Writing 
Exercise 47 Read the letter of application and choose the necessary phrase.
Letter of application
1. Dear __________,
a) Smith
b) Mr John Smith
c) John
d) Mr Smith
2. I am writing to __________ whether you have any vacancies in your company.
a) find out
b) enquire
c) ask you
d) know
3. I am writing __________ your advertisement in the newspaper.
a) to reply
b) answering
c) in response to
d) to answer
4. __________ a copy of my CV for more detailed information about my work experience.
a) Please read
b) Please find enclosed
c) I have put in
d) I send you
5. As you can see from my enclosed CV, my experience and qualifications match this
position’s __________ very well.
a) requirements
b) needs
c) wants
d) conditions
6. __________ additional information, please do not hesitate to contact me.
a) Would you require
b) If you want
c) Should you require
d) Do you require

Exercise 48 Read some recommendations on writing a CV. 
When you apply for a job in the UK, it may be better to write your CV in the way that UK employers expect. For example, keep it short – don’t write more than two pages.
Make sure that you put your personal details and qualifications at the top – where you studied and your exam results. Don’t write your date of birth and don’t say if you are married or not.
When you describe your work experience, it’s essential to say what you learn from your previous jobs. Say what you contributed to the job, and what skills you demonstrated.
It’s a good idea to write something about yourself and any interests or hobbies that you have. And don’t forget to say which foreign languages you can speak.
Finally, remember to give the contact details of two references – most British employers will contact them to find out more about you.

Listening 
Exercise 49 Listen to an interview with a recruitment expert, who talks about his experience of reading CVs and offers some good advice on writing them. Do Tasks 1-3.
http://learnenglish.britishcouncil.org/en/professionals-podcasts/advice-writing-cvs

Exercise 50 Read the CV and match the headings A –H to the parts of the document (1 – 8).
 A. Personal information                                                         
B. IT skills
C.  Work experience
D. Education and Training
E. Hobbies and Interests
F. Languages
G. Personal skills
H. References

Curriculum vitae (CV)                                    
1.________
Name: Carmen Enamorado
Address: Avida Seneca, 5, Madrid 28040                                   
Telephone: 00 34 92 5645201
Email: cenamorado0782@telefonica.net
Date of birth: 28/07/82
2.___________
2006   Online diploma in web-based technology for business, www.elearnbusiness.com
2005  Course in web design at the Cybernetics College, London: HTML, Java and Micromedia Dreamweaver
2004   Course in computer hardware and networking at the Cybernetics College, London
1999 – 2004 Degree in Computer Science and Engineering, University of Madrid
3._________
January 2006 – present   Part-time Webmaster at www.leo.es; responsible for updating the site and using Adobe Flash to create animation
May 2005 – December 2006 IT consultant at Media Market, specializing in e-commerce and IT strategies
4. ________
Knowledge of multiple computer platforms (Windows, Mac and Linux); strong database skills; complete understanding of graphics formats and Cascading Style Sheets
5._________
Social and organizational skills. Good communication skills.
6. ________
Spanish mother tongue; English (Cambridge CAE); Arabic (fluent)
7. __________
Web surfing, listening to music and travelling
8. ______
Damian Santiano, Manager, leo.es
Sam Jales, Lecturer, Cybernetics College

Exercise 51 Discuss with your partner.
1. How did you first find out about your current job (e.g. from a newspaper advert)?
2. Did you send a CV or fill in an application form? What information did you give?
3. How similar is Carmen’s CV to a CV from your country? What are the differences?

Exercise 52 Read the job adverts at jobs.monster.co.uk and imagine you are applying for one of the positions. Be ready to write a CV. You can invent your qualifications and experience. 

