GET THAT JOB

LESSON 1
Curriculum Vitae

Patrice: CV, actually, stands for ‘Curriculum Vitae’, which is Latin, actually,
it's Latin, it stands for 'the story of my life'. But CV is the term
people use for a businesslike document, which tells people what
you have done in education, what you've done at work and,
possibly, some of your interests, so that they can decide whether
they might offer you an interview for a job.

Merry: Hi, my name is Merry. I'm a student in London and I'm doing
economics. | have a CV and I'm looking for a job. | hope to make
my CV as perfect as possible to attract as many employers.

Andreas: Hi, I'm Andreas. I'm a student in London. I've been in London for 3
and a half years. I'm looking for a job at the moment.

curriculum vitae (CV) - zyciorys zawodowy, CV
to stand for - oznaczac

story of my life - historia mojego zycia
term - termin

businesslike - stuzbowy, urzedowy

to offer - oferowac, proponowac
interview - rozmowa kwalifikacyjna
job - praca

to look for - szukac

economics - ekonomia (dziat wiedzy)
to attract - przyciggac

employer - pracodawca
objasnienia:

I’'m doing economics=I'm studying economics
I've been in London for 3 and a half years — pojawit sie tu czas Present Perfect,
poniewaz czynnosc zaczeta sie w przesztosci i nadal trwa

zauwaz:

economics — ekonomia (dziat wiedzy)

economy — gospodarka

economic — ekonomiczny (odnoszacy sie do gospodarki)
economical — ekonomiczny w sensie: oszczedny, gospodarny

uzupetnij zdania:



1. He studied (economy, economic, economics) at Harvard University.

2. It's more (economic, economical, economically) to buy things in large
quantities.

3. | always fly (economy, economics, economic) class.

odpowiedzi:
1. economics
2. economical
3. economy

LESSON 2
Get your CV noticed

Emma: How long do you spend looking at each one?

John: It could be as little as 10 seconds. It could, for a serious look, be 2
minutes, but it is seldom going to be more than 2 minutes. And the
impact has got to be made, generally, in the first minute.

Emma: Not long at all.

John: No.

Emma: How else can you get your CV noticed when it's sitting with, say, a
pile of others on your desk?

John: The standard technique, which is to use an exciting coloured paper,

is probably very helpful, provided it's not a colour you can't
photocopy from later. And also, very important, legible typefaces, if
it's typed rather than handwritten.

Ccv - zyciorys zawodowy, CV (od facinskiego: curriculum
vitae)

to notice - zauwazac

to spend - spedzac (tu: czas)

impact - silny wptyw, sita uderzenia, tu: silne wrazenie

pile - stos

exciting (paper) - tu: rzucajacy sie w oczy, interesujacy

coloured - kolorowy

helpful - pomocny

legible - czytelny

typeface - kroj czcionki, pisma

to type - pisa¢ na maszynie/komputerze

to hand-write - pisa¢ recznie

objasnienia:

to notice — to get noticed
jesli cos zauwazasz — you notice it
jesli chcesz sprawic, aby co$ zostato zauwazone — you try and get it noticed



to make an impact
you make an impact on something or somebody — wywierasz silny wptyw na cos
lub kogos, robisz silne wrazenie

zauwaz:
Amerykanie nie uzywaja terminu curriculum vitae, zamiast niego stosujg resume

uzupetnij zdania:
1. Her CV made a big (pact, packed, impact) on the interviewer.
2. The opposite of legible is (il-, ill-, un-) legible.
3. A set of letters of a particular design, used in printing is called a (typist,
typescript, typeface).

odpowiedzi:
1. impact
2. il
3. typeface

LESSON 3
Shall | put my grades down?

Andreas: How about results? Because my results are not brilliant.
Do | need to put them in my CV?

Patrice: | think, that's something that | get asked more frequently than
almost any other question. Because not all of us are brilliant ‘A’
students, are we? So, obviously, one of the best things to do, if it's
a CV, is to put your best foot forward. Now, for some jobs it's going
to be very important to put your results, whether they're bad or
good, because the jobs that you may be applying for will require
you to take further examinations. And I'm afraid they will need to
know what your results are. However, it's perfectly in order not to
put your grades down. That’s a choice that you make. But, you will
probably get asked about them if you get an interview.

to put down - tu: zapisywac

grades - stopnie, oceny

results - tu: stopnie, oceny, wyniki egzaminow
brilliant - wspaniaty

Cv - zyciorys zawodowy, CV (curriculum vitae)
frequently - czesto

‘A’ student - prymus; student, ktory ma najlepsze stopnie

to put your best foot forward - tu: zaprezentowac sie z jak najlepszej strony



job - praca

to apply for - ubiegac sie, sktadac podanie
to require - wymagac, potrzebowac
further examinations - dalsze egzaminy

however - jednak, jednakze

it's perfectly in order - jest catkiem w porzadku
choice - wybor

interview - rozmowa kwalifikacyjna
objasnienia:

‘A’ student - w Anglii najwyzszg oceng jest A albo A*, stad prymus, to wtasnie ‘A’
student

A oto pare pozytecznych czasownikdéw:

stopnie: kiedy je wpisujesz w podanie — you put them down

egzaminy: kiedy je zdajesz — you take them or you sit them

wybor: kiedy go dokonujesz — you make a choice

rozmowa kwalifikacyjna: kiedy cie na nig zaprosza — you get an interview
pytanie: kiedy ci zostanie zadane — you get asked a question

uzupetnij zdania:
1. On my CV, should | put my grades (up, down, on)?
2. | don't like (holding, giving, taking) exams.
3. It's a difficult choice to (do, make, perform).

odpowiedzi:
1. down
2. taking
3. make

LESSON 4
Skills and abilities

Merry: My skills and abilities - because | made my CV skill-based, more
skill-based, and | put — the first point is IT and communication,
because, | think, nowadays the employers look for IT and
communication skills. Then, planning and organising, business
skills, writing skills, research, and after that teamwork and
adaptation and flexibility.

Patrice: You said you were assistant market researcher, you attended new
products' presentations, you said what you've done - but you



haven't said what you’ve learned from the job. You could quantify it
a little bit more in that way, | think, perhaps.

skills - fach, umiejetnosci (nabyte i wyuczone)

ability - zdolno$¢, umiejetnos¢ (naturalna, wrodzona)

skills and abilities - (ogdinie) umiejetnosci/kwalifikacje zawodowe

IT - technologia informacyjna

nowadays - obecnie, w obecnych czasach

employer - pracodawca

communication skills - zdolnos¢ komunikowania sie

business skills - umiejetnosci handlowe, prowadzenia
interesu, korespondencji handlowej itd.

writing skills - tu: umiejetnos¢ prowadzenia korespondencji
stuzbowej

research - badania, prace naukowo-badawcze

teamwork - praca zespotowa

adaptation - adaptacja, przystosowanie

flexibility - elastycznos¢

assistant - asystent, pomocnik

market researcher - osoba prowadzgca badania rynku

to attend - uczeszczadé, brac udziat (w czyms)

product presentation - prezentacja produktow/towardow

job - praca

to quantify - tu: sprecyzowac, wyszczegolnic

objasnienia:

I made my CV skill-based — skoncentrowatam sie w zyciorysie przede wszystkim
na swoich umiejetnosciach

to learn from the job — uczy¢ sie, nabiera¢ doswiadczenia na konkretnym
stanowisku

zauwaz:
conferences, meetings, product presentations — you attend them
research — you do it (or — you research something)

uzupetnij zdania:
1. A highly trained and experienced worker is a (skill, skilled, skillet) worker.
2. Aresearcher (does, makes, leads) research.
3. lcan'’t (tend, attend, attempt) the conference in Warsaw next week.

odpowiedzi:
1. skilled
2. does
3. attend



LESSON 5
Work experience

John: Vacation jobs - very important, and things that you were elected to
at college - if your peer group has elected you or even if the
teaching staff have chosen you to do something. That's a substitute
for having work experience.

Emma: Right, and it shows leadership quality and things like that.

John: Yes - and if the vacation jobs have done well and they invite you
back next year — again, that's almost as good as a re-hiring
decision in a totally normal work sample.

work experience - praktyka zawodowa, doswiadczenie
zawodowe

vacation job - praca wykonywana w okresie wakagcji
studenckich

to elect - wybieraé

peer group - grupa rowiesnicza

teaching staff - ciato pedagogiczne, nauczyciele, lektorzy,
wyktadowcy

leadership quality - zdolnosci przywodcze

to invite back - zaprosi¢ ponownie

to re-hire - ponownie przyja¢ do pracy

objasnienia:

work experience — you have it
(I've had some work experience in marketing)

leadership qualities - you have them or you show them
(He showed some good leadership qualities while working here)

in a totally normal work sample — tu: w prawdziwej sytuacji zawodowe;j

uzupetnij zdania:
1. I haven’t had any work (practice, practise, experience) in market research
yet.
2. People of the same age or status as you are your (pear, peer, rear) group.
3. Teachers or lecturers employed at a particular school or university can be
referred to as the teaching (stuff, staff, stuffed).

odpowiedzi:
1. experience
2. peer
3. staff



LESSON 6
A covering letter

Personnel Department

Brown Marketing Company Ltd.
21 Liverpool Street

London EC2

25" July 2002
Dear Mr Brown,

Re:TMA/125/BR

I'd like to apply for a position as a trainee marketing assistant, as mentioned in
The Herald newspaper. I've been interested in working in marketing for many
years, and have had two weeks’ work experience with Jones Marketing
Company. In addition to my growing knowledge of marketing, | can offer many
skills, for example, computer and IT skills.

| am available for interview from 10t September and look forward to hearing from
you.

Yours sincerely,

John Mortimer

Checklist:

* Keep your letters one page long

* Write to a named person - Dear Mr Smith or Dear Mrs Brown - and
end the letter "Yours sincerely"

* If you don't know the name of the person you're writing to - write the
letter to "Dear Sir or Madam" - and end it with "Yours faithfully"

* Quote any reference numbers

Under your signature, print or write your full name
* Always keep a copy so you can check it before an interview



covering letter - list przewodni

to apply - sktadac podanie

position - pozycja, stanowisko
trainee - praktykant, stazysta
assistant - asystent, pomocnik
marketing - marketing, dziat marketingu
to mention - wspomniec¢, nadmienié
work experience - praktyka zawodowa
growing - rosnacy

knowledge - wiedza

skills - umiejetnosci, kwalifikacje
IT - technologia informacyjna
available - dostepny, osiggalny
interview - rozmowa kwalifikacyjna
to look forward - wyczekiwac, oczekiwac
named person - tu: konkretna osoba, ktérej nazwisko znamy
to quote - cytowad, podawaé
reference number - numer referencyjny
signature - podpis

to print - drukowac

full name - petne imie i nazwisko
copy - kopia

to check - sprawdzac

objasnienia:

I look forward to hearing from you — zwyczajowa formutka na zakonczenie listu
(czekam na Panskg odpowiedz)

Yours sincerely — piszemy na zakonczenie, jesli list adresowany byt do
konkretnej osoby, np. do pana Browna

Yours faithfully — piszemy na zakonczenie, jesli list adresowany byt do: Dear Sir
or Madam, czyli nie na konkretne nazwisko

Keep your letters one page long — ogranicz listy do jednej strony
Zwré¢ uwage na czas Present Perfect w tym zdaniu:

I've been interested in working in marketing for many years, and have had two
weeks’ work experience with Jones Marketing Company

uzupetnij zdania:
1. A letter containing extra information that you send with something else is
called a (covering, guiding, containing) letter.
2. A person who is being taught to do a particular job is called a (trainer,
trained, trainee).



3. | wrote a letter to Mr Jones and | signed it: “Yours (always, faithfully,

sincerely)’.

odpowiedzi:
1. covering
2. trainee
3. sincerely

LESSON 7

Covering letters — your good points

John: They are desperately important. The covering letter has got to earn
readership for the CV. And many employers, many consultants,
many employment agents read to reject - they only read until the
point they find something they can reject you for. I'm not joking - it's

a problem | had many years ago.

John: So, you need to keep every document saying positive things, true
things that you're proud of, and your excellences, your good points
must come out, not necessarily by exaggerating them, but just by
mentioning them. We didn't, when | was young, put languages into
the CV - now it is very important. You might even get a new job just

because you are fluent in some obscure dialect.

covering letter
good points
desperately

to earn readership
Cv

employer
consultant
employment agent
to read to reject
proud

your excellences
to come out

not necessarily

to exaggerate

to mention

fluent

to be fluent in
obscure

- list przewodni

- atuty, zalety, mocne strony

- desperacko, tu: ogromnie

- zdoby¢ czytelnika/czytelnikow

- zyciorys zawodowy

- pracodawca

- konsultant

- pracownik biura posrednictwa pracy

- czytac (np.podanie o prace) po to, by je odrzuci¢
- dumny

- tu: twoje najwieksze atuty/zalety/mocne strony
- ujawnic sie

- niekoniecznie

- przesadzac

- nadmieniac

- ptynny

- ptynnie moéwi¢ (jakims jezykiem)

- nieznany, zapomniany



objasnienia:

when you keep doing something — you continue doing it

(You need to keep every document saying positive things — utrzymuj podanie w
pozytywnym tonie, pisz o samych pozytywnych rzeczach)

uzupetnij zdania:
1. If you speak a foreign language well, you are (fluid, fluent, fluency) in it.
2. Something, which is obscure, is (well, little, widely) known.
3. When you exaggerate, you (over-, under-, re-) state.

odpowiedzi:
1. fluent
2. little
3. over-
LESSON 8
Keep it businesslike
Merry: If 1 say really, really nice things about your company - will you think
that I'm being truthful, or am | just trying too hard?
Mike: Well, you have to be careful because - bearing in mind that people

working in that company probably still look forward to the end of the
day and going home - and they question your motivation if you seem
adoring of the company and so keen to join it for no other reason than
the fact that it's a company working in a certain domain. So, keep it
businesslike and avoid the words "love" or "would really, really like to"
or overstressing. “Like” is a very effective word, which sums it up
nicely - which is also... it's personal, but it can be businesslike as well.

keep it businesslike - utrzymuj (np. rozmowe) w rzeczowym tonie
company - przedsiebiorstwo, firma

truthful - prawdomoéwny, zgodny z prawdg

to try too hard - za bardzo sie starac, by¢ nadgorliwym
careful - ostrozny

bearing in mind - biorac pod uwage

to look forward to - wyczekiwac, czekac z utesknieniem
the end of the day - tu: koniec pracy

to question - kwestionowac

motivation - motywacja

to seem - wydawac sie

adoring of the company - adorujacy firme

keen - gorliwy, bardzo chetny

to join - tu: wejs¢ do firmy, dosta¢ prace
domain - domena, dziedzina

to avoid - unikaé



overstressing - nadmierne podkreslanie, wybijanie

effective - efektywny, skuteczny
to sum up - podsumowac
personal - 0sobisty

businesslike - rzeczowy
objasnienia:

you look forward to doing something
I’'m looking forward to going home
I’'m looking forward to seeing you soon

uzupetnij zdania:
1. When you keep something in mind, you (bear, hold, carry) it in mind.
2. I'm looking forward to (join, joined, joining) your company.
3. Don’t be too personal or emotional, keep it business(full, like, card).

odpowiedzi:
1. bear
2. joining
3. like

LESSON 9
An ideal candidate for a job

Vox pops: Open, communicative, curious
Somebody who’s hard working, somebody who has strong and
consistent academic qualifications, a team player who's got necessary
leadership qualities
Enthusiastic
Full of energy, friendly

Vox pop: Open, communicative, a team player who's got necessary leadership
qualities - very receptive to new ideas, very aware of different ways of
seeing things, you know, willing to accept new ideas.

Advert:  Applicants must have a strong command of language
Confident, articulate person required
Do you have a proven academic record?

candidate - kandydat
job - praca
VOX pop - (skrot od tac. vox populi) gtos ludu; chodzi o

wypowiedzi zwyktych ludzi
open - otwarty, prostolinijny



communicative - komunikatywny

curious - ciekawy (wszystkiego)

hard working - pracowity

consistent - konsekwentny

academic qualifications - wyniki/osiggniecia akademickie

team player - ktos, kto dobrze pracuje w zespole
leadership qualities - zdolno$ci przywddcze, kierowania zespotem
enthusiastic - entuzjastyczny

full of energy - peten energii

friendly - przyjazny, przyjemny, zyczliwy

receptive to new ideas - otwarty na nowe idee i pomysty, nowatorski
willing - chetny, gotowy

to accept - akceptowac, przyjmowaé

advert - ogtoszenie

applicant - kandydat

strong command of language - dobra znajomosc jezyka

confident - ufny we wiasne sity, pewny siebie
articulate - umiejacy sie dobrze wystowi¢

to require - potrzebowac

proven - udowodniony

record - zapis, dokument na piSmie

proven academic record - tu: Swiadectwo szkolne, dyplom uniwersytecki
objasnienia:

aware of different ways of seeing things — rozumiejgcy odmienne punkty
widzenia
willing to accept new ideas — chetnie akceptujacy nowe pomysty

uzupetnij zdania:
1. A good team leader must have good leadership (abilities, quantities,
qualities).
2. If you can express yourself clearly in words, you are (article, articled,
articulate).
3. If you speak English well and with ease, you have a good (management,
command, demand) of the language.

odpowiedzi:
1. qualities
2. articulate
3. command



LESSON 10
Action words

Mike: Well, given that generally you have a short amount of space to put
yourself across, it's important you use action words - words that link
well, words that are 'doing' words, that show what you've managed to
achieve and how you've done it. And they could include any in a
number, such as, acquired, achieved, appraised, authorised,
established, expanded. There are very many words which can be used
and they come across well on paper; they are doing words and they add
movement and flow to what you've written.

Acquired | acquired new computer skills

Achieved | achieved my objectives

Appraised | appraised a new IT project.

Authorised | authorised new working procedures

Established | established a good working relationship with my colleagues

Expanded | expanded my horizons

action words - dynamiczne stowa/czasowniki

given that... - biorac pod uwage fakt...

short amount of space - mato miejsca (lepiej: small amount of space)

to put yourself across - zaprezentowac sie, przedstawic

to link - taczyc¢ (sie)

‘doing’ words - stowa, ktére oznaczajg akcje, czynnosé

to achieve - osiggnac¢

to include - zawierac, wigczac

to acquire - zdoby¢, uzyskacé

to achieve - osiggnac¢

to appraise - ocenié

to authorise - autoryzowac, aprobowac, sankcjonowaé

to establish - zatozy¢, ustanowic

to expand - rozszerzyc¢, poszerzy¢

to come across well on paper - dobrze sie prezentowaé na papierze

movement - ruch

flow - przeptyw; tu: ptynnosé

computer skills - ekspertyza w postugiwaniu sie komputerem

objectives - cele, zadania, wytyczne

IT - technologia informacyjna

procedure - procedura

good working relationship - dobre stosunki w pracy

colleague - kolega (z pracy)



objasnienia:

what you've managed to achieve and how you’ve done it — co ci sie udato
osiggnac i jak to zrobites (wystepuje tu czas Present Perfect, poniewaz mowa o
skutku zakohczonej czynnosci)

they add movement and flow to what you’ve written — dodajg dynamiki i ptynnosci
temu, co napisates

uzupetnij zdania:
1. When you present yourself well, you come (about, above, across) well.
2. The thing you have achieved is your (achiever, achievement, achievable).
3. Make sure you have a good working (relation, relations, relationship) with
your colleagues.

odpowiedzi:
1. across
2. achievement
3. relationship

LESSON 11
Bullet points and underlining

Mike: Bullet points are very effective because they put the information down in
a very clear and easy way to read and it takes away the need to have
long flowing sentences using linking words. So, | think, bullet points can
certainly be recommended, highly recommended.

Mike: | think it's probably best to avoid underlining points because it can seem
overstated. Using bold characters can be useful for the interviewer or the
person reading the application form. However, it certainly shouldn't be
overused, and limited to one or two points on a page, and it has to be
something that's very important that you are trying to get across,
because using bold text will stand out immediately.

bullet point - symbol wypunktowania (zaznaczany okragtym
czarnym punkcikiem)

underlining - podkreslanie

effective - skuteczny, efektywny

clear - jasny, przejrzysty

to take away - odbiera¢, zabieraé

need - potrzeba

flowing - tu: (o zdaniu) dtugie, ztozone

linking words - wyrazy faczace, taczniki

to recommend - rekomendowag, polecac



to avoid

point
overstated

bold characters
useful
interviewer
application form
overused

to limit

to get across

to stand out

objasnienia:

- unika¢

- punkt, kwestia

- wyolbrzymiony, przesadzony

- litery i znaki pisane ttustym drukiem
- pozyteczny

- osoba przeprowadzajgca rozmowe kwalifikacyjng
- formularz podania

- nadmiernie uzywany

- ograniczac

- przekazac, zakomunikowac, stwierdzic
- wybijac sie, wyrdzniaé, rzuca¢ w oczy

‘Bullet points’ komputer kreuje automatycznie. Oto jak:
nacisnij na gwiazdke (symbol nad ésemka)

nacisnij klawisz spacji

napisz to, co ma byc¢ pierwszym punktem (np. interesuje mnie marketing)

nacisnij klawisz ‘return’

automatycznie pojawi sie ‘bullet point’
jesli chcesz funkcje wytgczy¢ — nacisnij klawisz ‘return’ dwa razy

to sg wiasnie ‘bullet points’

uzupetnij zdania:

interesuje mnie marketing
mam w tej dziedzinie duze doswiadczenie
dobrze pracuje w zespole
a ponadto jestem genialny

1. When you write something down, you (put, lie, rest) it down.
2. Bold print uses (brave, brash, thick) characters.
3. When you convey a message, you get it (above, across, along).

odpowiedzi:
1. put
2. thick
3. across



LESSON 12
KISS

Where possible, don't attach any additional sheets, as the form is designed to be
completed and there should be enough space for all the relevant information on
it. And remember the acronym KISS, which is short for: “Keep It Short and
Simple”.

Try and use up all the space and make sure you photocopy the original form and
practise many times over. Don't use too many words where a few will do. Always
keep the English as simple as you can and to the point.

managed | managed a team

oversaw | oversaw the project

re-organised | re-organised the filing system

KISS - (akronim od: Keep It Short and Simple). Chodzi o to, ze

masz by¢, albo raczej twdj list — krotki i prosty. Czyli, ze
masz sie nie rozpisywac

to attach - zatgczacé, dotgczacé

additional - dodatkowy

sheet - kartka papieru

form - formularz

to be designed - by€ zaplanowanym, sporzadzonym, pomyslanym
space - tu: miejsce

relevant - istotny, odnosny, majacy zwigzek z czyms
to use up - zuzy¢, wykorzysta¢ do konca

many times over - wiele razy

to the point - dotyczacy sedna sprawy

objasnienia:

zwro¢ uwage na czasownik keep w zdaniach
Keep it short and sweet

Keep the English simple

Keep to the point

Don’t use too many words where a few will do — nie uzywaj zbyt wielu stow, jesli
pare wystarczy

uzupetnij zdania:
1. Keep it short and (stupid, silly, simple).
2. Get to the (point, matter, information).
3. Don’t use (relevant, irrelevant, reverend) information.



odpowiedzi:
1. simple
2. point
3. irrelevant

LESSON 13
An interview — how to prepare yourself

Emma: John, what can Merry expect when she goes for her interview? And
how best can she prepare?

John: There are two answers to that. First, to do things like getting hold of a
job description; second, do lots of research about the company - find
out anything, possibly going round shops, looking at their products,
possibly looking at the press, the financial press.

John: Usually, if there is an ad of any kind, they’ll say what they want; what
competencies, what personal skills, what personal characteristics,
what background, languages - lots of things that, if they're any good,
they will have told the candidate beforehand.

interview - rozmowa kwalifikacyjna

to prepare - przygotowac (sie)

to expect - oczekiwaé

to get hold of something - zdoby¢ cos, uzyskac, wzig¢ w garsc

job description - opis stanowiska, zakresu obowigzkéw

to do research - tu: uzyskac informacje, dowiedziec€ sie

to find out - dowiedziec¢ sie

possibly - tu: ewentualnie, jak na przykfad

to go round shops - przejsc sie po sklepach

financial press - prasa/pisma finansowe

ad - (Skrot od: advertisement) ogtoszenie

of any kind - jakiegokolwiek rodzaju

competences - kompetencje

skills - kwalifikacje, umiejetnosci

personal characteristics - cechy osobiste, cechy charakteru

background - dost. tto; tu: informacje o tobie, wyksztatcenie,
kwalifikacje, doswiadczenie w zawodzie itp.

language - jezyk

beforehand - uprzednio, zawczasu



objasnienia:

...they will have told the candidate beforehand — powiedzieliby kandydatowi
zawczasu, tzn. przed rozmowg kwalifikacyjng (wystepuje tu czas Future Perfect,
ktérego uzywamy, jesli przewidujemy, ze w pewnym momencie w przysztosci
dana czynnosc¢ zostanie wykonana/zakonczona)

uzupetnij zdania:
1. Get (grip, grab, hold) of a job description before you go for an interview.
2. Find (in, out, above) what they want from the candidate.
3. They (will, shall, won’t) have told you that by the time of your interview, if
they’re any good.

odpowiedzi:
1. hold
2. out
3. will

LESSON 14
An interview — what to wear

Emma: The other thing | was going to ask about was clothing. | mean, it's
particularly, | think, difficult for women to choose. What kind of things
should a woman dress in?

John: Bit of research necessary there. If the organisation belongs to a
particular sector, or a particular dress code is appropriate, it may be
that just standing outside the building the previous day, and seeing
what the staff wear, if you’'ve got time.

Emma: Oh, what a good idea, what a good idea!

John: Because there's a dramatic difference between places where
everybody's in suits and places where everybody's looking scruffy.

interview - rozmowa kwalifikacyjna

to wear - (0 ubraniu) nosi¢, mie¢ na sobie
clothing - odziez, ubranie (lepiej powiedziec: clothes)
particularly - szczegolnie

to choose - wybieraé

to dress - ubierac (sie)

research - badanie, badania

particular - konkretny, szczegdlny

dress code - obowigzujacy strgj

appropriate - odpowiedni, wtasciwy

previous - poprzedni

staff - pracownicy, personel

suit - garnitur, kostium, garsonka

scruffy - niechlujny



objasnienia:

Oto, jak mozna zadac¢ na kilka sposobdw odwieczne pytanie: W co sie ubrac?
What shall | wear?

What shall | put on?

What shall | dress in?

Jesli nie masz sie w co ubraé, powiedz:
I've got nothing to wear

uzupetnij zdania:
1. I've got nothing to (dress, clothe, wear)!
2. Put a suit (on, in, into).
3. If there’s no dress (sign, code, cipher) in a company, you can wear casual
clothes.

odpowiedzi:
1. wear
2. on
3. code

LESSON 15

What an interviewer is looking for

Bill:

Bill:

Bill:

interviewer
to look for

Obviously, we're looking for good interpersonal skills. Also,
creativity - because we're looking for someone who will have lots of
good ideas around a particular product or product range, or a set of
services. So - creativity, flair, good personality - those are the kinds
of things we're looking for.

There’s one question — really, an opening question - it's kind of
intended to get behind the CV, and get to the real person. It's a
simple question — why don’t you tell me a bit about yourself. Most
candidates go into a panic at this stage. “What on earth does he
want?!”

What I'm really looking for is a little overview. I'm really interested in
the broader aspects of you so, interests, family, just a little bit. And
so, most candidates | would advise them to prepare a two-minute
overview of themselves. So, two minutes, a bit about you. You're
telling your story.

- osoba przeprowadzajgca rozmowe kwalifikacyjng
- szukac



interpersonal skills - umiejetno$¢ obcowania i obchodzenia sie z innymi

creativity - inwencja twoércza

product range - asortyment towardéw

set of services - zakres ustug

flair - talent, zmyst, zamitowanie, styl
personality - osobowos¢

opening question - pytanie rozpoczynajgce rozmowe
it's intended - ma na celu

Cv - zyciorys zawodowy, CV

to go into panic - wpas¢ w panike, zaczg¢ panikowac
at this stage - na tym etapie

overwiew - streszczenie, podsumowanie
broader aspects - szersze aspekty

interest - zainteresowanie

family - rodzina

to advise - radzi¢

objasnienia:

We're looking for someone who will have lots of good ideas around a particular
product - szukamy kogos, kto bedzie miat wiele dobrych pomystéw zwigzanych z
konkretnym produktem

Tell me a bit about yourself — powiedz mi cos o sobie

What on earth does he want? — co on, do licha, chce?

a two minute overview — a nie: a two minutes overview — poniewaz ‘two minute’
wystepuje tu w roli przymiotnikowej (dwuminutowy)

uzupetnij zdania:
1. Here’s my (advise, advice, advised).
2. Go and prepare a two (minute, minutes, minutes’) overview of yourself.
3. Tell your interviewer a (piece, bit, bite) about yourself.

odpowiedzi:
1. advice
2. minute
3. bit

LESSON 16
Never criticise your former employer

Bill: This is a tricky area in interviews. The conventional wisdom is that
you should never criticise a former employer or teachers or
whatever. But, of course, that’s difficult if you’re also going to be
honest. And sometimes you’ll be asked a question about your



former employer, for example, which if you're to answer it honestly,
involves some explanation and maybe some criticism. | think, if you
find yourself in that situation, it's important to let the interviewer
know that you know it's not good practice but you don’t have a

choice.
to criticise - krytykowac
former - byly, poprzedni
employer - pracodawca
teacher - nauczyciel
or whatever - tyle co: i tak dalej
tricky - trudny, ktopotliwy
area - obszar, rejon, dziedzina
interview - rozmowa kwalifikacyjna
conventional wisdom - konwencja i zdrowy rozsadek
honest - uczciwy
to involve - wymagac, dotyczyc¢
explanation - wyjasnienie
interviewer - osoba prowadzaca rozmowe kwalifikacyjng
practice - praktyka
choice - wybor

uzupetnij zdania:

1.

2
3.

It's not good (practise, practice, practised) to criticise your former
employer.

. Sometimes you may not have the (choose, chose, choice), though.

The person who is being interviewed is called an (interview, interviewer,
interviewee).

odpowiedzi:

1.
2.
3.

practice
choice
interviewee

LESSON 17
The big day

Merry:

This is the day, the big day, the morning of my interview. I'm feeling
a bit nervous, but excited about this coming interview. I've already
tried to prepare everything that | think | should do, like the thing
about the questions that the interviewer will ask me, and also about
examples that | can give to him or her, and try to prepare everything
about the suits | need to wear or the shoes, and make sure that



everything's right, and also about the address that | need to go, just
make sure that | won't be late.

Merry: Hello, good morning. My name is Merry; I'm supposed to have
an interview with Bill Pitcher.

Secretary:  He'll be with you in just a few minutes; if you'd like to go and wait
in that room.

Merry: Thank you very much.

Bill: Can you tell me something about your different subjects at school;
what were your best subjects?

Merry: | love economics because | think it's very interesting and | just find
that sometimes it's very relevant to what's the world's... | mean, the
world's economy. The more that | get into the economics tools and
everything the more I'm very interested. And actually, for my best
subject at University, you mean?

John: That's not unusual. A lot of people hear the question they want to
hear, or the one they've researched for, not the one the interviewer
actually asked. So it's desperately important to listen and try and
work out the context in which the interviewer is asking. Sometimes
the interviewers don'’t phrase it very well, either.

interview - rozmowa kwalifikacyjna

to feel nervous - byC zdenerwowanym

to be excited

- by¢ podekscytowanym

coming - nadchodzacy, zblizajacy sie

to prepare - przygotowac (sie)

interviewer - osoba przeprowadzajgca rozmowe kwalifikacyjng
example - przyktad

suit - tu: kostium, garsonka

make sure - upewnic sie, zapewnic

to be late - by¢ spéznionym

subject - przedmiot

economics - ekonomia (dziat wiedzy)

relevant - istotny, odnosny, majacy zwigzek z czym$
world’s economy - gospodarka swiatowa

tool - narzedzie

unusual - niezwykty

to hear - styszec€

to research for sth - przygotowac sie do czegos, zbadac
actually - w rzeczy samej, faktycznie, istotnie

to work out - rozpracowac

to phrase

- wyrazac, formutowac (np. pytanie)



objasnienia:

You are supposed to do something - masz cos zrobic¢, bo tak zostato to
umowione czy zaaranzowane

(I'm supposed to have an interview — mam mie¢, umowiona jestem na rozmowe
kwalifikacyjnaq)

Sometimes the interviewers don’t phrase it very well — czasami osoby
prowadzace rozmowe kwalifikacyjng nie potrafig odpowiednio sformutowac
pytania

uzupetnij zdania:
1. | studied (economy, economics, economize) at the university.
2. I'm (suppose, supposed, supposedly) to have an interview at 3 o’clock.
3. This is the question you have to research (in, up, for).

odpowiedzi:
1. economics
2. supposed
3. for

LESSON 18
The questions

Bill: Market research is quite analytical. Some contact with people, but a
lot of analysis, data analysis - in a way, we could say that's more of
a desk job. And marketing - much more involved with customer
organisations - often a different kind of person going into a
marketing role, a more outgoing personality. Thinking about that, if
you have a choice, which route would you prefer to go?

Merry: If I have a choice, | think, | would like to go into marketing more,
because | think | love interacting and dealing with people -
customers and everything. But why | put market research as my
interest as well, because | don't mind a desk analysis but I'm sure
that in marketing also you need analytical tools to understand the
data and the information.



market research
analytical

data analysis
desk job
marketing
involved
customer

to go into
outgoing
personality
choice

route

to prefer

to interact with
to deal with

tool

objasnienia:
to go into

- badania rynku

- analityczny

- analiza danych

- praca przy biurku

- marketing

- Zaangazowany, majacy zwigzek z

- klient

- wchodzi¢, zagtebiac sie, zajgc sie

- (0 osobie) otwarta, ekstrowertyczna

- osobowosc¢

- wybor

- droga, trasa, szlak

- wolec, preferowac

- wspotdziatac, kontaktowac sie z

- utrzymywac stosunki, prowadzi¢ interesy, zajmowac
sie, radzi¢ sobie

- narzedzie

When you become involved or start working in market research — you can say
that you are going into market research

uzupetnij zdania:

1. I'd like to go (in, into, inside) market research.

2. She’s got an (outgoing, outside, outgrowing) personality.

3. In marketing you also need (analysing, analytical, analysis) tools to
understand the data and the information.

odpowiedzi:
1. into
2. outgoing
3. analytical

LESSON 19
Let’s imagine...

Bill: Let's imagine for a minute you've been successful and someone’s
employed you in a marketing role. They have a new product that they
want to launch on the market. How would you tackle that? What kind of
questions would you ask? What kind of ideas might you have? It's a new

washing powder.



Merry: | think, first of all, you have to research the market or maybe the
competition from other producers of washing powders, and also you
have to know what kinds of qualities the customers are looking for in
washing powder, and also the price, how you should price the new
products and how different is this product from other products.

let’'s imagine - wyobrazmy sobie

to be successful - odnosi¢ sukcesy

to employ - zatrudniaé

marketing - marketing

role - rola

to launch - wypusci¢ na rynek, wylansowac
market - rynek

to tackle - obchodzi¢ sie z czyms, radzi¢ sobie, zatatwiac
washing powder - proszek do prania

to research - przeprowadzi¢ badania
competition - konkurencja

producer - producent

quality - jakos¢

price - cena

to price - wyceniac

objasnienia:

Przypuszczenie wyraza:
would + czasownik gtowny
albo

might + czasownik gtowny

How would you tackle that? (Jak bys sie tym zajeta?)
What kind of questions would you ask? (Jakie pytania bys zadata?)
What kind of ideas might you have? (Jakie miatabys pomysty?)

uzupetnij zdania:
1. When you give somebody a job, you (employ, employer, employee) them.
2. When you make a product available on the market for the first time, you
(lunch, launch, discharge) it.
3. | don’t know how to (wrestle, tackle, seize) this problem.

odpowiedzi:
1. employ
2. launch
3. tackle



LESSON 20
How would you handle an angry client?

Bill:  How would you handle that kind of conversation?

Merry: | would say that I'm very sorry about what’s happening to their clothes,
the damage - and we would like to compensate the customer for the
damage that has been caused.

Bill: And in saying sorry, of course, you're kind of accepting responsibility for
this damage. But we don't really know whether the washing powder
caused it or the washing machine. So, I’'m wondering, is there another...
is there something else you could do in there when you're trying to calm
them down. Is there something else you could do?

Merry: Maybe | would ask why this thing happened. What actually the customer
did with the washing powder and the clothes — yes, just trying to get
some more information about this.

to handle - poradzi¢ sobie, uporac sie z czyms
to happen - zdarzac¢ sie, wydarzaé

clothes - ubranie

damage - szkoda, zniszczenie

to compensate for - rekompensowac (komus cos)
customer - klient

to cause - powodowac, wyrzgadzac

in saying sorry... - méwigc przepraszam...

to accept responsibility - przyznawac sie do odpowiedzialnosci
washing powder - proszek do prania

washing machine - pralka

to wonder - tu: zastanawiac sie

to calm sb down - uspokajac¢ kogos

actually - istotnie, faktycznie

objasnienia:

zauwaz:

you handle a difficult situation/ problem/ person/conversation
you cause the damage

you compensate for the damage caused

you accept responsibility for the damage caused

uzupetnij zdania:
1. I'm sorry for the damage (caused, made, produced).
2. | (agree, adopt, accept) responsibility for it.
3. lwish | could have (held, handled, gripped) this problem better.

odpowiedzi:
1. caused



2. accept
3. handled
LESSON 21
Your strengths and weaknesses

Bill: What do you see as your strengths and weaknesses?

Merry: | possess strong communication skills, written and spoken — written as
shown in all my coursework. I've been granted either merit or
distinction for all of my homework, exercises and assignments. And
spoken — as | say, | actually work as a fund-raiser — it really needs
strong communication skills to actually persuade people to donate
money. And so | possess very great interpersonal skills — because, as
| put on my CV - | have been very involved in lots of extra-curricular
activities.

Bill: And weaknesses?

Merry: Actually, I'm very, very bad with names — | cannot really remember
people’s names. But now I’'m getting better because I'm just trying to
put down the contact number or the names, so | can remember better
next time.

strengths and weaknesses - dost: sity i stabosci; mocne i stabe strony,

zalety i wady

to possess - posiadac

communication skills - komunikatywnos¢, zdolnos¢ komunikowania

sie z innymi

written - pisemny

spoken - ustny

coursework - prace okresowe, wymagane w ramach

programu nauczania

to grant - przyznac, udzielac

merit - specjalna pochwata

distinction - wyrdznienie

assignment - zadanie do wykonania

fund-raiser - osoba zajmujgca sie zbieraniem funduszy na

jakies cele, np. charytatywne

to persuade - naktonic

to donate - ofiarowac

interpersonal skills - umiejetnos¢ obcowania z innymi

‘cos = because

to be involved - by¢ zaangazowanym

extra-curriculum activities - dodatkowe zajecia

to get better - tu: poprawic sie

to put down - tu: zapisaé

contact number - numer telefonu, pod ktérym mozna sie z kims

skontaktowaé



objasnienia:
as | say — jak juz mowitam/nadmieniatam

I’'m very bad with... =1 can’t do it well
I’'m very bad with names = | can’t remember people’s names

uzupetnij zdania:
1. Your good and bad points are your strengths and (powerlessness,
fondness, weaknesses).
2. He’s got (tough, strong, stark) communication skills.
3. I'm very (evil, wrong, bad) with people’s faces — | can’t remember them at
all.

odpowiedzi:
1. weaknesses
2. strong
3. bad

LESSON 22
Do a good selling job!

Merry: | think, everything went quite well and the interviewer was quite
nice, as well. And also, that I've already practised the examples
that | should give to the interviewer, but somehow | felt that | need
more practice in it, and | need to master the examples.

Bill: | thought Merry interviewed very well. Her English was relatively
easy to understand even though there is some accent there. She
was a little nervous. | think she didn’t move her body very much.
She sat quite still - and her hands showed her nervousness a little
bit; she was kind of gripping her fingers, but she maintained good
eye contact throughout the interview- which is important and |
thought she did a very good selling job, in putting her experience
into the answers.

do a good selling job - tu: dobrze sie ‘sprzedaj’ (zaprezentu;)
to go well - dobrze przebiegac, péjs¢, uktadac sie
interviewer - osoba przeprowadzajgca rozmowe kwalifikacyjng

to practise - ¢wiczy¢, praktykowac



example - przyktad

practice - praktyka

to master - opanowac (do perfekciji)
relatively easy - stosunkowo tatwy

even though - aczkolwiek, chociaz
accent - akcent

to move - ruszac, poruszac

body - ciato

to sit still - siedzie¢ bez ruchu

to grip one’s fingers - zaciskac palce

to maintain eye contact - utrzymywac kontakt wzrokowy
throughout - przez caty czas
objasnienia:

Merry interviewed very well — tu: Merry dobrze wypadta na rozmowie
kwalifikacyjnej, zrobita dobre wrazenie

She did a very good selling job — bardzo dobrze sie ‘sprzedata’ (zaprezentowata)

uzupetnij zdania:
1. I need more (practice, practise, practical) before | can apply for this job.
2. | need to work harder in order to (muster, master, mister) my skills.
3. She presented herself very well — | think she did a very good (trading,
selling, sailing) job.

odpowiedzi:
1. practice
2. master
3. selling

LESSON 23
Turn the question round

Bill: What do you see as your strengths and weaknesses?

Merry: | possess strong communication skills...*[“Great! [I've already
expected this question, and I've already practised it, | even
practised it in front of the mirror, just to make sure that | say it at the
right tone and the right feeling”]. ...and it really needs strong
communication skills to actually convince people to donate money
to the LSE or cancer charity. *[’Oh dear! | think I've been talking too
much; he looks a bit bored’].

Bill: And weaknesses?



Merry: Actually, I'm very, very bad with names. | cannot really remember
peoples' names, but now I'm getting better because I'm just trying
to put down the contact number or the name so | can remember
better next time.

Bill: Most people answer with their strengths first, and try to forget about
weaknesses, hope that the interviewer will forget about them, too...
| think it would be better next time to answer the question the other
way round. Tell me about your weakness. If you'd done that and
then moved on to your strengths, then you would've left the answer
on a high note, instead of on a low note. So, | think, there's good
advice for most candidates, to turn the question round.

turn the question round - przestaw pytanie, odwrd¢ jego kolejnosc

strengths and weaknesses - silne i mocne strony, wady i zalety

to possess - posiadac¢

communication skills - komunikatywnos¢, zdolnos¢ komunikowania

sie z innymi

written - pisemny

spoken - ustny

coursework - prace wymagane w ramach programu

nauczania

great! - Swietnie!

to expect - spodziewac sie, oczekiwac

to practise - praktykowac, cwiczy¢

mirror - lustro

to make sure - upewnic sie, zapewnic

right - tu: wiasciwy

tone - ton

feeling - uczucie

to convince - przekonaé

to donate - ofiarowac

LSE - London School of Economics (Londyrska

Wyzsza Szkota Nauk Ekonomicznych i
Politycznych)

cancer - rak

charity - organizacja charytatywna

oh dear! - ojej!

bored - znudzony

to get better - tu: poprawic sie

to put down - tu: zapisac

contact number - numer telefonu, pod ktérym mozna sie z kims$

skontaktowac

to answer - odpowiadaé

to hope - mie¢ nadzieje

to forget - zapominac



interviewer - osoba prowadzaca rozmowe kwalifikacyjng

to move on - tu: przejs¢ do (nastepnej kwestii)
high note - tu: pozytywna nuta, mity akcent
low note - tu: negatywna nuta, niemity akcent
advice - rada

objasnienia:

* zdania w nawiasach pisane kursywg oznaczajg mysli Merry

answer the question the other way round — odpowiedz na pytanie w innej
kolejnosci (to znaczy najpierw méw o wadach, a pozniej o zaletach)

you would've left the answer on a high note — zakohczytaby$ odpowiedz dobrg
nutg, mitym akcentem

uzupetnij zdania:
1. Turn the question the other way (round, around, about).
2. Start with your weaknesses and move (in, up, on) to your strengths.
3. This is my (advise, advice, advised).

odpowiedzi:
1. round
2. on
3. advice

LESSON 24
Body language

Bill: | think, things like folding your arms, leaning back, sprawling in the
chair, hands behind head, looks very kind of patronising and
dismissive. So, | think, those are the kind of things to avoid. And,
maintaining a fairly open posture with good eye contact. Using
your hands when you talk is a good sign; it's a sign that you're
relaxed.

Bill: Body language is important if you pick up that the interviewer has
stopped listening, and there are some clues there: one of them is
that the interviewer, sort of, breaks eye contact and looks away,
and continues to look away, maybe looking in the distance. If
they’ve had their pen in their hand, and they’ve put it down, or put it
away. If they've folded their arms, if they've closed their eyes, if
they've gone to sleep, certainly! I'm joking - but there are lots of
clues in their body language, which tell you that they've stopped



listening. And if they’ve stopped nodding their head. If I've stopped
nodding, I've probably stopped listening.

body language - mowa ciata

to fold arms - krzyzowac ramiona

to lean back - wyginac sie do tytu

to sprawl in the chair - rozwalac sie na krzesle

patronising - protekcjonalny

dismissive - lekcewazacy

to avoid - unikac

to maintain - utrzymywac

posture - postawa, postura

eye contact - kontakt wzrokowy

relaxed - zrelaksowany

to pick up - tu: zorientowac sie

interviewer - osoba przeprowadzajgca rozmowe
kwalifikacyjng

clue - wskazowka, klucz

to break - tu: przerwac, zerwac

to look away - tu: unikac czyjegos wzroku, patrze¢ gdzies
indziej

to put down - potozycC

to put away - odfozy¢

to go to sleep - usngc

to joke - zartowac

to nod - potakiwac, kiwac gtowg

objasnienia:

What can you fold?

You fold your clothes (sktadasz ubranie)

You fold your bed away (sktadasz t6zko)

You fold your table up (sktadasz stot)

You fold your arms and legs (krzyzujesz ramiona i nogi)

but:

Your legs can fold under you (nogi sie mogag pod tobg ugiac)

uzupetnij zdania:
1. Body (speech, chat, language) is very important.
2. There are lots of (cues, queues, clues) which show that somebody has
stopped listening.
3. When you break eye contact, you look (in, into, away).

odpowiedzi:
1. language
2. clues
3. away



LESSON 25
Take time and trouble

Bill: What I'm looking for is a candidate who's taken the time and trouble
to prepare for the interview and to, maybe, put together some
questions as a demonstration of their interest in the job.

You know, you can usually find something left, which says: “I've
done my preparation here, I've thought about it, I've thought about
the company. If you employ me, I'm a thoughtful person”.

take time and trouble - znajdz czas i cheé, pofatyguj sie
to look for - szukac¢

to prepare - przygotowac

interview - rozmowa kwalifikacyjna
to put together - tu: przygotowac
demonstration - tu: dowod, przyktad
interest in the job - zainteresowanie pracq
preparation - przygotowanie
company - firma, przedsiebiorstwo
to employ - zatrudniac

thoughtful - myslacy

objasnienia:

you can usually find something left — zawsze znajdziesz co$, co zostato (tu:
nieomoéwione, niedomowione)

uzupetnij zdania:
1. Take time and (hassle, trouble, problem) to prepare for the interview.
2. Try to put some questions (together, altogether, jointly) beforehand.
3. Make sure you do your (prepare, preparing, preparation)!

odpowiedzi:
1. trouble
2. together
3. preparation



LESSON 26
Non-verbal signals

John: The non-verbal signals which pass across a table, or pass between
two people are, actually, more important than the verbal ones, and
the people receiving the signal may not even know how important it
is. So, if you, as the interviewee, get the body language right. You
lean towards the interviewer, you point your legs and arms toward
them, you mimic the interviewer's body posture. All that implies
that you're getting on with them.

Bill: So, it's good practice to look at the questioner and then, in turn, to
have some eye contact with each of the other panel members. This
makes them feel as if they're participating all the way through and
not feeling left out.

non-verbal signs - sygnaty niewerbalne

to pass - tu: przesyta¢, przechodzi¢

actually - w istocie, faktycznie

verbal - werbalny, jezykowy

to receive - odbierac, otrzymywac

interviewee - 0osoba, z ktérg prowadzi sie rozmowe kwalifikacyjng

body language - mowa ciata

to get sth right - robi¢ cos dobrze, poja¢ jak sie cos robi, nauczyc sie
czyms odpowiednio postugiwaé

to lean towards - nachyla¢ sie w kierunku, w strone

interviewer - osoba, ktora przeprowadza rozmowe kwalifikacyjng

to point toward - wyciggac/wskazywac w kierunku, w strone

to mimic - nasladowac, imitowaé

posture - postura, postawa, sylwetka

to imply - implikowaé, wskazywaé

to get on with sb - zgadzac sie z kims, dobrze rozumie¢ sie nawzajem,
umie¢ obcowac

practice - praktyka

questioner - osoba zadajgca pytania

in turn - po kolei

eye contact - kontakt wzrokowy

panel member - cztonek komisji, zespotu

to participate - bra¢ udziat

all the way through - przez catly czas

to feel left out - czu¢ sie wytgczonym (z czegos$), odizolowanym

objasnienia:



get the body language right — opanuj mowe ciata, naucz sie nim odpowiednio

postugiwac

this makes them feel as if ...— czujg sie, jak gdyby...

signals
you send them
you receive them

they pass between people

uzupetnij zdania:

1. Non-verbal signals do not use (speak, speech, verbs).
2. Get your body language (proper, left, right).
3. Try and get (in, through, on) with your interviewer!

odpowiedzi:
1. speech
2. right
3. on
LESSON 27
Feedback
Merry: It's ‘@ very good idea to, after the interview, to just write down
everything that they've asked, and also to call them up for the
feedback, even though, maybe you get rejected, and sometimes
you just feel that ‘Oh, | just don't want to remember any more, this
interview was horrible; | don't have anything to do with it anymore’.
But, you need to be... to improve your interview skills and to learn
from the mistakes that you have made in the interview.
feedback - reakcja, opinia, wyjasnienie, odpowiedz na cos
interview - rozmowa kwalifikacyjna

to write down
to ask

to call sb up
to get rejected
to remember
horrible

to improve
interview skills

to learn from sth
mistake

- zapisac

- pytac

- zadzwoni¢ do kogos

- zosta¢ odrzuconym

- pamietac

- okropny

- polepszy¢, poprawi¢

- tu: technika odbywania rozmowy kwalifikacyjnej,
umiejetnos¢ wiasciwego odpowiadania na pytania

- uczy¢ sie na btedach, wycigga¢ nauke

- btad



objasnienia:

interview skills mogg odnosic sie do osoby przeprowadzajgcej rozmowe
kwalifikacyjng (interviewer) — wéwczas bedzie to umiejetnosc prowadzenia takiej
rozmowy — albo do osoby odbywajacej rozmowe (interviewee) — wéwczas bedzie
to umiejetnos¢ odpowiadania na zadawane pytania

mistakes — you make them

uzupetnij zdania:
1. The interviewer will give you some (feedbag, feedback, feeder) on how
good you were, ...
2. ...if you call him (up, down, in).
3. Don’'t worry, even if you get (reject, rejected, rejection), you will get
another job!

odpowiedzi:

1. feedback

2. up

3. rejected

LESSON 28

How did you — get that job?

Keith: | was a teacher and | was getting a bit fed up because I'd been
doing that job for 13 years. And | saw an advertisement in the
newspaper for a BBC training scheme and | applied for that and |
didn’t get it. And they told me after the interview that the reason |
didn’t get it was because | didn’t have, really, any proper radio
experience. So, | went away and | went to the local radio station
where | lived, and | did some volunteer work. And then, about six
months later, a job as an education radio producer was advertised
in the paper. | applied for the job, | went for an interview and ...l got
that job!

Elizabeth:  You got that job! Great!

fed up - znudzony czyms, majacy czego$ dosy¢

job - praca

advertisement - ogtoszenie

newspaper - gazeta

training scheme - kurs szkoleniowy

to apply for

- ztozy¢ podanie o..., ubiegac sie o...



| didn’t get it - nie dostatem tej pracy

interview - rozmowa kwalifikacyjna
reason - powod

proper - odpowiedni

experience - doswiadczenie

to go away - pOjsS¢ sobie, odejsc

local radio station - lokalna rozgto$nia radiowa
volunteer work - praca ochotnicza, bez zaptaty
radio producer - producent radiowy

to be advertised - by¢ ogtoszonym
objasnienia:

| was getting a bit fed up — zaczynatem mie¢ (tego) troche dosy¢
education radio producer — producent radiowy w dziale programow edukacyjnych

I'd been doing that job for 13 years — w zdaniu wystepuje czas Past perfect
Continuous, poniewaz mowa o czynnosci, ktora trwata przez dtuzszy czas (13
years) przed inng czynnoscig przeszig

uzupetnij zdania:
1. If you're getting fed (in, up, down) with your job, it'’s time for a change.
2. A person who volunteers to do something is a (voluntary, volunteer,
voluntarily).
3. If you lack experience, you are (in, un, de)experienced.

odpowiedzi:
1. up
2. volunteer
3. in

LESSON 29
How did they — get that job?

Dave J: | was working here as a clerk and I'd been doing that for three
years and | wanted something different and | was seeing lots of
studio managers coming into my office and | thought — ‘this is ..
that’s the job for me’. And | applied. And when | went to the first
interview, | overslept. And I...I didn’t make it. And | was ashamed
and | rang up and said | was ill, which was appalling, really. But
when | went to the second interview, which was six months later, |
got that job!

Elizabeth:  Great. Did you put the alarm clock on for the second interview?

Dave J.: Yes!



Elizabeth: Good idea!

David T.: A friend of mine suggested that | send a tape to BBC English. So, |
sent a tape in, to BBC English, just at the right time, ‘cos it
happened that they were looking for somebody. | came and did the
audition and started the next month. | got that job!

clerk - urzednik

studio manager - realizator dzwieku

job - praca

to apply - sktadac podanie

interview - rozmowa kwalifikacyjna

to oversleep - zaspac

to be ashamed - by¢ zawstydzonym

to ring up - zadzwonic

ill - chory

appalling - okropne, tu: godne pogardy
alarm clock - budzik

to suggest - zasugerowac

tape - tasma

to look for - szukac

to do the audition - wzig€ udziat w przestuchaniach
objasnienia:

I'd been doing that for three years — wystepuje tu czas Past Perfect Continuous,
poniewaz mowa o czynnoSci, ktora odbyfa sie przed inng czynnoscig przesztg i
trwata przez dtugi czas (3 years)

| didn’t make it - tu: nie udato mi sie przyjsc¢ (na te rozmowe)

I’'d been working for the BBC in the drama department - w zdaniu wystepuje
czas Past Perfect Continuous

...Iit happened that they were looking for somebody - tak sie wtasnie ztozyto, ze
kogos szukali

uzupetnij zdania:
1. I came too late; | didn’t (make, do, achieve) it in time.
2. | was (shamed, ashamed, shameful) of myself.
3. | made sure that next time | did not (oversleep, overslept, sleepover).

odpowiedzi:
1. make
2. ashamed



3. oversleep

LESSON 30
He got that job, too!

David Wilkins:
| was working in a firm of accountants, and I'd worked there for 20
years or more. And during the recession there were several rounds
of redundancies in that company. And, unfortunately, on the third
round | was made redundant and | lost my job. | spent several
weeks looking at the adverts in the paper and | sent lots of letters to
companies trying to get another job. And then, by chance, | was
quite lucky, one of the ...my old bosses knew of a vacancy. And |
went along to see the Managing Director and because I'd been
recommended — | got the job!

accountant - ksiegowy

recession - recesja

round - runda, etap

redundancy - redukcja etatow, zwolnienie z pracy
to be made redundant - straci€ prace z powodu redukcji etatow
to lose - traci¢

advert - ogtoszenie

by chance - przez przypadek

to be lucky - mie€ szczescie

boss - szef, zwierzchnik

vacancy - wakat

managing director - dyrektor (naczelny)

to be recommended - by¢ zarekomendowanym, poleconym
objasnienia:

| went along = | went

Zwrd¢ uwage na czas zaprzeszty Past Perfect w zdaniach:

I’d worked there for 20 years or more

and because I'd been recommended — / got that job!

uzywamy go, kiedy jedna czynnos¢ poprzedzita inng w przesztosci

uzupetnij zdania:
1. | was (done, made, forced) redundant during the recession.
2. There were no (vacancies, vocation, careers) in my firm, so | couldn’t
apply for a job there.
3. Fortunately, | was (commended, recommended, reprimanded) by my old
boss to another firm — and | got the job!
odpowiedzi:



1. made
2. vacancies
3. recommended
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