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Un i t  1  - Research  and  Prepara t ion

Listening Exercise:  Recognize job application 
              stages through audio examples

Ident i fy  key stages in  the job appl icat ion process and 

understand associated vocabulary.

A.  Researching Job Opportunit ies         
B.  Preparing a  CV
C.  Writ ing  a  Cover Letter                       
D .  Submitting an  Appl ication

E.  Preparing for  an  Interview 
F.  Attending an  Interview
G.  Fol lowing Up After  an  Interview



Un i t  1  - Research  and  Prepara t ion

Identify  key stages in the job applicat ion process 

and understand associated vocabulary.

1.  “I ’m searching online job boards to find openings that fit  my skills and qualifications.”

2.  “I ’m drafting a cover letter  to explain why I ’d be a good fit  for  the company.”

3.  “I ’m uploading my CV and cover letter  to the company’s website to apply for  the position.”

4.  “I ’m adding my latest work experience and skills to my CV to make it  stronger.”

5.  “I ’m practicing responses to common interview questions to get ready for  my interview.”

6.  “I ’m reviewing my notes and dressing professionally because my interview is later today.”

7.  “I ’m writing a thank -you email  to the interviewer to express my appreciation for  the opportunity.”

a.  Researching Job Opportunities         
b.  Preparing a CV
c.  Writing a Cover Letter                      
d.  Submitting an Appl ication

e.  Preparing for an Interview 
f .  Attending an Interview
g.  Fol lowing Up After an 
Interview



Un i t  1  - Research  and  Prepara t ion

Identify  key stages in the job applicat ion process 

and understand associated vocabulary.

pause if you need more time

a.  Researching Job Opportunities         
b.  Preparing a CV
c.  Writing a Cover Letter                      
d.  Submitting an Appl ication

e.  Preparing for an Interview 
f .  Attending an Interview
g.  Fol lowing Up After an 
Interview

1.  “I ’m searching online job boards to find openings that fit  my skills and qualifications.”

2.  “I ’m drafting a cover letter  to explain why I ’d be a good fit  for  the company.”

3.  “I ’m uploading my CV and cover letter  to the company’s website to apply for  the position.”

4.  “I ’m adding my latest work experience and skills to my CV to make it  stronger.”

5.  “I ’m practicing responses to common interview questions to get ready for  my interview.”

6.  “I ’m reviewing my notes and dressing professionally because my interview is later today.”

7.  “I ’m writing a thank -you email  to the interviewer to express my appreciation for  the opportunity.”



Un i t  1  - Research  and  Prepara t ion

Identify  key stages in the job applicat ion process 

and understand associated vocabulary.
Answers

Answers will be revealed in 10 seconds 

pause or replay if you need more time



Un i t  1  - Research  and  Prepara t ion

Identify  key stages in the job applicat ion process 

and understand associated vocabulary.

1.  
2.  
3.  
4.  
5.  
6.  
7.

Answers

a. Researching Job Opportunities            
c . Writing a Cover Letter
b. Preparing a CV                      
d. Submitting an Application
e. Preparing for an Interview               
f.  Attending an Interview
g. Following Up After an Interview
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1.  
2.  
3.  
4.  
5.  
6.  
7.

Let’s Talk About The Answers

Researching Job Opportunities            
Writing a Cover Letter
Preparing a CV                      
Submitting an Application
Preparing for an Interview               
Attending an Interview
Following Up After an Interview

K eyw o r ds:  "sea r ch i n g o n l i n e j o b bo a r ds,"  "f i n di n g o pen i n gs"

K eyw o r ds:  "a ddi n g w o r k  exper i en ce,"  "CV"

K eyw o r ds:  "dr a f t i n g a  co ver  let t er ,"  "go o d f i t  f o r  t h e co m pa n y"

K eyw o r ds:  "u plo a di n g CV a n d co ver  let t er ,"  "a pply  f o r  po si t i o n "

K eyw o r ds:  "pr a ct i ci n g r espo n ses,"  "co m m o n  i n t er vi ew  qu est i o n s"

K eyw o r ds:  "r evi ew i n g n o t es,"  " i n t er vi ew  i s  t o da y"

K eyw o r ds:  "t h a n k - yo u  em a i l ,"  "a ppr eci a t i o n  f o r  t h e 

o ppo r t u n i t y"
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Reading Exercise:  Identify  roles  and requirements 
                              in  job post and descriptions

Read a short job post on the Marketing Assistant position in 
Bristol.  Pay close attention to details about qualifications, 

skills,  responsibi l it ie s ,  and benefits.

You will  f ind 5 multiple -choice questions after reading. 
Choose the best answer for each question based on the 

information provided in the job post.



Un i t  1  - Research  and  Prepara t ion
Reading Exercise: Identify roles and requirements 
                              in  job descriptions

Marketing Assistant,  Bristol
A leading company in international logistics ,  with operations 
in over 20 countries,  is seeking a Marketing Assistant in 
Bristol.  The position offers a salary of approximately £25K per 
annum. Candidates must have a degree in marketing or a 
related field and ideally some prior experience in a marketing 
department of a large company. Essentia l  attributes include a 
positive attitude, strong creative skil ls,  and the abil ity to work 
well  in a team. Full  training will  be provided, and there are 
excellent promotion opportunities within the department.

pause if you need more time
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Reading Exercise: Identify roles and requirements 
                              in  job descriptionsReading Comprehension Questions

1.  What is the primary qualificat io n required for  the Marketing Assistant position?
    a)  Degree in marketing   b)  High school diploma  c)  No qualifications

2.  Which is not mentioned as a requirement for  the position?
   a)  Teamwork skills          b)  Creative skills             c)  Language fluency

3.  What is the approximate yearly salary for  the Marketing Assistant role?
   a)  £20K                            b)  £25K                            c)  £30K

4.  What benefit  is highlighted for  the position?
  a)  Health insurance       b)  Promotion opportunities    c)  Remote work

5.  What type of company is hir ing for  this position?
  a)  Marketing agency      b)  Logistics company     c)  Software firm

pause if you 

need more 

time
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Answers

Answers will be revealed in 10 seconds 

pause or replay if you need more time

Reading Exercise: Identify roles and requirements 
                              in  job descriptions



Un i t  1  - Research  and  Prepara t ion
Reading Exercise: Identify roles and requirements 
                              in  job descriptionsAnswers

1. What  is  the primary qualif icat ion required for the Marketing Assistant  posit ion?
    a)  Degree in  marketing b)  High school  diploma  c )  No qualif ications

2. Which is  not  mentioned as a  requirement for the posit ion?
   a)  Teamwork ski l ls           b)  Creative ski l ls              c )  Language f luency

3. What  is  the approximate yearly salary for the Marketing Assistant  role?
   a) £20K                           b)  £25K                             c)  £30K

4. What  benefit  is  highlighted for the posit ion?
  a)  Health insurance      b)  Promotion opportunit ies     c )  Remote work

5. What  type of  company is  hiring for this  posit ion?
  a)  Marketing agency      b)  Logist ics  company     c )  Software f irm

cl ue :  pri mary  qual i f i cat ion,  degree  i n  market i ng

cl ue :  no t  menti o ned,  teamwo rk ski l l s , creat i ve  ski l l s  ( l anguage  f l uency  i s  no t  l i sted)

cl ue :  appro xi mate  sa l ary ,  £ 2 5 K  per annum (No te :  per  annum and y earl y  mean the  same)

cl ue :  benef i t ,  pro mo ti o n o ppo rtuni t ies , ful l  t ra i ni ng

cl ue :  ty pe  o f  co mpany ,  l eadi ng co mpany  i n  i nternat i o nal  l o gi st ics
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1. What  is  the primary qualif icat ion required for the Marketing Assistant  posit ion?
    a)  Degree in  marketing b)  High school  diploma  c )  No qualif ications

2. Which is  not  mentioned as a  requirement for the posit ion?
   a)  Teamwork ski l ls           b)  Creative ski l ls              c )  Language f luency

3. What  is  the approximate yearly salary for the Marketing Assistant  role?
   a) £20K                           b)  £25K                             c)  £30K

4. What  benefit  is  highlighted for the posit ion?
  a)  Health insurance      b)  Promotion opportunit ies     c )  Remote work

5. What  type of  company is  hiring for this  posit ion?
  a)  Marketing agency      b)  Logist ics  company     c )  Software f irm

cl ue :  pri mary  qual i f i cat ion,  degree  i n  market i ng

cl ue :  no t  menti o ned,  teamwo rk ski l l s , creat i ve  ski l l s  ( l anguage  f l uency  i s  no t  l i sted)

cl ue :  appro xi mate  sa l ary ,  £ 2 5 K  per annum (No te :  per  annum and y earl y  mean the  same)

cl ue :  benef i t ,  pro mo ti o n o ppo rtuni t ies , ful l  t ra i ni ng

cl ue :  ty pe  o f  co mpany ,  l eadi ng co mpany  i n  i nternat i o nal  l o gi st ics

Let’s Talk About The Answers



Un i t  1  - Research  and  Prepara t ion

Writing and Speaking Activit ies :  

Draf t ing a  personal  sk i l l s  out l ine and 

discussing research f indings

Writ ing Exercise:  Out l ine personal  sk i l l s  and 

 job goals  

Speaking Exercise:  Present  sk i l l s  and discuss 

               goals  wi th c lar i ty



Un i t  1  - Research  and  Prepara t ion

Writing Exercise:  Outl ine personal  ski l ls  
and job goals  

This  act ivity  focuses on identify ing how personal  ski l ls  
and career  goals  are effect ively  written.  By  analyz ing 
short  paragraphs and answering questions,  
part icipants  wi l l  recognize how ski l ls  connect  to  career  
aspirations.  The f inal  task encourages clear  and 
structured writ ing about individual  career  goals .



Un i t  1  - Research  and  Prepara t ion

Writing Exercise:  Outl ine personal  ski l ls  
and job goals  

Effective writing is to clearly stating personal skil ls and career 
goals in a structured way.

• Personal Skil ls –  Abil it ies that help in a job,  such as 
teamwork,  leadership,  and problem -solving.

• Career Goals –  The job role a person wants to pursue and 
why it  f its their skil ls.



Un i t  1  - Research  and  Prepara t ion

Example 1

"I  am a detai l -or iented person with strong problem -solving 
ski l ls.  I  enjoy analyzing data and f inding patterns to make 
informed decisions.  My goal  is to become a data analyst  because 
I  have a passion for  working with numbers and interpreting 
complex information.  I  hope to use my analytical  thinking to 
help businesses make strategic decisions."



Un i t  1  - Research  and  Prepara t ion

Example 1 Exercise

1.What personal  sk i l ls  are mentioned?

2.What is  the wr i ter ’s  career  goal?

3.How does the career  goal  relate to the personal  sk i l ls?



Un i t  1  - Research  and  Prepara t ion

Answer for  Example 1 Exercise

1.Personal  Ski l ls :  Detai l -or iented,  problem -solving ,  

analyt ical  th inking.

2.Career  Goal :  Data analyst .

3 .The goal  requires strong analyt ical  sk i l ls ,  which the 

writer  demonstrates through problem -solv ing and 

attent ion to detai l .



Un i t  1  - Research  and  Prepara t ion

Example 2

I  have excel lent communication and leadership ski l ls.  I  enjoy 
guiding and motivating others to work toward a common goal .  
My career  goal  is to become a human resources special ist  
because I  want to support employee growth and create a 
posit ive work environment.  I  hope to apply my teamwork and 
leadership abi l i t ies to help organizations succeed.



Un i t  1  - Research  and  Prepara t ion

Example 2 Exercise

1.What personal  sk i l ls  are mentioned?

2.What is  the wr i ter ’s  career  goal?

3.How does the career  goal  relate to the personal  sk i l ls?



Un i t  1  - Research  and  Prepara t ion

Answer for  Example 2 Exercise

1.Personal  Ski l ls :  Communicat ion,  leadership,  

teamwork.

2.Career  Goal :  Human resources specia l ist .

3 .The goal  requires guiding and support ing others ,  

which matches the wr i ter ’s  leadership and 

communicat ion ski l ls .



Un i t  1  - Research  and  Prepara t ion
Writing Task

"I  am a ______  person who enjoys ______.  I  have strong ______ ski l ls,  
which help me ______.  My goal  is to become a ______  because I  
want to ______.  I  bel ieve my ski l ls in  ______  wi l l  help me succeed 
in this career."

Complete the Paragraph

To apply  what  has  been learned,  complete the fo l lowing  paragraph by  f i l l ing  in the 

blanks  wi th a  personal  sk i l l  and a  matching  career  goal .

This  exercise a l lows  for  pract ica l  appl icat ion whi le  ensur ing  that  personal  sk i l l s  and 

career  goals  are c lear ly  connected.



Un i t  1  - Research  and  Prepara t ion
Possible Answer

"I  am a creative person who enjoys making designs.  I  have 
strong graphic design  ski l ls,  which help me share ideas through 
pictures and designs .  My goal  is to  become a graphic designer  
because I  want to make designs that people enjoy .  I  bel ieve my 
ski l ls in  designing and paying attention to detai ls  wi l l  help me 
succeed in this career."

This paragraph highl ights both the personal  ski l l  of  creat ivi ty and 

graphic design and connects them with the career goal  of  becoming 

a graphic designer.



Un i t  1  - Research  and  Prepara t ion

Speaking Exercise:  Present skil ls  and 
discuss  goals  with clar ity

The goal of  this activ ity  is to  help you practice speaking clearly  and 

emphasiz ing important words when talk ing about your career goals and 

personal ski l ls.

In this activ ity,  you wil l  talk  about your future career and the ski l ls you have 

that wil l  help you succeed. You wil l  focus on two things:

1.Emphasiz ing important words,  l ike your ski l ls and career goal,  to  make 

your message stronger.

2.Speaking clearly  so your audience can understand you easily.
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Listen closely  and notice how the 
important words are emphasized

"Hel lo!  I  am Jane Scott.  I  am a very creative 
person,  and I  love designing.  My goal  is  to  become 

a graphic designer because I  want to  create 
beautiful  designs that people enjoy.  I  bel ieve my 
ski l ls  in attention to detai l  and problem -solving 

wi l l  help  me succeed in this  career."



Un i t  1  - Research  and  Prepara t ion

Listen closely  and notice how the 
important words are emphasized

"Hel lo!  I  am Jane Scott.  I  am a very creative 
person,  and I  love designing.  My goal  is  to  become 

a graphic designer because I  want to  create 
beautiful  designs that people enjoy.  I  bel ieve my 
ski l ls  in attention to detai l  and problem -solving 

wi l l  help  me succeed in this  career."



Un i t  1  - Research  and  Prepara t ion

Listen again and remember the words 
that needs emphasis  

"Hel lo!  I  am Jane Scott .  I  am a very creative  
person,  and I  love designing.  My goal  is  to  become 

a graphic designer because I  want to  create 
beautiful  designs  that people enjoy.  I  bel ieve my 
ski l ls  in attention to detai l  and problem-solving 

wi l l  help  me succeed in this  career."



Un i t  1  - Research  and  Prepara t ion

Remember

In speaking we emphasize these words because they are 
the most important parts of the sentence.  They show the 
speaker's key skil ls  (creative,  attention to detail ,  
problem-solving)  and career goal  (graphic designer,  
beautiful  designs).  By emphasizing these words,  we make 
sure the l istener understands what the speaker is  
passionate about and what they want to achieve.  This 
helps make the message stronger and easier to fol low.



Un i t  1  - Research  and  Prepara t ion

Practice Speaking and Replace with your own information

"Hello!  I  am ________ .  I  am a very ________  person,  
and I  love ________ .  My goal  is  to  become a ________  

because I  want to create ________  that people 
enjoy.  I  bel ieve my ski l ls  in ________  and ________  

will  help me ________  in this  career."
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