Bilingualer Fachunterricht an berufsbildenden Schulen

Unterrichtsmodul
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Berufsfeld:

Fachschule für Technik/Technical College




Beruf:


Staatlich geprüfter Techniker/





Technical Engineer

Job Offer:

ACTION PROGRAMME OF THE EUROPEAN UNION

LEONARDO DA VINCI- PROJECT

PROJECT No.: 2002 LA 112 628 BILVOC

LANGUAGE COMPETENCE THROUGH BILINGUAL TEACHING AT VOCATIONAL COLLEGES
Teaching Module

Date of production:

February 2004

Subject:


Technical English at work

Topic:



Job Applications

Title:



Finding a job in the European Union

Target group:

Students at the Technical College





( all training courses)

Prior knowledge:

basic knowledge of job and company

Level of Language Skills:
Threshold/ Vantage (B 1/B2))

Follows Ups:


none

Objectives:
- Students should know how to apply for a job in English speaking countries

- they should find something out about the school systems       

   in English speaking countries

Benefits:


Students should 

· read and analyse job ads

· draft a letter of application and a Curriculum Vitae

· know how to react in a job interview

Unterrichtsmodul

Datum der Erstellung:

Februar 2004 

Fachbereich:



Technical English at work

Thema der Unterrichtseinheit:
Bewerbung

Thema der Unterrichtsreihe:
Einen Job im europäischen Ausland finden

Zielgruppe:



Studenten der Fachschule für Technik






( alle Fachbereiche )

Vorkenntnisse:


Grundkenntnisse – Beruf und Firma

Niveau der Sprachkenntnisse:
Thereshold/Vantage (B 1/B2)

Folgende Themen:


keine

Objectives:



- die Studenten sollen lernen, wie man sich im eng-






   lischen Sprachraum richtig bewirbt






- sie sollen außerdem landeskundliche Besonderhei-






   ten im Schulsystem des englischen Sprachraums 






   kennen lernen

Grobziele:

Die Studenten sollten

· Stellenanzeigen aus dem anglo-amerikanischen Sprachraum lesen und auswerten

· Bewerbungsschreiben mit Anschreiben und Lebenslauf entwerfen

· an Vorstellungsgesprächen teilnehmen und angemessen reagieren und selbst Vorstellungsgespräche führen

Unit Structure

	Time
	Contents
	Activities
	Media
	Teaching Method

	2’

10’

10’
	Introduction

Sort the series of pictures

Story from our main person
	teacher shows the aim of this unit

students have a look at the pictures and put them into the right order, justify their decision

students tell the story, how the main person has found a job ad for a job in a foreign country 
	series of pictures


	listening

individual work

presentation students

	8’

5’

10’

30’
	Job ad

Kinds of companies

Vocabulary

My own job ad
	students read the job ads 

teacher asks questions for understanding

teacher explains different kinds of companies (PLC, ltd., Corporation, Incorporated)

students should find the English expressions for German word groups

students should fill in the gaps sensible

students draft their own job ad 
	job ads in a news paper

board

worksheet1

drawing material
	individual work

speaking

listening

writing

working in groups of two

	10’

10’

25’
	Addresses


	teacher shows different possibilities of English and American addresses

students sort the pretended addresses and write them in correct order

students write addresses after dictation
	transparency

1

worksheet2

CD, trans-parency2
	listening

individual work

listening and writing

	10’

10’

30’

10

5’

20’

30’
	Application

Letter head

Letter of application

Revision simple past

Summary
	teacher shows how to write a letter of application

students are asked to write the letter head for two job ads (till salutation)

students read two examples of letters of application and look for unknown words

students should correct the letter of application with mistakes

revision of construction  and use of simple past

students have to fill in the right tense of the verbs

students find possible idioms for the different parts of the letter  of application and draft  own worksheet
	board, worksheet3

job ads from the news paper

worksheet4,5, dictionary

worksheet 5

board

worksheet 4

worksheet
	listening

individual work

work in groups of two

individual

work

discussion

individual work

discussion

	45’
	Letter of application
	Students write their own letter of application
	news paper

computer
	individual work

	10’

20’

45’
	Curriculum Vitae
	Teacher shows the differences between a German and English curriculum vitae

Students analyse different examples of model curriculum vitae

Students write their own curriculum vitae for a job in an English speaking country
	transparency

3

worksheet 6,7,8

computer
	listening

discussion

individual work

	15’

15’

60’
	A job interview
	Which question are possible at a job interview?

( collect the answers on the board)

students hear the job interview from our main person

teacher asks questions of understanding

students discuss the prospects of the main person

groups of three students develop  own job interview

each group performs it and the other groups judge together
	board

CD
	discussion

listening

discussion

groups of three

presentation

discussion

	5’
	Summary
	Teacher summarises what to remember in preparation and at the job interview
	handout
	listening


Unterrichtsvorbereitung

Zeit
Inhalt


Aktivitäten



Medien

Methode

2’
Einführung

L. erläutert Zielstellung des




LV





Komplexes

10’
Bildfolge sortieren
St. sortieren die Bilder in der rich-
Bildfolge

SST





tigen Reihenfolge und begründen



SV





ihre Entscheidung

10’
Geschichte der 
St. erzählen, wie die Hauptperson 
Bildfolge

SV


Hauptperson

eine Stellenanzeige für einen Job in





England findet

8’
Stellenanzeige

St. lesen die Stellenanzeige leise
Zeitungsseite

SST





L. stellt Verständnisfragen




UG

5’
Firmenstrukturen
L. erläutert unterschiedliche Fir-
Tafel


LV





menstrukturen ( PLC, ltd., Corpo-





ration, Incorporated)

10’
Anwendung und 
St. finden englische Entsprechungen
Arbeitsblatt 1

SST


Vertiefung der neu-
für deutsche Wortgruppen


en Vokabeln

St. erkennen, wie der Lückentext 





sinnvoll ergänzt wird

30’ 
eigene Stellenan-
St. entwerfen und gestalten eine 
Zeichenmaterial
GA


zeige


eigene Stellenanzeige

10’
Bewerbung

L. stellt die unterschiedliche Art
Tafel, Folie 1

LV





britische und amerikanische Adres-





sen zu gestalten vor

10’
Adressen formu-
St. sortieren die vorgegebenen Ad-
Arbeitsblatt 2

SST


lieren


ressen und schreiben sie in korrek-





ter Form auf

25’ 



St. schreiben Adressen nach Diktat
CD, Folie 2

HV





mit

10’
Bewerbungsschrei-
L. stellt den Aufbau eines Bewer-
Tafel, Arbeits-

LV


ben


bungsschreibens vor


blatt 3

10’
Briefkopf

St. formulieren zu zwei Stellenan-
Zeitungsseite (s.o.)
SST





zeigen den Briefkopf bis zur An-





rede

30’ 
Anschreiben zur
St. lesen Beispiele für Bewerbungs-
Arbeitsblatt 4,5
GA

Wörterbuch



Bewerbung

schreiben und schlagen unbekannte






Worte nach

10’



fehlerhaftes Bewerbungsschreiben
Arbeitsblatt 5

SST





korrigieren

5’
Reaktivieren

Wiederholen Gebrauch und Bildung

Tafel

UG





des simple past

20’



St. setzen im zweiten Bewerbungs-

Arbeits-
SST





schreiben die Verben in der richtigen
blatt 4

UG





Zeitform ein und begründen

30’
Zusammenfassung
mögliche Formulierungen für die ein-


UG





zelnen Abschnitte des Bewerbungs-





schreibens finden und ein Arbeitsblatt





erarbeiten




Arbeitsblatt

45’
Bewerbungsschrei-
St. erarbeiten zu einer Stellenanzeige
Computer
SST


ben


ein eigenes Bewerbungsschreiben

10’
Lebenslauf

L. erläutert Unterschiede im Aufbau

Folie 3

LV





eines englischen Lebenslaufes im 





Unterschied zum deutschen ( umge-





kehrt chronologisch)

20’



St. analysieren verschiedene Beispiele
Arbeitsblatt
UG





von Musterlebensläufen


6,7,8

45’



St. schreiben ihren eigenen Lebenslauf
Computer
SST

15’
Vorstellungs-

Welche Fragen könnten möglicher-

Tafel

UG


gespräch

weise bei einem Vorstellungsgespräch





gestellt werden?

15’



St. hören ein Vorstellungsgespräch

CD

HV





L. stellt Verständnisfragen





St. diskutieren die Chancen des Be-





werbers

60’



St. entwerfen in 3er Gruppen ein eigenes


GA





Vorstellungsgespräch und tragen es vor,





die anderen St. bewerten die Gespräche





gemeinsam

5’
Zusammenfassung
L. stellt vor, was man bei der Vorberei-
Arbeitsblatt 9
LV





tung eines Interviews und beim Interview 





selbst zu beachten hat

Appendix:
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Markt + Chance



              Jobs and traineeships in foreign countries











               10 February 2004



Worksheet 1

Vocabulary

1 Look at the ad and find the English expressions for these German words.

- Hersteller




- Inbetriebnahme

- Auftrag




- Schlosser

- Wasserwerk




- Wartungstechniker

- Kraftwerk




- verbessern

- Montage




- Erfahrung

2 Read the ad again and complete the sentences.

· The ad is for … to work all over Europe.

· It is from a British … , Anglo-European Pumps PLC

· They make high-performance pumping …

· AEP wants fully … technicians with some …

· They pay top … to the right …

· They are also offering six month’ … on full … in Oxford.

· They want people with a major European … and some …

AEP asks interested people to send them a CV, a … and a letter of …

Key

1 
– manufacturer



- commissioning


- contract




- fitter


- waterworks




- maintenance technician


- power plant




- improve


- installation




- experience

2 
- technicians


- manufacturer


- equipment


- qualified , experience


- money , people


- training , pay


- language , English

· recent photo , application

Transparency 1

Writing addresses

1  An English address:

Quick-Net Ltd


( firm’s) name






43 Landview Drive

number and street

Sheffield SH3 8FL

town and postcode





or
(SH3 8FL)






England


(part of the) country

2 An American address:

Shamrock Inc.


(firm’s) name

906 North Madison Drive
number and street

Arlington, VA 22204

town, zip code

USA



country

Worksheet 2

Write out these British and American addresses correctly:

1 Norwich – 47 Victoria Street – Aubade Auto Accessories Ltd – NR2 6TF – England

2  TX 75207 – Branson Oil Inc. – Dallas – 239 Monroe Avenue – USA

3  B3 9HH – John Lewis – Stratford Road – Birmingham

4  CA 67084 – Glendale – Los Angeles - Mr Grant Summers – 78 Pacific Drive - USA

5  Fulham – London – 10 Lillian Road – SW6 8UJ – Ms J. Clarke

6 Highlands Bank PLC – Scotland – Inverness – 24 Cameron Place – IN7 7FG

Key

British:

Aubade Auto Accessories


John Lewis

47 Victoria Street



34 Stratford Road

Norwich NR2 6TF



Birmingham B3 9HH

England

Fulham 




Ms J. Clarke




Highlands Bank PLC





10 Lillian Road



24 Cameron Place

London SW6 8UJ



Inverness IN7 7FG







Scotland

American:







Glendale

Branson Oil Inc.



Mr Grant Summers

239 Monroe Avenue



78 Pacific Drive

Dallas, TX 75207



Los Angeles, CA 67084

USA





USA

CD – Transparency 2

Listening - addresses from the cassette:

Mr George James



Ms Alison Freeman

Managing Director



Marketing Co-ordinator

Alan and James Ltd



United Packaging Inc.

Quality House




11 East Shore Drive

77 – 81 London Road



Green Bay

Bristol BL5 9AR



Wisconsin, WI 53405

Great Britain




USA

Mr RG Flinders



Miss JV Bernstein

Sales Manager



Candex Conventions Organiser

Independent Products Pty


Dominion Centre

18 Canberra Way



80 Prince of Wales Drive

Liverpool NSW 2170



Ottawa

Australia




Ontario KT5 1AQ







Canada

Worksheet 3

How to write a letter of application

1 letterhead

2 salutation

3 refer to the job ad or the advertised post

4 information about your recent professional situation 

5 professional history and your qualification

6 reasons for application

7 suggestion about further dealings

8 regards

9 enclosures

Worksheet 4

Tanja Maier

Eichenallee 23

14999 Berlin

Germany

Ms Jane Davenport

Personnel Manager

Finefoods PLC

103 Hall Road

Wellington SM6 0RT

Surrey








12 June, 20…

Dear Ms Davenport,

I … (like) to apply for the position of personal assistant to the sales director which … (be advertised) in The European Business News on 9 June.

I … (complete) my traineeship in wholesaling in 1999 and since then I … ( be employed) in the sales department of a German food wholesale company. At present I … (work) as a sales clerk, but much of the work that I … (do)  is that of a personal assistant. I usually … (assist) the sales manager in negotiations, but I … (be allowed) to do business with some regular customers alone. I also … (deal) with all enquiries from English-speaking clients.

I … (enclose) my curriculum vitae and diploma from the Berlin Chamber of Commerce showing my professional qualifications. I … (study) English for five years at secondary school and further three years as part of my vocational training at commercial school. Since then I … (visit) Britain regularly to keep up my knowledge of the language. I … (be) very interested in data processing and …(take) courses at evening school for the last year.

As I particularly … (enjoy) travelling and using my language skills, I … (feel)  that I am qualified for the position which you … (offer). If there …(be) any further information which you require, I … (be) pleased to supply it. I … (look forward) to hearing from you.

Yours sincerely,

Enclosures:

CV

Chamber of Commerce Examination Diploma

Worksheet 5

Correct the underlined mistakes:

Thomas Müller

Halle-Kasseler-Straße 4

37339 Breitenworbis

Germany

The National Westminster Bank

Personnel Dept.

Flag Lane

London E14 7TJ





24. March 20... (1)

Dear Mr/Mrs, (2)

I refer to your advertisement in the Times of 14 March. I will   (3) apply for a banking apenticeship  (4) at your bank.

I’m  (5) 18 years old and I’m  (6)taking my school leaving examinations in June which I hope to insist (7) with very good results. As my parents are going  (8) to London in summer I’m (9)

very interesting (10) in finding a aprenticeship (11) with a London business.

I feel the job  (12)in banking you offer would suit my interest in mathematics and naturally  (13)  sciences. I’m (14) a member of a computer club for several years and have gained consi-derable exercise   (15)with database systems and word-processing.

I were   (16) very happy  (17) if you were able to consider me for an aprenticeship (18) . Please enclose  (19) my curriculum vitae, a photocopy of my last school report and adresses  (20) of two referees.

I looking  (21)forward to hearing from you.

Yours faithfully

Key

Text – Thomas Müller

1 – 24 March, 20..



2 - Dear Sir or Madam

3 – wish to / would like to


4 – apprenticeship

5 - I am 




6 – I will be

7 – pass




8 - moving 

9 – I am




10- interested

11- apprenticeship



12- a career

13- natural




14- I am

15- experience



16- would be

17- glad / grateful



18- apprenticeship

19- find enclosed



20- addresses

21- look forward / I am looking forward

Text – Tania Maier

- would like




- was advertised

- completed




- was employed

- am working




- am doing

- assist





- am allowed

- deal





- enclose

- studied




- visited

- am





- took

- enjoy





- feel

- offered




- are

- am





- look forward

Worksheet 6,7,8

Curriculum Vitae







( transparency)

Name:

Beate Wiedemann

Address:
Steinstraße 62



44357 Dortmund

Telephone:
0049 231  123456 ( daytime)



0049 231   234567 ( evenings)

Day of Birth:
4 June 1968

Profile

Efficient and organised Team Secretary with a wealth of skills in variety organisations. Very good at working under pressure within a hectic environment with changing priorities.

Key skills

Audio typing (75wpm), shorthand, book-keeping, word-processing and accounting using up-to-date versions of Word, Word Perfect, Lotus 1-2-3, Impress and Excel

Career Background

1995 – present

Team Secretary




Architektengruppe Liebermann, Dortmund

- Providing secretarial support to eight architects including three working 

   from the Leipzig branch of the company

- Typing up progress reports for various on-going building projects

- Photocopying, collating and distributing  progress reports

- Arranging duplication and mailing/courier for architectural drawing

- Filing  forms, correspondence and copies of drawings

- Keeping check on stock and ordering necessary

- Organising appointments and making travel arrangements

1990 – 1995

School Secretary




Haberland Grundschule, Dortmund

- Secretarial support for the head teacher

- Stock control for the school’s stationary

- Helping to organise school trips

- Book-keeping for the school fund and petty cash

1986 – 1990

Receptionist/Secretary




Garmann Steuerberatungsbuero, Bochum




- Taking telephone calls and passing on messages immediately




- Welcoming visitors and announcing their arrival to relevant staff




- Keeping a diary for meeting and conference rooms

Education and Qualifications

1984-1986 Certificate in Secretarial and Book-keeping studies

Secretarial School, Dortmund

1978-1984 Realschlussabschluss ( equivalent to English O-Levels)

Albert-Schweitzer Realschule Dortmund

Leisure Interests

Gardening, swimming and reading

American Style

Regina Davenport

Geranienstraße 7, 13249 Berlin






Germany
Tel.: ++49 30 123 456

Career Target:
to obtain an Internship within the marketing department of a large financial organisation to enhance my education and experience as a marketing professional

Education:


Oct 1998 to present
Study of Business Administration Berlin University, Germany


Graduation Date: May 2004 as Diplom Kauffrau (M.B.A.)


Grade (expected): A


Thesis: The interest as a marketing opportunity for financial institutions


Grade: A

Sept 2000 to July 2001 New York University, USA (scholarship granted by the DAAD and Education Abroad Program)


Grade:GPA 3.422

Feb 2000
Vordiplom (Associate degree)


Grade: B


Main subjects of study:


Marketing  




Grade: not yet available


Market research, marketing strategies, public relations, product-, price-, distribution- and communication policy


Business Calculation and Financing

Grade:
B

Cost accounting, calculations of investments, business strategies, controlling


Managerial Economics and Organization  
Grade: A


Organizational development, Personnel management


Economics 




Grade: A


Micro-economics, macro-economics, foreign trade


Communication Studies 


Grade: A


Media analysis

June 1998

High School Diploma



Grade: B

1992 to 1997

Hermann-Hesse-Gymnasium (High School), Hamburg, Germany

Work Experience:


Sept 2002 to Oct 2002
Internship ( marketing, public relations) GIMA Euromarketing, Berlin

July 1999 to Oct 1999
Internship ( managerial assistance) Harner GmbH, Berlin

April 1998 to Oct 2003
Temporary Promotion Assistant at various trade exhibitions

Oct 1997 to Mar 1998
Au-Pair, New York, USA

Languages:
German: native speaker, English: fluent ( written and spoken); Spanish: intermediate

Interests
Tennis, architecture, current affairs and classical music

Curriculum Vitae

Personal Details

Name:

Ulrich Klein



Date of Birth:
10 March 1972

Nationality:
German

Address:
Holzstraße 16



58456 Witten



Germany

Telephone:
0049 (02203)  18 97 05

Status:

single

Education

1978-1982
Alfred-Krupp-Grundschule, Witten

1982-1988 Maximilian-Kolbe-Realschule, Witten

1988-1991 Kollegschule des Ennepe-Ruhr-Kreises, Witten

[ college of further education]

1992-1994 Fachschule für Technik, Bochum

[ technical college]

Qualifications

Fachoberschulreife (1988) [General Certificate of Secondary Education]

Staatlich geprüfter Techniker (1991) [technical engineer]

Job Experience

1991-1992 Brill Gartengeräte GmbH, Witten

since 9/1994
Düchting-Pumpen GmbH, Witten



maintenance technician

Other Qualifications

English

driving licence, car and motor cycle

Interests and Hobbies

Bergbau-Museum, Witten ( active member)

Sport-Union Annen, basketball section

motor cycling, cinema 

Possible phrases

Bezugnahme:


I refer to your advertisement in... of…

With reference to your advertisement in… of…

I am writing in reply to your advertisement in … of…

Bewerbungsanlass:
At the moment I am at the Technical College and I will be taking my leaving examinations in … which I hope to pass with … results.


I am at … and will be leaving it at the end of this academic year. I hope to pass my examinations with … results.


I am very interested in finding a job / post with a … business.


I am thinking of moving to … Therefore I would like to find a job/post in ( near) …

Bewerbungsgründe.
I am looking for a position  which will give me more opportunity to practise my language skills.

I am very interested in the type of business  which your company does.

I would welcome a position which offered me the chance to widen my knowledge and experience.

Your company offers the chance to travel and I have always wanted to go to foreign countries.

I am sure that my skills and work experience make me suitable for the position.

Kenntnisse und Fähigkeiten:
I have been a member of a ... for ... years.





I have been involved in … for… years. I completed my traineeship in … in…





I have already worked as a/an … for … years 





(from …) 

I have already gained ( considerable) experience with …

Anlagennennung:
Please find enclosed / I enclose my curriculum vita, a photocopy of my last … and … ( the names and addresses of two referees).

Vorstellungstermin:

I could come for an interview / I am available for an interview.



I should be glad to attend an interview at any time which would suit you.



I would be very grateful for the opportunity of a personal interview.

Beenden:

I am looking / I look forward to hearing from you.



Yours faithfully,





Yours sincerely,

Worksheet 9
A Job Interview

Before the interview

· Find out about the company.

· Get a general idea of what the job involves.

· Make sure where the firm is, where the interview is being held and how long it will take you to get there.

· Be sure of the time of your interview.

· Arrive 5 to 10 minutes early.

· Dress appropriately and tidily.

· Take your Record of Achievement and exam certificates if you have them.

· Let the firm know if cannot attend.

At the interview

· Take any letter of invitation to the interview with you.

· Make sure you know whom to ask for.

· You may be asked to take a short test.

· Try to be relaxed but not casual.

· Do not smoke or chew gum.

· Speak clearly. Try not to mumble.

· Be enthusiastic. Show an interest in the company.

· Keep eye contact with the interviewer.

· Listen to what the interviewer is saying.

· Don’t always answer with ‘yes’ or ‘no’. Be prepared to talk about yourself – what you enjoy, your ambitions, what you can offer the firm, what your good points are.

· Answer each question as fully as you can.

Remember you can ask

· Exactly what you will be doing.

· Where you will be working.

· If you will be attend college or further education.

· What are the promotion prospects.

· How much you will earn and how you will be paid.

· About hours of work and holidays.

· When you will be required to start.

When you leave

· Remember to thank the interviewer for seeing you.

· Make sure you know how and when the employer will tell you the result of the interview.

Records of Achievement

· Don’t forget! You can use your Record of Achievement to help you before and during your interview.

Vocabulary:


Application – word list

a.s.a.p.


- so bald wie möglich

(as soon as possible)

added


- zusätzlich

advertisement, ad
- Anzeige

aged


- ... Jahre alt

agree


- zustimmen

A-level

- (entspricht) Abitur

ambitious

- ehrgeizig

applicant

- Bewerber(in9

application

- Bewerbung

apply


- sich bewerben

aprox (approximate)
- ungefähr, cirka

assist


- assistieren, unterstützen

assistant

- Assistent(in)

at present

- zur Zeit

autonomy

- Selbstständigkeit

broaden

- erweitern

candidate 

- Kandidat(in) / Bewerber(in)

care for

- sich um etwas kümmern

certificate

- Zeugnis, Urkunde

college


- (Berufs-)Fachschule

company

- Unternehmen, Firma

company)

competent

- kompetent

complete

- vollständig

consider

- in Frage kommen

convincing

- überzeugend

current


- gegenwärtig

CV= curriculum vitae
- Lebenslauf

data


- Daten

Dear Madam

- Sehr geehrte Dame

Dear Sir

- Sehr geehrter Herr

department

- Abteilung

detail


- Detail, Einzelheit

dismiss

- kündigen

education

- (Schul-)Ausbildung

educational

- Ausbildungs-, Bildungs-

elementary school
- Grundschule

enclose

- beifügen

engage


- einstellen, engagieren

essential

- notwendig, wesentlich

executive

- leitende/r Angestellte/r

field


- Bereich, Gebiet

fit


- (an)passen

fluently

- fließende Sprachkenntnisse

foreign


- ausländisch

full qualified

- voll ausgebildet

further education
- Fort-/Weiterbildung

general


- allgemein, generell

give notice

- entlassen

grammar school
- Gymnasium

hand-written

- handgeschrieben

headquarter

- Zentrale

high school diploma
- Abschlusszeugnis der Oberschule

improve

- verbessern

interview

- Einstellungsgespräch

join


- eintreten in

junior


- Anfänger-, jünger

keen


- sehr interessiert

keyboard-skills
- Computerkenntnisse

leading


- führend

look forward to
- sich freuen auf

major


- bedeutend

make redundant
- entlassen

member


- Mitglied

mother-tongue


- muttersprachlich

motivated


- motiviert

nationality


- Nationalität

native speaker


- Muttersprachler

offer



- anbieten

order



- Reihenfolge

organiser


- Organisator

overseas


- in Übersee

personnel management
- Personalverwaltung

personnel


- Personal

PLC (public limited

- Aktiengesellschaft

post 



- mit der Post schicken

promote


- befördern

prospective


- zukünftig

qualification


- Qualifikation, Ende einer Aus-

questionnaire


- Fragebogen

reason



- Grund

recent



- letzte(r, s)

recruitment


- Einstellung (von Arbeitskräften)

reference


- Referenz

requirement


- Bedingung

responsible


- verantwortlich

resumé



- A.E. Lebenslauf

salary



- Gehalt

secondary school

- Oberschule, weiterführende –

shortlist


- in die engere Wahl ziehen

similar



- ähnlich

suitable


- geeignet, angemessen

status



- hier: Familienstand

step



- Schritt, Stufe


suit



- passend, geeignet sein

task



- Aufgabe

temp (temporary)

- Teilzeit-

up-to-date


- aktuell

vacancy


- freie Stelle

vocational college

- Berufsschule

variety



- Auswahl, Reihe

vocational training

- Berufsausbildung

widen



- erweitern

willing



- bereit

with reference to

 mit Bezug auf

work experience

- Berufs-, Arbeitserfahrung

working knowledge

- Grundkenntnisse

Yours faithfully
- Mit freundlichen Grüßen /  

  Hochachtungsvoll

Yours sincerely

- Mit freundlichen Grüßen

Literaturliste/sources:

- Technical English at work

Cornelsen & Oxford

- New International Business English
Cambridge University Press

- Schürmann/ Mullins

  “ Englisch bewerben – weltweit

eichborn.exakt

Is this your chance?





We	are the biggest manufacturer of high-performance 


pumping equipment in the UK.





	have contracts at power plants, waterworks, pumping 


stations and installations all over the work.





are looking for technicians to supervise the installation


and commissioning of our equipment at these sites.





are paying top  money to get the right people.





are offering six months’ training on full pay in Oxford.





You	are fully qualified


are at present working in a manufacturing industry, possibly as a fitter or maintenance technician.





are ambitious, not more than 30 years old and in good health.





are looking for ways to improve your qualifications and experience.





Speak a major European language and have some 


English.





Interested?


Then send your CV, a recent photo and a letter of application in English to: MS Sally Evans, Personnel Department, Anglo-Euro-pean Pumps PLC, PO Box 21, Oxford, OX9 7HJ, UK














Warner Brothers Movie World			





is looking for young people who would like to train for a career as a decorator.





Please send your application with CV to:





Warner Bros. Movie World


Personnel Department   


Edinburgh Road


Glasgow 45S 92D





                                  The National Westminster Bank                                  





is looking for young people who would like to train for    


a career in banking.





Earn good money while you learn about the world of finance. You will find a pleasant atmosphere and friendly colleagues at our banks.   


Please send your application with CV to: 


The National Westminster  Bank, Personnel Dept., Flag Lane, London, E14 7TJ         





				Porsche Enterprises


is looking for young people who would like to work as a


technical engineer.


Please send your application with CV and a recent photo to:





Porsche Enterprises, Personnel Dept., Penny Lane, Liverpool,  


67T 83H





   Amway Cosmetics





is looking for young people


who would like to train for a career as beautician, salesman or saleswoman.


Please send your application with CV to:


Amway cosmetics, Personnel Dept., High Street, Manchester, 74K 65T





				Porsche Enterprises


is looking for young people who would like to work as a


technical engineer.


Please send your application with CV and a recent photo to:





Porsche Enterprises, Personnel Dept., Penny Lane, Liverpool,  


67T 83H
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