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UNIT 1. MY FUTURE PROFESSION

Careers in IT. Well-known Scientists in the Field of IT. Applying for a Job. Application Form. Resume. Cover Letter
1. Discuss the following questions with a partner and report your ideas to the class:

1. What kind of job can you do according to your university specialisation?

2. Are there many good job vacancies for you in your country?

3. What jobs do you do at home?

4. What kind of jobs have you ever had (part-time and full-time)?

5. Are there jobs that are only for women or only for men? What are they and why?

6. What is your dream job?

7. How many jobs do you think you’ll have in your life?

8. Are there any jobs you would refuse to do, regardless of the pay?

9. What do you think the job of an IT specialist is like?

10. Who has the best job in the world? Why do you think so?

2. Read the article. Translate, define and remember the words and word combinations in bold type. 
Careers in IT
Not every industry can boast the expected job growth that IT has: computer and information systems are one of the most rapidly growing industries in the world. With new information technologies it is no surprise that new job opportunities are following to appear, when more and more people are interested in pursuing a career in this market. With all of this change, you might need a guide to IT careers to help you start off in the right direction.

Reasons for wanting to set foot into IT can be varied. You might not be happy with your current career choice or prospects. You may not feel fulfilled by what you do. You could be interested in finding out what goes on in the mysterious and versatile IT industry, and are keen on acquiring new skills in computer science. Or you may realize that the industry offers plenty of remote jobs.

Let’s begin with describing the good sides of IT. IT career advantages are: 

· High income. Entry-level jobs may be the exception, but once you get ahead in IT, you are looking at an enviable annual salary. There’s no doubt that IT professionals are well-paid and live a financially stable life, which is enough for many to consider getting into the industry.

· Varied job opportunities. It is important to point out that IT is an amazingly versatile industry. You can choose from a wide range of job opportunities, such as becoming a software engineer, video game designer, web designer, 3D animator, data analyst, systems analyst, cybersecurity expert, and so much more. Whatever your inclinations are – wherever your strengths lie – IT will have a spot for you. You don’t necessarily have to be good at math, logical operations, and algorithms if you want a job in computing technology – almost all kinds of skill sets are welcome here.

Major Sectors of IT

In this section, we will discuss the major branches of IT you might be interested in, and what skill sets each of them requires.

Software development
IT wouldn’t work without software development, or the science of coding and implementing software applications for various electronic devices. For this IT branch, you will need to be good at problem-solving, logical thinking and operations, algorithms, and math to an extent. You should be able to find your way around programming languages and pick up several of them to have in your arsenal.

Job positions that wait for you in software development are those of software engineers or computer programmers, web developers, video game developers, mobile app developers, etc. 

IT security
Cybersecurity experts also need to have intimate knowledge of code and programming languages, but they are more focused on the system security side of things. Their job is to protect software from external threats, encrypt data, make sure all the information of a particular system is secure against theft or corruption, and so on. An information security analyst and other security specialists need to know all there is about protecting networks from cyber attacks.

Data analytics
Even though data science is not unique to IT, data scientists have a crucial role in this industry. Collecting information, sorting through it, arranging it by relevant categories, spotting patterns in the data – all of that is the job of a data analyst, data engineer, information research scientist, and other similar jobs.

Strong organizational skills are valued in this branch. Coding isn’t a top priority, but you will need to have basic programming skills to work as a data scientist in IT.

Design and animation
If you’re a creative person who enjoys drawing, painting, photography, typography, calligraphy, creating digital art or graphics of any kind, you can also find your place in IT. Plenty of creative positions are available in video game design, graphic design, UI (user interface) design, etc.

Having a drawing tablet is a requirement because you won’t be able to reach your full creative potential with a mouse (though a UI designer may manage without a tablet). 

Testing
Finally, not one bit of software created can be (or should be) released to the public or handed over to a client without proper testing. Sometimes, developers themselves test their code, but more often than not, testing specialists are hired for the job.

Testers and quality assurance engineers are in charge of manually testing the apps and looking for bugs. They need to possess excellent attention to detail and apply a methodical approach to testing processes.

Hybrid Positions

One IT professional doesn’t have to settle only for one IT branch. You can dabble in several, depending on your preferences and what you enjoy doing. And we haven’t even mentioned the computer hardware side of things, such as computer hardware engineers who build and maintain all the physical components that software developers work on.

The sky’s the limit in this industry! Just take a moment to consider what your strengths and weaknesses are, as well as what road you should take to make the most of your IT potential.

(from https://www.mycomputercareer.edu/news/the-ultimate-guide-to-it-careers/)

3. Mark the statements as true or false ones. Explain your choice. 

1) __ It is a surprise that new job opportunities in IT sphere appear and more people are interested in pursuing a career in the market.

2) __ One of the reasons for trying to set foot into IT can be that you might not be quite happy with your current career choice or prospects.

3) __ There’s no doubt that IT professionals are well-paid, thus live a financially stable life.

4) __ You have to be good at math, algorithms and logical operations, if you want a job in computing technology.

5) __ To join a software development branch of IT industry you will need to know at least one programming language.

6) __ An information security analyst and other security specialists don’t need to know everything there is about protecting networks from cyber attacks.

7) __ Strong organizational skills are valued in data analytics, while coding isn’t a top priority in this branch.

8) __ A few creative positions are available in design and animation.

9) __ Quality assurance engineers are in charge of general automated testing the apps thus they need not to possess excellent attention to detail.

10) __ Computer hardware engineers build and maintain the physical components which software developers work on.

4. Provide explanations and/or synonyms for the phrases below:

· to pursue a career 
· prospects 
· versatile IT industry
· job opportunity 
· to implement
· software applications
· cyber attack
· to maintain physical components
5. Give English equivalents of the following words and phrases and use them in the sentences of your own:
Віддалена робота, річна заробітня плата, швидкозростаюча індустрія, обчислювальні технології, розробка програмного забезпечення, до певної міри, спеціаліст із кібербезпеки,  збір інформації, шифрувати дані, сильні і слабкі сторони.
6. Answer the following questions:

1) What criteria will you take into account while choosing your future career?

2) What skills do you have to possess to become a good candidate for the chosen job opening?

3) Which sector of IT would you like to join and why?

4) Do you know any famous computer scientists? Who are they and what are they known for?

7. Fill in the gaps in the sentences below with the following words and word combinations:

career prospects, remote work, branches, strengths and weaknesses, information technologies, job opportunities, a top priority
1) For many IT companies and employees _______ remains _______ well beyond the pandemic. 2) Nowadays global economy faces a high demand both for beginner candidates and experts in the _______ sector. 3) Developing strong communication and critical thinking skills will greatly enhance your _______. 4) ________ for software developers are many and diverse, depending on the candidate’s qualifications, experience and requests. 5) When at the job interview don’t avoid answering the questions about your _______. 6) AI, machine learning and video game development are among the most promising IT sector _______.
8. Have a look at the photos and match the names of famous people in IT with the achievements they are known for: 
	1) Creators of Google, people who changed the way we search and use the Internet are …
	Tim Berners-Lee
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	2) The founder of the world’s largest encyclopedia Wikipedia is …
	Bill Gates
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	3) If you had to isolate the key inventors of the Internet, it would have to be the people, who created the TCP/IP communication protocols.
	Larry Page and Sergey Brin
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	4) The Father of Email is  programmer …
	Mark Zuckerberg
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	5) The entrepreneur, who founded the world's largest software business, Microsoft    
	Ray Tomlinson
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	6) The WWW was invented by …
	Vinton Cerf and Robert Kahn
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	7) … started the Internet’s most popular video-sharing site YouTube which is broadcasting more than 100 million short videos daily.
	Niklas Zennstrom
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	8) … founded Facebook to help students in universities keep in touch with friends. 
	Jimmy Wales
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	9) … created Twitter to allow friends and family know what he was doing.
	Jack Dorsey

[image: image10.jpg]




	10) The co-founder of the fastest growing communications trend in history, Skype, is …
	Chad Hurley, Steve Chen, and Jawed Karim
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9. Prepare a report (an oral or Power Point presentation) about a famous computer scientist. Present it to the class. When writing your report, follow the plan: 

1) Introduction.

2) Place of birth and educational background. 

3) Main contributions to the development of computer science. 

4) Personal life, hobbies. 

5) Rewards for the outstanding achievements.

10. Read the article. Translate, define and remember the words and word combinations in bold type. 

FAQ about Computer Careers 

Is a college degree required?
It is true that some IT companies won’t consider applicants without a college degree. However, many hiring managers are interested more in your past experience, how much knowledge you have, and how you will benefit the company. Paint your degree in a positive light, highlight the skills it helped you develop that others may not have, and you’ll have a higher chance of landing your first IT job.

Do I need any IT certificates?
IT certificates can be an immense advantage. These are relatively short, intense courses based on a particular subject that will provide you with the knowledge and practical experience you need to jumpstart your IT career. Here are some of the most common certifications you can go for: Microsoft, Cisco, CompTIA, EC-Council, Linux, etc. These courses will shine on your CV and convince your future employers that you’re the right candidate for the job.

Is it possible to get a job with zero experience?
It absolutely is possible to get an IT job with zero experience! It’s not easy, but it is possible. We have a few tips to help you there.

Apply for an internship
Working without getting paid is no one’s idea of a good time. However, interning at an IT firm, especially one that you want to be employed in some day, is a great starting point. You will have the chance to learn from your fellow developers, analysts, or designers, and your superiors will have a first-hand opportunity to see you in action. You just need to impress your coworkers and managers, and the job is yours.

Look for an entry-level job
Typically, juniors in software development or any other department aren’t required to have much or any experience going in. Settling for a beginner’s position does not mean you will stay there forever. Work hard, absorb all the knowledge and practice like a sponge, teach yourself additional skills in your free time – promotion is right around the corner!

Emphasize your soft skills
Lastly, learn how to spice up your CV. Having no IT experience doesn’t mean that you can’t emphasize soft skills, such as communication skills, teamwork, leadership, critical thinking, attention to detail, your work ethic, and others, are just as important as practical programming knowledge.

Remember to craft each version of your CV according to the job position you’re applying for. Don’t simply create a universal one you will send out everywhere. 

Don’t concern yourself too much about your lack of experience. As long as you show initiative and the will to improve yourself, any IT company would be glad to have you. 

(from https://www.mycomputercareer.edu/news/the-ultimate-guide-to-it-careers/)

11. Mark the statements as true or false ones. Explain your choice. 

1) __ IT companies won’t consider applicants without a college degree.

2) __ Certificates in IT courses will convince your future employers that you’re the right candidate for the job.
3) __ There’s no chance to get an IT job with zero experience.

4) __ Settling for a junior position in software development means you will stay there forever.
5) __ Emphasizing your soft skills, such as communication skills, teamwork, leadership, critical thinking, attention to detail, your work ethic, and others is just as important as practical programming knowledge.
6) __ Create a universal version of  CV you will send out everywhere.

12. Provide explanations and/or synonyms for the phrases below:

· to highlight the skills 
· to apply for an internship

· a first-hand opportunity 
· critical thinking 
· to concern oneself about something
· to show initiative
13. Give Ukrainian equivalents of the following words and phrases and use them in the sentences of your own:
FAQ about computer careers, hiring managers, to jumpstart your IT career, to benefit the company, to convince your future employers, intense courses, fellow developers, to emphasize your soft skills, to absorb all the knowledge and practice like a sponge, lack of experience.
14. Answer the following questions:

1) Is a college degree required?

2) How can you convince your future employers that you’re the right candidate for the job?

3) Why working without getting paid while interning at an IT firm is a great starting point?
4) Which soft skills are worth of being mentioned in your CV?

5) Why do you have to craft each version of your CV according to the job position you’re applying for?

6) Do you feel you are ready to meet most of the mentioned requirements and what can you do to improve the situation?
15. Fill in the gaps in the sentences below with the following words and word combinations:

to convince the employer, superior, to absorb  like a sponge,  to apply for an internship, juniors, to jumpstart your IT career, to craft your CV, an immense advantage
1) If you want ___________, you will have to address your head of department or one of the professors who know you well and request a letter of recommendation to attach to your resume. 2) You can follow these steps __________ and make it look professional: choose the right type, include the right sections, make it easy to read, use the right fonts, be concise and don’t forget to proofread. 3) He is a professional, who ______ innovation __________ and synthesizes his own competitive ideas. 4) I had ___________ over many others dealing with the task, as I was an expert both in IT security and data analytics. 5) When applying and interviewing for a position, it's important to ____________ to hire you. 6) 2023 is a better time than ever to get started in the tech industry. ____________ you will need to possess a load of hard and soft skills. 7) Sometimes companies don’t hire ________ as it’s going to take months to mentor and train them before they are ready to work independently. 8) It's better to discuss the issue of a pay raise in person, so you may ask your _______  for a meeting to review your job performance and talk about your salary.

16. Do the research and present the results to the class:

1) Browse the Internet to find out what the other requirements for your dream job are. Tell about them.

2) What are the questions about your future job you would like to ask experts in IT? Try to find the answers in the net. 

17. When applying for a job you will need to submit application materials – an application form, resume (sometimes CV) and a cover letter. First, look through the sections of an application form below and fill it in:

	 SAMPLE APPLICATION FORM
Personal information

Name:

Address:                                      

Phone number:

Email: 

Position and Availability

What position are you applying for?

What date are you available to start?

Education and training

Name of Educational Institution       Year graduated         Course Taken / Degree

_____________
                           ____________
  ___________________

_____________                                  ____________
  ___________________

LANGUAGES


Excellent
Good
        Fair
Ukrainian                   
 

English
   

others                      



Experience (present or last position first)

COMPANY 1 

Address 

Type of business / industry 

Employed (month and year)

Position held



Describe your responsibilities



COMPANY 2


Address


Type of business / industry 

Employed (month and year)

Position held



Describe your responsibilities




18. Look through the article to understand the difference between resume and CV, pay attention to resume formats and sections. 
Resume vs CV 

 A resume is one to two pages long, a CV has no length limit. A resume should include those details about your work experience and skills that are relevant to the job opening, a CV should detail the whole course of your career. CVs are used for academic purposes, resumes –  to apply for jobs.

 See the detailed overview of the resume formats below:

Resume
 A resume (or résumé, from French “to sum up”) is a short, concise document used for job applications. The purpose of a resume is to provide recruiters with a brief overview of the candidate’s work history. A good resume should be targeted at a specific job and be one to two pages long.

 Resume formats. The most fundamental division of text in resumes is based on content format: 

· Reverse Chronological

· Functional

· Combined (Combination resume).

The Reverse Chronological format is not only the most common one, but also the most widely accepted among various employers and industries. The biggest benefit of a reverse chronological resume is its straightforward, easy to understand and linear structure. It displays your professional experience and past work experience from most recent to oldest.  
3 key factors help strengthen such type of resume:

‍Relevancy: It is important to emphasize the relevance of the previous jobs you had. The more relevant your previous work experience is to the job you’re applying for, the better.  ‍

Recency: This format will position your most recent job first in the work experience section. More recent jobs will help employers see the skills and experience you have gained in the past 1 to 5 years.‍

Longevity: Applicants may have held previous job positions for long periods. In this case, emphasizing that longevity is crucial. It will help show potential employers your ability to commit both to a company and position.

This is great when you have a continuous history of work, and you can showcase some important recent positions. But what should you do if you’re a fresh graduate or have a sizable gap in your employment history? This is where the Functional and Combination formats come in.

The Functional resume format leans on soft and hard skills as its main focus-point. If you lack experience as an entry level job seeker due to recently graduating college, the Functional format is one you should consider. You can also make the resume more robust by mentioning past projects, social initiatives, experience in other fields and so on.

A Combination format places equal emphasis on skills and relevant work experience, and is therefore appropriate for many technical and technological professions (though not exclusive to them). 

Resume sections:

Necessary sections often include:

· Contact information and basic personal information

· Summary (Personal statement, Objective)

· Employment history

· Skills

· Education

Optional sections can include:

· Achievements and milestones (often included in the Summary)

· Social projects and volunteer work

· Awards, certificates and organizations

· Hobbies and interests

(from https://resume.io/how-to-write-a-resume; https://www.easyresume.io/guides/reverse-chronological-order-resume)

19. Mark the statements as true or false ones. Explain your choice. 

1) __  Both resume and CV should include details about the whole course of your career.  
2) __ A good resume should be targeted at a specific job and be one to two pages long.
3) __ The reverse chronological resume demonstrates your professional experience and past work experience from the oldest to most recent.
4) __ If you are a fresh graduate or have a sizable gap in your employment history, the Functional and Combination resume formats are more suitable.

5) __ A Combination format that places equal emphasis on skills and relevant work experience is appropriate only for technical and technological professions.

6) __ Optional sections of your resume can include education, awards and certificates.

20. Provide explanations and/or synonyms for the words and phrases below:

· Reverse Chronological format
· employment history 
· relevant work experience
· personal statement
· recruiters
· soft and hard skills
21. Give Ukrainian equivalents of the following words and phrases and use them in the sentences of your own:
Experience and skills relevant to the job opening, a concise document, to provide a brief overview of the candidate’s work history, relevancy and recency, to commit both to a company and position, to showcase spmething, a sizable gap in your employment history, to make the resume more robust, achievements and milestones.
22. Answer the following questions:

1) What is the main difference between a resume and a CV?

2) What types of resume formats are there? How do they differ?

3) Which resume format is most widely accepted among various employers and industries?

4) What key factors help strengthen the reverse chronological resume?

5) What information do you have to include into a resume?
6) Which resume sections are optional?
23. Insert the words into the proper places:
(to) apply – (an) application – applicable – applying

1. You have to _______this approach to get good results. 
2. When _________for a job, don’t forget to learn about the requirements first.

3. This rule is not ______ to me any longer.

4. The ________ required several hundred lines of code.
(to) require – (a) requirement – required 

1. How do you manage to meet all the ________?
2. You have’t fulfilled the ________ procedures.

3. They ______ new software to satisfy the users’ needs.
(a) design – designing – designed – (a) designer

1. I’m fond of ________ print or electronic forms of visual information, as for an advertisement, publication, or website.
2. He contributed to the ________ of a new instrument.
3. We’re looking for a web _________.
4. A new gadget has been recently ________ by a laboratory.

24. Compile your own resume according to the following example:
	Resume sample



	Structural parts of the resume
	Examples

	1. Personal information: 

(name, address, phone number, e-mail, date of birth, marital status)
	Name
Taras Petrenko

Address
68 Ryshelevska Str., apt.25 

                                        Odesa 65000, Ukraine

Phone number
        +380671112222

Marital status
single

Date of birth
3rd April, 1993

E-mail
t.petrenko@gmail.com

	2. Objective


	To obtain a position of a project manager that will enable me to use my strong organizational skills,  educational background, and ability to work well with people.

	3. Work experience


	Position:  ECL Carriers Ltd.Odesa, Ukraine

                 Network administrator  

                 (2016 – 2023)
Responsibilities:

· installing, configuring, and maintaining company LAN and network software; 

· identifing and resolving connectivity issues     

· performing managerial tasks when the manager is unavailable;

· interfacing with department managers to provide them with digital tools to drive the business

	4. Skills
	· C++ and Python

· Strong command of database products

· Knowledge of network architecture

· Good English language skills

· Leadership skills

· Ability to work under pressure

	5. Education
	2011 – 2015      Odesa I.I. Mechnykov National 

                          University, Odesa, Ukraine

Bachelor’s degree in Computer Science: 

Institute of Mathematics,  Economics and Computer Sciences

	6. Hobbies
	Game design, photography

	7. References
	Name: Oleh Sobko  (ECL Carriers Ltd. vice-president)

Email: o.sobko@gmail.com

Phone Number: 097 0001111

/ References are available upon request


25. A cover letter is sent with your resume to provide additional information about your skills and experience. It should let the employer know what makes you a strong candidate, why they should select you for an interview. Read a cover letter example, pay attention to the words in bold type:
Cover Letter
Applicant’s Name

Address 

Phone Number

Email

Company Name and Address

Dear Mr Scott,

I am writing to apply for the position of Senior Programmer; which was advertised on 28th March in The Carrer Path.

I graduated in May 2020 and did a work placement with Intelligent Software. I stayed in this job till March 2022. For the last year I have been working as a software engineer for NCR. I have designed 2 programs in C for commercial use, and since January I have been writing programs in COBOL for use in large retail chains. These have been very successful and we have won several new contracts.

Half a year ago I spent three months in France testing our programs and also made several visits to Italy, so I have basic knowledge of French and Italian. I now feel ready for more responsibility and more challenging work, and would welcome the opportunity to learn about a new industry.

I enclose my resume. I will be available for an interview at any time.

I look forward to hearing from you.

Yours sincerely,

Sarah Brown

(based on Infotech. English for Computer Users)
26. Put the section titles of a cover letter in a correct order:

__ Paragraph where you say thank you to the hiring manager for considering you and note how you will follow up.
__ Paragraph(s): Stating what you have to offer the employer (why your skills and experiences are a good fit for the job). 
__ Greeting. 
__ Heading (name, address, followed by your phone number and email). 

__ Signature. 

__ Paragraph explaining why you are writing (the job you are applying for is mentioned).
27. Here are some of the questions you might want to ask if you call the company you are interested in. Add some more questions. Role-play with your group-mate a dialogue – phone conversation to clarify the details.
· When is the deadline for application?

· If they have received your resume and cover letter. 

· Do you need a letter of recommendation or any other references? 

· Whom can I contact for further information? 

· Is it necessary for applicants to have work experience?

28. Write an essay “My future profession”. When writing follow the plan:

1. The institution and department of your studies, the name of your speciality.

2. Requirements for obtaining a degree. 

3. What carreer path you’d like to follow.

4. What personal characteristics and skills will help you to cope with the challenges of the chosen profession.

29. When you have sent your application documents and are invited to come to a job interview, you need to prepare well to feel confident when communicating with recruiters or your potential employer. Read the text below with some suggested tips to get ready for the interview.

Dos and Don’ts of Preparation for a Job Interview

When you have received a long-awaited letter stating that you are chosen as a potential candidate for the desired position in your e-mail incoming box, you have to make a plan of what you can do to prepare the best for the future job interview.

Firstly, browse the Internet to find out as many details as possible about the company you want to join. For this, you may search the company’s website, where you will find information about the history of the company, its structure, products and services, career opportunities, job requirements, company policies, bonuses for the employees, etc. These facts will help you to understand how you can be useful for the company development and success and how you personally can benefit from being a part of this business. You also may guess from the information obtained which hard and soft skills you need to possess to be a valuable asset for the company under question. 
The next step is to find on the web a list of possible questions asked at the interview when people apply for similar positions in this industry. You will need to train to be ready to answer the questions. Remember you have to provide brief and precise answers as recruiters are busy people and they will appreciate it if you save their time by not mentioning nonrelevant details. Also, you have to answer honestly as it is not a problem to check if you are giving true information about your experience, qualifications, or skills. Besides you may be asked to provide references from your previous jobs, thus think about it in advance and bring one or two letters of recommendation with you to the interview. 
Remember about good etiquette rules – don’t be late, try to come at least 15 minutes before the time your interview is scheduled for. Be appropriately dressed and bring all the documents that prove your educational achievements, academic degree, and certificates of programming courses you have attended. If you have a portfolio that can illustrate your previous accomplishments in the projects you have participated in, bring that one with you.
When you communicate with a recruiter during the interview, be attentive to what you are asked about and try to answer the interviewer’s questions to the full extent. Don’t hesitate to mention your strong sides relevant to the positions you are applying for and avoid unnecessary facts of your biography and experience, which have nothing to do with the vacancy. Be ready to convey your relevant skills, interests, and goals.

Maintain self-control and try to overcome nervousness and shortness of breath. Recognize your limitations –  there is noone who can do everything, though you have to mention you are ready to learn and improve yourself by taking additional courses and trainings. 
Don’t express your ideas on compensation, hours, etc. early in the interview, postpone the questions towards the finishing part of the meeting.

Finally, the interview is your opportunity to discuss who you are as a professional. Be sure to mention your education, experience, skills, and why you chose a particular career path. Be prepared to back up your response with an example. Be honest, but also consider the values and mission of the company.
30. Mark the statements as true or false ones. Explain your choice:

1) __ You don’t have to prepare for the job interview, it is better to answer the questions on spot.
2) __ You can find necessary information about the history of the company, its structure, products and services, career opportunities, job requirements on its website. 

3) __ You can try to create a list of possible questions asked at the interview and practice answering them.
4) __ Try to mention all the possible details concerning your achievements, skills and interests.
5) __ It may be required to provide references from your previous jobs.

6) __ If you have a portfolio that can illustrate your previous accomplishments in the projects you have participated in, you can send it immediately after the interview.

7) __ It is not a good idea to convey your interests and goals.

8) __ It is fine to admit you are not the one who can do everything.

9) __ Don’t hesitate to ask the questions on compensation, working hours, etc. during the interview.

10) __ You may be asked to back up your responses with examples.
31. Provide explanations or synonyms for the phrases below:

· company policies
· bonuses 
· recruiters 
· letters of recommendation 
· strong sides
· recognize your limitations                        
32. Give Ukrainian equivalents of the following words and phrases and use them in the sentences of your own:

          Valuable asset, to mention nonrelevant details, references from your previous jobs, to maintain self-control, to overcome nervousness,  to postpone the questions, to back up your response with an example, to consider the values and mission of the company.

33. Answer the following questions:

1. What do you have to do when you have received a letter stating that you are chosen as a potential candidate for the position you applied for?
2. What useful information about the company you want to join can you find if you browse the company’s website on the Internet?

3. How can you get to know what questions you might be asked at the interview? 

4. Why do you have to answer honestly the questions about your experience, qualifications, and skills, that you are asked during the interview?

5) What etiquette rules do you have to remember about when you go to the job interview?

6) Is it necessary to back up your responses with examples?

34. Translate and explain the words and word combinations from the article above. Fill in the gaps in the sentences below with these words in the correct form:

carrer opportunities, job requirements, company policies, bonuses for the employees, a valuable asset, recruiter, references, compensation, employer, company's mission

1) An employer may use your ______ to verify that all of the information on your resume is true. This is especially important for roles that require a high level of education, training, skills and experience. 2) ______ and procedures establish the rules of conduct within an organization, outlining the responsibilities of both employees and employers. 3) Company culture, values, ethics, fundamental goals, and agenda are usually defined in a company's mission statement. 4) One million people are estimated to work in IT in the UK, thus not surprisingly, ______ in IT are diverse, with this workforce involved in a huge number of different activities such as programming, software testing and systems analysis. 5) ‘How would you be ______ to this company?’ is a frequently asked question in job interviews across industries. 6) Your total ______ goes way beyond salary, including base salary, annual cash incentives, company-sponsored benefits like pension plans and health insurance, and work-life balance benefits including paid time off, back-up child care, paid parental leave, and tuition reimbursement. 7) A recruiter finds qualified candidates for a job opening and works to meet the demands of both the ______ and the employee throughout the hiring process. 8) Some of the key responsibilities of the ______ include attracting and sourcing candidates, conducting reference checks and background checks and managing the job offer process. 9) An IT position generally involves such ______ as managing and storing data using computers, software, databases, networks, and servers, also as an IT professional, you may write programs, maintain networks, analyze systems, and provide technical support. 10) Companies reward ______ to engage them, to enhance productivity, and to encourage them to work hard throughout the year.
35. Here you may find a list of possible questions asked during the interview. Practice asking and answering them in pairs.
1. Tell me about yourself.

2. What are three of your greatest strengths?

3. What are three of your weaknesses?

4. What is the last book you have read?
5. Tell me about a time when you had to extend a deadline.
6. Where do you see yourself in five years?

7. Why are you leaving your current job?

8. Why do you feel you would be a good fit for this position?

9. How well do you handle criticism?

10. Tell me something about yourself that I will not find in your resume.

11. How do you manage stress in your daily work?

12. What do you bring to this job that is unique and would make us want to hire you?

13. What would your ideal job be like?

14. Do you prefer working alone or in a team?

15. Why do you want to work here? 
(based on https://teachteam.org/interviewing?gclid=CjwKCAjwpuajBhBpEiwA_ZtfhTzDvHRuz5S9m15Hg6ZVB5uZrLX1WgUC4iZFAd_ynGPJLkPSEffGqhoCgUgQAvD_BwE)
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