than the fact that it's a company
working in a certain domain. So, keep it businesslike and avoid
the words "love" or "would really, really like to" or overstressing.
“Like"” is a very effective word, which sums it up nicely - which is
also... it's personal, but it can be businesslike as well.

Vocabulary

covering letter - kisérolevél

good points - elonyos, az illetd mellett
sz616 szempontok

desperately - kétségbeesetten, itt:
nagyon (nyomaték)

important - fontos

to earn - keresni, kiérdemelni
readership - olvasotabor, itt: olvasoi
figyelem

employer - munkaltatd

consultant - tanacsado

employment agent - allaskozvetitd
igynok

to read to reject - itt: elutasito
szandékkal olvasni

to joke - viccelni

document - okmany, irat, dokumentum
positive - pozitiv

to be proud of - biiszkének lenni vmire
excellences - itt: kivalo, kiemelkedd
adottsagok

necessarily - sziikségképpen

to exaggerate - tilozni

to mention - megemliteni

language - nyelv

CV - onéletrajz

fluent - foly¢kony (nyelvtudas)
obscure - homalyos, itt: alig ismert
dialect - nyelvjaras

Vocabulary

businesslike - targyszeri

truthful - 6szinte

to try too hard - talsagosan igyekezni
careful - 6vatos

to bear in mind - észben tartani

to look forward to - itt: 5rommel varni
question - kérdés

motivation - motivacio

to adore - imadni

to be keen to do sg - lelkes, odavan
azért, hogy csinalhasson vmit

domain - teriilet

to avoid - elkeriilni vmit

to overstress - tilhangsulyozni
effective - hatékony, hatasos

to sum up - dsszegezni

personal - személyes (hangvételit)
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An ideal candidate for a job

Vox pops: Open, communicative, curious. Somebody who’s
hard working, somebody who has strong and consistent
academic qualifications, a team player who's got necessary
leadership qualities. Enthusiastic, full of energy, friendly

Vox pop: Open, communicative, a team player who's got
necessary leadership qualities - very receptive to new ideas,
very aware of different ways of seeing things, you know, willing
to accept new ideas.

Advert: Applicants must have a strong command of language.
Confident, articulate person required
Do you have a proven academic record?
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Action words

Mike: Well, given that generally you have a short amount of
space to put yourself across, it's important you use action words
- words that link well, words that are 'doing' words, that show
what you've managed to achieve and how you've done it. And
they could include any in a number, such as, acquired, achieved,
appraised, authorised, established, expanded. There are very
many words which can be used and they come across well on
paper; they are doing words and they add movement and flow
to what you've written.

Acquired: I acquired new computer skills

Achieved: I achieved my objectives

Appraised:I appraised a new IT project.

Authorised: I authorised new working procedures

Established: I established a good working relationship with my
colleagues

Expanded: I expanded my horizons

Vocabulary

open - nyitott (személyiség)
communicative - j61 kommunikalo
curious - kivancsi (természetit)

hard working - keményen dolgozd, jol
teljesitd

consistent - itt: meggy6z6

academic - iskolai/tudomanyos
qualifications - itt: végzettség (tbsz)
team player - (jO) csapatjatékos
necessary - sziikséges

leadership qualities - (ihletett) vezet6i
képességek

enthusiastic - lelkes

full of energy - tele van energiaval
friendly - baratsagos

receptive - fogékony

to accept - elfogadni, itt: befogadni
applicant - jelentkez06, folyamodo
strong command of language - j6
nyelvismeret

to require - kivanni, megkivanni vmit
proven academic record - bizonyitott
(tudomanyos) teljesitmény

Vocabulary

action words - cselekvést jelold szavak
short amount of space - kevés a hely
vmihez (tirlapon)

to put yourself across - itt: bemutatni
magadat

important - fontos

doing - itt: cselekvést sugallo

to manage - iranyitani, menedzselni

to include - magaba foglalni, itt:
szerepeltetni

to acquire - elsajatitani

to achieve - elérni

to appraise - értékelni, felbecsiilni

to authorise - engedélyezni, jovahagyni
to establish - alapitani, l1étrehozni

to expand - béviteni

movement - mozgas, itt: mozgalmassag
flow - itt: gordiilékenység

computer skills - szamitogépes
ismeretek

objectives - célkitiizések

working procedures -
munkafolyamatok

working relationships - kapcsolat a
munkatarsakkal

colleague - kolléga, munkatars

horizon - horizont, 1atokor
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Bullet points and underlining

Mike: Bullet points are very effective because they put the
information down in a very clear and easy way to read and it
takes away the need to have long flowing sentences using
linking words. So, I think, bullet points can certainly be
recommended, highly recommended.

Mike: I think it's probably best to avoid underlining points
because it can seem overstated. Using bold characters can be
useful for the interviewer or the person reading the application
form. However, it

certainly shouldn't be overused, and limited to one or two points
on a page, and it has to be something that's very important that
you are trying to get across, because using bold text will stand
out immediately.
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KISS

Where possible, don't attach any additional sheets, as the form
is designed to be completed and there should be enough space
for all the relevant information on it. And remember the
acronym KISS, which is short for: “Keep It Short and Simple”.

Try and use up all the space and make sure you photocopy the
original form and practise many times over. Don't use too many
words where a few will do. Always keep the English as simple as
you can and to the point.

managed: I managed a team
oversaw: I oversaw the project
re-organised: I re-organised the filing system

Vocabulary

bullet points - alpontok

underlining - alahtizas

effective - haté¢kony, hatasos

clear - vilagos

easy - itt: konnyen kovethetd

need - sziikséglet

flowing - itt: tekervényes, cirkalmas
sentence - mondat

linking words - kotészavak

to recommend - ajanlani

probably - valésziniileg

best - legjobb

to avoid - elkeriilni

to overstate - tilhangstlyozni

bold characters - kovéren szedett betiik
interviewer - felvételi beszélgetés
bonyolitdja

application form - jelentkezési tirlap
to overuse - til sokat hasznalni

to limit - korlatozni

to get across - itt: atadni, kozvetiteni,
kommunikalni

bold text - kdvéren szedett szoveg

to stand out - kiemelkedni a
hattérbol/kornyezetbol

immediately - azonnal

Vocabulary

possible - lehetséges

to attach - csatolni

additional - tovabbi

sheet - lap, oldal

form - Girlap

to design - tervezni, kialakitani

to complete - befejezni, itt: kitolteni
space - {ir, hely

relevant information - fontos, odavago
informacio

acronym - betlisz6

KISS - 1d. alabb

Keep it short and simple - Csak réviden
és egyszerten!

to use up - felhasznalni

to photocopy - fénymasolni

original - eredeti

to practise - gyakorolni

many times over - sokszor ujra meg ujra
to use - hasznalni

to be to the point - célratoronek lenni
(irasban)

to manage - iranyitani, menedzselni

to oversee - irdnyitani, ellenérizni
(folyamataban)

re-organise - atszervezni, atalakitani
filing system - iktatasi, irattdrozasi
rendszer
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An interview - how to prepare yourself

Emma: John, what can Merry expect when she goes for her
interview? And how best can she prepare?

John: There are two answers to that. First, to do things like
getting hold of a job description; second, do lots of research
about the company - find out anything, possibly going round
shops, looking at their products, possibly looking at the press,
the financial press.

John: Usually, if there is an ad of any kind, they’ll say what they
want; what competencies, what personal skills, what personal
characteristics, what background, languages - lots of things that,
if they're any good, they will have told the candidate
beforehand.

14

An interview - what to wear

Emma: The other thing I was going to ask about was clothing. I
mean, it’s particularly, I think, difficult for women to choose.
What kind of things should a woman dress in?

John: Bit of research necessary there. If the organisation
belongs to a particular sector, or a particular dress code is
appropriate, it may be that just standing outside the building the
previous day, and seeing what the staff wear, if you've got time.

Emma: Oh, what a good idea, what a good idea!
John: Because there's a dramatic difference between places

where everybody's in suits and places where everybody's looking
scruffy.

Vocabulary

interview - felvételi beszélgetés

to prepare - itt: felkésziilni

to expect - elvarni vmit

to get hold of sg - beszerezni vmit
job description - munkakori leiras
research - kutatas

company - vallalat, cég

product - termék, aru

press - sajto

financial press - pénziigyi sajto
ad, advert, advertisement - reklam,
hirdetés

competencies - jartassagok
personal skills - személyre szabott
képességek

personal characteristics - személyes
jellemvonasok

background - hattér

language - nyelv

candidate - jelolt

beforehand - kordbban

Vocabulary

interview - felvételi beszélgetés

to wear - hordani, viselni

clothing - 61t6z¢k

difficult - nehéz

to choose - vélasztani

to dress - 61tozni, 0ltozkodni
research - kutatas

organisation - szervezet

particular - kiilonds, bizonyos
sector - gazdasagi agazat, szektor
dress code - a ruhazkodast illetd
illemkodex

appropriate - megfeleld, helyénvalo
previous day - el6z6 nap

staff - személyzet, munkatarsi garda
dramatic difference - dramai kiilonbség
suit - 6ltony

scruffy - dpolatlan, gytirtt ruhazata
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What an interviewer is looking for

Bill: Obviously, we're looking for good interpersonal skills. Also,

creativity - because we're looking for someone who will have lots
of good ideas around a particular product or product range, or a

set of services. So - creativity, flair, good personality - those are
the kinds of things we're looking for.

Bill: There’s one question - really, an opening question - it's
kind of intended to get behind the CV, and get to the real
person. It's a simple question - why don’t you tell me a bit
about yourself. Most candidates go into a panic at this stage.
“What on earth does he want?!”

Bill: What I'm really looking for is a little overview. I'm really
interested in the broader aspects of you so, interests, family,
just a little bit. And so, most candidates I would advise them to
prepare a two-minute overview of themselves. So, two minutes,
a bit about you. You're telling your story.
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Never criticise your former employer

Bill: This is a tricky area in interviews. The conventional wisdom
is that you should never criticise a former employer or teachers
or whatever. But, of course, that’s difficult if you're also going to
be honest. And sometimes you’ll be asked a question about your
former employer, for example, which if you're to answer it
honestly, involves some explanation and maybe some criticism.
I think, if you find yourself in that situation, it's important to let
the interviewer know that you know it’s not good practice but
you don’t have a choice.

Vocabulary

interviewer - a személyzeti beszélgetést
bonyolitd személy

to look for - keresni vmit, kutatni vmi
utan

obviously - nyilvanvaléan
interpersonal skills - tarsas
kapcsolatokban tanusitott készségek
creativity - kreativitas, teremtokészség
particular - itt: egy bizonyos

product - termék, aru

product range - termékvalaszték
service - szolgaltatas

flair - tehetség

good personality - kellemes egyéniség
to intend - szandékozni

to get behind - itt: vmi mogé nézni

to go into a panic - panikba esni

at this stage - ebben a szakaszban
What on earth ... - itt: Mi a csudat ...?
overview - attekintés

to be interested in - érdekl6édni vmi
irant

broader aspects - szélesebb szempontok

Vocabulary
to criticise - biralni, kritizalni
former employer - korabbi munkaltato
tricky area - “razos teriilet”
interview - felvételi beszélgetés
conventional - hagyomanyos
wisdom - bolcsesség
honest - becstiletes
sometimes - né¢ha
question - kérdés
explanation - magyarazat
criticism - kritika, biralat
situation - helyzet
important - fontos
interviewer - felvételi beszélgetést
bonyolitd személy
good practice - jo, bevalt gyakorlat
to have a choice - valasztasi
lehet6séggel birni
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The big day

Merry: This is the day, the big day, the morning of my
interview. I'm feeling a bit nervous, but excited about this
coming interview. I've already tried to prepare everything that I
think I should do, like the thing about the questions that the
interviewer will ask me, and also about examples that I can give
to him or her, and try to prepare everything about the suits I
need to wear or the shoes, and make sure that everything's
right, and also about the address that I need to go, just make
sure that I won't be late.

Merry: Hello, good morning. My name is Merry; I'm supposed to
have an interview with Bill Pitcher.

Secretary: He'll be with you in just a few minutes; if you'd like
to go and wait in that room.

Merry: Thank you very much.

Bill: Can you tell me something about your different subjects at
school; what were your best subjects?

Merry: I love economics because I think it's very interesting and
I just find that sometimes it's very relevant to what's the
world's... I mean, the world's economy. The more that I get into
the economics tools and everything the more I'm very
interested. And actually, for my best subject at University, you
mean?

John: That's not unusual. A lot of people hear the question they
want to hear, or the one they've researched for, not the one the
interviewer actually asked. So it's desperately important to listen

Vocabulary

the big day - “a nagy nap”
interview - felvételi/személyzeti
beszélgetés

nervous - ideges

excited - izgatott

to prepare - elokésziteni, felkésziilni
question - kérdés

interviewer - felvételi beszélgetést
bonyolitd személy

example - példa

suit - 6ltony

to wear - hordani, viselni

shoes - cip0 (tbsz)

address - (lak)cim

to make sure - gondoskodni vmirdl,
biztositani vmit

to be late - elkésni, késve érkezni
he’ll be with you in a minute - kb:
mindjart fogadja Ont

different - kiilonb6z6

subject - targy, tantargy

economics - gazdasagtan
interesting - érdekes

relevant - témaba vago, odailld, relevans
economy - gazdasag

unusual - szokatlan

to hear the question - meghallani a
kérdést

to research for - kutatni vmi utan
to be desperately important - vmi
nagyon fontos (nyomaték)

to work out - kidolgozni vmit, itt:
kikovetkeztetni

context - 6sszefliggés, kontextus

to phrase - megfogalmazni

and try and work out the context in which the interviewer is asking. Sometimes the interviewers

don’t phrase it very well, either.
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The questions

Bill: Market research is quite analytical. Some contact with
people, but a lot of analysis, data analysis - in a way, we could
say that’s more of a desk job. And marketing - much more
involved with customer organisations - often a different kind of
person going into a marketing role, a more outgoing personality.
Thinking about that, if you have a choice, which route would you
prefer to go?

Merry: If I have a choice, I think, I would like to go into
marketing more, because I think I love interacting and dealing
with people - customers and everything. But why I put market
research as my interest as well, because I don't mind a desk
analysis but I'm sure that in marketing also you need analytical
tools to understand the data and the information.

Vocabulary

question - kérdés

market research - piackutats
analytical - elemz0, analitikai

contact - kapcsolat, érintkezés
analysis - elemzés, analizis

desk job - irodai/asztalnal végzett
munka

customer organisation - fogyasztoi
szervezet

personality - személyiség

route - utvonal

to prefer - elényben részesiteni

to interact - tarsas kapcsolatokra 1épni
to deal with - foglalkozni vmivel
desk analysis - “asztalnal” végzett
elméleti munka

analytical tool - az elemzéshez hasznalt
eszkoz
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Let's imagine...

Bill: Let’s imagine for a minute you've been successful and
someone’s employed you in a marketing role. They have a new
product that they want to launch on the market. How would you
tackle that? What kind of questions would you ask? What kind of
ideas might you have? It's a new washing powder.

Merry: I think, first of all, you have to research the market or
maybe the competition from other producers of washing
powders, and also you have to know what kinds of qualities the
customers are looking for in washing powder, and also the price,
how you should price the new products and how different is this
product from other products.
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How would you handle an angry client?

Bill: How would you handle that kind of conversation?

Merry: I would say that I'm very sorry about what’s happening
to their clothes, the damage - and we would like to compensate
the customer for the damage that has been caused.

Bill: And in saying sorry, of course, you're kind of accepting
responsibility for this damage. But we don't really know whether
the washing powder caused it or the washing machine. So, I'm
wondering, is there another... is there something else you could
do in there when you're trying to calm them down. Is there
something else you could do?

Merry: Maybe I would ask why this thing happened. What

Vocabulary
to imagine - elképzelni
successful - sikeres
to employ - alkalmazni
marketing - marketing, piaci értékesités
product - termék, aru
to launch - itt: terméket piacra bocsatani
to tackle - megbirkozni vmivel, kezelni
vmit
question - kérdés
washing powder - mosopor
research - kutatas
market - piac
competition - verseny
producer - gyarto
quality - mindség
customer - vasarlo
to look for - keresni vmit
price - ar

Vocabulary

to handle - banni vmivel, kezelni vkit
angry - mérges, dithos

client - tigyfél

conversation - beszélgetés

clothes - ruhdk (tbsz), ruhanemit
damage - kar

to compensate - karpotol

customer - vasarlo

to accept - elfogadni

responsibility - felel6sség

washing powder - mosépor
washing machine - mosogép

to wonder- tiin6dni vmin

to calm - megnyugtatni, lecsillapitani
to happen - torténni

actually the customer did with the washing powder and the clothes - yes, just trying to get some

more information about this.
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Your strengths and weaknesses
Bill: What do you see as your strengths and weaknesses?

Merry: I possess strong communication skills, written and
spoken - written as shown in all my coursework. I've been
granted either merit or distinction for all of my homework,
exercises and assignments. And spoken - as I say, I actually
work as a fund-raiser - it really needs strong communication
skills to actually persuade people to donate money. And so I
possess very great interpersonal skills - because, as I put on my
CV - I have been very involved in lots of extra-curricular
activities.

Bill: And weaknesses?

Merry: Actually, I'm very, very bad with names - I cannot really
remember people's names. But now I'm getting better because
I'm just trying to put down the contact number or the names, so
I can remember better next time.
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Do a good selling job!

Merry: I think, everything went quite well and the interviewer
was quite nice, as well. And also, that I've already practised the
examples that I should give to the interviewer, but somehow I
felt that I need more practice in it, and I need to master the
examples.

Bill: I thought Merry interviewed very well. Her English was
relatively easy to understand even though there is some accent
there. She was a little nervous. I think she didn't move her body
very much. She sat quite still - and her hands showed her
nervousness a little bit; she was kind of gripping her fingers, but
she maintained good eye contact throughout the interview-
which is important and I thought she did a very good selling job,
in putting her experience into the answers.

Vocabulary

strength - ersség

weakness - gyengeség

to possess - birni vmit
communication skills - kommunikativ
készségek

written skills - iraskészség

spoken skills - beszédkészség
coursework - iskolai, évk6zi munka
to grant - megad, megitél itt: jegyet
merit - érdem, dicséret

distinction - kimagaslo mindsités
homework - hazi feladat

exercise - gyakorlat, iskolai feladat
assignment - megbizas, iskolai feladat
fundraiser - pénzt gy(ijtd személy

to persuade - meggydzni

to donate - adomanyozni
interpersonal skills - tarsas
kapcsolatokra valo képességek

to be involved in - foglalkozni vmivel
extra-curricular activities - iskolai
orakon tuli foglalkozasok

to remember - emlékezni vmire
contact number - telefonszam
elérhetdség céljara

Vocabulary

selling - eladas

job - munka, allas

interviewer - felvételi beszélgetést
bonyolité személy

to practise - gyakorolni

example - példa

to master - vmit mesteri fokon csinalni,
elsajatitani

accent - akcentus, idegenszer kiejtés
nervous - ideges

to grip - megfogni, megszoritani
finger - ujj

to maintain - fenntartani

eye contact - szemkontaktus
throughout - itt: mindvégig
interview - felvételi beszélgetés
important - fontos

experience - tapasztalat
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Turn the question round
Bill: What do you see as your strengths and weaknesses?

Merry: I possess strong communication skills...*["Great! I've
already expected this question, and I've already practised it, I
even practised it in front of the mirror, just to make sure that I
say it at the right tone and the right feeling"]. ...and it really
needs strong communication skills to actually convince people to
donate money

to the LSE or cancer charity. *["Oh dear! I think I've been
talking too much; he looks a bit bored"].

Bill: And weaknesses?

Merry: Actually, I'm very, very bad with names. I cannot really
remember peoples' names, but now I'm getting better because
I'm just trying to put down the contact number or the name so I
can remember better next time.

Bill: Most people answer with their strengths first, and try to
forget about weaknesses, hope that the interviewer will forget
about them, too... I think it would be better next time to answer
the question the other way round. Tell me about your weakness.
If you'd done that and then moved on to your strengths, then
you would've left the answer on a high note, instead of on a low
note. So, I think, there's good advice for most candidates, to
turn the question round.
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Body language

Bill: I think, things like folding your arms, leaning back,
sprawling in the chair, hands behind head, looks very kind of
patronising and dismissive. So, I think, those are the kind of
things to avoid. And, maintaining a fairly open posture with good
eye contact. Using your hands when you talk is a good sign; it's
a sign that you're relaxed.

Bill: Body language is important if you pick up that the
interviewer has stopped listening, and there are some clues
there: one of them is that the interviewer, sort of, breaks eye
contact and looks away, and continues to look away, maybe
looking in the distance. If they've had their pen in their hand,
and they've put it down, or put it away. If they've folded their
arms, if they've closed their eyes, if they've gone to sleep,
certainly! I'm joking - but there are lots of clues in their body
language, which tell you that they've stopped listening. And if
they've stopped nodding their head. If I've stopped nodding, I've
probably stopped listening.

Vocabulary

strength - ersség

weakness - gyengeség

to possess - birtokolni
communication skills - kommunikativ
készségek

to expect - varni, elvarni

question - kérdés

to practise - gyakorolni

in front of - vmi el6tt

mirror - tiikor

to make sure - biztositani vmit
right tone - megfelelé hangzas
right feeling - megfeleld érziilet

to convince - meggy06zni

to donate - adomanyozni

LSE - London kozgazdasagi egyeteme
cancer - rak

charity - jotékonysagi szervezet

to be bad with - bajban lenni vmivel
to remember - emlékezni

to put down - leirni, feljegyezni
contact number - telefonszam
elérhetdség céljabol

the other way round - forditva

to leave on a high note - optimista
kicsengéssel végzodni

low note - pesszimista kicsengés
advice - tanacs

Vocabulary

body language - testnyelv

to fold - 6sszehajtani, itt: kart keresztbe
tenni

arm - kar

to lean - hajolni

to sprawl - elterpeszkedni

to patronise - lekezelden banni vkivel
dismissive - lekezeld

to avoid - elkeriilni

to maintain - fenntartani

posture - testtartas

eye contact - szemkontaktus

to relax - ellazulni

to pick up - felvenni, itt: észrevenni
interviewer - a felvételi beszélgetést
lefolytatd személy

clue - aruld jel

to break - megtorni, félbehagyni
distance - tavolsag

to put away - eltenni

to go to sleep - elaludni

to joke - tréfalni

to nod - bologatni
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Take time and trouble

Bill: What I'm looking for is a candidate who's taken the time
and trouble to prepare for the interview and to, maybe, put
together some questions as a demonstration of their interest in
the job.

You know, you can usually find something left, which says: "I've
done my preparation here, I've thought about it, I've thought
about the company. If you employ me, I'm a thoughtful person”
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Non-verbal signals

John: The non-verbal signals which pass across a table, or pass
between two people are, actually, more important than the
verbal ones, and the people receiving the signal may not even
know how important it is. So, if you, as the interviewee, get the
body language right. You lean towards the interviewer, you point
your legs and arms toward them, you mimic the interviewer's
body posture. All that implies that you're getting on with them.

Bill: So, it's good practice to look at the questioner and then, in
turn, to have some eye contact with each of the other panel
members. This makes them feel as if they're participating all the
way through and not feeling left out.
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Feedback

Merry: It's a very good idea to, after the interview, to just write
down everything that they've asked, and also to call them up for
the feedback, even though, maybe you get rejected, and
sometimes you just feel that 'Oh, I just don't want to remember
any more, this interview was horrible; I don't have anything to
do with it anymore'. But, you need to be... to improve your
interview skills and to learn from the mistakes that you have
made in the interview.

Vocabulary

to look for - keresni vmit

candidate - jelolt

to take the time - raszanni az id6t

to take the trouble - venni a faradsagot
to prepare - elkésziteni, felkésziilni
interview - felvételi beszélgetés

to put together - 6sszerakni

question - kérdés

demonstration - bizonyitas

job - allas

preparation - elokészités

to think about - gondolkodni vmi feldl
to employ - alkalmazni

thoughtful - figyelmes

Vocabulary

non-verbal - nem verbalis

sign - jel

important - fontos

to receive - kézhez venni, kapni
interviewee - felvételizo, a személy, akit
kérdeznek

body language - testnyelv

to lean - hajolni

to point legs and arms - itt: kezet, labat
a beszelotars felé forditani

to mimic - utanozni

body posture - testtartas

to imply - sugallni

to get on with sy - kijonni vkivel

good practice - helyes, bevalt gyakorlat
questioner - kérdezo

eye contact - szemkontaktus

panel - itt: felvételiztetd bizottsag
member - tag

to participate - részt venni

to leave out - kihagyni

Vocabulary

feedback - visszajelzés

idea - otlet, gondolat

interview - felvételi beszélgetés

to reject - visszautasitani

horrible - borzalmas

to improve - javitani

interview skills - felvételi készségek
mistake - hiba
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How did you - get that job?

Keith: I was a teacher and I was getting a bit fed up because I'd

been doing that job for 13 years. And I saw an advertisement in
the newspaper for a BBC training scheme and I applied for that
and I didn't get it. And they told me after the interview that the
reason I didn't get it was because I didn't have, really, any
proper radio experience. So, I went away and I went to the local
radio station where I lived, and I did some volunteer work. And
then, about six months later, a job as an education radio
producer was advertised in the paper. I applied for the job, I
went for an interview and ...I got that job!

Elizabeth: You got that job! Great!
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How did they - get that job?

Dave J.: I was working here as a clerk and I'd been doing that
for three years and I wanted something different and I was
seeing lots of studio managers coming into my office and I
thought - 'this is .. that's the job for me'. And I applied. And
when I went to the first interview, I overslept. And I...I didn't
make it. And I was ashamed and I rang up and said I wasill,
which was appalling, really. But when I went to the second
interview, which was six months later, I got that job!

Elizabeth: Great. Did you put the alarm clock on for the second
interview?

Dave J.: Yes!

Elizabeth: Good idea!

Vocabulary

to get a bit fed up - kicsit kezd elege
lenni vmibo6l

advertisement - hirdetés

training scheme - képzési program
to apply - felvételizni, folyamodni
vmiért

reason - ok

proper radio experience - megfeleld
radi6s gyakorlat

local radio station - helyi radidallomas
volunteer - 6nkéntes

Vocabulary

clerk - tisztviseld

different - eltérd

studio manager - hangtechnikus
office - iroda

to apply - allasért folyamodni
interview - felvételi beszélgetés
to oversleep - elaludni (késén ébredni)
to be ashamed - szégyellni magat
to ring up - felhivni vkit
appalling - elképeszto

alarm clock - ébresztGora

to suggest - javasolni

to send - kiildeni

audition - meghallgatas

David T.: A friend of mine suggested that I send a tape to BBC English. So, I sent a tape in, to
BBC English, just at the right time, 'cos it happened that they were looking for somebody. I came

and did the audition and started the next month. I got that job.
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He got that job, too!

David Wilkins: I was working in a firm of accountants, and I'd
worked there for 20 years or more. And during the recession
there were several rounds of redundancies in that company.
And, unfortunately, on the third round I was made redundant
and I lost my job. I spent several weeks looking at the adverts
in the paper and I sent lots of letters to companies trying to get
another job. And then, by chance, I was quite lucky, one of the
...my old bosses knew of a vacancy. And I went along to see the
Managing Director and because I'd been recommended - I got
the job!

Vocabulary

firm of accountants - konyvel6cég
recession - recesszio, gazdasagi
visszaesés

several rounds - tobb kor, tobb forduld
redundancy - elbocsatas

company - cég

unfortunately - sajnos

third round - harmadik kor, harmadik
fordulo

I was made redundant - elbocsatottak
lost my job - elvesztettem az allasom
advert - hirdetés

by chance - véletleniil

boss - fonok

vacancy - lresedés

Managing Director - vezérigazgatod

to recommend - ajanlani



