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Unit 22 

  
I. VOCABULARY 

 
1. Employment. Fill in the blanks in the sentences below with the adequate items in column 

B. Use a dictionary if necessary: 
 

A B 

 

a. I have to play my cards right because I hope ... by a big 

international firm. 

b. Unfortunately, … is still high in some of the former 

communist countries in Europe.      

c. My ... finds my work efficient, so he has given me a 

rise in salary. 

d. With your qualifications, you can find ... in several 

domains. 

e. He has been nominated the … of the month.  

f. My brother is having financial problems as he has been 

... for the past four months.        

 

unemployed 

 

employer 

 

unemployment 

 

employee 

 

employment 

 

to be employed 

 

 

II. READING AND WRITING 
 

 
 
 
 
 

Europass 

 

Curriculum Vitae 

As the European Union grows, more and more 
standards are being implemented by the European 
Parliament in order to increase quality of life and 
help ensure that the citizens living and working in the  
EU will enjoy equal rights.  
 
Wherever you apply for a job inside any member 
states of the EU, just studying or simply trying to 
gain experience, one of the most important issues is 
to be able to make your expertise and capabilities 
clearly understood to your potential employer. 

  
Europass CV is your first and most important step in 
your job seeking process. Your Europass CV is the 
initial contact with a potential employer.   

 
 

 

 

 



 67 

2. Below you can see the type of information you need to fill in the Europass CV for employment 
in the EU. Fill it in with your information. 
 
Europass  
Curriculum Vitae 

  Insert photograph.  

Personal information  

Surname(s) / First name(s) Surname(s) First name(s) 

Address(es) House number, street name, postcode, city, country 

Telephone(s)  Mobile:  

Fax(es)  

E-mail  

Nationality  

Date of birth  

Gender  

Desired employment / Occupational field  

Work experience  

Dates Add separate entries for each relevant post occupied, starting from the most 

recent.  

Occupation or position held  

Main activities and responsibilities  

Name and address of employer  

Type of business or sector  

Education and training  

Dates Add separate entries for each relevant course you have completed, starting from 

the most recent.  

Title of qualification awarded  

Principal subjects/occupational skills covered  

Name and type of organisation providing 
education and training 

 

Level in national or international classification  

Personal skills and competences  

Mother tongue(s) Specify mother tongue (if relevant add other mother tongue(s)) 

Other language(s)  

Self-assessment  Understanding Speaking Writing 

European level * (*Common European 
Framework of Reference for Languages) 

 Listening Reading Spoken 

interaction 

Spoken 

production 

 

Language            

Language            

Social skills and competences Describe these competences and indicate where they were acquired.  

Organisational skills and competences Describe these competences and indicate where they were acquired. 

Technical skills and competences Describe these competences and indicate where they were acquired.  

Computer skills and competences Describe these competences and indicate where they were acquired.  

Artistic skills and competences Describe these competences and indicate where they were acquired.  

Other skills and competences Describe these competences and indicate where they were acquired.  

Driving licence State here whether you hold a driving licence and if so for which categories of 

vehicle.  

Additional information Include here any other information that may be relevant, for example contact 

persons, references, etc.  

Annexes List any items attached.  
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III. USE OF ENGLISH 
 
Interview Tips 

 

 

 

1. Arrive in plenty of time and make sure that you know where 

you are going.  

 

2. If you haven't understood a question or don't know an 

answer, don't be afraid to say so – you’re very unlikely to be 

‘marked down’ for this.  

 

3. If you need to take your time thinking about your response to 

a question, feel free to do so.  

 

4. We are looking for content, not style – so don't worry if at 

times your answers are hesitant.  

 

5. Be willing to explore issues discursively in your answers – in 

other words, explain your thinking.  

 

6. If you feel you've handled a particular question badly, don't 

worry about it – put it out of your mind and concentrate on 

the next one.  

 

7. If interviewed by a panel, address your answer to a 

particular question predominantly, but not exclusively, to the 

person asking the question.  

 

8. Keep a copy of your application form and cast an eye over it 

in advance of your interviews. 

 

9. Wear something you feel comfortable in.  
 

  
GOOD LUCK! 

  

3. Rewrite the Interview Tips beginning as follows: 
a. You must …………………………………………………….. 

b. If you haven't understood a question or don't know an answer, you need not 

……………………………………………………………. 

c. If you need to take your time thinking about your response to a question you must not 

…………………………………………………. 

d. You must not ……………….. if at times your answers are hesitant.  
e. You must ……………………….. your thinking. 

f. You need not ………………….. if you feel you've handled a particular question badly. 

g. You should …………………………………….. if interviewed by a panel. 

h. You should ……………………………. before the interview. 

i. You should …………………………. comfortable. 
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IV. SPEAKING 
  

4. Here is a number of categories of job listings on the Internet: Jobs by Career Field; Cool Jobs; Jobs 

for Teens; Freelance Jobs; Part-Time Jobs; Work at Home. Talk to your partner and decide which of 
them you would access for a job if:   
 

… you want to find a job for an adolescent friend 

… you cannot leave your home  because you have a busy household 

… you are available for  work only in the afternoons 

… you have graduated college and you are keen to find employment in your domain   

… you are a talented photographer and you travel extensively    

… you want something new and different and exciting  

 
5. Fill in the application form with information from your partner. Ask him/her questions to complete for 
him/her the Job application form below: 
 

APPLICATION FOR EMPLOYMENT 

Position applied for 
 

PERSONAL DETAILS 

Forename(s) Surname  

Current Address : 

 

 

Post code: 

Contact details: 

(1) Daytime telephone: 

(2) Mobile: 

(3) E-mail address:  

Do you require a work permit to work in the UK? Yes  No  

EDUCATION/QUALIFICATIONS/TRAINING 

Starting with the most recent, please give details of your education and training. (Certificates may be required if you are called for interview). 

School/College/University/Training Provider    From  (month / year) To month / year) Qualifications gained with grade, if any 

                   

Have you ever been dismissed from a previous employment or disciplined/expelled by a professional body? Yes      No  

If yes, please give further details.      

Please state the number of periods of sickness absence, and total number of days, taken during the last two years.  

WO RK REFE RENCES          

Please nominate two work related referees (not relatives or friends) who can provide direct knowledge of your work performance and attendance record.  

One referee must be your current (or most recent employer)  

Name       Name       

Position       Position       

Address 

      

Address 

      

Telephone number       Telephone number       

E-mail address E-mail address 

We prefer to seek a written reference before the interview.  Do we have 

permission to contact this referee before the interview?  Yes       No  

We prefer to seek a written reference before the interview.  Do we have 

permission to contact this referee before the interview?  Yes       No  

 


