Unit 2 Finding a Job
Activity/Task

Title

Approx.
Duration

Activity 1
Task 1.1
Task 1.2

Reflecting on your previous experience
Self-reflection
40 Min
Setting Professional Goals
20 Min

Activity 2
Task 2.1

Voluntary Work
Understanding the concept of
voluntary work
Discovering the benefits of
volunteering
How could voluntary work help
you to find the right job for
you?
Extension Tasks
Take away
Personal reflection

Task 2.2
Task 2.3

Activity 3
Task 3.1
Task 3.2
Task 3.3
Task 3.4

Activity 4
Task 4.1
Task 4.2a
Task 4.2b
Task 4.3
Task 4.4
Task 4.5
Task 4.6
Task 4.7

Online
access
necessary

Can be
done
offline
x
x

30 Min

x

30 Min

x

30 Min

x

20 min

x
x

Extracting Information from Job Advertisements
Understanding job
15 Min
advertisements
The language of job
30 Min
x
advertisements
Planning your own search
15 Min
Finding and understanding a
60 Min
x
suitable job advertisements
Personal Reflections
Creating an ‘interculturally’ appropriate CV
Thinking about transferable
45 Min
x
skills
Structuring a CV (with PC
20 Min
x
access)
Structuring a CV (without PC
20 Min
access)
Comparing a good and a bad CV 45 Min
x
Creating a ‘Professional Profile’ 20 Min
x
Writing about your Core Skills
20 Min
x
Writing the Career Summary
20 Min
x
Writing about your
20 Min
x
qualifications and education

x

x

x

x

x
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Task 4.8

Activity 5
Task 5.1
Task 5.2

Writing about your hobbies and 20 Min
interests and choosing
references
Extension
165 Min
Personal Reflection
Worksheets
CV examples
Presenting yourself online: LinkedIn
Social media and employment
30 Min
opportunities
Creating your LinkedIn Profile
30 Min

x

x

x
x
x
x

x
x
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Activity 1: Reflecting on your previous work experience
Activity 1:

Preliminary activity: Reflecting on your
previous work experience

Duration:

As this is an activity for you to do alone
the timing is up to individual need; this is
a task which can be halted and then
returned to if further ideas or memories
occur to you

Rationale:

The aim is to begin the job seeking
strategy by reporting, analyzing and
reflecting on what you have already
achieved and how it could be used to
achieve your professional goals

Focus:

Clarifying experiences relevant to finding
a job; transferable skills and key steps

PICC Skills:

Ability to explore and reflect on your
professional journey so far including
your achievements and strengths; ability
to understand how professional skills
and experiences that you previously
acquired can be empowering resources
as you look for a job; ability to analyse
challenges that you might encounter as
you look for a job and ways to overcome
them; ability to set SMART (see TIP!
box) professional goals

Language Work:

This activity encourages you to use and
develop your writing skills and in
particular reflective writing (see Takeaway). You can choose to work in
English, in the language of your host
country or in another language

……………………………………………………………………………
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Focus and self-reflection
This activity invites you to think back over the job(s) you have done before now,
what you have achieved in them and learned from them. The final section asks
you to reflect on what you’ve learned from reviewing your own work experience
and to set future professional goals.
Preparation
You should download the activity and work on a digital copy so that you can
easily update the contents. You can also download and print a copy of the task.
You can take your time and stop and restart if you wish. Be prepared for the
possibility that your experience won’t necessarily fit into every section, because
different countries have different approaches to recruitment and promotion, for
example.
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Task 1: Self-reflection
Duration: 40 minutes
Respond to the following questions in writing so you have a record to review –
but this writing is purely for your personal use. Focus on key ideas and don’t
worry too much about the quality of your writing, you can always go back later
and work on proofreading.
“Job” may be your latest or most significant job, or you can consider a couple
of jobs (if you do so, use a different template).
1.

Write down your job title in the most common translation

2. Summarise very briefly what that job involved (you can use bullet points)
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3.

Why did you apply for that job in the first place? What got you
interested in that job?

4.

What was the process of application – was it easy or difficult? And
were you in competition with other applicants? How were you
selected? What do you think made you the successful applicant?

5.

Can you recall a typical day in the job? Or, if it was very varied,
describe a range of activities you carried out.
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6.

What aspects of the job do you feel you were best at? Were you
praised or promoted for this performance? What did you most enjoy?

7. Were they aspects of your job you struggled with or did not enjoy? Can
you list them and explain what made them hard/not enjoyable?

8. Have you ever experienced any friction or conflict with others working
with you? (Explain briefly what happened). Were you able to solve
these issues? How did you go about it?
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9. How did the job change over time? Did you have to adapt to different
roles, responsibilities or locations? How did you manage any changes?

10. Think about why you left the job – but if the reasons are personal, or
political or painful, you can just focus on what was within your control.
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11. Now you can reflect on the experience from that job and its applicability
in your new context. Look back on what you’ve written and consider what
you can carry over from that experience to a new job in a new country.
And what you expect to be completely different (you can make two lists
using bullet points)

12. What job do you hope to get now? Would you consider different work
or a different professional status from what you had before?
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13. What could be the main challenges that you will encounter in your job
search? Can you identify possible solutions?
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Task 2: Setting professional goals
Duration: 20 minutes
Now that you have completed the first task, can you list your professional
goals? By when do you want to achieve them? What main actions do you
need to take? Use bullet points and keep your goals SMART (see the TIP! on
the next page).

PROFESSIONAL
GOAL

MAIN STEPS

BY WHEN
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TIP!
Scientists have found that goals are more likely to be achieved if they are
SMART. Ask your students to go back to their formulated goals and check if
they are:
Specific – your goal should be clear and
specific. The more precise you are about
what you wish to achieve, the bigger
chances that you will attain your goals.
Measurable – if your goal is set in a way
that you can keep track of your progress,
it is measurable. Measurable goals go
hand in hand with goals that are specific.
Attainable – you should estimate whether
the goal you set for yourself is attainable
for you. Attainable goal is also a realistic
goal. You will probably need to invest lot
of your time and energy, and it might be
challenging, but it should not be
impossible.
Relevant – Think carefully if your goal is
relevant to you. Do you really want to do
it? How much does it matter to you? Do
you have relevant skills?
Time-bound – set a realistic timeframe
for yourself. This will help you to stay
focused and work towards what you really
want.
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Activity 2: Voluntary work as a way of gaining practical experience
and building up a CV
Unit B2:

Finding A Job

Activity 2:

Voluntary work as a way of gaining practical
experience and building up a CV

Duration:

90 minutes (and a 20 minute extension task)

Rationale:

Voluntary work in related or even unrelated
fields can provide valuable practical and social
skills and intercultural understanding which will
contribute to and update a CV

Focus:

Related to understanding the value and benefits
of voluntary work, and finding out about local
opportunities in a chosen field

PICC skills:

The ability to show willingness to engage with
the host society and local environment is
encouraged in this activity, as well as the ability
to establish positive professional relationships in
intercultural encounters

Language work:

This activity teaches and uses the language of
volunteering and voluntary opportunities as
used in related websites and recruitment
literature

Focus and self-reflection
In some countries, volunteering is 13amiliariz as a valuable way of gaining work
experience, learning about different cultural contexts and updating or improving a CV.
This activity will introduce you to the concept of voluntary work, 13amiliarize you with
some of the relevant language and encourage you to consider the benefits of
becoming a volunteer as an aid to your job search.
To start,
• make a note of any voluntary (unpaid) work experience that you have had
since leaving school
• consider what skills and knowledge you acquired from that experience?
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Preparation
While studying this module you will need access to a pc, and at times, to the internet.
You will be asked to listen to an audio recording and/or to watch two video recordings.
The activity is broken up into 3 tasks. You can take a break between tasks, but the
tasks should be studied in the order in which they appear. There are variation and
extension activities to some of the tasks, which you will find at the end.

TIP!
If you don’t have any voluntary work experience don’t worry, this
won’t prevent you from benefiting from this activity. Volunteering
is not an activity that is carried out to an equal extent to every
country.
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Task 1: Understanding the concept of voluntary work
Duration: 30 minutes
1. Think of a definition for the following words and phrases. Then compare your
definitions with one you find online or in a dictionary. Are your definitions similar
or different? If different, in what ways?
•
•
•
•

A volunteer
Volunteering
Voluntary work
The voluntary sector

2. Which of the following statements are correct (✓) or false (×)?
a. Volunteers are not paid for the work they do





b. All volunteers work for charities





c. Volunteers have been forced to work for no money





d. The main benefits of volunteering are to the person who is doing the
work





e. The voluntary sector refers to those organisations whose primary aim
is to enrich society rather than to make a profit





see answer key at the end of this activity
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Task 2: Discovering the benefits of volunteering
Duration: 30 minutes
1. Listen to the audio tape of an interview with an asylum seeker in the UK
who has undertaken a wide variety of voluntary work (follow this link:
http://cslw.eu/wpcontent/uploads/2019/05/Activity2Unit2Recording.mp3)
a) Make a note of the main benefits of doing voluntary work as outlined
by the volunteer(s) on this tape.
b) Can you think of any further benefits? Add these to your list.
c) What would be your main reasons for volunteering?
See answer key at the end of this activity

The audio tape includes different topics:
Why volunteer?

0.00-0.45

Getting started

0.48-1.42

First voluntary work experience

1.43-2.53

The importance of mastering the language

3.10-3.25

Second voluntary work experience

3.26-5.57

Further experiences

5.58-7.36

Benefits of voluntary work

8.40-11.17

How will voluntary work help with finding paid work?

11.20-12.18

Advice to others in similar situations

12.19-13.28

TIP!
This tape runs for 13 minutes. You might want
to listen to it in segments or only choose the
segments most relevant to you.
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A key to organisations mentioned in the tape:
•

Gateshead Council: A local authority in North East of England.

•

Gateshead Old People’s Assembly: A charity offering opportunities
for people aged 50 + to maintain their independence and improve
their mental health and physical health.

•

Action Language/Foundation: A charity which offers free English
classes and housing opportunities for asylum seekers and refugees in
the North East of England

2. Compare your list with the reasons outlined in the article below taken from
Stockton Borough Council website:
http://www.stocktonvolunteers.co.uk/information-and-advice/informationand-advice-on-volunteering/info-for-asylum-seekers-and-refugees/
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Task 3: How could voluntary work help you to find your chosen job?
Duration: 30 minutes

1. On the left-hand side of a blank piece of paper, list at least 3 types of career
opportunities you are seeking in your host country. These should be broad
areas rather than specific job roles e.g. engineering, health care, IT.
2. On the right-hand side of your paper, list any skills that you feel you need to
acquire or update before applying for jobs e.g. public speaking, use of social
media, web design
3. Using the resources listed at the end of this activity, try to match your interests,
aspirations and skills requirements to some of the voluntary work opportunities
outlined in the appropriate websites/directories for your host country.

TIP!
Virtual volunteering is an alternative for people who need to work
remotely from the physical site of an organisation for various reasons (e.g.
lack of local opportunities in their field of interest, transport, childcare
issues). Virtual volunteers can generally work from home (via internet or
telephone). Virtual volunteering can take many forms including:
•
•
•
•
•

Customer support
Web design
Data entry
Social media and publicity
Writing, editing, blogging and translating

Large organisations normally have dedicated pages to virtual volunteering
opportunities (e.g., national information helplines).
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Extension
Duration: 20 minutes
Extension Task 1: Discovering the benefits of volunteering
Read the following article on the health benefits of volunteering, and complete the
matching exercise at the end:
Volunteering helps you live longer
Volunteering can make you happier and help you live longer,
according to a new study. A research paper published on Friday in the
journal BMC Public Health says doing good deeds for others boosts
your mental health and increases your longevity. Researchers from
the UK's University of Exeter reviewed 40 academic papers into the
effects of volunteerism on our health. They found that volunteers had
lower rates of depression, an increased sense of well-being, and a 22
per cent reduction in the chances of dying
within the next seven years. Australians lead the way in volunteering,
with an estimated 36 per cent of the population lending a hand.
Lead researcher Dr Suzanne Richards said: "Our systematic review
shows that volunteering is associated with improvements in mental
health, but more work is needed to establish whether volunteering is
actually the cause." She added: "It is still unclear whether biological
and cultural factors and social resources that are often associated with
better health and survival are also associated with a willingness to
volunteer in the first place." In a separate study from the University of
Michigan, researchers suggested three reasons why volunteering may
be beneficial:
first, it involves physical activity; second, the social connections we
make help to reduce our stress; and third, it gives us a deep sense of
happiness.
(Sources: Daily Telegraph / Huffington Post / EveryDayHealth
26th August 2013
http://www.breakingnewsenglish.com/1308/130826-volunteering.html)
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Synonym Match
1. deeds

a. likelihood

2 boosts

b. evaluation

3. rates

c. different

4. chances

d. acts

5. lending a hand

e. confirm

6. review

f. increases

7. establish

g. levels

8. willingness

h. feeling

9. separate

i. helping out

10. sense

j. desire

see answer key at the end of this activity
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Take-away
Sources of information about voluntary work:
In the UK and the Netherlands there are many organisations that encourage
volunteering, so finding a cause and a project to support should be relatively easy.
The United Nation’s definitions of volunteering: http://www.vcnw.org.uk/wpcontent/uploads/2014/04/Definitions-of-volunteering.pdf
The following list gives names of organisations offering voluntary work in the UK.
Click on the names to follow the links
•

Do-it

•

NCVO

•

TimeBank

•

Vinspired

•

NHS Jobs https://www.jobs.nhs.uk (includes voluntary opportunities as well as
paid jobs)

•

Refugees into teaching
https://www.refugeecouncil.org.uk/refugees_into_teaching

•

CharityJob https://www.charityjob.co.uk/volunteer-jobs

The following list gives names of organisations and websites offering voluntary work
in the Netherlands.
•
•
•
•

Vrijwilligerswerk (https://vrijwilligerswerk.nl/)
Vrijwilligers vacaturebank
(https://www.vrijwilligersvacaturebank.nl/)
NL voor elkaar (https://www.nlvoorelkaar.nl/)
Oranje Fonds (https://www.nldoet.nl/)

Organisations offering voluntary work in the province of Fryslân, The Netherlands:
•
•
•

Frijwilligerswurk (https://frijwilligerswurk.nl/)
Stichting Present (https://stichtingpresent.nl/leeuwarden/)
Stichting Amaryllis (https://amaryllisleeuwarden.nl/vrijwilligerswerk/)
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The following list gives names of organisations and websites offering voluntary work
in Austria and Germany:
•

http://www.freiwilligenweb.at/de

•

https://bagfa-integration.de/
https://www.bagfa.de/projekte.html
https://www.aktion-mensch.de/was-du-tun-kannst/deinemoeglichkeiten/ehrenamt.html
https://www.ngojobs.eu/aktiv-werden-ehrenamtliches-engagement-inoesterreich/
https://ehrenamtsboerse.at/

•
•
•
•

There are a number of TED Talks on the benefits and value of volunteering. Here are
some examples:
•
•
•

Volunteering
You
get
more
than
you
give:
https://www.youtube.com/watch?v=jtJD4R6XpC0
The value of volunteering: https://www.youtube.com/watch?v=qmsDhWww6gA
Volunteerism - best platform for personal and professional development:
https://www.youtube.com/watch?v=xJ7_0d_etKg

This is a blog article on how to become a ‘virtual volunteer’:
• https://www.thebalancesmb.com/becoming-a-virtual-volunteer-4138357
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TIPS!
I.

If you are ready to look for a volunteer role while you are still looking for a job
you can follow the same process as suggested in Unit 3 ‘Applying for a job’.

II.

Treat your volunteering experience as a job and do your best, it is a great way
to get good references!

III.

Make the most of any contacts you make while volunteering. You never know
when they could be helpful to you.

IV.

Adopt a professional attitude to volunteering. You may not be being paid, but
that does not mean that you can be late for work nor take time off without
informing your supervisor first.

V.

Consider that it might be possible for you to do voluntary work in the specific
field or role you are interested in. This might be due to different factors. For
example, health and safety regulations might prevent people from accessing
certain work contexts (e.g., laboratories, operation theatres). In this case, you
might want to focus on the skills that you want to develop (e.g., public
speaking, social media, IT) and look for alternatives. For example, all charities
welcome social media and publicity experts.

VI.

If you are considering a role as a volunteer to gain some experience, you
might find it useful to discuss this option with a career advisor or at your local
job centre.
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Answer key
Task 1:
Answer a & e are correct.
Task 2:
Volunteering means spending your time doing unpaid work in the community
for the benefit of others. There are many reasons people choose to volunteer:
•

To get to know your new community

•

To reduce isolation and meet new people

•

To keep active

•

To develop new skills, knowledge and experience

•

To enhance your CV

•

To keep your skills active

•

To help an organisation that has helped you

•

To be involved in a cause you are passionate about

•

To gain confidence and self-esteem

•

Try out a new career

•

Practice your English language skills
Extension
Task 1: Synonym match
1-d
2-f
3-g
4-a
5-i

6-b
7-e
8-j
9-c
10-h
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Personal reflection
•

How much did you know about volunteering before you completed this
activity?

•

What have you learnt?
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•

What are you still unsure about?

•

Where could you go or who could you talk to to find out more information?

•

Having completed this module, do you feel more or less inclined to think about
voluntary work as a potential aid to finding a job?
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Activity 3: Extracting information from job advertisements
Unit B2

Finding a job

Activity 3

Extracting information from job advertisements

Duration

2 hours

Rationale

To know where to find and understand suitable
job advertisements for your professional area
of expertise.

Focus

Related to finding suitable and relevant job
adverts and understanding the language used
in them

PICC skills

Identifying differences and expectations in
regards to skills and experiences required for
professional positions in your new country

Language work

The language of professional job
advertisements

Focus and self- reflection
This activity helps you to extract information from job advertisements. Being able to
identify skills and experiences that employers require from potential candidates is an
important step for you to be able to focus your job search and to identify how you can
enhance your CV if needed.
Here is a list of steps that you can follow before you start the activity:
Step 1: Make a list of what job(s) you are looking for and where you think you can
find the advertisements.
Step 2: What kind of work are you looking for - Volunteer/ full time/ part time - in
your professional area or other? This will help you to direct your job
search.
Step 3: How have you found jobs in your past career? Make a list (you can use
bullet points)
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Preparation
While studying this activity you should have access to a pc/laptop with internet
connection as you will be asked to watch a video and look for job advertisements
related to your professional field. This activity is broken up into 4 core tasks (2 hours
of work). The tasks are interrelated, and it is suggested that you complete them in the
order in which they appear. You can complete the tasks in your own time and take a
break in-between task. Two variations are also suggested at the end of the unit if you
are interested in more than one career pathway or if you want to work on strengthening
your language skills.
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Task 1: Understanding Job Advertisements
Duration: 15 minutes
1. Watch the YouTube video from Start to 03.07 minutes:
https://www.youtube.com/watch?v=VR2KML99sQo
Write down what is important information to take note of in job
advertisements.
2. Were there any differences found in comparison to your expectations regarding
job advertisements and previous experience and knowledge?
TIP!
If you have time, you can watch past
the 03.07 minutes suggested above
for further useful information in
acquiring a job.

3. You may wish to repeat this task choosing a different role if you have had
varied work experience and you are considering different career pathways as
options.
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Task 2: The language of Job Adverts
Duration: 30 minutes
1. Have a look at the following job advertisement. Underline the vocabulary
that you find difficult and search their meaning online or in a dictionary.
If you find that any of the new terms are useful, write them down and
make a list.
Difficult term

Translation

2. Are the details in the advert different from what you have expected to
find and or are used to (e.g., responsibilities, requirements, skills)? If so
what is different?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
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Senior Interior Designer
•
•
•
•
•

Manchester
Negotiable
CSW Limited
Permanent
Posted today

Interior Designer required to join a superb practice of architects and
designers that creates immersive and multi-sensory environments for its
clients in the retail, restaurants and hotels sector.
You will become part of a team that hails from all over the globe and be
encouraged to add your own flavour and bring new ideas to the studio.
The practice prides itself on a culture that embraces collaboration, creativity
and innovation to provide its clients with the very best solution.
Key Requirements
• highly motivated interior designer with a passion for creating
innovative retail and F&B for the luxury market
• strong understanding of retail design, detail & material specification
• high level of linguistic dexterity
• proven leadership skills; collaborating with and motivating team
members
• large scale experiential design knowledge
Key Responsibilities
• project management and package leadership across concept,
developed and technical design of projects
• develop designs according to client brief and expectation across
design phases
• ensuring design intent is carried through on site (for relevant
projects)
• Coordinating with sub-contractors where necessary
• Ensuring project deliverables are submitted on time and within scope
• managing efficiency of delivery content and design and drawing
methods
Skills
• relevant BA (Hons) qualification or above
• advanced level skills in AutoCAD and Rhino (Revit also preferred)
• strong sketching ability
• excellent communication & presentation skills
• ability to work on and oversee multiple projects simultaneously
• ability to work to tight deadlines and work collaboratively under
pressure
Benefits
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•
•
•
•
•
•
•

•
•
•
•

Flexible working hours
In house chef providing complimentary cooked lunches, 5 days a
week (commencing end July 2019).
Yoga classes twice a week
Personal fitness classes 2-3 times a week (times / days varies)
Monthly life drawing classes held in the office.
Opportunity to join the company pension scheme following
completion of probationary period.
End of year bonuses are awarded performance based / pro-rata for
time served at the Directors discretion (depending on economic
success of the business in each calendar year)
Annual salary reviews
Contact: [details]
Reference: Totaljobs/XY33
Job ID: 123456

Adapted from an advert on www.totaljobs.com
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Task 3: Planning your own search
Duration: 15 minutes
Complete the following table to the best of your ability. It is suggested that you focus
on one role (e.g., dentist, primary school teacher) as you plan your search.

What role?

Where can you look?

Past career job
searches (where you
searched for jobs)
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Task 4: Finding and understanding a suitable Job Advert
Duration: 1 hour
1. Choose a relevant job advertisement. You can look online or use an advert you
found in a local newspaper, job centre or elsewhere. See examples of websites
on job searches online below.
2. Look at the language in the advert and continue the list from Task 2.
3. Can you spot differences between job adverts you replied to before and the
local one you looked up for this task? Is the required skillset the same? In the
UK for instance, the role requirements are often divided between ‘essential’
and ‘desirable’ and explain the difference. Does something similar exist in
countries you worked in before as well?
UK:

•

•

Guardian article about job advert scam (especially online): ‘By hook or by
crook’
https://www.theguardian.com/money/2009/nov/07/job-hunting-byhook-or-crook.
Total Jobs UK www.totaljobs.uk

•

UK & international job search for academic jobs, research jobs, science
jobs and managerial jobs in leading universities:www.jobs.ac.uk

•

Jobs in the National Health Service (NHS), the publicly funded national
healthcare system in the United Kingdom: https://www.jobs.nhs.uk/

•

You can also look for search engines that focus on specific jobs, like
engineering: www.engineeringjobs.co.uk/

Austria & Germany:
•

This
is
an
overview
of
German
job
search
platforms:
http://www.deutschlandsbestejobportale.de/index.html#.XK3d3JhKg2w

•

This
is
an
overview
of
Austrian
job
search
platforms:
https://www.infoup.at/online-jobboersen-die-besten-jobboersen-osterreichsim-vergleich/
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Netherlands:
•

This
website
helps
you
with
writing
an
application:
https://www.werk.nl/werk_nl/werknemer/solliciteren/solliciteren-werkzoeken/vacatures/sites

•

This website lists the biggest job search platforms in the Netherlands:
https://www.recruitingroundtable.nl/2018/07/30/top-25-grootstevacaturesites-van-nederland-2018/

TIP
If you want to focus on strengthening your language
skills, you can take note of and write a sentence
regarding the meaning of relevant vocabulary, word
patterns, word formations and collocations found in
the job advert. Look up a dictionary for any
problematic words or phrases found.
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Personal reflection
•

How much did you know about extracting information from job
advertisements before you completed this activity?

•

What have you learnt?

•

What are you still unsure about?
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•

Where could you go or who could you talk to find out more information?
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Activity 4: Creating an ‘interculturally’ appropriate CV
Unit B2

Finding A Job

Activity 4:

Creating an ‘interculturally’ appropriate CV

Duration:

2 hours + 2 hours and 45 minutes of extension
activities

Rationale:

An effective way of finding a job is ‘selling’
yourself in a CV with a summary of your
qualifications, skills and experience

Focus:

Related to finding a job

PICC skills:

Ability to present a CV which reflects
intercultural language, skills and experience

Language work:

The language of ‘selling’ yourself; presenting
personal and professional information; using
evidence to support claims made

Focus and self-reflection
Step 1:
Think about your most recent job. Now consider the following questions:
•
•
•
•

What are qualities? (your personality/personal traits)
What are your skills? (what you are good at)
What are your experiences? (what have you done in your job)
What are your achievements? (your successes based on results/outcome)

For each heading, write 3 or 4 words/phrases.
Qualities

Skills

Experiences

Achievements
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Step 2:
What in your opinion makes a good CV? Write down at least three factors.
1. ________________________________________________________
2. ________________________________________________________
3. ________________________________________________________
& _________________________________________________________

Preparation:
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings. Ideally, you will have a previously prepared CV to hand.
This activity is broken up into 8 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear but it is also possible to
skip a task. There are extension activities to some of the tasks, which you will find at
the end.

TIP!
If you don’t have a CV to hand don’t worry, this won’t prevent you from
benefiting from this activity.
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Task 1: Thinking about transferable skills
Duration: 45 minutes
1. Research the type of job(s) you would like to do.
Use online search engines such as: www.reed.co.uk, www.indeed.co.uk,
www.cv-library.co.uk for UK-based jobs, or
Dutch search engines: www.nationalevacaturebank.nl, www.monsterboard.nl,
www.indeed.nl for jobs in the Netherlands.
For Austria and Germany, go to
www.jobs.at, www.stepstone.at, www.karriere.at
www.regio-jobanzeiger.de/, www.xing.com, www.azubiyo.de (for
apprenticeships), www.yourfirm.de/
Make a note of the candidate (applicant) requirements for your chosen job(s).
2. In your opinion, what are transferable skills? Why are they important? Give
some examples.
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
3. Make a list of your transferable skills. Use the ‘Transferable Skills’ worksheet
provided to help you. Compare with the job description in your chosen job
advert. Are any of these skills mentioned there?
4. Think about the job(s) you have done in your country and how your skills can
be transferred to a job in the UK.
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
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5. Which sentence below is better and why? Give your reasons.
a. I have great communication skills.
b. I have demonstrated excellent communication skills by speaking to
customers over the phone and via email on a daily basis, dealing with
enquiries and finding solutions for complaints.
Check the Answer key at the end of this activity

6. Think of your most recent job. Use the ‘Transferable Skills’ worksheet and
think of examples of:
a. when you have worked well with others in formal and informal groups to
achieve results (Teamwork ability)
b. how you worked on decision-making and problem-solving (Problemsolving skills)
c. when you have helped to motivate, take responsibility for and lead
others effectively to accomplish objectives and goals. (Leadership and
Team Management skills)
d. how you have structured and arranged resources to achieve objectives
(Organisational skills)
e. how you have met deadlines efficiently and dealt with competing
priorities (Time Management and prioritising skills)
f. when you have used listening skills effectively (Listening skills)
g. when you have communicated ideas and information effectively through
writing e.g. producing essays, project reports, contributing articles to
local or social publications (Written communication skills)
h. beyond basic IT skills. Are you confident using a computer?
Can you learn how to use new software and new technology quickly?
Can you troubleshoot basic computer problems? (IT skills)
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Task 2a: Structuring a CV (if you have access to a computer)
Duration: 20 minutes
1. Watch the YouTube clip ‘How to write a CV in 2018’:
www.youtube.com/watch?V=fP43gcBywU Focus on the ‘Structuring and
Formatting your CV’ section’ (2:00-4:33)
2. Use the video to make some notes on how you want to structure your CV. Is
the way you structure your CV in your own country different from what is
outlined in the video? Make a note of any differences and similarities.

3. Make a list of headings for your CV.
E.g. Personal details, Professional Profile, Career Summary, Education &
Qualifications, Interests & Hobbies, References

Task 2b: Structuring a CV (if you don’t have access to a computer)
1. Look at the ‘A good example CV 1’ sheet. Make a note of the similarities and
differences between the example CV 1 and your own CV.
2. Consider the following questions:
•

Is the structure the same or different?

•

What headings are used in the example CV?

3. Make a list of headings for your CV.
E.g. Personal details, Professional Profile, Career Summary, Education &
Qualifications, Interests & Hobbies, References
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Task 3: Comparing a ‘good’ and a ‘bad’ CV
Duration: 20 minutes
Look at the example sheets CV2 and CV3.
1. In your opinion, which of these is a ‘good’ CV and which is a ‘bad’ CV? Give
your reasons.
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
2. In the ‘bad’ CV, underline any words/phrases that you feel are not good.
Which are they? And why are they not good?
Weak Phrase

Why is it weak?
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Task 4: Writing the Professional Profile section
Duration: 45 minutes
In this section of your CV you need to ‘sell’ yourself i.e. you need to tell a prospective
employer why they should hire you. If you are currently in a job this is the place to
describe who your current employer is and what role you have in the organisation.
1. Watch the ‘Professional Profile’ section of the YouTube clip ‘How to write a CV
in 2018 – Get noticed by employers’ (5:22 – 6:10):
www.youtube.com/watch?V=fP43gcBywU
2. What does ‘selling yourself’ mean in your country? Is there a word for it in your
first language? Make a list of words/phrases you would use in your CV to ‘sell’
yourself.
Meaning: ______________________________________________________
See answer key

3. Read the ‘Qualities’ worksheet and the examples provided. Write two or three
sentences about your qualities.
1.____________________________________________________________
2.____________________________________________________________
3.____________________________________________________________

4. Look back at the ‘Focus & Reflection’ exercise above and the ‘Example of a
good CV 1’ sheet. Next, write a paragraph that summarises your skills, the
types of companies you have worked for, your qualifications and the benefits
you give to an employer. Use your own ideas and the ‘Key Words’ worksheet
to help you.
5. Read the paragraph to yourself. Do you think an employer will want to read the
rest of your CV? Have you included all the necessary information? Edit any
details.
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Task 5: Writing about your core skills
Duration: 20 minutes
Your core skills should include:
•

Role specific skills

•

Qualifications

•

Industry knowledge

•

Languages

•

IT skills

1. Go back to the job selected in Task 1. List 6-8 key skills which you have and
which you think will be beneficial to this job on a sheet of paper. You can
include your transferable skills in this section if you want to.
2. Do you have multi-lingual experience or experience of living/working/studying
abroad? List any other languages you speak. (see extension task below)
I speak: ___________________________________________________
3. If you have access to a computer watch the section on ‘Core skills’ of the
YouTube clip ‘How to write a CV in 2018’ (6:10-6:57) to help you write this
section: www.youtube.com/watch?V=fP43gcBywU
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Task 6: Writing the Career Summary section
Duration: 30 minutes
Your career summary is an opportunity to show your ability to describe your skills in
the workplace. Take a sheet of paper or write the document on a PC.
1. Watch the section on ‘Career Summary’ from the YouTube video clip ‘How to
write a CV in 2018 – Get noticed by employers’ (6:57 – 8:52):
www.youtube.com/watch?V=fP43gcBywU
2. Now look at the examples of ‘good’ CVs. List your jobs in reverse chronological
order, i.e. putting the most recent job at the top. Include the location (e.g.
country or city), company/organisation name, date and year. Add any
voluntary roles (non-paid) in this section.
3. Write a brief description of your key responsibilities for each job role.
Demonstrate how your actions impact your employer. Write more detail for
your recent job positions and less detail for older job roles.
4. Include your achievements which have made a positive impact for your
employer.
Use
facts
and
figures
to
demonstrate
this.

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Task 7: Writing about your qualifications and education
Duration: 20 minutes
1. Watch the section on ‘Education and Qualifications’ from the YouTube video clip
‘How to write a CV in 2018 – Get noticed by employers’ (8:52 – 9:19):
www.youtube.com/watch?V=fP43gcBywU
2. List all your relevant qualifications and education with name of the
institute/college/school and dates.
3. List them in reverse chronological order (most recent first)
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Task 8: Writing about your hobbies/interests and references
Duration: 15 minutes
1. Watch the section on ‘Hobbies and Interests’ from the YouTube video clip
‘How to write a CV in 2018 – Get noticed by employers’ (9:19 – 10:08):
www.youtube.com/watch?V=fP43gcBywU
2. Hobbies /Interests is an optional section in the UK and the Netherlands. If you
would like to include this section, write one sentence about what you do in
your free time. Try to link your interests to your job roles. Do they make a
good impression for the employer?

My Hobbies

Use for my job role

3. References – what does this mean? Is it common in your country to include
this section in your CV?

TIP!
It is not necessary to provide the information of your previous employer(s) on
your CV. However, if you are successful in applying for a job in the UK, the
employer will usually ask for two referees.
In the Netherlands, you don’t need to include these details on your CV either.
Sometimes companies or organisations will ask you for referees later on in
the application procedure. Keep in mind that you need to ask for permission
before using someone as a reference.
In Austria you don’t usually need to include referee contact details. If this is
required this will normally be made explicit in the application process. If you
wish to include them though you can.
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Extension
Extension Task 1: Writing about your core skills and Internationalising your CV
Duration: 45 minutes
Highlighting your international skills and cross-cultural competencies can help you to
set yourself apart from other candidates.
Read the following article, then answer the questions below.
Why employers value intercultural skills
The reality of today’s global economy is changing the way
employers look at job candidates. While relevant experience and
technical know-how remain must-haves for employers, they are
also looking for employees with the ability to understand people
from different cultural backgrounds, build trust, demonstrate
respect, and speak other languages.
To find out the value of these intercultural skills, we conducted a
survey of more than 360 recruitment decision makers at large
organisations in nine countries: Brazil, China, India, Indonesia,
Jordan, South Africa, the United Arab Emirates (UAE), the United
Kingdom (UK) and the United States (US).
This new report – Culture at Work – looks into how employers
view intercultural skills in the workplace, why these skills are
important, and how they stack up next to other necessary skills
in employers’ eyes.
What do employers understand by ‘intercultural skills’?
To understand where employers are coming from, we first asked
them to describe intercultural skills for us. The most frequent
descriptor was ‘the ability to understand different cultural
contexts and viewpoints.’ The second and third most frequent
descriptors were ‘demonstrating respect for others’ and ‘adapting
to different cultural settings’, followed by ‘accepting cultural
differences’, ‘speaking foreign languages’, and ‘being open to
new ideas and ways of thinking’.
Why do employers think that intercultural skills are important?
We asked employers why these skills were important. While they
gave many different answers, it seemed that many of the
employers surveyed agreed on a few important reasons, all of
which have benefits to an organisation’s earnings. One told us
that 'employees with these skills bring in new clients, work within
diverse teams and support a good brand and reputation.'
Employers also see risks associated with not having employees
with these skills. The top risks identified were loss of clients,
damage to an organisation’s reputation and team conflict. All of
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these risks could also have financial implications for an
organisation.
How do employers evaluate job candidates for intercultural
skills?
Once we established how employers define intercultural skills
and why they are important, we asked them about how they
evaluate job candidates for these skills.
While the majority of employers reported that they do not screen
for intercultural skills in the application or interview process – at
least, not formally – most were able to explain what they look for
in job candidates that could be related to intercultural skills.
These are the top five indicators of intercultural skills:
•
Strong communication throughout the interview and
selection process
•
The ability to speak foreign languages
•
Demonstration of cultural sensitivity in the interview
•
Experience studying overseas
•
Experience working overseas
How well do education systems support the development of
intercultural skills?
Finally, we asked employers how well they felt their country’s
education system supported the development of intercultural
skills.
The answer was a mixed bag globally, with some employers
feeling good about the role of their education systems
(Indonesia, Jordan, and UAE) and others mostly disappointed
(China and South Africa). In some countries, respondents were
either neutral on this issue (UK) or completely divided (US and
India, with nearly a third of respondents in each category).
While opinions were certainly mixed about the success of the
education system, it seemed that most employers agreed on a
short list of things that education providers could do more of to
improve the development of intercultural skills. Those
suggestions
included
teaching
communication
skills,
encouraging foreign languages, encouraging overseas study
and developing research partnerships.
(Source: British Council, 04 March 2013
https://www.britishcouncil.org/voices-magazine/why-employers-value-interculturalskills)
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Tasks:
1. Think about previous jobs you have held. Now think about how to showcase
any international/intercultural experiences. Did you work as part of
multicultural teams? Have you helped to train/induct a colleague/employee
from another country? Did you use multiple languages?
2. Write a list of bullet-points summarising your international/intercultural
experiences for each job you have held. Use phrases such as ‘cross-cultural’,
‘international’, ‘multilingual’ and ‘global team’. These can make a powerful
impression on a prospective employer.

TIP!
Even if you haven’t held a job overseas, your role probably still involved
some form of intercultural contact. Consider factors such as gender,
encounters with people of different ages, from different ethnicities,
professional backgrounds, and language backgrounds.
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Extension Task 2: Writing your CV
Duration: 120 minutes
1. Type your CV using either Microsoft Word or Google Docs. Your CV should be
a maximum of two pages.
2. Check your CV carefully and proofread it. Check for spelling mistakes (use Spell
checker) and for the words that are correctly spelt but the wrong word e.g.
“manger” instead of “manager”, “pubic” instead of “public” , “there” instead of
“their” (and vice versa) or “a” instead of “as”.
You can use any of the following sources of information about CV writing:
Some UK-based websites include:
•

https://www.prospects.ac.uk/careers-advice/cvs-andcover-letters/how-to-write-a-cv

•

https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-tips-for2018/

•

https://www.reed.co.uk/career-advice/cvs/cv-help-and-tips-cvs/

Some sources are specific to certain professions, such as healthcare or
engineering. These are often provided by organisations such as the National
Health Service (NHS) or the Institute of Mechanical Engineers (IMechE):
•

https://www.healthcareers.nhs.uk/explore-roles/doctors/medicalspecialty-training/preparing-your-medical-cv

•
•
•

https://www.rcn.org.uk/professional-development/your-career/cv-writing
https://www.bma.org.uk/advice/career/applying-for-a-job/medical-cv
https://www.imeche.org/careers-education/careersinformation/mechanical-engineering-careers-guide/write-a-great-cv

Vitae, part of the of the Careers Research and Advisory Centre (CRAC)
provides advice specifically on academic CVs:
• https://www.vitae.ac.uk/researcher-careers/pursuing-an-academiccareer/how-to-write-an-academic-cv
Most of these websites offer specific advice on different sections of a CV,
for example ‘hobbies and interests’:
•

https://www.reed.co.uk/career-advice/hobbies-and-interests-should-iinclude-them-in-my-cv/
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Some Dutch websites include:
•

https://www.werk.nl/werk_nl/werknemer/solliciteren/solliciteren-werkzoeken/cv

•

https://www.werk.nl/werk_nl/werknemer/werkhoek/meer-overwerk?id=WDO225821

•

https://www.monsterboard.nl/carriere-advies/artikel/hoe-schrijf-je-eengoed-cv

•

https://www.intermediair.nl/solliciteren/cv/voorbeelden-van-eenrelevant-cv

•

https://www.monsterboard.nl/carriere-advies/artikel/hobby-op-cv

Job-specific websites include:
•

https://www.werk.nl/werk_nl/werknemer/solliciteren/solliciteren-werkzoeken/cv

•

https://www.intermediair.nl/solliciteren/cv/solliciteren-op-wo-niveaudan-ook-een-cv-op-wo-niveau

•

https://www.werk.nl/werk_nl/werknemer/werkhoek/meer-overwerk?id=WDO225821

•

https://www.monsterboard.nl/carriere-advies/artikel/hoe-schrijf-je-eengoed-cv

•

https://www.intermediair.nl/solliciteren/cv/voorbeelden-van-eenrelevant-cv

Dutch examples of good CV’s can be found here:
•

https://www.werk.nl/xpsimage/wdo_009836

•

https://www.werk.nl/xpsimage/wdo_009841
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Some Austrian and German websites include:
•

https://www.ams.at/arbeitsuchende/topicliste/lebenslauf-muster

•

https://karrierebibel.de/bewerbungsschreiben/

•

https://bewerbung.net/bewerbungsschreiben/

•

https://www.stepstone.at/KarriereBewerbungstipps/bewerbungsschreiben/

•

https://www.ams.at/arbeitsuchende/topicliste/bewerbungsschreiben

•

https://www.karriere.at/c/bewerbungsschreiben

•

https://www.karriere.at/c/lebenslauf

There are also TED talks on the topic of CVs/resume (note that most of these
are from the US context):
https://www.ted.com/talks/jason_shen_looking_for_a_job_highlight_your_abilit
y_not_your_experience?language=en
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Personal reflection
•

When you look at your CV, what do you think it says about you?

•

Are you happy with your CV? If not, why not?

•

How much did you know about writing a CV before you completed this
activity?
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•

What have you learnt?

•

What are you still unsure about?

•

Where could you go or who could you talk to in order to find out more
information?
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Answer Keys
Task 1.5
The correct answer is B. This is because examples have been given to show
how the person has demonstrated excellent communication skills.

Task 4.2
‘Selling yourself’ means making a good first impression to the employer. To
achieve this you need to:
•
•
•

Identity why you want the job
How much are you worth to employers?
Talk about what you’ve done by using details – numbers, names,
achievements, outcomes etc.

Task 3. 1
Comparing a ‘good’ CV and a ‘bad’ CV
CV 3 is more professional. Short sentences are used to make it easier to read.
Personal details are included. An introductory paragraph is provided,
summarising who the person is, the skills and strengths relevant to the
industry or job role.
CV2 is not professional. The person writes in full sentences and many words
and phrases are not appropriate; but are more slang. There is a lot of
unnecessary information provided which makes the CV hard to read.
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Worksheet 1
Key Words for CVs
It can sometimes be difficult to describe what you have done, and the skills
that you have developed. You may find that you start to repeat yourself and
use the same words continually. Below is a list of
“power” words to help you avoid repetition. If you don’t understand any of the
words, look up their meanings using a dictionary or online.
When you describe your job roles, responsibilities and achievements, you can
either use the simple past tense -ed or the present continuous
-ing E.g. Delivered / Delivering
Accomplished

Delivered

Generated

Liaised

Achieved

Demonstrated

Handled

Motivated

Administered

Designed

Identified

Negotiated

Advised

Developed

Illustrated

Operated

Analysed

Devised

Implemented

Planned

Assessed

Diagnosed

Improved

Professional

Assisted

Displayed

Improvised

Profitability

Audited

Edited

Incentive

Promoted

Awarded

Effective

Increased

Provided

Benefited

Enhanced

Influenced

Represented

Built

Established

Informed

Resolved

Challenging

Examined

Initiated

Selected

Coordinated

Experienced

Instructed

Significant

Communication

Expertise

Interviewed

Specialised

Consistent

Explained

Interpreted

Stimulated

Consolidated

Extended

Interviewed

Studied

Contribution

Facilitated

Investigated

Succeeded

Collaborated

Forecast

Led

Trained

Created

Gained

Learned
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Here are some examples of how the words can be used in a CV:

I contributed to outstanding performance outcomes in an Entry 2 Skills for Life
ESOL course 2015-16.
I operated a business of a turnover of XXX…
I liaised well with colleagues to provide focused support in Literacy, Maths and
ICT lessons.
I analysed sale patterns and forecast future trends.
I generated monthly and quarterly budget reports.
I designed and implemented financial reports for business and client use.
I collaborated with medical professionals to devise and develop care plans.
I managed medical procedures including administration of oral and intravenous
medication.
I coordinated and led the customer service team to improve customer
satisfaction for retail operations by 26% in six months.
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WORKSHEET 2
Qualities
Qualities are your personal characteristics. It makes your personality.
Below are some examples of qualities. These words are used in the “Personal
Profile” section.
Qualities
Adaptable
Approachable
Articulate
Caring
Committed
Confident
Conscientious
Determined
Dedicated
Dependable
Diligent
Energetic
Enthusiast / Enthusiasm
Flexible
Intuitive
Motivated
Patient
Resourceful
Responsible
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Examples:
1. I am a dedicated, caring and motivated registered nurse with two years
post registration experience…
2. An energetic, adaptable and resourceful ESOL teacher with a proven
track record in teaching students from diverse backgrounds…
3. I am committed and reliable manufacturing engineer with a strong
manufacturing / engineering background…
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WORKSHEET 3
Transferable Skills
Transferable skills are specific set of skills that don’t belong to a particular
industry or job. They are general skills that can be transferred between jobs,
departments and industries. These skills are developed through employment,
education or training.
Below are some examples of transferable skills.
Transferable Skills
Verbal / Written communication skills
Problem-solving skills
Prioritising skills
Data analysis skills
Computing skills
Leadership and team management skills
Time management / deadlines
Teamwork ability
Listening and feedback skills
_______________________________________________________
TIP! Give examples of transferable skills throughout your CV. These are mainly
found in the ‘Core Skills’ or in the ‘Career Summary’ sections. Remember to
give examples of how you used these skills
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Example of ‘good’ CV 1
Mary Moore / Corporate Receptionist
London
0767 845321
marymoore@gmail.com
Professional
Profile______________________________________________________________
Professional and diligent SIA authorised, multi-lingual corporate receptionist, with a track
record of delivering excellent customer experience and commanding front of house
operations for highly regulated environments and high profile corporate organisations.
With several years of receptionist experience gained working for a number of leading global
companies, I have developed a wealth of experience across customer service, business
operations, functions and events management. My dedication to service has seen me win
numerous industry awards for consistent delivery of exceptional customer service, and I am
proven in my ability to maintain the security, operational efficiency and cleanliness of high
volume, security critical front of house functions.
Core
Skills____________________________________________________________________
• Business Administration
• Reception
• Visitor Logs
• Call Handling
Management

Customer Experience
Security
Meeting Room Booking
Payment Processing

Inventory Management
Evacuation Procedure
Microsoft Office Suite
Stakeholder

Career
Summary______________________________________________________________
Jan 2015 – Present

Company X
Security Receptionist / Front of House

Acting as the first point of contact for all high profile visitors running the entire front of
house operation for the company. Maintaining upmost levels of professionalism and
adherence to strict procedures relating to high levels of security and safety.
Key Responsibilities
• Maintaining the front of house reception area, maintaining cleanliness in line with all
company guidelines
• Handling all calls both internally and externally for booking of conferences meeting
rooms
• Meeting and greeting visitors, signing them in/out of the Visitor Net Book, issuing visitor
badges
• Maintaining a detailed log of all visitors in case of security breaches or emergency
evacuations
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• Handling all post, courier deliveries and resolving infrastructure issues via close liaison
with building maintenance
• Covering for all other receptionist for sickness and annual leave
• Performing regular checks of meeting rooms ensuring correct layout, sufficient stationary
and catering is in place
• Liaising with trained first aider if a visitor should fall ill or have an accident and
completing all the necessary paperwork
Key achievement
• Handpicked to training new receptionists on all company protocols, leading to 100% of
new joiners being approved with 1 month deadline
• Introduced streamlined sign in service which saw a 27% decrease in booking dropouts
Jan 2006 - 2015

Company Y
Check out Assistant

Supported my colleagues, the store manager and sales manager with all business
administration and customer service queries
Key Responsibilities
• Ordered goods to meet demands of different seasons and styles
• Answered all telephone queries in a timely and professional manner
Key Achievements
• Met health and safety 100% ensuring all aisles and payment areas were kept free of
obstruction
Education and
Qualifications____________________________________________________
➢
➢
➢
➢

Payroll L2 X, London (2013)
Level 2 Diploma in Retail Skills, EDI (2013)
Security Industry Authority Licence, SIA (2007)
Certificate in Proficiency – English, London (2007)

References_____________________________________________________________
______
Available on request
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Example of ‘bad’ CV 2
HANNAH MILLS
Personal
Profile_____________________________________________________
Dancing has been my passion for a long time, I recently achieved my grade 7
in ballet and have previously gained grade 6 in tap dancing. I enjoy dancing
because it helps me get fit and allows me to hang around with my friends. I
also like wearing the pretty costumes when we put on a performance. I also
enjoy business administration.
Career
Summary_____________________________________________________
I don’t have much work experience because it’s been quite hard to find much.
Last summer I worked for six weeks in my mum’s friends nursery to help with
holiday cover – I had quite a bit of responsibility with some of the office duties
but I also really enjoyed it because during the breaks I could play with some of
the kids that attended the nursery.
The other staff were quite nice to me and I helped them out quite a lot with
talking to the parents and helping with enquires as well as updating records
and files and things. The nursery is also based round the corner from me so I
was always punctual which I think the other staff liked as the previous member
of staff there had always been late.

Education__________________________________________________________
______

2000-2006: Putney Road Primary School
Here I learnt how to read and write. I also made a lot of really good friends
who I am still in touch with.
2006-2011: Putney St. John’s School
I really enjoyed secondary school, although I didn’t always get on with the
teachers and in year 8 moved into a different tutor group. I gained my GCSE’s
here, my favourite subjects were business studies and drama. I got 3 A’s, 2
B’s and 6 C’s. I was pleased with my performance as I didn’t always work that
hard.
2011-2013: South London College
I decided to go to College rather than stay on at school in the Sixth Form as
this is what most of my friends were doing. College was great as we used to
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get some free periods and we could sit in the canteen and play cards. I
studied a BTEC Level 3 Diploma in Business, at times it was really difficult and
I didn’t do well in some of the coursework pieces. I got a Merit in the end
though, which I was glad about.

Achievements:
I got elected to help with the prom at college, which was great as it meant I
met my boyfriend as he was also elected to help. The dancing at prom was
also really good as they played all my favourite songs and I was one of the
best dancers. I got some silly award in year 11 which I have to show you if you
like. I also got my grade 7 in ballet and grade 6 in tap (I am less good at tap)
when I was still at school. I don’t do grades anymore because it was too
expensive to take the exams but I still really enjoy dancing.
Interests &
Hobbies__________________________________________________
As mentioned above I really enjoy dancing and am also involved in the
college dance society. Ideally I would like to be a dancer but I am also doing
business administration as I also enjoy it and think it is important to have
something to fall back on.
References_________________________________________________________
______

Available on request.
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Example of ‘good’ CV 3
Hannah Mills
189 Chobham Gardens, Putney, London, SW19 18ZZ
Telephone: 077777722, Email: hannah.mills@gmailing.com
Personal Profile______________________________________________________
Administrative support professional offering versatile office management skills and
proficiency in Microsoft Office programs. Strong planner and problem solver who
adapts to change, works independently and exceeds expectations. Able to manage
multiple priorities and meet tight deadlines without compromising quality.
Core Skills_________________________________________________________
•
•
•
•
•
•
•
•

Office Management Records Management Database
Administration 50wpm typing speed
Spreadsheets/Reports Event Management Calendaring
Front-Desk Reception Executive Support Travel Coordination
MS Word MS Excel
MS PowerPoint MS Outlook
MS Access MS Project
MS
Publisher
FileMaker
Pro

Windows

Career Summary_____________________________________________________
PUTNEY NURSERY SCHOOL, Office Assistant, Summer 2012
Handled multifaceted clerical tasks (e.g., data entry, filing, records management and
billing) as the summer assistant to nursery manager. Coordinated travel
arrangements, maintained database and ensured the delivery of premium service to
parents. Quickly became a trusted assistant known for “can-do” attitude, flexibility
and high-quality work.
Highlights:
• Communicated effectively with multiple colleagues to plan meetings and prepare
welcome packages for new parents. Established strong relationships to gain
support and effectively achieve results.
• Helped coordinate a number of open-day events (4 events of the summer) that
contributed to consistently high enrolment levels.
• Managed office in the nursery manager’s absence. Provided timely, courteous
and knowledgeable response to information requests; screened and transferred
calls; and prepared official nursery correspondence.
• Developed innovative PowerPoint presentation used by the nursery manager to
market the nursery to potential customers (parents).
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•

Earned excellent feedback during performance reviews, with citations for
excellence in areas including work volume, accuracy and quality; ability to learn
and master new concepts; and adopting a positive work ethic
Achievements
•

•
•
•

Elected Events Secretary for the South London College Annual Prom – assisted
with sourcing a venue, selecting catering and selling tickets for successful event
attended by 200 students
Awarded the Putney St. John School Year 11 Achievement Certificate for
punctuality and effort at school
Achieved Grade 7 in Ballet and Grade 6 in Tap dancing
Selected in 2010 for the Putney Netball Club under 18’s team

Education & Qualifications____________________________________________
2011-2013 SOUTH LONDON COLLEGE: BTEC Level 3 Diploma in Business: Merit
Relevant Courses:
•
•
•
•
•
•
•
•

Project Management for Executive Assistants
MS Office for Professional Staff
Electronic Presentations for Business Professionals
Keyboarding and Document Formatting
Communication Skills for Executive Assistants
Finance for the Non-Financial Manager
Professional Office Procedures Professional Development:
Microsoft Office Specialist (MOS), 2007

2006-2011 PUTNEY ST. JOHN SCHOOL: GCSE’s: 3 A’s, 2 B’s, 6 C’s
Relevant Courses:
•

•
•
•

Information Technology
Business Studies
English
Maths

Interests__________________________________________________ __________
•
•

Member of the South London College Dance Society
Regularly play netball for South London College and Putney Netball Club

References________________________________________________________
Available on request
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Activity 5: Presenting yourself online: LinkedIn
Unit B 2

Finding a job

Activity 5

Presenting yourself online: LinkedIn

Duration

60 minutes

Rationale

To engage with one of the most widely used
methods for finding and getting a job is through
social media such as LinkedIn (or equivalent)

Focus

Related to finding out about, getting or doing a
job

PICC skills

Presenting personal and professional
information; gaining visibility on social media

Language work

Business related vocabulary; conciseness; the
language of ‘selling’ yourself. Using evidence to
support claims made.

Focus and self-reflection
Step 1:
LinkedIn is a platform in which individuals can present their professional profile,
establish professional networks and seek or post jobs.
If you don’t have an account yet, have a look at the website. As all of the services are
only accessible if you have an account, go to https://about.linkedin.com/.
What advantages does LinkedIn list for its users – both job seekers and employers
offering a job.
Step 2:
Have you ever used this type of platform in the past?
What advantages could have an account have for you and your career?
Preparation
While studying this activity you should ideally have access to a pc/laptop with
internet connection. You will be asked to look at online sources and/or to watch
video recordings.
This activity is broken up into 2 tasks. You can take a break in-between tasks.
Ideally, the tasks should be studied in the order in which they appear, but it is also
possible to skip a task. There are variation and extension activities to some of the
tasks, which you will find at the end.
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Task 1: Thinking about social media and employment opportunities
Duration: 30 minutes
Watch the YouTube clip ‘How to Make a Great LinkedIn Profile - 6 LinkedIn Profile
Tips’ (6:34 mins) at https://www.youtube.com/watch?v=27BTcka64wQ and make
notes of information you find important or useful.

1. “What Can I Do for You” – oriented profile summary: In the video, Linda
recommends to write a ‘short and sweet’ profile summary that shows what
skills and character trades your employers could benefit from. Try it out and
write two sentences that display your qualities which a potential employer
might look for.
My short and sweet profile summary

2. Think about the other tips that Linda gave you and try to plan your own
LinkedIn profile: Do you have a picture you could use? What
recommendations could you request and include? What would be your
headline, and what employment history would you list?
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Task 2: Creating your LinkedIn profile
Duration: 30min
Even if you are not sure whether you would like to use LinkedIn in the future, for this
exercise, we would like you to create your own profile. Follow the link
https://uk.linkedin.com/ and register.
1. Before you start editing your profile, have a browse. Are people you know on
LinkedIn? Do successful people of your field have a profile? Think of people
you can connect with once your profile is ready.
2. Based on your impressions from browsing the platform, what profiles were done
well? Which aspects stand out to you?
3. Have a look at the examples in this blog:
https://business.linkedin.com/marketing-solutions/blog/best-practices-thought-leadership/2018/add-punch-to-your-linkedin-profile-using-theseexamples-as-inspi.
Did you come across profiles like this? What ideas can you adopt?
4. Now try to get started with your own profile. You don’t have to finish it in one
sitting. As the blog entry above suggests – “Thirty minutes per week is all you
need – no struggle necessary.”
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Unit 2 Applying for a Job
Activity/Task
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Personal
Reflection
Activity 5
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MODULE B3 Activity 1: Reading and Writing a Cover Letter
Unit

Applying for a job

Name of activity

Reading and writing a cover letter

Duration

90 minutes

Rationale

To identify formal writing styles and to transfer
this knowledge to write about own skills and
experience relevant for a job advert or
volunteering position

Focus

Related to finding out about, getting or doing a
job

PICC skills

Writing and formatting a formal letter to an
appropriate professional standard in the host
country

Language work

Discussion of jobs and types of skills required;
writing formal letters and emails.

Focus and self-reflection
Focus Task 1: Answer the following questions:
1. List all the reasons why you might need to write a letter (not an email)
2. Organise your list into different types of letters or different writing styles (e.g.
formal/informal)
3. Which of these are related to applying for a job?
4. Check that you understand the term ‘covering letter’ (if you are not familiar with
the term, please check this site: https://www.reed.co.uk/career-advice/how-towrite-a-cover-letter/)
Focus Task 2: Use other materials of the toolkit
In case you completed Unit 2 of this toolkit, have a look at Task 4.1 of Unit 2. If you
have not completed that task, you can do so as preparation for this activity. The
skills and experience you have to offer an employer may come from previous work
experience, volunteering, studying etc.

4
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Task 1: Cover Letters
Duration: 30 minutes
1. Read the two sample cover letters on the next page (covering letter 1 and
covering letter 2)
2. Using the comparison sheet, complete the notes to compare letters 1 and 2

3. Check your answers with the answer key at the end of the activity.
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Example Letter 1
13 Moorcroft Avenue
Fenham
Newcastle Upon Tyne
NE4 3QR

17.10.18

The Manager
Interpreting Service
Queen Elizabeth Hospital
Gateshead
NE10 1SU

Dear Sir/Madam,

RE: Interpreting
I am writing to ask if you have any work for an English/Somali interpreter, paid or
unpaid. I enclose my CV.
As you can see from my CV, I have the Institute of Linguistic Certificate in Community
Interpreting from Sheffield College. I have also worked as a volunteer, interpreting for
people from my community at local GP surgeries, since 2001.
I am willing to work in the day or the evening. I look forward to hearing from you.

Yours faithfully,

Armina Ali Mohamed (Mrs).h
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Example Letter 2
Ms Nasrine Karit
Flat 2, 23 Blaydon Street
Newcastle upon Tyne
NE40 2PQ
Mob:0789 543 4789
2nd December 2018
Angela Lee
Director of Human Resources
Acme Medical
123 Business Road
Tyne and Wear
NE3 2PQ
Dear Ms Lee,
With a Bachelor’s Degree and Master’s Degree in biomedical engineering, numerous
years of hands-on experience creating and implementing medical devices and the
ability to troubleshoot and solve problems in a timely and accurate manner, I
confidently express my interest in your posting on LinkedIn for an experienced
biomedical engineer.
I have been involved in numerous large-scale testings and releases of biomedical
products, particularly related to electrosurgery devices. I am an experienced
professional who understands the importance of time management and open
communication. While it may be easy to focus on the technical side of the work, I’ve
found that being able to express concerns, difficulties and alternative solutions to
colleagues of varying technical backgrounds has been invaluable in my professional
development.
Over the course of my career as a biomedical engineer I have:
• Taught seminars on biomedical ethics and strategies for efficiency over a five-year
period;
• Increased team efficiency by implementing new techniques for testing equipment;
• Led the development of two successful electrosurgery devices.
I truly believe in continued education and research and continue to seek new methods
to assist with safe, effective product development. I hope to bring my knowledge and
future knowledge to your organisation.
Thank you for your time and consideration. I look forward to speaking with you more
about this opportunity.
7
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Yours sincerely

Nasrine Karit
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Worksheet 1: Comparison of Letters
Compare the two letters and fill in the table.

How does the writer start?
Letter 1: e.g. Dear Sir/Madam

Letter 2:

What kind of job does the writer have?
Letter 1:

Letter 2:

What qualifications does the writer have?
Letter 1:

Letter 2:

What experience does the writer have?
Letter 1:

Letter 2:

What skills does the writer mention?
Letter 1:

Letter 2:
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How does the writer end?
Letter 1:

Letter 2:
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Extension task (optional for learners who apply for a position in English)
Duration: 10 minutes
1. Complete the grammar worksheet examining ‘since’ and ‘for’.
2. Check answers with the answer key at the end of the activity.
For and since
e.g. I have been an interpreter since 1995.

1. I have worked in a nursery _________________ seven years.
2. I have helped in the café ___________________ 2001.
3. I have studied computing ___________________ six months.
4. I have been a volunteer _____________________ a year.
5. I have worked in a garage ___________________ January.
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Task 2: Letter Writing
Duration: 1 hour
1. Use your answers from Task 1 to write a cover letter with your own details.
Option A: use the template provided
Option B: write a draft of your own experience, qualifications and hopes
using formal language
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Letter writing frame

(your address):__________________

_____________________________

(date):_________________________

___________________________ (name)

___________________________ (address)

___________________________

___________________________

Dear __________________

Re: ___________________

I am writing ____________________________________________________

______________________________. I enclose________________________

As you can see from my _____ I have _______________________________

____________________ from _____________________________I have also
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______________________________________________________________

______________________________________________________________

I hope ________________________________________________________

______________________________________________________________

Yours _________________

_________________________

_________________________ (your name)

Exercise from: Marina Spiegal and Helen Sunderland (2002) Writing Works: Using A
Genre Approach for Teaching Writing to Adults and Young People in ESOL and Basic
Education Classes. London Language and Literacy Unit.
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Answer key
Task 1.1: Comparison of letters
Compare the two letters and fill in the table.

How does the writer start?
Letter 1: e.g. Dear Sir/Madam

Letter 2: Dear Ms. Lee

What kind of job does the writer have?
Letter 1: Interpreter (English/Somali)

Letter 2: Biomedical Engineer

What qualifications does the writer have?
Letter 1: Institute of Linguistic Certificate in Community Interpreting (Sheffield
College)
Letter 2: Bachelor’s degree and Master’s degree in biomedical engineering
What experience does the writer have?
Letter 1: Volunteer interpreter within the community (17 years i.e. since 2001)

Letter 2: Creating and implementing medical devices (numerous years’ experience,
but doesn’t say how much)
Large scale testings and releases of biomedical products (electrosurgery devices)
Taught seminars on biomedical ethics/strategies for efficiency
Implemeted new techniques for testing equipment
Led development of two electrosurgery devices

What skills does the writer mention?
Letter 1:

Letter 2:
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How does the writer end?
Letter 1: I look forward to hearing from you.
Yours faithfully,
(Name)
Letter 2: I look forward to speaking with you more about this opportunity.
Yours sincerely,
(Name)

Extension task: For and since
Fill the gaps with for or since
e.g. I have been an interpreter since 1995.

1.

I have worked in a nursery _______for__________ seven years.

2.

I have helped in the café ____since_______________ 2001.

3.

I have studied computing _____for______________ six months.

4.

I have been a volunteer _______for______________ a year.

5.

I have worked in a garage ______since_____________ January.
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Take away:
Additional resources and links:
Toolkit Unit B2 Task 4
https://www.scribendi.com/advice/how_to_write_a_formal_letter.en.html
https://www.ilac.com/10-tips-on-how-to-write-a-business-email-in-english/
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Personal reflection
Answer the following questions to reflect on the activity/unit:
What did you learn?

What are you still unsure about?

What would you like to know more about?
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Module B3 Activity 2: Tailoring a CV for a specific job
Unit B3

Applying for a Job

Activity 2

Tailoring a CV for a specific job

Duration

170 minutes

Rationale

To explain how to select key skills and experience
that will match the requirements of the post
advertised

Focus

Related to getting a job

PICC skills

Tailoring a CV appropriately to different professional
fields

Language work

Business-related vocabulary; choosing appropriate
verbs and adjectives to match ‘culture’ of an
organisation

Focus & Reflection
Step 1: Think about the type of organisation you may wish to apply for. Consider
the following sectors:
•

Private sector

•

Public sector

•

Charity/non-profit sector

Step 2: Now think about different functions/specialisms/roles within this
organisation that you could apply for.
Preparation
While studying this activity you should ideally have a previously prepared CV to
hand. You should also ideally have access to a pc/laptop with internet connection.
You will be asked to look at online sources and/or to watch video recordings. This
activity is broken up into 6 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also
possible to skip a task. There are variation and extension activities to some of
the tasks, which you will find at the end.
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Task 1: Thinking about skills profiles
Duration: 20 minutes
1. Take a look at the pictures below. For each, write down a specific job
role that you think fits the photo.
2. Next write down a list of skills that one might need to carry out these
roles. Write down at least five for each photo.
3. Look at your lists. Are there any transferable skills that could apply to
more than one (or all) of these jobs?
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Task 2: Tailoring the Personal Statement
Duration: 30 minutes
1. Go onto an online job search portal (e.g.
www.reed.co.uk, www.indeed.co.uk,
www.cv-library.co.uk) and find a job
advert that you could apply for.

TIP! If you don’t have
access to the internet, use
the worksheet ‘Sample
Job Advert’ provided.

2. Read the person specification in your chosen job advert and check what
the role requirements are.

TIP!
In the UK these are often divided between ‘essential’ and
‘desirable’ requirements.
In the Netherlands the role requirements are sometimes divided
between ‘functie-eisen’ (essential) and ‘vaardigheden’ or
‘competenties’ (desirable).

Are the job specifications in your host country different from what
you are used to?

3. Now make two columns on a sheet of paper, one marked ‘essential’ and
one marked ‘desirable’. Write down any requirements mentioned in the
job advert.

4. Now think about your previous experience. Imagine
that you are in a lift with the managing director of the
organisation and you only have one minute to tell
him or her why you meet the requirements of the
role.

5. Write down three sentences that summarise this conversation.
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TIP!
Use the example below to guide you.

Example
Chief Engineer with over 20 years’ experience gained mainly in the
private sector in Europe, Africa and the Middle East. Strong commercial
focus and experience of successfully implementing restructuring
programmes in unionised and non-unionised organisations.
This personal statement would be suitable when applying to a private sector
organisation that demonstrated their requirement for commercially-focused
managers that were not afraid to implement change programmes (including
redundancies) and a more “ruthless” or pragmatic approach.
A different emphasis could be demonstrated when applying for a role with an
organisation that referred to its desire to train and develop its workforce. The
personal statement could be adapted to suit this organisation by substituting
the wording below.
Chief Engineer with over 20 years’ experience gained in both the private
and public sector in Europe, Africa and the Middle East Successfully
established graduate training and staff development programmes to attract
new talent and retain key employees.
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Task 3: Tailoring the Core Skills section
Duration: 30 minutes
1. Look at the job advert again. Now write down the top ten important skills
and experience that are required in the job description/person
specification.
TIP!

2. Now check the list against the
‘Core Skills’ section in your own
CV. How many are already
included? Take out any skills that
seem irrelevant to the role and add
in news ones.

If you don’t have a CV to
hand, then simply write
a ‘Core Skills’ section
from scratch (refer to
Unit B2 – Activity 4).

3. Now think about which transferable skills might be relevant to this role.
Add any relevant ones to your ‘core skills’ section.

TIP!
Refer to the ‘Transferable Skills’ worksheet to help you.
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Task 4: Tailoring the Career Summary section
Duration: 30 minutes
1. Look at the job description/person specification in the job advert again.
Think about your previous employment history. Which of your previous
roles are relevant to this position? Are any irrelevant?
2. Now check the ‘Career Summary’ section in your own CV and carefully
edit it to fit the role requirements of the job advert. Look at the list of core
skills from Task 2 and try to work in wording that reflects these. For
example, if the advertised role requires you to write reports, include report
writing in your career summary if you have done this before.

TIP!
If you don’t have a CV to
hand, then simply write a
‘Career Summary’ section
from scratch (refer to Unit
B2 – Activity 4).
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Task 5: Tailoring the Qualifications & Education section
Duration: 30 minutes
1. Look at the job advert again. This time focus on required
qualifications/education. Highlight/write down bullet-points of key
requirements (e.g. a postgraduate qualification, a teaching degree etc.).
Make a note on whether these are essential or desirable.
2. Now compare the list against the ‘Qualification & Education’ section in
your own CV and edit it to fit the requirements of the role. Consider
whether the qualifications add to your value for this role or if they may be
irrelevant.

TIP!
If you don’t have a CV to
hand, then simply write
a ‘‘Qualifications &
Education’ section
from scratch (refer to
–

25
The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission
cannot be held responsible for any use which may be made of the information contained
therein.

Task 6: Tailoring the Hobbies & Interests section
Duration: 30 minutes
Hobbies/interests are a great way to demonstrate your relevant skills for the role
and they can help your CV to stand out from the crowd.
1. Look at the job advert again. This time think about any of your
hobbies/interests that might be relevant to the role. Use the examples
below to help you. Make a list of 3 to 4 hobbies/interests.
2. Now compare the list against the ‘Hobbies & Interests’ section in your own
CV and edit it to fit the requirements of the role.
TIP!
If you don’t have a CV to hand, then simply write a ‘Hobbies &
Qualification’ section from scratch (refer to Unit B2 – Activity 4).
Examples of relevant hobbies/interests:
•
•
•
•
•
•
•
•

Coding or programming (for technology jobs)
Fashion and beauty blogging (for Journalists and Copywriters)
Sports and conditioning training (for Personal Trainer and jobs
in sport)
President of a society or club (for management positions)
Strategic games/puzzles (such as chess) (for Project Managers
and Developers)
Mentoring, coaching, and tutoring (for Teachers and jobs in
retail)
Model making and DIY (for jobs in construction and
engineering)
Cooking/baking (for jobs in the catering industry)

Source: https://www.reed.co.uk/career-advice/hobbies-and-interestsshould-i-include-them-in-my-cv/
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Take-away
Link to other modules in the CSLW toolkit
Module B2 – Activity 4 ‘Creating an interculturally appropriate CV’

Sources of information about how to tailor your CV for a specific role.
There are plenty of online sources on how to tailor your CV.

Some UK-based websites include:
https://www.cv-library.co.uk/career-advice/cv/tailor-your-cv-differentjobs/
https://www.theguardian.com/careers/2017/may/03/how-to-tailor-your-cv-forinterview-success
Some sources on how to write a CV are specific to certain professions, such as
healthcare or engineering. These are often provided by organisations such as
the National Health Service (NHS) or the Institute of Mechanical Engineers
(IMechE):
https://www.healthcareers.nhs.uk/explore-roles/doctors/medical-specialtytraining/preparing-your-medical-cv
https://www.rcn.org.uk/professional-development/your-career/cv-writing
https://www.bma.org.uk/advice/career/applying-for-a-job/medical-cv
https://www.imeche.org/careers-education/careers-information/mechanicalengineering-careers-guide/write-a-great-cv
Vitae, part of the of the Careers Research and Advisory Centre (CRAC), provides
advice specifically on academic CVs:
https://www.vitae.ac.uk/researcher-careers/pursuing-an-academic-career/howto-write-an-academic-cv
Sector-specific job searches might be most useful when looking for specific jobs.
Examples include:
https://www.jobs.nhs.uk/
https://www.engineeringjobs.co.uk/
Most generic job search platforms allow you to conduct sector-specific searches
e.g.
https://www.reed.co.uk/jobs/engineering-jobs
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Dutch sources:

https://www.monsterboard.nl/carriere-advies/artikel/stem-je-cv-af
https://www.fintrexrecruitment.nl/page/blog/command/detail/uid/o9uqxw/1/bb/1/je-cv-aanpassenper-vacature-dit-zijn-de-do-s-don-ts
https://www.intermediair.nl/solliciteren/cv/solliciteren-op-wo-niveau-dan-ookeen-cv-op-wo-niveau
Sector-specific:
https://maritiemevacaturebank.nl/
https://www.engineersvacatures.nl/
https://www.nationalevacaturebank.nl/vacature/zoeken?query=engineering&loca
tion=&distance=city&page=1&limit=10&sort=relevance
https://www.academictransfer.com/nl/

German and Austrian links:
https://schnellerzurstelle.de/individuellen-lebenslauf-beilegen/
https://www.stepstone.at/Karriere-Bewerbungstipps/der-perfekte-lebenslauf/
Sector-specific:
https://www.academics.de/ratgeber/akademiker-lebenslauf-richtig-schreiben
https://www.ingenieur.de/karriere/bewerbung/der-ueberzeugendeingenieurlebenslauf/
https://www.monster.de/karriereberatung/artikel/lebenslauf-assistenzarzt-muster
https://www.praktischarzt.de/arzt/lebenslauf/
https://www.operation-karriere.de/karriereweg/bewerbung-berufsstart/derlebenslauf-als-arzt.html
https://www.get-in-engineering.de/magazin/bewerbung/karriere-tipps/lebenslauf
https://www.absolventa.de/jobs/channel/ingenieure/thema/bewerbung

28
The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission
cannot be held responsible for any use which may be made of the information contained
therein.

Personal reflection
When you look at your CV, do you think it is tailored well for a specific job
advert?

Are you happy with your CV? If not, why not?

How much did you know about tailoring a CV before you completed this
activity?
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What have you learnt?

What are you still unsure about?

Where could you go or who could you talk to find out more information?
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WORKSHEET 2
Transferable Skills
Transferable skills are specific set of skills that don’t belong to a particular industry
or job. They are general skills that can be transferred between jobs, departments
and industries. These skills are developed through employment, education or
training.
Below are some examples of transferable skills.

Transferable Skills
Verbal / Written communication skills
Problem-solving skills
Prioritising skills
Data analysis skills
Computing skills
Leadership and team management skills
Time management / deadlines
Teamwork ability
Listening and feedback skills

TIP!
Give examples of transferable skills throughout your CV. These are
mainly found in the ‘Core Skills’ or in the ‘Career Summary’ sections.
Remember to give examples of how you used these skills
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Example Job Advert 1
Nursing
Employer:
University Hospitals of Leicester
Department:
Ward 29, Glenfield Hospital
Location:
Leicester
Salary:
£28,050- £36,644 per annum

Ward 29 at Glenfield Hospital is a 29 bedded respiratory ward, specialising in pleural
diseases. We are currently looking for a deputy sister/deputy charge nurse to join our
team.
As a deputy sister/ charge nurse, you will assist the ward manager in the leadership and
management of staff. Acting as a role model, you will lead in ensuring safe,
compassionate, quality care for all our patients. You will be involved in HR procedures
including appraisal, recruitment, and sickness and absence, ensure that quality and
strategic objectives are met, both for the ward and the Trust. You will be responsible for
the day-to-day running of the ward in the ward manager’s absence.
Ideally you will have a respiratory experience, hold a recognized teaching qualification,
and have evidence of post-registration continuing development.

Source: https://www.jobs.nhs.uk/
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Example Job Advert 2
Gas Engineer
Competitive salary
Camberley , Surrey
Permanent, full-time
We are a very successful domestic heating and plumbing company based in Camberley
in Surrey. We have covered parts of Surrey and all of West London and the surrounding
areas for over 30 years, offering excellent service to all of our large database of
customers. We carry out boiler installations, repairs, servicing, maintenance and system
repairs, checks and upgrades. We also offer plumbing services.
General Duties
You must have excellent understanding of all makes of boiler and heating systems and
be confident and competent in carrying out maintenance, fault diagnostics, testing,
repairs, servicing and CP12’s and also be able to carry out some plumbing work if
required.
Essential Requirements:
You will need to be fully qualified with the relevant trade qualifications and at least 3
years experience. You will need to be reliable, honest, very motivated, cheerful and
have excellent written and verbal customer communication skills. We will also require
references.

Source: https://www.engineeringjobs.co.uk/
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Module B3 Activity 3: Completing a job-application form
Unit B3

Applying for a job

Activity 3

Completing a job-application form

Duration

4 hours and 45 minutes

Rationale

To create an awareness of the key skills
involved in completing an application form
and to enhance chances of being shortlisted for an interview

Focus

Related to applying for a job

PICC skills

Ability to write a job application which
reflects intercultural language, skills and
experience

Language work

Vocabulary. Choice of verbs
adjectives. Positive language

and

Focus and self- reflection
Step 1:
In this activity, you will learn how to fill in a typical application form in Europe.
Before you get started with the tasks, think about the following questions:
1. What application forms are you familiar with? Have you filled them out
online or offline in the past?
2. How does the application process work in countries you have been
employed in?
3. Are there any differences that come to mind?
4. Why do you think do employers use application forms?
see answer key at the end of the activity
Step 2:
Take a piece of blank paper to brainstorm what sections are usually found in an
application form.
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Preparation
Search for online websites advertising jobs in the sector(s)/profession(s) that
could be relevant to you. You can find a number of potentially useful websites in
the take-away section of Activity 2. As a preparation for this activity, save or print
one or two job descriptions out.
It is also useful to have the latest version of your CV at hand.
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Task 1: Equal Opportunities in recruitment
Duration: 45 minutes
Look at the following documents which advice companies in how to prevent
discrimination during the application process:

UK:
https://www.diversityjobboard.co.uk/Template_of_a_Equal_Opportunities_Polic
y.html
Netherlands:
https://www.arboportaal.nl/onderwerpen/discriminatie
https://www.rijksoverheid.nl/onderwerpen/gelijke-behandeling-op-het-werk

Germany:
https://www.deutscher-wirtschaftsbrief.de/wp-content/uploads/2015/10/AbrufService_2015-Nr.31_Bewerberdiskriminierung.pdf

If the document in your host language is too difficult to read, use the English
document to answer the following questions.
1. Have a look at the job advertisements that you chose for this activity. How
is an “Equal Opportunities” policy implemented?
2. Have you come across attempts by employers to prevent discrimination
before? Was this done in a similar way?
3. Do you have experience with discrimination at work? If so, do you find the
policies above helpful?
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Task 2: Competency-based questions
Duration: 1 hour
Some employers also ask Competency Questions in application forms (similar
to what would be asked at interview). In order to answer these questions
successfully, so-called STAR answers are required.
Competency-based questions are usually designed the following way:
“Tell us about a time you led or worked in a team.”
(here you should display your teamwork skills)
Usually, you are asked to describe how you acted in a specific situation.
Your answer to such a question should be based on actual experience and cover
the STAR(R) points
Situation – describe the situation
Task – what were you asked to do
Action – what did you do (and why?)
Result – what was the outcome
(Reflection - what, in hindsight, would you do differently next time?)

1. Find out what competencies the employer’s looking for. Do so by
looking at the application form and job description you chose for this
task.
Examples of core competencies are:

2. Develop a story for each relevant
competency, using the STAR points.
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Task 3: Workplace culture
Duration: 1 hour
In order to complete an application form correctly, completely and to increase
your chances of being short-listed for interview, adequate preparation is key.
1. What information is available to you about:
a) Your own relevant work experience,
b) education,
c) qualifications and training courses attended including dates,
d) job titles
e) addresses
2. What sources can you use to find out more? Brainstorm and check the
answer key at the end of the activity.
3. In order to tailor your application to the desired workplace, you need to
research the workplace and organisational culture.
a. Read this definition of workplace culture:
“Culture is the character and personality of your
organization. It's what makes your business unique
and is the sum of its values, traditions, beliefs,
interactions, behaviors, and attitudes.
Positive workplace culture attracts talent, drives
engagement, impacts happiness and satisfaction, and
affects performance. The personality of your business
is influenced by everything. Leadership, management,
workplace practices, policies, people, and more impact
culture significantly.
The biggest mistake organizations make is letting their
workplace culture form naturally without first defining
what they want it to be.”
(Taken from https://www.yourerc.com/blog/post/workplaceculture-what-it-is-why-it-matters-how-to-define-it)
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b. What was the workplace culture in your previous workplaces like?
Was it clearly defined?
c. Think about what different cultural features of the following
workplaces could be:
i.

A governmental department

ii.

A Silicone Valley start up

iii.

A hospital in the host country

iv.

Starbucks

v.

This of others

d. Now check the websites of the companies which issues the job
advertisements you chose. What does it say about their workplace
culture?
e. What competencies, qualifications and former experiences can you
emphasise that fit with that culture?
Check answer key at the end of the activity
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Task 4: Completing the application form & managing CV gaps
Duration: 1 hour or 1 hour 30 minutes (depending on whether a CV is
available)
1. Typical sections in an application form are:
•

personal details - your name, contact details and address

•

employment history – previous and current

•

education and qualifications – including secondary education,
your degree and professional training courses attended

•

a personal statement

•

additional information

•

references.

There may not be sufficient space to include all your work experience, so you
should focus on the most relevant information.
2. Take the latest version of your CV and check how you populated each
section. If you do not have a CV handy, brainstorm how you could fill them
out.
3. Mind the gap: Are there any gaps in your employment history? If so, be
aware that this might raise some questions with your employer. Read the
following article and think about what answers you could give in case you
should be asked about a CV gap in a job interview:
https://www.reed.co.uk/career-advice/how-to-explain-a-gap-in-your-cv/
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Task 5: Changing Jobs
Duration: 30 min
1. How do you judge
a. someone who have held many positions and worked at many
workplaces over time, versus
b. someone who has worked only at one workplace for their entire
working life
c. are there differences across sectors and/or cultures?

2. Read the following article on changing jobs:
UK:https://www.ft.com/content/0151d2fe-868a-11e7-8bb15ba57d47eff7
Germany/ Austria: https://www.stepstone.de/KarriereBewerbungstipps/wie-viele-jobwechsel-tun-demlebenslauf-gut/
Netherlands:https://www.businessinsider.nl/carriereswitchvooral-populair-bij-hoogopgeleiden/
https://www.ad.nl/ad-werkt/deze-mensen-gooien-het-roer-om-enbeginnen-2019-met-een-carriereswitch~a97be999/
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Answer key:
Focus & Reflection:
Why do you think that employers use application forms?
•

Determines applicants’ motivation to apply for the role i.e. the
effort required

•

Forces applicants to provide information that might not have been
included in cv, e.g. gaps in employment history, volunteering
experience, membership of professional bodies

•

All applicants are providing information in the same format which
makes it easier for the organisation to compare and contrast
applications

•

Allows the organisation to separate personal information (name,
address, gender) from the employment-related information and
reduce the chance of bias or discrimination

Task 3.3:
Potential sources for your own information:
•

From your own CV, if you have one. Unit 2- activity 4 guides
you through the creation of an ‘interculturally’ appropriate CV.

•

Documentation from former employers, e.g. contracts of
employment, offer letters

•

Certificates – qualifications achieved, and training courses
attended

•

If you have been previously employed in the host country, tax
documents show details of employment in a tax year (in the UK
e.g. P45 / P60)

•

Searching online, if necessary, e.g. for previous employer’s full
address (the employer may have moved since the learner
worked there)

•

You also need the name, job title and contact details of people
you would like to nominate as your referees. These details can
change over time, so before listing outdated details, you might
have to research online or contact the referee. to confirm
whether the job title or employer have changed.
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Take away
Supplementary reading or online resources.
On-line job websites (UK):
•
•
•
•
•
•

https://www.prospects.ac.uk/careers-advice/applying-for-jobs/write-asuccessful-job-application
https://www.totaljobs.com/careers-advice/cvs-and-applications/how-towrite-an-application-form
https://www.cv-library.co.uk/career-advice/start/job-application-form-tipstricks/
https://www.myworldofwork.co.uk/getting-job/application-forms
https://www.jobs.ac.uk/careers-advice/jobseeking-tips/1209/top-tips-foronline-job-applications
https://www.tpp.co.uk/jobseeker/career-advice/applicationprocess/completing-application-forms

On-line job websites (Germany and Austria):
•

https://www.die-bewerbungsschreiber.de/bewerbungshilfe

•

https://www.stepstone.at/KarriereBewerbungstipps/bewerbungsschreiben/

•

https://www.spiegel.de/karriere/anschreiben-fuer-die-bewerbung-tippszu-inhalt-und-aufbau-a-1231263.html

On-line job websites (Netherlands)
•
•
•

http://www.stepstone.nl/Carriere-Advies/online-sollicitatieformulier-snelen-handig.cfm
https://www.werk.nl/werk_nl/werknemer/solliciteren/solliciteren-werkzoeken/online-solliciteren
https://www.intermediair.nl/solliciteren/sollicitatiebrief/de-do-s-en-don-tsvan-online-solliciteren
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Hints and Tips
•

It’s very unusual to receive handwritten application forms nowadays.
Usually they are either filled in and submitted online or digital print outs;
but if you decide to submit a handwritten form, first take a few
photocopies and practice before writing up final version

•

Read and follow the instructions of the form. For example, if the
application is handwritten, a few important requests regarding the
format could be for example the ink colour or use of capital letters. You
might be asked to provide your information in chronological order or
reverse chronological order.

•

Give yourself plenty of time to complete the application form.

•

Have someone else read it and ask them for suggestions for
improvement.

•

Some applicants undersell themselves in order to avoid coming across
as arrogant – try to find a balance.

•

Review and revise the document more than once.

•

In terms of presentation – font and font size: Use neutral, formallooking fonts. Do not distract from your work with fun fonts such as
Comic Sans or Edwardian.

•

If handwriting: keep it neat.

•

Be careful with your spelling and grammar and punctuation.

•

Type out a lengthy text in a separate Microsoft word document and run
through spell checker (UK English) and grammar checker. Be careful
of words that are correctly spelled but the wrong word e.g. “a” instead
of “as” or “form” instead of “from”. For example, a common typing error
is to write “manger” instead of “manager”.

•

Cut and paste simple text from your cv (e.g. key duties) but remove the
bullet points if used in your CV.
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Useful information about overseas qualifications
Different European countries have different regulations on the recognition of
overseas qualifications. Unfortunately, these regulations might change over time
and it is possible that leaners are not able to convert their previous qualifications.
Here are some examples but it is suggested that you look for up-to-dart
information for your learners.

UK

Austria & Germany

UK NARIC is the
designated
United
Kingdom
national
agency
for
the
recognition
and
comparison
of
international
qualifications and skills. It
performs this official
function on behalf of the
UK Government. You
can
find
updated
information
on
their
website
at:
https://www.naric.org.
uk/naric/

In Germany, the Ministry for
Education and Research
offers further information on
the
recognition
of
qualifications and work
experience attained abroad:
https://www.anerkennung-indeutschland.de/html/de/beruf
liche_anerkennung.php

Netherlands

In the Netherlands,
you can have your
qualifications
recognised
by
various
organisations. You
can
find
more
information on the
recognition of your
qualifications on the
In Austria, the following offers website of the Dutch
help
(also
in
English): government:
https://www.berufsanerkennu https://www.rijksove
ng.at/berufsanerkennung/verf rheid.nl/onderwerpe
n/onderwijs-enahren-zur-anerkennung/
internationalisering/
vraag-enantwoord/hoe-laatik-mijnbuitenlandsediploma-innederlandwaarderen-oferkennen
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Personal Reflection
Reflect on the different tasks:

Were they useful? In what ways?

What are you still unsure about?

What would you like to know more about?
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If you feel that you need support, where do you know you can go to gain the
assistance you require?
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Module B3 Activity 4: Matching Skills to professional job
descriptions
Unit B3

Applying for a Job

Activity 4

Matching Skills
descriptions

Duration

80 minutes

Rationale

To understand how to match your personal
skills to professional job descriptions

Focus

Related to applying for a job

PICC skills

Looking at and understanding differences
and expectations regarding skills required
for professional positions in your new
country

Language work

The language of job descriptions; language
related to your chosen professional field

to

professional

job

Focus & Reflection
This activity asks you to reflect on the professional skills that you acquired
through in your previous job and to match them with the job adverts in the country
you are currently living in. This process is important for you to optimise your
opportunities to find a job as the activity will help you to understand what
employers require from professionals in your field.

Step 1:
•

Think about what you would expect to see on a job description in
your profession: What tasks, qualifications and skills will be
required?
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Preparation
While studying this activity you should have access to a pc/laptop with internet
connection as you will be asked to watch videos. Before starting this activity, you
should go online and search for relevant job descriptions. These can be found on
online search engines, like

UK: https://www.indeed.co.uk/
Germany/Austria: https://www.stepstone.de/
Netherlands: https://www.jobbird.com/nl/

The tasks of this activity are interrelated, and it is suggested that you complete
them consecutively. You can complete the tasks in your own time and take a
break in-between task.

TIP!
In order to review your career goals and skills, you might
find useful to complete the ‘preliminary activity’ in Unit
B2-Activity 1 before you start to work on this one.
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Task 1: Reflecting on professional skills
Duration: 20 minutes
1. Watch a short video clip of job descriptions @ 3.13 minutes:
https://www.youtube.com/watch?v=VR2KML99sQo
2. Take notes of any relevant information that you might find helpful or is
different to your already listed job expectations whilst watching the video.
3. After you watched the video, fill in the following table, based on your own
reflections and what you heard in the video. Tailor it to the job description
you chose for this activity.

Job/ Profession

Present skills

Skills to be acquired
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Task 2: Transferable skills and problem solving
Duration: 1 hour
1. Look at the following website which explains the meaning and importance
of transferable skills:
https://www.reed.co.uk/career-advice/what-are-transferable-skills/
2. Now look at the chart below. It shows various transferable skills across
four domains. Find at least one transferable skill in each domain that
applies to you and would be relevant for your job description.
3. Write at least two sentences about each transferable skill in which you
explain how you acquired it and how it is relevant to the job.
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Extension Task: Word Matching Game
Duration: 15 minutes
1. Look up the difficult terminology/ problems from Task
4.2 in a dictionary or online. Write each problem onto
one card, and the corresponding explanation on to
another. You then have two separate bundles of cards
– one set with the problems and the other set with the
explanations.

Problem

Explanation

TIP!
cut the corner off the explanation cards, to help keep
them separate.

2. Mix each pile well and spread them out separately, face down.
3. Select a card from the problems pile and try to remember the explanation.
Now try to pick up the corresponding explanation card. Replace the cards
face down if they do not match and pick up another explanation card. Try
to remember the problem it refers to and find the correct card.
4. Continue with the game until all the matches have been correctly found.

52
The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission
cannot be held responsible for any use which may be made of the information contained
therein.

Take-away
Link to other modules in the CSLW toolkit
Refer to Module B3 – Activity 2 ‘Tailoring a CV for a specific job’

If you have access to internet, you can go online to check out different
resources on how improve your vocabulary for applications and job
descriptions:

For example, this is a video focused on occupational terminology in
English ‘Talking about jobs and occupations in English - free English lesson’
https://www.youtube.com/watch?v=fcKniJHVQ3w.

The following videos show relevant vocabulary in Dutch:
Part 1:https://www.youtube.com/watch?v=6s3vQCPni2M&list=PLUOaqvvZolDuuM9Kb7-4OG7ed1c1Yadz&index=79&t=0s
Part2:https://www.youtube.com/watch?v=T7hhZq7pBHM&index=79&list=PLUO
a-qvvZolDuuM9Kb7-4OG7ed1c1Yadz
Part 3: https://www.youtube.com/watch?v=ManqNrHUy3s&list=PLUOaqvvZolDuuM9Kb7-4OG7ed1c1Yadz&index=80

These videos focus on occupational terminology in German:
https://www.youtube.com/watch?v=HLsZ4jab3nc
https://www.youtube.com/watch?v=inLAuzFgueE
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Personal Reflection
Reflect on the different tasks:
Were they useful? In what ways?

What are you still unsure about?

What would you like to know more about?
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Do you feel confident in matching your skills with job adverts as you apply for
new jobs?

If you feel that you need support, where do you know you can go to gain the
assistance you require?
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Module B3 Activity 5: Dealing with rejection
Unit B3

Applying for a Job

Activity 5

Dealing
with
responses)

Duration

80 minutes

Rationale

To increase resilience during a job search

Focus

Related to applying for a job

PICC skills

Being resilient, flexible, and determined
when applying for jobs

Language work

Polite requests and expressions for followup contact

rejection

(emotional

Focus and self-reflection
This activity encourages you to reflect on your job application experience as you
wait for a reply. It also helps you to deal with rejections and to prepare your next
job application. This process is important for you to optimise your time between
job applications and to learn from each experience including the unsuccessful
ones.
Step 1:
Does everyone get the first job they apply for? In Europe, there are often many
more applicants than there are roles, so application processes are rigorous, and
time is taken to ensure the process is fair.
Consider the following questions:
1. How much time would you expect a company to need between the
application deadline and notification of shortlisting or interviews?
a) Less than 2 days

b) about 1 week

c) up to 3 weeks

2. On average, how many jobs do you think someone might apply for
before being selected for interview?1
a) 10

b) 16

c) 27

1

Reported in Business Insider, May 16, 2016, UK https://www.businessinsider.com/job-seekers-haveto-apply-for-27-jobs-for-every-interview-survey-finds?r=UK&IR=T
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If you only apply for one job at a time, then the average time you will wait for an
interview will be answer 1 multiplied by answer 2.
If you answered c) for both questions, you are correct! This means that applying
for one job at a time could mean waiting 81 weeks, more than 18 months, just to
get an interview.

Step 2:
This is a long time and a lot of ‘negative news’ to get through in your job search,
and dealing with this can be difficult.
What do you think is the best strategy for applying for jobs?
a) Only apply for the job you like best and wait, so you can stay focused.
b) Apply for any 27 jobs in one day, and wait for your interview.
c) Target your job search and apply for multiple, relevant roles as you see
them.
Tip!
For help building your resilience (a key transferable professional skill), go to
Task 3 now, and come back to this part later. You can also find more information
at the end of Unit 4.

Preparation
While studying this activity you should have access to a pc/laptop with internet
connection as you will be asked to watch videos and to read some materials. If
you have access to a printer you can also print out some of the materials, or you
could download them to study when you don’t have an internet connection (e.g.
articles and tables). This activity is broken up into 3 core tasks (1 hour and 20
minutes of work). The tasks are interrelated, and it is suggested that you
complete them in the order in which they appear. You can complete the tasks in
your own time and take a break in-between task. There are also variation and
extension activities to some of the tasks, which you will find at the end.
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Task 1: Organising your job search
Duration: 30 minutes
1. Read
this
article
from
the
Guardian
newspaper.
https://www.theguardian.com/careers/job-application-waiting-use-time

Who is it aimed at?
a) People who are thinking of looking for a job
b) People who are applying for a job/jobs
c) People who have just been offered a job

2. This article is giving advice to job seekers who have submitted an
application. Make notes below on the advice the article gives:
e.g. Confirm that your application was received
1.
2.
3.
4.
5.
6.
3. Which do you think are the most important tips?
Can you add any of your own ideas? Make notes here.
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4. Using the advice from the article, let’s organise what you will do after
applying for a job.
a) Complete the headings in the table on the next page using the following
words.

Social Media

Further follow-up

Company

Other notes

Closing Date

b) Look at the story board below.
•
•

Complete the information about Ursula’s job search in the table on
the next page.
What other advice would you give Ursula?
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TABLE: AFTER APPLYING FOR A JOB

________

___________________________

________

___________________________

First
follow-up

___________________________

________

Them: twitter –

Date
confirmed
applicatio
n received

___________________________

________

___________________________

Date
applicatio
n
submitted

___________________________

________

IT Solutions Ltd

1

Position/
Job Title

___________________________

Applicatio
n number
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c) The table below is completed for Ursula.
Think about a job you a) have applied for recently, or b) would like to apply for.
Complete the next row of the table, including notes of what you should/need to do, and have done already.

Further
follow-up

Other
notes

-Ask Gonzalo about who
to contact
new
about
-Read
dev.
software
department

First
follow-up

Phone 30/04/19

Social
Media

They are looking for aps
on deadline on twitter.
Delete old facebook &,
update Linked in profile

Date
confirmed
application
received

No – need to find out!

Closing
date

Monday 15/04/19

e.g. Friday 12/04/19

Company

IT Solutions Ltd

1

Position/
Job Title

Programmer

Application
number

Date
application
submitted

Email to confirm receipt
of application – keep it
short! Ask for timeframe

TABLE: AFTER APPLYING FOR A JOB

2

TIP! Make a copy of this table, adapt it to suit you, and use it to keep track of your job applications
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Task 2: Following up
Duration: 30 minutes
If you apply for a job and are not asked to interview, or go to interview but are not
offered the job, what can you do? Continue with other applications? Cry about how
unfair it seems? Try to learn from the experience?
All of these are valid responses, and all have a part in moving your job search forward
until you do get the job which is right for you.
Task 1 above mentioned ‘follow up’. This can be calling to check the status of your
application or asking for feedback if you were unsuccessful. This can be done by email
or over the phone.
TIP!
For help with polite language
for calls and emails, see the
extension section.

1. When contacting a company you have
applied to, what are your priorities?
a) to find out information
b) to repeat all the information from your
covering letter
c) to resend your application
d) to demonstrate your professionalism and make a good impression
e) to complain that the company haven’t contacted you

**Please note that b) and c) are not advised, unless the information you find out is that
the company did not receive your application and request that you send it again! You
might really want to do e), but you may want to apply for another role in the same
company in the future – remember d)!
2. Look at the two emails below, from Ursula in Task 1.
At what stage of the application process did she write them?
(See following page for the answers.)
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Email 1

Email 2
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3. Ursula wrote these emails one week after the application deadline, when she
hadn’t heard from IT Solutions. She showed email 1 to her friend and got some
advice, so email 2 is her improved draft. Why is it an improvement?
Below, note what is better about email 2, and add any ideas of your own which could
improve it further.
1.
2.
3.
4.
5.
6.
7.

TIP!
For guidance, see end of unit or comments here: https://h5p.org/node/407655
and here: https://h5p.org/node/407653
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4. Think about a job you have applied for recently.
Draft an email which you might send if you don’t hear from the organisation.
Remember to include an appropriate subject heading.
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Task 3: Moving on when your search stumbles
Duration: 20 minutes

resilience
/rɪˈzɪlɪəns/

noun: the capacity to recover quickly from difficulties; toughness

1. As discussed earlier, rejection is a big part of any job search – it is unavoidable
as there is always more than one applicant for a job, but it is important to find a
way to cope with it.

Choose one of the three options below.
OPTION 1: Read the article here: https://jobs.theguardian.com/article/resiliencehow-to-pick-yourself-up-when-you-don-t-get-the-job/

OPTION 2: Watch the video here:
life/adapting-well/careers-videos

https://www.ed.ac.uk/students/academic-

OPTION 3: Find similar media by searching “resilience in job search” in your host
language.

TIP! Have a look at this Ted Talk on shaking off rejection:
https: //www.ted.com/playlists/234/talks_to_help_you_shake_off_re
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2. We are often kinder to our friends than we are to ourselves.
Imagine you are Ursula’s friend, and she texts you to say she has heard that
she didn’t get an interview for the programmer job. What would you say to
her? What would you do?
3. Now be your own friend.
Use the space below to make a plan of things to do if you receive a negative
response on a job application.
Remember to include ideas for your job search, and ideas just for yourself.
a. Add the information to my job record, and review my other applications
b. Go for a brisk walk or run or play my favourite sport (stop thinking about jobs!)
c. __________________________________________________________
d. __________________________________________________________
e. __________________________________________________________
f. __________________________________________________________
g. __________________________________________________________
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Answer key
Self- Reflection Step 2:
Possible answers:
a) This is a gamble – if you don’t get your ideal job, you are wasting a lot of time.
b) Unit 2 looks at why this is almost impossible – you don’t want to do just any
job, and you can’t write 27 good applications in one day!
c) Yes! Task 1 will help you to keep track of your applications, and Task 2 will
look at what you can learn from the process.
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Take-away:
For help with polite language for calls and emails, see

Dutch:
•
•
•
•

https://taaladvies.net/taal/advies/tekst/89/opmaak_van_een_zakelijke_email_
algemeen/
https://www.nrc.nl/nieuws/2015/08/31/beste-hallo-hi-of-dag-hoe-schrijf-je-eenzakelijke-e-mail-a1495205
https://blogs.transparent.com/dutch/telephone-calls-in-dutch/
https://www.leren.nl/cursus/professionele-vaardigheden/telefoneren/structuurtelefoongesprek.html

English:
•
•
•
•

http://www.bbc.co.uk/learningenglish/english/course/intermediate/unit24/session-4
http://www.bbc.co.uk/learningenglish/english/features/english-at-work/18writing-an-email
https://learnenglish.britishcouncil.org/en/english-emails
http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/u
nit1telephone/1connecting.shtml
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Austrian & German:

•

https://www.weareteacherfinder.com/blog/letter-email-basics-german/

•

https://languagesareeasy.wordpress.com/2014/09/10/einen-brief-oder-eine-email-schreiben/

•

https://www.stepstone.de/Karriere-Bewerbungstipps/das-warten-auf-eineruckmeldung/

•

https://www.zeit.de/campus/2015/s1/bewerbung-absage-experten-tipps

•

‘Deutsch am Arbeitsplatz’ (German at work) – free online resources on
professional workplace communication for learners and teachers in Germanspeaking countries: https://www.goethe.de/de/spr/ueb/daa.html

•

‘Deutsch fuer den Beruf’ (German for the workplace) – free online resources
for teachers: https://deutschtraining.org/course/deutsch-fuer-den-beruf/

•

‘Austria materials’ developed by the Integrationsfonds. Available for learners
and teachers to learn/teach about Austria from different perspectives:
https://sprachportal.integrationsfonds.at/english/learning-german/freematerials-to-download/austria-materials
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Unit 4 Being interviewed for a job
Activity/Task
Activity 1
Task 1.1
Task 1.2
Task 1.3

Internet
Can be done
Title
access
offline
necessary
Before the interview: Doing research and getting organised
Finding job offers
30 Min
x
Finding out about the
30 Min
x
company
Workplace culture
20 Min
x
Approx.
Duration

Activity 2
Task 2.1
Task 2.2
Task 2.3

Matching your profile with the job requirements
Job skills
20 Min
x
Skills you have
20 Min
x
Skills that you don't yet
20 Min
x
have

Activity 3
Task 3.1

Preparing for the interview questions
Different types of jobs
15 Min
interviews
Preparing for potential
20 Min
x
questions
Effective answers in job 30 Min
interviews
How to handle difficult
20 Min
questions
Questions for the
30 Min
interviewer

Task 3.2
Task 3.3
Task 3.4
Task 3.5

Activity 4
Task 4.1
Task 4.2
Task 4.3
Activity 5
Task 5.1
Task 5.2

Organization: getting ready for the interview
How to dress
20 Min
appropriately
Documentation
10 Min
x
Getting to the interview
20 Min

Task 5.5

Verbal and nonverbal communication
Greetings
20 Min
Reflecting on nonverbal 15 Min
x
communication
Body language
30 Min
x
Emotions in a job
15 Min
x
interview
Saying goodbye
15 Min

Activity 6
Task 6.1

What you should do after the interview
Positive thinking
20 Min

Task 5.3
Task 5.4

x

x
x
x

x

x

x

x

x
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Task 6.2
Task 6.3

Task 6.4

Feedback after the
interview
Achievements,
Improvements, Next
Steps
Your Goals
Personal Evaluation
Extension Task 1
Extension Task 2
Answer Key
Personal Reflection

30 Min

x

20 Min

x

15 Min
30 Min
30 Min

x

x
x
x
x
x
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Activity 1: Before the Interview – Doing Research and Getting
Organised
Unit B4

Being interviewed for a job

Name of activity

Before the interview: Doing Research and getting organised

Duration

1 hour and 20 minutes

Rationale

Identification of your professional preferences, finding jobs
to apply for, learning about a company’s culture

Focus

Related to finding out about a job

PICC skills

Ability to find suitable employment opportunities

Language work

Focus and self-reflection
Knowing what kind of job you want to do is the first step. Now you need to find job
advertisements that match your aims. You can use newspapers, brochures, online
search-engines, and the local employment office to find suitable job opportunities. In
Austria for instance, the public employment service is referred to as AMS, which stands
for “Arbeitsmarktservice”. In the Netherlands, it is called “Werk”, in Germany
“Bundesinstitut für Arbeit”, in the UK “Jobcentre Plus”. You can find out more about
public employment services in other EU countries by clicking here:
https://ec.europa.eu/social/main.jsp?catId=105&langId=e%20n

Step 1:
Considering your current context, think about a job that would appeal to you and write
3 options down.
1.______________________________
2.______________________________
3. ______________________________
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Step 2:
Now think about the following questions:
1. How many working hours would you like to do and what salary would you be satisfied
with and could manage on?
___________________________________________________________________
___________________________________________________________________

2. How far would you be willing to commute to a job?
___________________________________________________________________
___________________________________________________________________
3. How important is it for you that someone speaks your mother tongue in the
company?




Very important

a little important


not important

4. Do you prefer to work independently or in a team?
__________________________________________________________________

5. In what areas of a job would you be willing to make a compromise?
__________________________________________________________________

Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
For the tasks that follow, select a job offer – ideally, one you would truly like to apply
for but if there is nothing suitable, choose any related job that you can use throughout
the following activities.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Finding Job Offers
Duration: 30 minutes
On the next page, you can find an example of a job advertisement. Compare it with the
job offer you have found. Look at the highlighted elements in the example and identify
similar ones in your job offer. Answer the questions in the blue boxes.
(The example job offer
https://at.indeed.com).

was

taken

and

adapted

from

this

website:
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Task 2: Finding out about the company
Duration: 30 minutes
When you think about the job interview, it can be helpful to prepare by finding out as
much as you can about the potential employer in advance. Knowing about the
workplace culture, history, goals, policies, products and employees helps you to stand
out among other candidates and show the interviewer(s) that you are a good fit for the
employer and have taken the interview seriously. One of the first things you should
look for is the company’s mission statement.
Using the job advert you have found for this activity, go to the company’s website. That
is a good place to research the company. Try to answer the following question about
that company:

1. What is the company’s mission statement?
2. Who are the leading individuals in this company?
3. What do you know about the company’s history? (Have a look at the section
called “About us” on the company homepage)
4. What jobs do they currently offer? Have a look at the section called “Careers”
on the company homepage)
5. What kind of products and services do they offer?
6. What is the latest news and updates on their social media? (See if you can find
the company on Twitter, Facebook or Instagram, if you have an account with
any of these platforms)
The ability to demonstrate that you identify with the company’s mission can strengthen
your application. Can you relate to this company’s products and vision? If so, how?
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Task 3: Workplace Culture
Duration: 20 minutes
Typically, we spend a lot of our time in our workplace. Therefore, it is important that
we feel comfortable in that setting and enjoy the work we do. Knowing about the
workplace culture can help you to find out if your personal and professional
perspectives match with your potential future workplace. It is important to reflect on
what aspects of a workplace culture (its mission or philosophy, values, ethics,
personnel, work environment, conditions and atmosphere) are important for our
professional wellbeing.
Take a look at the photographs below. Think about the impressions about the company
they evoke for you. The questions below will help you to clarify your personal priorities
regarding workplace culture.

1. What kind of workplaces might the people in these pictures work for?

2. What aspects of the pictures create a traditional/modern workplace?
•

Do you think that there are different languages spoken in this
workplace?

•

Might there be a dress code?

3. How comfortable would you feel working in this workplace culture?

4. What kind of concessions do you think you would have to make to fit in?
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Activity 2: Before the interview: Matching your profile with the job
requirements
Unit B4

Being interviewed for a job

Name of activity

Before the interview: Matching your profile with the job
requirements

Duration

1 hour

Rationale

To anticipate skills desired from an employer's point of view;
identification of strengths, to reflect on a potential lack of
relevant skills and the discussion thereof in the interview

Focus

Related to finding out about a job

PICC skills

Create awareness of the student’s skills, strengths and
areas of improvement

Focus and self-reflection
Step 1:
Take the job advert of your choice from the last activity, read it through and do the
following:
•

Underline the qualifications that you don’t have yet or have only partially

•

Think about your work history. Did you, at any point in your career, do something
similar?

Step 2:
Do you believe that you can learn new skills? Watch the video to see how you can
develop a positive mindset about your development and growth.
https://www.youtube.com/watch?v=JswZaKN2Ic
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Step 3
Have a look at these websites about relevant skills that you should demonstrate in a
job interview.

English:
https://www.thebalancecareers.com/interview-questions-about-yourabilities-2061236
https://www.forbes.com/sites/ashiraprossack1/2019/02/23/highlight-skills-jobinterview/

German:
http://www.deutsch-amarbeitsplatz.de/fileadmin/user_upload/PDF/Handbuch_bewerbungstraining_wege.pdf
https://lernox.de/blog/2017/08/das-bewerbungsgespraech-bewerben-auf-deutsch/
https://www.hueber.de/im-beruf

Dutch:
https://werk-portal.nl/#/programmas/taal/taal-en-werk
https://www.werk.nl/werk_nl/werknemer/solliciteren/ontwikkeluzelf/nederlands

Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings. For the tasks that follow, use the job offer you chose for the previous task,
or if you weren’t completely satisfied with that, choose another one. Again, this should
ideally be one you would truly like to apply for.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Job Skills
Duration: 20 minutes
If you were the employer of the job advert you chose, which skills would you look for
in a candidate? Brainstorm using a mind map.
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Task 2: Skills you already have
Duration: 20 min
Read the job advert that you have previously used again carefully and highlight the
requirements or desired skills.
1. Make a list with skills that are mentioned
2. Next, think about how well your strengths match with these desired skills.
Where you would position yourself on the scale from 1“I am completely
unskilled in this” to 10 “I’m a pro”?
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Task 3: Skills that you do not yet have
Duration: 20 min
In a search for employment, you should be aware of the possibility that you might not
be 100% suitable for the advertised position. But, don’t worry – that is the case for
many applicants! It is rare to find a perfect fit. But the good news is that companies are
willing to train new employees if they recognize their potential. Moreover, the invitation
to a job interview is an indicator that the employer has an interest in you. So, the skills
you already have are a great strength to build on.
To compensate for skills you don’t yet have, you can also highlight your transferable
skills. Transferable skills are core skills which can be applied in all kinds of job contexts.
For example, interpersonal and intercultural communication, teamwork, organizational
skills etc.
•
•
•

Go back to your CV and identify your transferable skills.
How can they be useful for the job advert at hand?
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You can use this chart to help you with identifying transferable skills.
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Activity 3: Before the interview: Preparation for Interview Questions
Unit B4

Being interviewed for a job

Name of activity

Before the interview: Preparation for the Interview
Questions

Duration

2 hours

Rationale

To anticipate and prepare effective answers for a range of
job interviews; to react to difficult questions in culturally
sensitive way and to learn how to ask questions to the
interviewer

Focus

Related to finding out about a job

PICC skills

Ability to communicate effectively in a formal professional
setting

Language work

The language of job interviews – the use of positive and
formal phrases and vocabulary when answering questions
about one’s personal and professional strengths and
weaknesses.

Focus and self-reflection
Step 1:
Think about a job interview you have done before. If you have never had a job
interview, perhaps watch an example or model online. See, for example:

English: https://www.youtube.com/watch?v=Z0LiClRtqlE
German: https://www.youtube.com/watch?v=-4EX-X8AXkM
Dutch: https://www.youtube.com/watch?v=PLcw5plAXEw
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Step 2
Now think about the following questions:
•

What kind of questions were asked?

___________________________________________________________________
___________________________________________________________________
•

Which ones did you find easy to answer, and which were difficult?

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________

Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 5 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Different types of job interviews
Duration: 15 minutes
Before you go to a job interview, make sure you know what type of interview it will be.
The most typical job interview in Europe is the one on one interview, in which only the
interviewer and interviewee are present. The other type is a group interview in which a
panel of interviewers takes turns to ask you questions.
Regardless of which type of job interview you encounter, the interviewer’s aim is to get
to know you and find out whether you are the right fit for the employer. It is a chance
for a dialogue. This means that you will also typically have the opportunity to ask
questions towards the end of the interview. It is important to think about the kinds of
things you might ask about.

•

What are the advantages and disadvantages of the above-mentioned job
interview types? Think about this from the employer’s perspective.

Interview Panel:
Disadvantages:

Advantages:

_______________________

____________________________

_______________________

____________________________

One on one interview:
Disadvantages:

Advantages:

_______________________

____________________________

_______________________

____________________________
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Task 2: Preparing for potential questions
Duration: 20 minutes
Visit the following website:
https://www.thebalancecareers.com/tips-for-answering-job-specificinterviewquestions-2061451

You will find a list of different professions. Choose a profession which you most identify
with and read the common interview questions related to the profession you have
chosen. Make a note of the questions for which you would like to prepare answers.
Feel free to add questions you have been asked in past job interviews, or questions
you would expect to be asked in a future job interview not listed here. Don’t write the
answers to them just yet.
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Task 3: Effective Answers in Job Interviews
Duration: 30min
Below are some tips for how to respond to interview questions. Everyone and every
job are different. As such, you might find some more important than others. Rank them
in order according to which are most important for you currently (1 = most important, 8
= least important).
Know your own work history and about the company, don’t go unprepared!
Stay calm and don’t rush into answers. Feel free to ask if you have not entirely
understood a question. Give yourself time to compose your thoughts, but don’t
let it develop into an awkward silence.
Speak clearly.
Give concrete examples and be sure to answer the question asked.
Make your answers concise and to the point.
Don’t include too much unnecessary information about your personal life.
Make sure your answers highlight your skills and suitability for the job.
Ask questions, and don’t be afraid to ask for clarification.

Now, add the answers to the questions which you have collected for Task 2.
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Task 4: How to handle difficult questions
Duration: 20 minutes
Some questions can be difficult to answer. Reasons why we perceive a question as
difficult can depend on our past experiences, personal preferences, or cultural
differences.
Sometimes, you may be asked about a topic that is uncomfortable for you. If you do
not want to talk about a certain issue, it is ok to say so in a polite and respectful way.
It can be helpful to give a reason, which enables the interviewer to understand your
perspective. For example, you may simply explain: “This is a very emotional topic for
me, so I would prefer not to talk about it if that is ok.”

Read through the questions in the first column of the table on the next page. Then read
the reasons why these questions might be difficult for some people. Consider whether
you would find the question difficult. It would be good to have a strategy of how you
would respond to such questions. Note down a possible response you could give.

How
could
your
past
experiences and your current
situation
influence
which
questions you would find
difficult to answer?
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Typically difficult
questions
1. What are your
weaknesses?

2. How would you
handle it if your
boss was wrong?

3. Tell me about
your dream job.

4. Why should we
hire you?

5. Where do you
see yourself in five
years?

Why this could be difficult Your response
to answer
You don’t want to talk about
weaknesses that may cost
you the job, but you don’t want
to sound arrogant either –
everyone has weaknesses.
The challenge is to describe
your supposed weakness in a
way that also draws out how it
could be useful and in what
ways it may be beneficial.
Telling someone they are
wrong can be difficult,
because they might feel
embarrassed.
In
some
cultures, you would never
point out a mistake if someone
higher in rank. In others, it
would be good to correct the
person in a polite and
respectful way.
This is a question without right
or wrong answers which
disclose a lot about you. This
job may or may not be your
desired career goal; however,
it is advisable to connect your
professional interests and the
position you are being
interviewed for.
This is another one without
right or wrong answers. It is
once again about your
weaknesses. Your answer will
provide the interviewers with
information on how you
perceive your strengths and
limitations.
Your potential employers will
probably want to hear that you
have a long-term plan to stay
in the company. If this is not
the case, it is advisable to
think carefully and formulate
your answer suitably.
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The questions above were taken the following websites:
https://www.thebalancecareers.com/tough-interview-question-answers-2061233
and
https://www.cnbc.com/2018/01/31/7-interview-questions-that-are-difficult-to-answerand-how-torespond.html
Follow the links if you want to find out more.

Positive news helps us to find a way out of the
negative world view produced by media tell a
different story than we are used to hear on the
media:
https://www.positive.news/society/moment-ifelt-home-refugees-tell-stories/ (28.09.2018)
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Task 5: Questions for the interviewer
Duration: 30 minutes
Often, we see job interviews as question and answer sessions with the hiring person
leading the conversation. However, increasingly, it is viewed in many contexts as more
of a dialogue. Often an interviewee who also asks questions is seen as confident and
genuinely interested in the company.
1. Read through the following situation and do the task below:
Ms. Grubinger is head of the human resource department of a broadcasting company
and has interviewed six candidates for the job of a journalist on culture and arts in
Vienna. From their profiles, each of them has certain strengths which qualify them for
the advertised job. Next to her general interview questions, her decision was related to
her final question and how they responded: "Do you have any questions?"
Read the answers of the candidates from the point of view of Ms. Grubinger. Which
impression do they leave on you? Write down your thoughts. Which candidate do you
think would be more likely to be successful? Why do you think that?

Ms. Grubinger:

“Thank you, for the interview. Do you have any
questions?”

Candidate A:

“No, thank you. Everyone seems very nice in this company
and thank you for the interview.”

Candidate B:

“Yes. I saw on your website that the teams are organized in
so-called "clusters". Could you explain to me what these
"clusters" look like and how does this affect the work of the
advertised position?”

Candidate C:

“Yes, thank you. I would like to know the exact salary
for this position and possible increases in salary in the
coming years.”

Candidate D:

“Yes. So far, I have been working with the text-processing
software "JournalWrite", is there a specific software used in
your company that I could become familiar with?”

Candidate E:

“I don't think so. Actually, I am in a hurry for my next
appointment.”

Candidate F:

“Yes, thank you for giving me the opportunity to ask
questions. I am very interested in relating current
developments in Viennese culture and arts to those in other
countries. What opportunities for travel would there be with
your company?”

You can find the correct answers in the answer key at the end of the module.
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2. Now, think about the job you envisioned in Activity 1 and imagine that you have
been invited for an interview. Which questions could you ask your interviewer?

Question1:__________________________________________________________
___________________________________________________________________

Question1:__________________________________________________________
___________________________________________________________________

Question1:__________________________________________________________
___________________________________________________________________
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Activity 4: On the day of the interview: Getting ready
Unit B4

Being interviewed for a job

Name of activity

On the day of the interview: Getting ready

Duration

50 minutes

Rationale

Development of an awareness of cultural differences
regarding dress codes; Identification of relevant documents
for an interview; organisation of timing and travelling for an
interview

Focus

Related to finding out about a job

PICC skills

Creation of an awareness of potentially relevant cultural
differences in the workplace

Language work

Awareness of appropriate nonverbal communication and
behaviour during a job interview

Focus and self-reflection
Step 1:
Think about the following questions:
•

What are your experiences with dress codes?

_________________________________________________________________
_________________________________________________________________
•

How can you find out about dress codes at a workplace?

_________________________________________________________________
_________________________________________________________________
•

How would you dress to feel both comfortable and appropriately dressed for a
job interview?

_________________________________________________________________
_________________________________________________________________
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•

Do you expect any major differences in dress code between former and
potential new workplaces?

_________________________________________________________________
_________________________________________________________________

Step 2:
In most EU countries, punctuality is very important and a valued quality in the
workplace. What are your experiences with “being on time”? Have a look at the
following article: http://www.exactlywhatistime.com/other-aspects-of-time/time-indifferent-cultures/.
Could different concepts of time play a role in the interview process?
___________________________________________________________________
___________________________________________________________________

Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: How to dress appropriately
Duration: 20 minutes
Whether we like it or not, people are often in part judged based on the way they dress.
In a job interview, you want to make an overall good impression and taking time to
think about your appearance can give you an extra advantage. In general, wearing
smart clothes and avoiding extremes of fashion or accessories are good tips for most
jobs in the majority of European countries. It is important to also feel comfortable and
confident in what you wear.
For this activity, click on the following link:
https://www.monster.co.uk/career-advice/article/whatshould-i-wear-to-my-jobinterview

1. Thinking about your specific type of career, consider whether you share their
notion of “appropriate” clothing. It is possible you disagree generally or
specifically in relation to your chosen profession or job. Take notes on advice
you agree and disagree with and why.

TIP!
You are invited to a job interview, but you do not have the financial
resources to buy yourself a suitable outfit? Dress for success is a nonprofit organisation, which provides you with appropriate clothing for the
job interview and helps you to improve your personal presentation
skills. Their service is free of charge. For more information about Dress
for Success in the Netherlands, please follow this link:
https://www.dressforsuccess.nl/. Find out more about Dress for
Success worldwide on: https://dressforsuccess.org/
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2. Read the statements and write (T) if you think that the statement is true, and (F)
if you think that it is false.
1. It is ok to have a small food stain on my sleeve.



2. I should have a shower before the interview, brush my teeth,
and make sure my hair is tidy.

3. The more jewellery the better.



4. I cannot wear trainers to an interview.



5. It is important to be fashionably dressed.



6. If they say that there is no dress code, it means that I can wear
anything.

7. I should mute my phone before the meeting.



See Answer key at the end of the module for right answers
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Task 2: Documentation
Duration: 10 minutes
Your documents It is advisable to bring along 5 key sets of documents to an interview.
Can you name them? How can you find out about what is expected of you to bring
along?

Document 1:___________________________
Document 2:___________________________
Document 3:___________________________
Document 4:___________________________

“A certified translation (also known
as official translation) is the
translation of an official document
that has been certified as accurate
and is therefore authorized for
submission to a wide range of official
bodies.”
https://www.todaytranslations.com/c
ertified-translation)

Document 5:___________________________

For the correct answers check the answer key at the end of the module
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Task 3: Getting to the interview
Duration: 20 minutes
Read the following pieces of advice. Do you think they are DO’s () or DON’Ts ()?
Circle the symbol you think applies.

1. Make a check list the night before the interview. See if you have everything:
briefcase, your CV, cover letter, references, notes, materials, list of questions,
etc.  
2. Time yourself and plan your route ahead – check how long it takes you from
your home to the company, and what means of transportation you can take.
This way, you can calculate the amount of time you need and leave on time.
 
3. Do breathe and focus on your posture.  
4. Have a cigarette before you go in to calm your nerves.  
5. Arrive as early as you can.  
6. Feel free to schedule other appointments or meetings directly before or after
your job interview.  
7. Rehearse the interview and make sure you go there completely ready.  
8. Make sure to set your alarm clock early enough.  
9. If your favourite shirt has a stain on it, you can still wear it. The most important
thing is being comfortable.  
10. Enjoy your favourite meal before the interview, also if it has ingredients such as
garlic and onions – the smell of food shows that you are a good cook.  
11. Your attitude does not matter. If you are in a bad mood, be honest and show it.
 

For the correct answers check the answer key at the end of the module
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Activity 5: On the day of the interview: Verbal and Nonverbal
Communication
Unit B4

Being interviewed for a job

Name of activity

On the day of the interview: Verbal and Nonverbal
Communication

Duration

1 hour and 45 minutes

Rationale

To become sensitive to cultural differences with regard to
social actions like greetings; To identify body-language for
making a good impression; To reflect on emotional
management in interviews

Focus

Related to finding out about a job

PICC skills

Creation of an awareness of potentially relevant cultural
differences in the workplace

Language work

Appropriate language use and nonverbal communication
for fundamental social actions in the workplace

Focus and self-reflection
Step 1:
In Austria it is common to greet a friend by saying "Hallo", "Hi", or "Grüß dich". Close
friends might also give each other a hug. For addressing them, they will use the second
person pronoun "du". This contrasts with greeting persons from a higher professional
rank, but also for signalling social distance. Then Austrians use the second person
plural "Sie" to address the person. Typically, people would shake hands and greet with
"Guten Tag", or "Grüß Gott".
In the UK "Hello" is accepted as a greeting in formal and informal settings. When you
meet someone for the first time, it is polite to add "nice to meet you", or "pleased to
meet you" while you are shaking hands. You will often hear them asking "How are
you", which is part of the greeting formula and most politely answered with "Thank you,
I am fine and how are you?"
In the Netherlands it is common to shake hands when someone is introduced to you.
When shaking hands you greet the person and you say your name. “Hoi” or “Hee” is a
common way to greet relatives, friends and acquaintances. For addressing them, the
informal “je” or “jij” is used. Just like in Austria, this contrasts with greeting persons
from a higher professional rank, as well for signalling social distance. In more formal
settings people would greet with “Goedendag.” The more formal “u” is used to address
elderly people, people you don’t know (very well), and people form a higher
professional rank. Often, “u” is soon replaced by “je” or “jij.”
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What are the rules of greetings in your native culture?
Step 2:
In Europe, establishing eye-contact is not only appropriate, but necessary. This is
especially so in professional settings, such as job interviews, business meetings, and
when you are greeting your co-workers and authorities. By making eye-contact, you
can establish trust, present oneself professionally, and appear attentive and interested.
•

What are your experiences with eye contact?

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
•

Are you aware of any cultural variation across countries about when and when
not to use eye contact?

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________

Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 5 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Greetings
Duration: 20 minutes
Meeting your interviewer(s) is already your first chance to make a good first impression.
In business situations, formal greetings are usually used. Your greeting should be
professional, yet friendly and accompanied by a smile.
Are titles important? In some countries, like Austria, it is important to use the title
(university titles, honorary titles, etc.) before the person's last name, e.g., “Good
morning Dr Johnson” or “Hello Magister Schmidt”. If you are in doubt – it is always
better to include the title.
When you arrive at the interview and greet the interviewer(s), a firm, but not too firm
handshake is the most common greeting in Europe. Other forms of physical contact
such as kisses on cheeks or hugs are considered too informal and personal.
In Europe, it is usually considered impolite to greet someone with their first name (e.g.
Hello Anna!), unless you have been told to address them in this way.
1. In the image below you can see many different types of greetings. Which are
appropriate for a job interview?

Doei doei!
Hallo!

Dag!
Tot ziens!

Hee hoi!

Hoe gaat het met u? Goedendag!
Goedemorgen!

Hoe gaat ie?

Goedenavond!
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2. When you meet your interviewers and greet them, this is also the time when you
introduce yourself. The actual greeting is often followed by a brief exchange
called “small talk”. Small talk is a polite conversation about unimportant or
uncontroversial matters. Can you think of any topics for such a situation? What
questions could you be asked, or ask your interviewer before the actual
interview starts?
Have a look at this example, and at the tips below.
You:

Hello, Dr. Hesse. I’m Julia Bach, nice to
meet you.

Interviewer: Hello, Ms. Bach, it’s my pleasure to meet
you, too. Please, take a seat.
You:

Thank you.

Interviewer: How was your journey here?
You:

Very good. Thank you. There were no
problems and it all went smoothly.

Interviewer: That’s very good. So, let’s begin. Tell me
about yourself, Ms. Bach.
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Task 2: Reflecting on Nonverbal Communication
Duration: 15 minutes
https://www.youtube.com/watch?v=Vf7lXPh7eMs&index=2&list=PLcj3CxHLR7DtOY_
KjmVgIlfeEP67aPd%20Nm
"Avoiding the Resting Witch Face and Improving Initial Impressions" – This video is
part of a larger series of videos by Multilingual Matters based on the book “Optimizing
language learners’ nonverbal behaviour”. It gives an example of an activity that you
can do to think about how you might be communicating nonverbally and what kind of
first impression you may be making. Watch the video and take note of any information
that was new to you:

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
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Task 3: Body Language
Duration: 30 minutes
For this activity, follow the links below on good and bad examples of job interviews and
take notes on how the interviewees express themselves through their body language.
Pay attention to facial expression, gesture, posture, and eye-contact. It can be useful
to switch off the sound to focus your attention on the nonverbal.
1. "The good and the bad" https://www.youtube.com/watch?v=Gww2vrIhjeU
2. "Two sample interviews" https://www.youtube.com/watch?v=bq_hQQ4uzAo
3. "Job interview" https://www.youtube.com/watch?v=Z0LiClRtqlE
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Task 4: Emotions in a Job Interview
Duration: 15 minutes
Managing your emotions and nonverbal communication can play a crucial role in your
job interview. Watch the following video: https://hbr.org/video/3541641444001/takecontrol-of-your-nonverbalcommunication. Nick Morgan, author of “Power Cues”, gives
suggestions on how to take control of your nonverbal communication. Write down
strategies on how you could manage your nonverbal communication.
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
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Task 5: Saying Goodbye
Duration: 15 minutes
The last impression is as important as the first one. Consider it as a souvenir for the
interviewer. Using the appropriate polite "good-bye formula" (e.g., in Austria: "Auf
Wiedersehen") is advisable. You could also keep eye-contact, thank the interviewer
for their time, and leave with a confident handshake.
Read the statements and make a  if you think that the statement is true, and a  if
you think that it is false. Think about why you feel this to be the case.
1. I don’t have to say good-bye when I leave the room



2. I should shake hands with my interviewer on leaving



3. Nodding with my head is enough to leave



4. Leaving angry is totally inappropriate



5. I should not kiss my interviewer on their cheeks



6. I should not thank my interviewers for their time



Check the answer key at the end of the module of the right answers
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Activity 6: After the interview
Unit B4

Being interviewed for a job

Name of activity

After the Interview

Duration

1 hour and 30 minutes

Rationale

Identification of strengths of the interviewing process;
Learning resilience; and reflection on aims

Focus

Related to finding out about a job

PICC skills

Ability to reflect and learn from the job interview experience

Focus and self-reflection
Step 1:
Think of your most recent job interview. Was it successful? How was it organised?
Step 2:
Resilience is an important skill to develop when entering the job market and trying to
find a job that suits you. Unfortunately, being rejected for a job is part of the experience.
A strategy used by resilient people is positive framing. This is a way of taking a positive
perspective and finding positive alternatives to seemingly negative events, concepts,
and emotions. Resilience can be learned and trained! The more we make this kind of
thinking a habit, the easier it becomes. You can find out more about resilience on the
website of this EU project: http://www.resilience-project.eu/index.php?id=29&L=10.
Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 4 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Positive Thinking
Duration: 20 minutes
Reflecting on the job interview you had, consider one thing you would want to improve
and do differently if you had another interview. Consider also two things you think you
did well and would want to repeat or even expand on next time. There is no doubt more
positives than negatives in your experience!

One thing you want to improve
Two things you want to repeat
1
1
2
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A “silver lining” is a metaphor for optimism in the common Englishlanguage which means a negative occurrence may have a
positive aspect to it. Do you have an expression like this in your
language? In German it’s called “Silberstreif am Horizont”, and in
Dutch it’s called “na regen komt zonneschijn”. In Frisian you
would say: “nei rein komt sinneskyn”. To do this activity, think
about three things you found enjoyable and enriching in the
interview, and write them down.

What is resilience?
In positive psychology, resilience is described as ability to deal with
difficulties and negativity in life and recover from backdrops. Resilient
people manage stress, difficulties and challenges with help of personal
qualities and strengths. They are able to ‘bounce back’ in face of
adversity, and consequently become stronger than before.
You can find out more about resilience on the website of this EU-project:
http://www.resilience-project.eu/index.php?id=29&L=10

Remember - resilience can be learned and trained! The more we make
this kind of thinking a habit, the easier it becomes.
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Task 2: Feedback after the interview
Duration: 30 minutes
You got the job, congratulations! Think about how you will prepare for the first day at
work. Consider what kind of habits and routines you can develop to help you to manage
the new demands of your job. Every day is a chance to flourish at work – enjoy the
challenge and opportunity to grow.
But what if you got a negative answer this time? Well, that’s a real shame, and might
feel like a real setback. But it is important not to feel defeated. You may allow yourself
some time to feel down about this, but you should also know that everyone suffers
setbacks from time to time. The challenge is to look ahead, plan your next steps, and
keep moving forward!
See, for example, J.K. Rowling, the famous author of Harry Potter. She is talking about
how much failure and adversity she faced before finally becoming successful (see
https://www.youtube.com/watch?v=gTotbiUjLxw).

1. Think of a time in a professional context when something did not go well for you
or as you had hoped.
•

What went wrong or what was an unexpected outcome you experienced?

•

How much were these factors within your control?

•

How did you respond emotionally?

•

Did you seek support or feedback from any colleagues? Why/why not?

•

What did you learn from the experience?

•

Would you do anything differently now with the gift of hindsight?
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Task 3: Achievements, Improvements, Next Steps
Duration: 20 minutes
Think about where you are at in your job search. Organise your answers in three
categories: Achievements, Improvements and Next Steps.
1. What have you already achieved in your search for a job?
Achievements:

Improvements:

Next Steps:

2. What have you learned from job interviews so far?
Achievements:

Improvements:

Next Steps:

3. What have you done well in job interviews to date?
Achievements:

Improvements:

Next Steps:
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4. What would you like to improve in future interviews?
Achievements:

Improvements:

Next Steps:

5. What could be your next steps to reach your career goals?

Achievements:

Improvements:

Next Steps:
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Task 4: Your Goals
Duration: 15 minutes
Think back to the job advert you worked with in Activity 1 and 2 of this Unit. Which 5
steps would you need to take in order to get this job?

Step 1: ___________________________________________________________
Step 2: ___________________________________________________________
Step 3: ___________________________________________________________
Step 4: ___________________________________________________________
Step 5: ___________________________________________________________
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Personal Evaluation
This checklist is for your personal evaluation of what you have learned in this unit. Tick
the boxes if you feel confident about your newly acquired knowledge. Any you are not
sure about, you can either revisit or explore the additional resources section below for
more online materials and ideas.

I can …
find a job offer that suits my wishes and qualifications
find information about companies and use it to improve my application
recognize my strengths and weaknesses and use this knowledge to convince the
interviewer
anticipate questions interviewers might ask
prepare good answers
prepare my own questions to the interviewer
decide on appropriate clothing
think in advance and bring along prepared documents to the interview
find my way to the interview on time
greet the interviewers in a professional manner
introduce myself appropriately
use my body-language to make a good impression
employ strategies to improve my professional skills
motivate myself to think positively
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Extension Task 1
Mirror Face
Duration: 30 minutes
Ask a friend or colleague to do this task with you. If you don’t feel comfortable doing
this together with someone, you could observe yourself in a mirror, or alternatively,
record yourself and watch it afterwards.
Here is what you should do: Stand opposite your friend or colleague. One of you,
Person A, tries out different facial expressions. The other, Person B, mirrors Person’s
A facial expressions. Then swap. Person A should observe how Person B changes
his/her facial expression. Is it clear what you want to communicate non-verbally? What
impression do you think this would have on the other person?
For example, try looking like you are:
• meeting Person B for the first time
• showing interest in what Person B is saying
• confused by what Person B is saying.
• agreeing with what Person B is saying
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Extension Task 2
Practicing a real interview
Duration: 30 minutes
Now imagine that you are in a real interview. For an authentic exercise, you might even
want to put on the clothes you will wear for your job interview - see it as your "success
outfit".
Ideally, you should carry out this activity with two other people.
Roles:

A - You will be person being interviewed
B - The interviewer
C - The observer.

Instructions: Persons A and B will carry out a job interview. You can use the example
situation and dialogue at the end of Activity 6 or you can also make up your own context
as relevant to your goals. The observer (person C) is there to give you feedback on
your performance in the job interview. You can decide the kind of feedback you would
like the observer to give you. You could ask them to tell you three things you did well
and one thing you could work on. Or you might ask them to just focus on one specific
aspect of the interview that you want more detailed feedback on. It is up to you how
you utilize this opportunity for feedback on how to improve your performance or things
you could reflect on.
If you cannot find two other people to do this together with you, or if you are on your
own, do the following:
Use a mirror to observe yourself or, preferably, film yourself with a phone camera and
watch the whole enacted interview process as you finish. Follow the next steps:
Step 1 Enter the room and greet your interviewer(s). Address the interviewer
with a title, shake hands, introduce yourself, and have a short small talk.
Step 2 Have your documentation prepared and handy, and take a look at the
questions you believe your interviewer could ask. Read them aloud and practice
giving answers. Go back to Activity 3 and remind yourself how to give a good
answer and how to deal with difficult questions.
Step 3 Now say good-bye to your interviewer. Shake hands and thank them for
their time. Make sure to stay positive and polite!
Step 4 Last but not least! Watch the video you have just recorded – how did
you do?

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Answer Key
Task 3.5
Most successful:
Candidate B – shows that he/she has researched information about the company and
asks for relevant information related to how the job is
organized
Candidate D – shows interest and gives information about his/her skills regarding
software and a willingness to learn
Candidate F – shows interest and ideas for development; however, asking about perks
like travel may seem a little impolite
Least successful:
Candidate A – doesn't ask any questions and misses an opportunity to convince the
interviewers with a good question
Candidate C - asking about the salary may appear too direct and might put off the
interviewer
Candidate E – If you are going to an interview you should make sure to plan enough
time for it. If you don't, this may signal that you don't find it
very important

Task 4.1
Correct statements are: 2, 4, 7

Task 4.2
1. Your CV
2. A copy of your motivation letter
3. Any certificates or qualifications in the original and with translations if need be
4. Any references
5. Your own list of notes and questions
6. (A portfolio if appropriate for your professional field (see below))
7. (ID/ work permit)
Having these documents with you shows that you are well prepared and supports your
professional image.
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Task 4.3
The DO’s are:
1. Make a check list the night before the interview. See if you have everything:
briefcase, your CV, cover letter, references, notes, materials, list of questions,
etc. 
2. Time yourself and plan your route ahead – check how long it takes you from
your home to the company, and what means of transportation you can take.
This way, you can calculate the amount of time you need and leave on time. 
3. Do breathe and focus on your posture. 
7. Rehearse the interview and make sure you go there completely ready. 
8. Make sure to set your alarm clock early enough. 
The DON’Ts are:
4. Have a cigarette before you go in to calm your nerves. 
→ Avoid any potentially unpleasant smells
5. Arrive as early as you can. 
→ An arrival 10 -15 min. prior to the interview is absolutely fine.
6. Feel free to schedule other appointments or meetings directly before or after
your job interview. 
→If you schedule other appointments, you give the impression that you
do not find the interview very important
9. If your favourite shirt has a stain on it, you can still wear it. The most important
thing is being comfortable. 
→It is very important that you arrive in clean (if necessary ironed) clothes
10. Enjoy your favourite meal before the interview, also if it has ingredients such as
garlic and onions – the smell of food shows that you are a good cook. 
→avoid smelly foods
11. Your attitude does not matter. If you are in a bad mood, be honest and show it.

→Actually, the opposite is the case. A positive attitude at all times
throughout the interview is key to a good first impression

Task 5.5
1 F; 2 T; 3 F; 4 T; 5 T; 6 F
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Personal Reflection
What have you learnt?

Do you feel more confident concerning job interviews in your host country? If not, what
else would you like to know, and where do you think could you get this information?

How important do you think is an awareness of cultural differences with regards to the
expression of emotions in the workplace, and non-verbal communication?
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What skills can you now communicate clearer? How can this help with your job?
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Unit 5 Starting a job
Activity/Task

Title

Approx.
Duration

Internet
access
necessary

Can be done
offline

Activity 1

Before starting a job

65 minutes

Task 1.1

Types of contracts

15 minutes

Task 1.2

30 minutes

x

X

Task 1.3

Understanding your contract and working
conditions
Negotiating terms of employment

20 minutes

x

X

Activity 2

First day at work

45 minutes

Task 2.1

First impressions

15 minutes

x

Task 2.2

Asking for help

15 minutes

x

Task 2.3

Establishing roles

15 minutes

x

Activity 3

Getting to know the work environment

55 minutes

Task 3.1

Cultural awareness at the workplace

15 minutes

x

Task 3.2

Cultural sensitivity

20 minutes

x

Task 3.3

Digital literacy

20 minutes

Activity 4

Collaboration skills

50 minutes

Task 4.1

Establishing first contacts at work

20 minutes

Task 4.2

Collaborating and Teamwork

30 minutes

Activity 5

Resilience and wellbeing

60 minutes

Task 1

Learning from experiences of others

20 Minutes

Task 2

Shaping your career

20 Minutes

Task 3

Five ways to wellbeing

20 Minutes

x

x

x
x

x
X
x

Worksheets
Answer key
Personal Evaluation
Personal Reflection

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Activity 1: Before starting the job
Unit B5

Starting a job

Activity 1

Before starting a new job

Duration

1 hour

Rationale

To learn about types of contracts; to understand your
contract and work conditions; to be able to negotiate
terms of employment; to understand the probation period

Focus

Related to starting a job

PICC skills

Ability to understand complex work-related documents like
contracts; as well as to prepare and realise negotiations in
the workplace

Language work

The language of negotiating - Conveying own standpoints
and arguments in a respectful manner with appropriate
vocabulary

Focus and self-reflection
Step 1:
Think about your employment history. What different types of contracts have you come
across in terms of employment duration and regulation of your salary?
What contractual rights and responsibilities are important to you?
Step 2:
Now think about your current work contract. Were there any striking differences to the
contracts you had in the past?
Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings. Ideally, you will have your current work contract to hand.
If you don’t have a work contract to hand don’t worry, this won’t prevent you
from benefiting from this activity.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Types of contracts
Duration: 15 minutes
Before you start a new job, it is important to gather information about typical contracts
in the EU. It is likely that you will be given a contract that matches your skills and
qualities as well as the employer’s needs and requirements. In the majority of cases,
the contract is drawn up by the employer, and people don’t get to choose the type of
contract. Therefore, read it through carefully and critically, and finally, if you agree with
the terms stated, sign.
This task helps you to gain understanding of the typical types of contracts in European
countries. Based on this knowledge you can evaluate your contract, whether it suits
you and your employer, and whether you want to negotiate parts of it. Read through
the five types of contracts given and evaluate which of these would suit the persons
described below:
Five types of contracts:
•

Permanent (permanent staff) – common type of contract which allows you to
stay employed until you or your employer no longer wish to work together.

•

Fixed-term (contract staff) – with this contract, you can work on a fixed-term
contract basis, most often as manual or administrative support.

•

Temporary (temporary staff) – this contract offers employment on a temporary
basis, most often reserved for highly specialised fields (e.g. scientific
research).

•

Short-term (interim staff) – this contract is mostly offered for secretarial roles
and are usually of 6 months duration.

•

Traineeship – is designed for people who wish to increase and develop their
professional skills

In your opinion, what are the advantages and disadvantages of each contract?
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
TIP! To learn more about types of contracts
in EU, see https://ec.europa.eu/info/jobseuropean-commission/contract-type_en

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Task 2: Understanding your contract and working conditions
Duration: 30 minutes
To ensure a great start in your new job, it is very helpful to know what is expected from
you as well as your rights and obligations. Therefore, carefully reading and evaluating
your contract critically is essential.
Take your employment contract (if you have it to hand) and try to answer the questions
on the next page.

TIP! If you don’t have an employment contract, see
German: https://ec.europa.eu/info/jobs-european-commission/contract-type_de
Dutch: https://ec.europa.eu/info/jobs-european-commission/contract-type_nl
English: https://www.gov.uk/contract-types-and-employer-responsibilities

In Austria, it is stipulated by law that salaries must be paid 14 times a year. This is
usually done in June and November. However, in other European countries, such as
Netherlands and the UK, this is not the case. Number of salaries largely depends on
the country’s policies and regulations and, therefore, differs across Europe.
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What kind of contract have you been offered in your new employment?
•
•
•
•
•
•
•
•
•
•

What are your responsibilities?
What are your employer’s responsibilities?
On what basis and how often would your salary increase?
Is there a possibility of promotion?
How are bonuses regulated?
Can the employer reduce your salary and on what grounds?
How does this type of contract suit you?
What are the good things about your new contract?
Is there anything that you would like to change?
Do you have a chance for further training?
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Task 3: Negotiating terms of employment
Duration: 20 minutes
Negotiating the terms of employment is rarely easy. Whether and how it is appropriate
is influenced by cultural aspects like the cultural background of employee and
employer, but also workplace culture. For example, In Austria people typically
negotiate their contracts, whereas this is very uncommon for jobs in the UK.
1. Think about the following questions:
•

Have you ever negotiated terms of employment before?

•

Were your negotiations successful in the past?

•

Do you feel comfortable negotiating? Why or why not?

•

What could you negotiate in your new job?

•

What do you think is appropriate to negotiate and what is not?

2. Take a look at the Harvard Business Review article ‘15 rules for negotiating a
job offer’ https://hbr.org/2014/04/15-rules-for-negotiating-a-job-offer
Depending on your evaluation of the situation and your wishes and needs, you
might want to negotiate, or not. In either case it will be useful to have clarity over
the expectations your employer has towards you, and of course, your
expectations towards your employer – It's all about communication! Having
clarity over expectations on both sides prevents disputes. Now imagine you
have just received a job offer. Think about the following:
•

Think about what you would like to negotiate in your new job and write it
down.

•

Think about how you would make the argument to convince your employer
to agree with your suggestions and ideas and write them down. Try to
apply what you read in the article above and try to use vocabulary that you
learnt in this Activity ( you can find more below).

TIP! Stand in front of a
mirror or take your phone
and video record yourself
trying to negotiate what
you have just written.
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Here are a few phrases to get you started:
English
 “I am excited about the opportunity to work together”
 “I was wondering if (e.g. workhours) could be negotiated?”
 For some positions, salary is fixed and for some it is not. In case your salary could
be negotiated, this might be a useful phrase for you “Would that number be flexible
at all?”
It is a polite way of creating an opportunity to be offered more
 “I would be more comfortable if…”
 “I would really appreciate if you could…”
 “Thank you!”
German
 “Es freut mich sehr, mit Ihnen zusammenarbeiten zu dürfen.”
 “Ich wollte Sie auch fragen, ob (z. B. Arbeitszeiten) noch zu verhandeln sind?
 Für manche Arbeitsverhältnisse ist das Gehalt fixiert, bei anderen gibt es noch
Verhandlungsspielraum. Du könntest fragen: “Bezüglich des Gehalts – ist dieser
Betrag denn noch verhandelbar?”
 “Es wäre für mich einfacher, wenn ….”
Dutch
 "Ik ben enthousiast over de mogelijke samenwerking"
 "Ik vroeg me af of er nog te onderhandelen is over (bijv. werktijd)?"
 Voor sommige functies ligt het salaris vast en voor sommige functies nog niet. In
het geval dat er over het salaris onderhandeld kan worden, zou dit een nuttige zin
kunnen zijn: “is het bedrag nog onderhandelbaar?”
 "Het zou mij beter passen wanneer..."
 "Ik zou het erg waarderen wanneer u ..."
 "Bedankt!"

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Activity 2: First day at work
Unit B5

Starting a job

Activity 2

First day at work

Duration

45 minutes

Rationale

To leave a great first impression on your first day of work;
to understand the welcoming process; to learn asking for
help in a professional way; to establish roles and practice
self-confidence

Focus

Related to starting a job

PICC skills

Navigating through a new work environment, making
contacts in a new language and establish expectations
and responsibilities

Language work

Introducing and presenting oneself

Focus and self-reflection
Step 1:
When you meet a stranger who is new to your group, what behaviours or characteristics
do you pay attention to?
____________________________________________________________________
____________________________________________________________________
Step 2:
Since you arrived in your host country, in what contexts did you try to make a good first
impression? What did you do in order to come across as polite, friendly or likeable?
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
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Preparation
For this activity, all you need is a piece of paper and a pen.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: First impressions
Duration: 15 minutes
The first days at work can be challenging, sometimes even stressful as regardless of
our previous experiences, we are new to this work place and the people around us.
Preparation can help you to anticipate situations and work out strategies of handling
them, when the moment comes to do so.
1. Make yourself a preparation checklist and collect useful information and
strategies. Start with questions like:
➢
➢
➢
➢
➢

Do you have your documents (if asked from HR – human resources)?
What are you going to wear?
How will you get there?
Do you have your pen and notebook with you?
Who is the person you are addressing if you need anything?

Add your own questions.
You will meet many of your co-workers during the first weeks at your new workplace.
Show your interest in people and show them the best version of you. Be on time, keep
your friendly tone and don't hesitate to ask questions if you have some – this signals
your interest and opens a pathway to communication with your co-workers.
2. Think about the following questions:
➢ What kind of first impression do you think you are making in your new
position?
➢ How have you established contact with your co-workers?
➢ What helps you to start a conversation?

3. The following task "Elevator Pitch" can help you to take the
opportunity of meeting someone and connecting with them
within the short time spans of a busy day at work:
→ Imagine that you are in an elevator with a few colleagues from
your new work. They ask who you are, where you were working
before, and what your new position will be. You only have 30
seconds to reveal these details. Write down a couple of
sentences to reflect this.

This Photo by Unknown Author is licensed under CC
BY-NC-ND
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Task 2: Asking for help
Duration: 15 minutes
When starting a new job, you will have to take time and find out how certain procedures
necessary for your job are done (e.g. where do you get your post from, where do you
get new stationary). These are often matters that have become obvious to colleagues
who have been working for the company for a while and therefore they might not realize
where you would need help. So, it is up to you to ask questions and learn about what
it is you need to your work properly.
1. Think about the following questions:
•

What do you usually do when you seek for help in the workplace?

•

In how far might cultural diversity play a role in how someone seeks help?

•

Which strategies for seeking help do you think are most promising?

•

How can you turn your request for help into an invitation to help you?

2. Now think of a concrete challenge you faced in your past professional life, or
you are facing at work right now. Formulate a request for help. If possible, play
it through with a colleague or discuss it with someone.
•

Describe the problem

•

What do you do before?

•

Who will you ask?

•

How will you ask?

•

What do you do afterwards?
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Task 3: Establishing roles
Duration: 15 minutes
Research has shown that people often feel nervous and anxious in new situations.
This is sometimes due to our lack of confidence in how to introduce ourselves.
Preparing what you would like to say, like in the elevator pitch, would be one strategy
to overcome this. Another one is to have a confidence mantra: A mantra is a motivating
chant, a phrase or a sentence that you say repeatedly, for example “I can deal with
whatever comes my way” or “I can do it!”. This is a great chance to think and write
down statements of what you can do. Write something that makes you feel better and
helps you boost your self-confidence.

1. Think about the following:
•

Have you practiced a mantra before?

•

What other strategies do you have to boost your self-confidence?

2. Next, write down a mantra.
__________________________________
__________________________________
__________________________________
__________________________________
__________________________________
__________________________________

Tip! You can do this in your first language
if you prefer. Take the piece of paper, fold
it, and keep it in your pocket or your wallet
and repeat it often. Neuroscientists have
found that a mantra, when repeated can
be a powerful meditation and therapy tool
which calms down your nervous system
and frees your mind!

__________________________________

Each time we face our
fears, we gain strength,
courage, and confidence
in the doing.
Theodore Roosevelt

This Photo by Unknown Author is licensed under CC BY-NC-ND
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Activity 3: Getting to know your workplace
Unit B5

Starting a job

Activity 3

Getting to know your workplace

Duration

50 minutes

Rationale

To develop awareness of the role of culture in
the workplace; to learn cultural sensitivity and
critical thinking; to learn work-related language
and strategies of how to acquire it; to develop
digital skills and know how to improve them

Focus

Related to starting a job

PICC skills

Cultural Awareness and Digital Literacy

Language work

Awareness of the impact of Culture on language
use and interactions

Focus and self-reflection
Step 1:
What elements of culture could matter in the workplace? Consider beliefs, values,
practices, manners of interacting, rituals, customs, roles and language.
Can you think of an example in your current or past workplaces?
Step 2:
How digitally literate are you?
Take a test online: http://www.digitalliteracy.eu/

Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Cultural awareness in the workplace
Duration: 20 minutes
1. Think about cultural diversity at your workplace. Whenever we enter a new
workplace, we will be challenged to get to know what people think, behave, and
interact and find out how we relate to these and whether we can and want to
adapt.
2. Whenever we enter a new workplace, we will be challenged to get to know
what people think, behave, and interact, and find out how we relate to these
and whether we can and want to adapt. Watch the following video and write
down the four tips the speaker gives on how to communicate with cultural
awareness (see next page):

https://www.cloudschool.org/activities/ahFzfmNsb3Vkc2Nob29sLWFwcHI5CxIEVXNlchiAgICA_dUCgwLEgZDb3Vyc2UYgICAgOjSigoMCxIIQWN0aXZpdHkYgICAgPSvlgkMogEQNTcyODg4NTg
4Mjc0ODkyOA

TIP
By being observant in your daily routines at work, you
can already find out a lot about the workplace culture.
For example, you could pay attention to who is already
there when you enter the building and who is still there
when you leave. By doing so, you can find out about
people's working habits and who you can talk to at which
times.
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1.

2.

Cultural awareness

3.

4.

Questions to think about:
 What do people say to others when they enter the workplace
for the first time this day/when they leave?
 How do people approach the other if they need to interrupt
the other's work?
 How do people ask for help?
 How close do people stand next to each other while they are
talking?
 How do people approach someone higher in rank?
 How do people approach each other if they need help/if they
ask a favour?
 How do people signal attention through their body language?

TIP To find out more about
body language and the interplay of
verbal and non-verbal communication go
to Unit 4!
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Task 2: Cultural Sensitivity
Duration: 15 minutes
In Cultural Studies, researchers sometimes compare the visibility of one’s culture to an
iceberg, as only a fraction of it is visible on the surface. Values, roles and thought
patterns can only be assumed when we first meet someone. Keeping this in mind, we
should not be too quick to judge.
Cultural awareness coaches point out that it can be helpful to distinguish between a
universal (behaviour that all people have in common), cultural (what a group of
people have in common), and personal (individual characteristics) dimension of
human behaviour to develop a critical attitude towards conclusions on peoples' culture.
1. Mark the described behaviour with "U" for Universal, "C" for cultural, and "P" for
personal dimension. Discuss the different dimensions with a friend and reflect
upon experiences you have made.
1. Sleeping with the bedroom window open _________
2. Shaking when it is cold _________
3. A man holding the door for a woman _________
4. Preferring to play soccer over reading a book _________
5. Eating with knife, fork and spoon. _________
See answer key at the end of the module for the right answers

2. Can you think of an example for a situation in which the behaviour of your new
work colleagues surprised you? What was visible on the surface, and what
assumptions did you make?
o Does the above described example fit into the universal, the cultural
or the personal dimension?
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Task 3: Digital Literacy
Duration: 20 minutes

In almost every job today people's work is related to computers, programmes, and
databases. When we know how to use these digital tools effectively, it can greatly
benefit our work.
1. Watch the following video ‘Digital literacy and why it matters’ and pick three
digital skills that are mentioned. Rate yourself, using the numbers 1
(unskilled) to 10 (very skilled):
https://www.youtube.com/watch?v=p2k3C-iB88w

Skill 1:__________________________ Score:_____
Skill 2:__________________________ Score:_____
Skill 3:__________________________ Score:_____

2- Did you give yourself a score of 7 or higher in one of the three skills? If yes,
how did you acquire this skill, and in what ways could it be useful for your new
job?
3. Did you give yourself a score of less than 5 for one of the skills? If yes, how do
you think you could develop this skill? Does your workplace offer any training?
4. Now take a look at Worksheet 2 and complete the exercise on writing a
professional e-mail.
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Activity 4: Collaboration Skills
Unit B5

Starting a job

Activity 4

Collaboration Skills

Duration

50 minutes

Rationale

To develop strategies of establishing contacts at a new
workplace and to enhance the integration into a new
workplace.

Focus

Related to starting a job

PICC skills

Ability to form and maintain successful work
collaborations

Language work

Using appropriate terms and questions to establish social
contacts in a professional context

Focus and self- reflection
Step 1:
Think about your own experiences relating to teamwork.
Name 3 potential challenges for a collaboration.
Name 3 factors for a successful collaboration.
Step 2:
Pick two elements of collaboration you feel confident about and complete the
following statement for each element:

I feel confident about ____________________. My strength in this area is
____________________. It is beneficial to my work, as I can
______________________________.
Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 2 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.
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Task 1: Establishing first contacts at work
Duration: 20 minutes

Throughout our lives we are entering new situations and new places, in which we must
figure out our positions and roles. Every one of us therefore already has skills of
connecting and integrating. Integrating into a new environment does not mean to give
up who you are, but to see where you could and want to connect to people and make
the group "whole".
At new workplaces it can be challenging to find time for you and your colleagues to talk
and connect. Often these are so involved in their daily work routine that they do not
look out for new contacts. The most important thing is therefore to find and take
opportunities to talk to people and to be courageous and take the first step.
1. Visit the following website and read the advice on how to build professional
networks:
https://careerservices.princeton.edu/graduate-students/exploringoptions-outside-academy/networking/questions-ask

➢ Choose three questions that you could ask a new colleague in the target
language:

1.____________________________________________________________

2.____________________________________________________________

3.____________________________________________________________
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Task 2: Collaboration and Teamwork
Duration: 30 minutes
1. How important is teamwork in your job? Can you think of one example in your

personal work experience in which your team worked great together and
achieved a goal? Can you think of an example where this was not the case?
Explain.
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

2. Imagine you need to give an inspirational talk to a department in your company
where the employees have had difficulties working together. What would you
tell them? Try to think of 7 key words.

Keyword in your native
language

Keyword in the target
language
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3. Do you now similar quotes or sayings in another language? If not, use your
language to create a saying with a similar message.

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Activity 5: Resilience and Wellbeing
Unit B5

Starting a job

Activity 5

Resilience and Well Being

Duration

1 hour

Rationale

Enable learners to become aware of their full potential; to
raise awareness of the concept of wellbeing, its importance
and to enable leaners to integrate actions which enhance
wellbeing in their everyday life

Focus

Related to starting a job

PICC skills

Ability to reflect on the role of resilience and wellbeing in
workplace communication

Language work

Identifying key works that describe abilities and emotions

Focus & Reflection
Step 1:
Which elements of your job reflect your own abilities and ideals?
How do you make a job your own? What qualities and skills do you have that go
beyond the job requirements?

Step 2:
What part of your daily routine has the purpose of making you feel happier?
Preparation
While studying this activity you should ideally have access to a pc/laptop with internet
connection. You will be asked to look at online sources and/or to watch video
recordings.
This activity is broken up into 3 tasks. You can take a break in-between tasks. Ideally,
the tasks should be studied in the order in which they appear, but it is also possible to
skip a task. There are variation and extension activities to some of the tasks, which
you will find at the end.

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Task 1: Learning from the experiences of others
Duration: 20 minutes
Read through this story of a woman from Georgia* who came to Austria as a refugee and
answer the questions below. Note that this is a true story and provides the woman's
perspective on the challenges and opportunities she took and how she developed throughout
her first years after emigrating. To keep her identity anonymous, personal data have been
changed.
Madiika has been trained to be a Russian Literature teacher, but she had to leave Georgia before
she could start teaching. She flew to the Czech Republic and then further to Austria. She had very
limited knowledge about Western European culture and Austria, and had not been traveling before
emigrating, as there where bans on travelling from her country. When she arrived in Austria, she
was reluctant to do manual labour, since she wanted to work in a job more related to her
education. Upon arrival, she had no knowledge of German. This had a very debilitating effect on
her. She was able to learn the language through formal education (language courses focusing on
grammar, communication skills and intercultural communication, leading to B1 level), interactions
at work, and visits to museums and libraries. She got in communication training organized by an
NGO, in which she focused on developing her language skills, communicative ability and conflict
management skills. At the time, this inspired her to study more, with a view to becoming a
kindergarten teacher. She also aimed to improve her German to C1 level, but her plans changed.
All of this was about 12 years ago from today. Today, Madiika is working as an integration assistant
in a kindergarten and enjoys her work. Thinking back, integration into Austrian society was very
hard for her. Societal attitudes towards migrants were a particularly salient problem and were
accompanied with regular instances of prejudicial behavior. Her modest attire had alienated
coworkers and parents at a kindergarten where she used to work, but she pointed out that this
was not necessarily linked to migration - that it is an issue minorities are facing in general.
The advice she would give migrants today is: "Take the opportunity of vocational trainings in a field
you like and have the courage to talk to people! You will only see the benefit of making contact
with other people once you start communicating with them!"
1. Now answer the following questions:
o

Which challenges did Madiika face when she arrived in Austria?

o

What skills did Madiika have to learn to get a job she found suitable for her
education?

o

Which character traits would you say Madiika needed to develop to keep going
through these challenging times?

o

Can you relate this story to your own experiences? Are there any parallels, or
differences? Do you find these reports helpful for finding your own path?
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Task 2: Shaping your career
Duration: 20 minutes
The job market offers positions to us which we might find suit us perfectly – but there
is no perfect job, and there is no single way of doing a job perfectly. We are equipped
with our personality as well as our unique skillsets; We influence and shape every job
we do. Some studies suggest that instead of adapting to a position, we should seek a
position that allows us to adapt according to what we as applicants bring to the table.
This is referred to as “Job Crafting”.
1. Visit the website https://positivepsychologyprogram.com/job-crafting/ and
read the article on “Job Crafting”.
▪

Reflect on your own career – where did your skills and interests
unexpectedly help solving a task?

▪

Could these insights be useful in your new career?
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Task 3: Five ways to wellbeing
Duration: 20minutes

In the past two decades, scientists have emphasised the importance of wellbeing. It is
defined as a state of being comfortable, happy and healthy. Personal fulfilment, inner
satisfaction, and a positive sense of purpose are also components of our wellbeing.
Our wellbeing is very important for our overall health.
There are five strategies that could improve your wellbeing:

1. Connect with people around you
This does not have to be a large number of people, having few people who you feel
close connection to will do wonders to protect you from negativity and stress.
2. Be active
To maintain your health, being active is very important. Being active doesn’t mean that
you have to run a marathon or train every day. There are studies that show that
exercising at least 10 minutes a day can bring you significant health benefits.
3. Take notice
Being engaged with your surroundings and being aware of what is going on in the
present are very important for your wellbeing. This is also called mindfulness –
consciously paying attention to what you are feeling, sensing, and thinking. It helps
your sense of control, which is beneficial to how you feel about yourself.
4. Learn
Keep learning and seek for opportunities to learn. Continual learning will improve your
self-esteem, which is a very important component of wellbeing. Learning does not only
imply formal contexts such as schools, courses and universities. You can learn new
things from the books, magazines, newspapers, and the internet.
5. Give
It is wonderful to take care of yourself and you should always keep doing it but doing
something for someone else will enhance your feeling of wellbeing.

1. Think about your daily routines now: Which of these 5 steps have you taken
in the past week?
2. Name two actions you can take to fulfil each of the above five strategies –
how can they be beneficial for your wellbeing?
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Extension Task 1: Getting to know your workplace
Duration: 15 minutes maximum
Think about the job you have just started. Think about
(a) important objects and places,
(b) people and
(c) actions which might be relevant to your role.

Use Worksheet 1 to complete this exercise.
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Worksheet 1
Getting to know your workplace: Jargon
Find the job description you applied for or go to the website of your work place and
start a list of words with the following categories. Add new words as you go along.

Objects I work with,
places I work at

People I work with

My actions at work

For example: the reception,
the printer, the surgery, …

For example: the line
manager, the nurses, the
secretary, …

For example: answering the
phone, selling cars
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Worksheet 2
Collaborating via e-mail
You are working for a news magazine and have the job to research the challenges
schools are facing today. You have asked for help and your direct superior has asked
your colleague Mr. Schmidt, who was a former teacher, to collaborate with you. You
want to collect ideas on how to get more insights on what's going on in schools in your
area. Continue the e-mail conversation in your target language and include the
following points: •
o express your appreciation of having the opportunity to collaborate with
Mr. Schmidt
o show that you have done your research and ideas you have thought of
o set up a common goal and interest
o ask for a meeting to brainstorm more ideas together
o suggest dates when you are available

TIP: Find language materials on work-based email correspondence in
German:
https://www.wirtschaftsdeutsch.de/lehrmaterialien/ueberblickkor1.php#RRE
English:
https://learnenglish.britishcouncil.org/english-emails
Dutch:
https://taaladvies.net/taal/advies/tekst/89/opmaak_van_een_zakelijke_email_alge
meen/
http://virtueletraining.com/schrijven/teksten-schrijven/brieven-en-e-mails/
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From: you@workplace.com
To: MrGeorg@workplace.com
Subject: Brainstorming ideas for article "Today's challenges in Location Schools"

Dear Mr. Schmidt,
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Kind regards

______________
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Extension Task 2: Cultural awareness in the workplace - Cognitive biases

Duration: 15 minutes maximum
Another way to develop culturally sensitive and critical thinking is to take a closer look
at thought patterns. Our brain is trained to work efficiently, however, sometimes, this
efficiency principle may cause us making decisions in the same way over and over
again, rather than responding appropriately to the situation. These tendencies are
called cognitive biases.
Everyone is influenced by cognitive biases, still we can train to recognize them and
take self-aware decisions. The most effective way is to critically reflect upon your
thinking. The following 20 cognitive bias descriptions are taken from this website:
http://mentalfloss.com/article/68705/20-cognitive-biases-affect-your-decisions.
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Worksheet 3
Cognitive Biases
Have a look at the following biases, and reflect – are there situations where your
behaviour was influenced by one of these? Retrospectively, do you recognize certain
biases in your friends’ and colleagues’ behaviour? Pick three examples of a cognitive
bias for each question.

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission cannot
be held responsible for any use which may be made of the information contained therein.

Answer key
Activity 3, Task 2 Cultural Sensitivity
1. Personal
2. Universal
3. Cultural
4. Personal
5. Cultural
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Personal Evaluation
This checklist is for your personal evaluation of what you have learned in this unit. Tick
the boxes if you feel confident about your newly acquired knowledge. Any you are not
sure about, you can either revisit or explore the additional resources section below for
more online materials and ideas.

I can …

















identify types of contracts
understand and evaluate my contract and work conditions
negotiate if I wish to do so
leave a great first impression
prepare well for my first day of work
ask for help in a professional way
use different strategies to get to know my work colleagues
establish roles and boost my self-confidence
interact sensitively in culturally diverse settings
critically reflect my judgments about others
use appropriate language required for doing my job
develop and apply my digital literacy skills
collaborate with my work colleagues
describe my strengths in taking challenges
give advice on personal well-being
use different strategies of maintaining my own well-being
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Personal Reflection
What have you learnt?

What were your strategies to ensure your own wellbeing before? Did you find the tips in this
module helpful?

Have you encountered any behaviours or customs here that are hard for you to understand
when meeting strangers? Are there any differences in your understanding of politeness and
good first impressions to the customs in your host country?
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How diverse is the cultural background of the new group of people you are working with?
Why is it good to be cautious with the judgments we make about others?

What type of contract would suit you best at this point in your career?
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