M.D. SPOONER

J.S. Mc KELLEN
Dich va chu giai :
PANG TUAN ANH

APPI.YING FOR A JOB
Englls ’

® THU XIN VIEC
® TOM TAT LY LICH
® TRA L3I PHONG VAN

% NHA XUAT BAN TRE



M.D. SPOONER
J.S. Mc KELLEN
Dich va chu giai :
PANG TUAN ANH

L ——T
L

S e gl
W‘iﬂﬁ' ’ﬂl EGL CUAY RUNLL ‘
szt A ICYE
: ~ 11t " rit

1~ '3 : i
"‘Wlf‘\'} TA THGHG W ‘

o D80Tl

{(Tdi ban lan thu nhat)

® THU XIN VIEC
® TOMTATLY LICH
@ TRA LGOI PHONG VAN

NHA XUAT BAN TRE
- 1996 -




To Malcolm R. Campbell

APPLYING POR A Jok

- 7@&!:0&“4;.&@&4, ran? |




LG1 NOI PAU

n viec va tom tat

Ban da tung lung tung khi viét don X% ho ngdn

: et GO

Iy lich bang tiéng Anh? Ban khong biét cach u’u.t sao cho .
| s rang va dé hiéu hon? Moi b

gon nhung van thuyét phuc, 1o
tim doc:
APPLYING FOR A JOB IN ENGLISH
ng? Xac

bao tuyé'n du

Lam thé nao dé phdn tich mot thong s s
. E o A <A . 4 " 1 in v
dinh yéu cdu cong viéc, tum xem Ut diém cua ban than dé

thu xin viéc hieu qua nhdt? Cau tra loi cO trong:

APPLYING FOR A JOB IN ENGLISH

“7 i 1oi phong vdn thé nao? Nén viét tay hay danh vi flni?
in viéc va tom tat ly

don xin viéc? Ban chua biét trinh bay thu xi :
lich? Cac muc nao la quan trong va lam sao cho chung not bat
lén? Dia chi, tén chuv danh... ghi thé nao cho diung va to a ton -
trong nguoi phu trdch tuyén nhdn su? Ban sé tim thdy giai dap
¢de thdce mac nay trong:

APPLYING FOR A JOB IN ENGLISH

Mén chic quy doc gia tim dugc viée lam tot va phu hop
qua tdp sdch nay. Ching téi xin chdn thanh cam on nhung dong
gop dé tdp sdch ngay cang tot hon.

Thanh phé H6 Chi Minh, Christmas 1995
BANG TUAN ANH




Con(cnls

Loi noi dau
lntroduc(ion

1 Letters and en
2 Understanding

velopes
advertisements and replying to them

Junior Accountant

gilingual Secretary
Export Sales Managers (Europe)

Sales Represen

tative (Northern Europe)

Print Production Manager

Assistant Print

Production Manager

Hotel Group Manager

Assistant H

otel Manager

Consulting Engineer

Field Sales

Engineer

Head of Purchasing (Fashion)
Buyer (Children’s Fashion)
Computer Programmers/Analysts

Computer Operator

3 Job descriptions
Junior Accountant, Export Sales
Sales Representative (Northern Italy)

Telephone Operator
Personal Assistant t0 International Sales Manager

Personal Assistant to International Sales Director

6

10
20

26
30

38
42

S0

58
62
66
70
74

78
82

86
88
90



4 Application forms
5 Curriculum vitae

6 Referees and the references they give
Teacher of English
UK emplyee in the same field

Employee in a similar UK business
7 Interviews

Appendices

A British and American education
B Abbreviations of place names

I UK counties

Il America States

C Structure of a typical British business

D Structure of a typical American business
E What does it mean?

92
100
me

114
116
118
120

128
131

132
134
138




Introduction

#

The increase in international trade will provide
opportunities for English speakers from Europeay,
countries to obtain positions with English-speaking
companies. This book will, we hope, help them.

It is for readers who have studied English for —
three or four years. It is assumed that job seekerg wmast
know how to apply for jobs in their own countries, g,
general advice is not given here — only the details
relevant to procedures in English-speaking countrieg

The language of job advertisements is explained and
models of letters replying to the advertisements are
given. They include advertisements and applications fop
junior and senior positions. The variety of the modelg
should make it possible to adapt them easily to any
situation. All advertisements are based on authentic
materials, and all names and addresses have been
changed. Among other topics there are examples of
Jetters asking for a reference, typical application forms
(both UK and USA), and CVs. There are some hints on
interviews, and the appendices provide further
information which may be useful, including a glossary of
terms (‘What does it mean?).

The way to begin and end letters is explained in
Chapter 1, and not repeated elsewhere.

The authors would like to thank Van Milne for his

help, suggestions and advice.

M.D. Spooner J.S. McKellen
Lincoln 1989 Cambridge 1989



