	www.bbc.cz

redakce@bbc.co.uk

Opletalova 5/919

110 00  Praha 1
	[image: image1.png]IS CesKA ReDAKCE



 



GET THAT JOB! 

Programme
1
Planning your 
CV


Programme
2
How to structure your CV



Programme
3
Planning your CV



Programme
4
Writing your CV



Programme
5
How good is your CV



Programme
6   
Marketing your Skills..



Programme
7  
Test your Knowledge..



Programme
8  
Spot the CV Mistakes



Programme
9 
Covering Letters



Programme
10   
Writing a Covering Letters


Programme
11
Speculative Letters



Programme
12
Questions & Answers



Programme
13 
Identifying your Strengths



Programme
14   
Application Forms


Programme
15  
Application Form Tips



Programme
16 
Spot the Application Form Mistakes


Programme
17   
Preparing for Your Interview 

Programme
18 
Interview Tips 

Programme
19 
The Day of the Interview (1)
Programme
20 
The Day of the Interview (2)

Programme
21  
Interview Feedback (1)


Programme
22 
Interview Feedback (2)


Programme
23   
Spot the Interview Mistakes


Programme
24  
Final Interview Tips 

Programme 1
 
Planning your CV


Nudíte se v práci? Hledáte zaměstnání, které by vás bavilo? 

Are you a student, looking for your first job? This series is here to help you get that job!

 “In Britain, you will either have to have a CV that's already prepared, or you 

might have to fill in an application form” 

“Definitely get a good resume and learn how to say the right things at the interview.”

“You may want something, but you may land up with a job, and then you may 

just realise 'this is not what I want and then I think the whole thing does look scary.”

Vyplňování žádostí, přijímací pohovory - to nahání tak trochu hrůzu. Pokud jste ale dobře připraveni, není se čeho bát.

Před tím, než začnete rozesílat žádosti o místo, potřebujete důležitý dokument - v Británii známý jen pod iniciálami CV:

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

Hi I'm Andreas - I'm a student in London.  I've been in London for 3 ˝ years.  I'm looking for a job at the moment.

CV je zkratka latinského: curriculum vitae. (V americké angličtině je běžný výraz:

resumé  - Tento výraz pochází z francouzštiny a znamená  “souhrn, shrnutí”). 

Patrice Wareová, která pracuje na Londýnské univerzitě jako poradce při začleňování do pracovního procesu, vysvětluje, v jakém smyslu se rezumé a nebo CV v angličtině používá: 

PW:
CV stands for ‘Curriculum Vitae’ which is Latin, it stands for 'the story of my 

life' - but CV is the term people use for a business -like document which tells 

people what you have done in education, what you've done at work and 

possibly some of your interests, so they can decide whether they might offer 

you an interview for a job.

Přestože curriculum vitae je doslova “příběh mého života”, neznamená to, že zasednete a podrobně sepíšete celý svůj životní příběh. Do životopisu patří informace o vzdělání, praxi a taky zmínka o tom, co vás zajímá. Úkolem životopisu je: to persuade employers to hire you.

PW:
 How long should a CV be? Well there's a debate about this, but the most 

important thing about a CV is that it's the person who is receiving the CV that  

matters, the reader.  So you must consider how long they may have to attend 

your details, so two pages we say is maximum.  We normally say in England 

among the careers community.  Sometimes one page is all that’s required and 

in places like the United States they would like it on one page usually.

Programme 2
   
How to structure your CV



Způsob, jakým poskládáte životopis, je velice důležitý. Než se pustíte do praxe a vzdělání, je lepší začít s osobními údaji, jak radí Patrice Wareová:

You must make up your mind what is most important about you that you want the employer to know, but normally an employer would expect to know who you are - in other words your name, address, how they can get hold of you, contact you. So there's personal details at the top usually.   

The next bit is usually about your work experience or education, whichever is most relevant.   If you were leaving school or university and were writing CV directly after that, you'd probably put your leaving certificate or degree first.  In reverse chronological order.  You'd start with your degree, then your leaving certificate from school, and then possibly move on to some work experience. 

Patrice užila frázi - doslova: “v opačném chronologickém pořadí”. Znamená to, že začnete s nejčerstvějším údajem o posledním zaměstnání, nebo právě dosaženém vzdělání a postupujete zpátky v čase. Takže pokud jste právě absolvovali vysokou školu, uvedete nejdříve: your degree.

So it'd be your name, details, education, then work experience, then something about your interests, leisure activities, maybe who people could talk to about you, referees, people who could say more about you like maybe your headmaster, tutor.

Pokud už pracujete, uvedete samozřejmě nejdříve současné zaměstnání, předešlá zaměstnání, vzdělání a potom zájmy. Nakonec patří: your referees - lidé, na které se může zaměstnavatel obrátit, potřebuje-li o vás další informace, lidé, kteří na vás mohou podat reference.

Náborový konzultant John Courtis hovoří o tom, čím může životopis na první pohled zaujmout:

E: 
John, you must get hundreds of CVs. How long do you usually spend looking

 at each one?

J: 
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. The impact has to be made in the 

first minute.

E: 
How else can you get your CV noticed when it's sitting with 

others in a pile on your desk?

J:  
Standard technique to put exciting coloured paper is probably very helpful, 

provided it's not a colour you can't photocopy from later.[  And if you just 

have the picture of this nice CV and something interesting on it.  ] And also, 

very important, legible typefaces, if it's typed rather than hand-written.

Životopis pište na stroji nebo na počítači, a nikoliv rukou, aby byl přehledný.

Cvičení  2
Odpovězte anglicky:

1. After your personal details at the top, what do you put first - work or 

    education?

2. How do you list the details?

3. What is the  last bit of information you put down on your CV?

1. You put your most recent experience first, whether it’s your education or work 

     experience.

2. In reverse chronological order.

3. Your referees. 
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Emma: What about language? Is it good to use active verbs like managing 


and communicating?

Andreas: How about results?  Mine are not brilliant, especially if I break down my 

   results.  Do I need to put them in my C.V.?

Merry: What if I stretched the truth, if I exaggerated what I'm doing?

Kolik a které údaje zahrnout? A musím nezbytně říkat pravdu a nic než pravdu?

Otázka jazyka životopisu je velmi důležitá: do dobrého životopisu patří: positive verbs and active-sounding verbs - jako kupříkladu: managed and analysed.

Patrcice Wareová:

I think most people now when composing CVs think not just what they’re saying, but how they say it.  So if you use positive verbs and positive, active-sounding verbs…If you have been in charge of something you say "I've managed this" if you have done quite a lot of work that has involved details you can say "I analysed this",  "I gave attention to detail".  You need to use words that express in a positive what you've done, in an achieving sort of way.

Když používáte pozitivní a aktivní slovesa, vyvoláte představu, že jste taky: positive and active! Další aktivní sloveso je například organised - I organised meetings.

Poteciální zaměstnavatel nekouká jenom na obsah životopisu, stejně tak důležitá je angličtina, jak potvrzuje náborový konzultant John Courtis: 

John Courtis: It’s (also) very important you write something which isn't stilted.  You really write something that is YOU.  You want to tell potential employer and me that you understand the English language and you can use it.  One of the things they're trying to assess is how well you can work in English and so the C.V. and covering letter are work samples. It’s not generally known that the interview is a rotten predictor of work performance - it's a bad way of assessing people.  The good employer will look for any examples of the way you communicate.   Communication is more than half the job in most jobs.

John Courtis říká, že je nejlepší: to write something which isn’t stilted. Slovem stilted myslí, aby jazyk nebyl příliš “úřední” a šroubovaný. Doporučuje přímočarou a jednoduchou angličtinu. Styl jazyka by měl odrážet to, co je vaší osobnosti vlastní. 

Cvičení  3
Přeložte:

1. Pořádal jsem schůze.

2.  Zaměstnal jsem tři lidi.

3.  Vedl jsem tým.

1. I organised meetings.

2. I recruited three people.


3.  I supervised a team.

Programme 4
 
Writing your CV

Další otázkou při psaní životopisu je: Je možné si realitu přibarvit, či fakta zatajit? 

Patrice Wareová:

That's something I get asked more frequently than any other question.  Because not all of us are brilliant "A" students, are we?  Obviously one of the best things to do if it's a C.V. which is what we're discussing is to put your best foot forward.   For some jobs it's going to be very important to put your results, whether they're good or bad because they will require you to take further examinations.  I'm afraid they will need to know what your results are.  However, it's perfectly in order to put "10 subjects in the following areas" and not to put your grades down. that’s a choice you make.  But, you will probably get asked about them if you get an interview.

Patrice Wareová doslova radí: put your best foot forward - “strčte lepší nohu dopředu” - udejte co nejlépe své přednosti a schopnosti. A co se týče nevyvedených výsledků zkoušek, někdy je potřeba výsledky uvést, protože budete třeba pokračovat  ve studiu, jindy například stačí jenom vyjmenovat předměty, ze kterých jste maturovali. Ale v každém případě musíte být připraveni na to, že se vás na známky mohou zeptat při pohovoru.

Jinou otázkou je, co dělat, když jedním z požadavků na místo je třeba praxe, kterou nemáte, a nebo jste v danném oboru pracovali kratší dobu. What if I stretched the truth, if I exaggerated what I'm doing?

Patrice Wareová:

Well there are two issues.  First if you stretch something you're a little bit careless with the truth you must recognise anything you put on your C.V. is we would say 'fair game' for the employer to interview you about.  So if you have stretched the truth and they say 'now tell me a little more about …the time you were in charge of this team in your workplace, and you say "well, um, um, um…" and get into a problem, it's not going to help you in an interview situation because you can be SURE that at some point or other you might be in difficulty.

Cvičení  4

True or false?

1. You should put down all your exams on your CV

2.  You can be challenged about any information you put on your CV.

1. False.

2.  True. It’s all fair game.

Programme 5
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Povedl se životopis? Prezentuje jasně a zřetelně vaši praxi, zkušenosti a schopnosti? Pomůže vám probojovat se k přijímacímu pohovoru? 

Studentka Merry hovoří o svém životopise:

Hi, my name is Merry - I hope to make my CV as perfect as possible to attract as many employers. I have my name in bold and all in capital letters in bigger fonts  and also after that I have put my address and then I put my email, my date of birth, nationality and mobile all in the same format.

Kromě jméná, adresy a telefonního čísla se do osobních údajů na začátku životopisu může přiřadit e-mailová adresa, datum narození a národnost. Merry také hovořila o grafické úpravě - zmínila se o sazbě písma: font a mluvila taky o celkové úpravě životopisu: format.
Dalším pokusným králíkem je Andreas. Patrice Wareová podrobila jeho životopis takzvanému 60ti vteřinovému testu: 

Ok Andreas you just handed me your CV and that's good. Well first of all I would look at it for 60 seconds and say does this pass the 60 second test? Does this invite me to read and  certainly it looks inviting to read.  It's nicely laid out &  you've got some very strong headings. I can find the information I need on your skills & activities, work experience about your education etc. very easily so you made it quite accessible. You've told us where you live, where people can get hold of you - and your nationality - and it's quite helpful to put that you've got to be addressed as Mr so and so... you might even put your marital status, if you're married or single, there if you wanted to.

Když se zaměsnavatelé probírají štosem životopisů, věnují jednomu nanejvýš minutku dvě. Jak se z tohoto pohledu jeví Andreasův životopis? Podle Patrice Wareové působí grafická úprava na první - rychlý pohled dobře. Má tam výrazné hlavičky a nadpisy. Andreasův životopis se snadno čte a je srozumitelný. Ovšem Andreas mohl uvést a neuvedl: His title- Mr. Dále neuvedl: his marital status, což se v některých zemích - jako například v USA - nemusí uvádět. Zrovna tak  nemusíte uvést datum narození.
Programme 6   

Marketing Your Skills


Životopis je v podstatě propagační materiál, ve kterém se snažíte prodat sami sebe. Musíte tedy zdůraznit své schopnosti a příslušnou praxi. Merry právě absolvovala s výborným prospěchem Londýnskou univerzitu, ovšem chybí jí praxe:

I put my education in chronological order - and I also put my grades there ‘cos I think they're quite good to give more impact for the employer to see - and I put my scholarships and awards after that.

Merry začala svým trumfem - vzděláním. Potom uvedla schopnosti a dovednosti. Její životopis je, jak řekla: skill-based:

And then I put my skills and abilities - because I made my CV skill-based and I put the first point is IT and communication because nowadays the employers look for these skills - then planning and organising, business skills, writing skills, research and after that teamwork, adaptation and flexibility. 

Kromě schopnosti komunikovat uvedla Merry jako svou přednost týmovou práci, flexibilitu a schopnost pracovat na počítači, plánovat, organizovat a připravovat rešerše. Kdyby měla delší praxi, mohla by být specifičtější v tom, co plánovala, organizovala a nebo jakou rešerši prováděla. Každý životopis by měl odpovídat práci, o kterou se ucházíte.Andreas na rozdíl od Merry prošel třemi odlišnými zaměstnáními, jeho praxe je působivější než studijní výsledky. Patrice Wareová mu radí:

Now I see that you have got 3 jobs here - one is working as a market researcher, another one is working for an  amusement park, another one in a bank in Indonesia. Now depending on what your career objective is you could have emphasised one job over another if there was particular experience in there.

What you could have done perhaps is have a few more bullet points about what you learned from those particular jobs - skills gained for example. 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 learned from the job - or how you made a difference. You could quantify it a little bit more in that way perhaps. 

Krátké - graficky oddělené body jsou přehledné a Patrice Wareová Andreasovi  navrhuje, aby v nich heslovitě doplnil, co mu praxe dala, co se při ní konkrétně naučil. 

Cvičení  6

Řekněte anglicky:

1.  Schopnost komunikovat

2.  Převzít iniciativu

3.  Být flexibilní v různých situacích

4.  Anylyzovat rozpočet

1. Good communication skills 

2.  Taking the initiative

3.  Being flexible in different situations

4.  Analyse budget
Programme 7  

Test your Knowledge


Snažte se odpovědět anglicky:
1. Kolik stran maximálně může být dlouhý životopis?

2. Které důležité osobní údaje patří na začátek životopisu?

3. Co má ve standardním životopisu přednost - praxe nebo vzdělání?

4. Co byste měli uvést na konci životopisu?

5.  Čeho byste se měli při psaní životopisu vyvarovat?

1. Two pages.

2.  Your name  and  address.

3.  You'd start with your degree, then your leaving certificate from school, and then possibly   move on to some work experience. In reverse chronological order.

4.  Your referees. 

5.  Don’t write too much.

     Don’t make spelling mistakes.

     Don’t use long sentences.

     Use active verbs like: analysed.
I analysed the sales figures.


Cvičení  7

Řekněte anglicky:


1.  Organizovala jsem konferenci.

2. Koordinoval jsem projekt.

3.  Dohodla jsem novou platovou strukturu.

4.  Vedl jsem tým.

1. I organised a conference.

2. I co-ordinated the project.

3. I negotiated a new pay structure.

4. I managed a team.

Programme 8  

Spot the CV Mistakes



Nezapomeňte, že je třeba zdůraznit zkušenosti a schopnosti, které jsou podstatné pro práci, o níž  žádáte, zejména ty, které jste nabyli a rozvinuli v předchozích zaměstnáních. To  je pro zaměstnavatele daleko zajímavější než výčet úkolů a povinností, které jste měli. Jako praxi můžete uvést i prázdninové brigády:

J. Courtis: 
Vacation jobs - very important, 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 things. That's a substitute for work experience. 

Emma:  
And it shows leadership quality.

J. Courtis: 
Yes  - and if the vacation jobs have done well and they invite you back 

next year - then it's almost as good as re-hiring decision in a totally 

normal work sample. 

V následující scénce byste měli zachytit tři nejčastější chyby, které se objevují v životopisech. V hotelu Grand hledají vrchního, který bude zároveň schopen řídit restauraci. 

V1
[Picks up CV]  Have you seen this C.V.? 

V2
No I haven’t finished wading through this one yet. It’s 7 pages long... 

V1
Oh I wouldn’t bother about that one. We don’t really want to know the whole 

story of their life. But this CV is quite interesting. This person’s got a lot of 

work experience.

V2
Unfortunately none of it as a waiter! Though I see they’ve worked as a writer 

at the Deluxe Hotel. Now that’s strange.... I didn’t know the hotel employed 

writers.

V1
I think you’ll find that they meant ‘waiter’. But the letter ‘a’ has become an    

           ‘r’. 

V2
Well I don’t think a writer would be much good at running a restaurant. 

V1 
OK so what’s so special about the CV you’re looking at?

V2
Well they’ve spelt waiter correctly...

V2
But have you noticed what they’ve written. Very long sentences and nothing 

about their skills and achievements. 

V1
I see what you mean. 

V2
It says here: “ Every day I set the tables with knives and forks and plates and 

glasses and salt and pepper and napkin...

V2
[Interrupts a bit impatiently] OK I agree. They haven’t explained anything 

about managing people or running a restaurant. So what shall we do  with 

these two CVs then?

V1
Will you throw them in the bin or shall I?

1. First CV was 7 pages - far too long! 

2. ‘Waiter’ was spelt as ‘writer’

3. There were long sentences which didn’t list relevant skills
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Životopis je napsaný, stačí ho jen poslat. K tomu potřebujeme průvodní dopis: The covering letter:

John Courtis:
They are desperately important. The covering letter has got to earn readership for the CV. If you don't send a covering letter that tempts people to turn over and read the next page you have failed.

Mike McDodd
(European advisor): Never send a CV on its own - as more than likely it'll end up in the wastepaper basket! Even if you haven't been required to send a covering letter, it's polite to just send two -three lines of text to explain ‘this is my CV’, who you are and why you sent it if necessary.

Průvodní dopis má vyvolat chuť přečíst si životopis. Napsat takový dopis není tak těžké, jak to vypadá. Mike McDodd radí rozdělit si dopis na čtyři části:

In most cases you'll need to send a detailed covering letter - in general that has information in four parts - which is relating to the specific reason you are writing the letter. Next you might be expanding on what your motivation is,  to be applying for the job. In the third section you'll be showing what relevant skills which you can bring to the job itself. And finally a short polite end to the letter.

V prvním odstavci byste měli zaměstnavateli vysvětlit, o jakou práci máte zájem a kde jste se o ní dozvěděli:

1. Dear Mr Brown, I’d like to apply for a position as a trainee marketing assistant, as mentioned in The Herald newspaper.

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

3. In addition to my growing knowledge of marketing, I can offer many skills, for example: computer and IT skills.

4. I am available for interview from 10th September and look forward to hearing from you.

Programme 10   

Writing a Covering Letters



Průvodní dopis má za úkol přilákat k přečtení životopisu - has got to earn readership doslova: “zasloužit si čtenářskou obec”. Mnozí zaměstnavatelé při čtení průvodního dopisu čekají na první příležitost, aby ho vyřadili:

John Courtis:
They are desperately important. The covering letter for the CV. If you don't send a covering letter that tempts people to turn over and read the next page you have failed. And many employers, many consultants, many employment agents read to reject - they only read till the point where they find something they can reject you for. 

Jak tomu předejít?  Jak zařídit, aby právě váš průvodní dopis zapůsobil a vyčlenil se z šedi ostatních dopisů? Je důležité vybrat a vypíchnnout relevantní schopnosti a je taky užitečné zmínit jeden konkrétní úspěch, něco, čeho jste dosáhli a čeho si nejvíce ceníte, jak říká John Courtis:

So you need to keep every document saying positive things,  true things that you're proud of, and your excellencies your good points must come out,  not necessarily by exaggerating them, but mentioning them. We didn't when I was young  put languages into the CV - now it's very important that if you have fluency in any language you might forget what languages you're fluent in. A lot of people learn 2 or 3 languages and then think: 'Oh, everybody is going to be like that where I come from'.  You might even get a new job just because you are fluent in some obscure dialect.

I styl a tón dopisu hraje roli. Měl by být tón průvodního dopisu sebejistý? Samozřejmě je potřeba udržet jistou rovnováhu: 

Emma:

So it's a kind of fine balance between actually communicating your 

strongest points, but not actually sounding too confident and too cocky.

John C:
Yes. But if you can give them a little peg to hang the idea on - and 



they can come back & talk to you about it.  If you don't mention it, 



because you think everybody has an understanding of Gujarati or 



which particular dialect  in a particular territory you understand - 



it may be that they have a lot of customers who deal with that area 



and they'd be very pleased.

Zásady při psaní průvodního dopisu:

· 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



Programme 11

Speculative Letters



Speculative letter  je druh průvodního dopisu, který neposíláte jako odpověď na inzerát. Spekulativním dopisem sázíte na náhodu a zkoušíte, jestli ta která organizace nemá volné místo ve vašem oboru, a snažíte se je svým dopisem  zaujmout.

Andreas:
Who should I address the covering letter to? For some bigger 

companies which recruit they don't put the name of the person you should send the covering letter.  Should I find out and call the company, and put the name of the person who's in charge - or just leave it as it is?

Mike McDodd: It's a good idea if you can to call the company and see if you can find 

out who the relevant person is. Because, the problem with sending speculative letters is, there is no guarantee that, if the wrong person opens your letter and reads it, they pass it on to the relevant person. So where possible do as much research as you can and ask to contact the personnel or human resources section and find out who would actually receive your letter. 

Když si prošetříte fakta o společnosti či firmě, pro kterou chcete pracovat, zjistíte taky, jakým schopnostem dávají přednost a jakou praxi vyžadují, můžete potom svůj dopis “ušít na míru”. Oddělení, kterému svou žádost adresujete, se nazývá:
 The  Personnel Department. Pro osobní oddělení existuje ještě další název: Human Resources.

How do you end - or ‘sign off’ -  a covering letter?

Mike McDodd: If you have to send a speculative letter and you're addressing it 

to "Dear Sir/Madam" then always remember to sign off your letter "yours faithfully" rather than "yours sincerely" -- if you're addressing an individual, then you'd sign it off as "yours sincerely".

Cvičení  11

Odpovězte anglicky:
1. Jak se nazývá dopis, který posíláte firmě, aniž byste odpovídali na inzerát?

2. Jak zakončíte dopis, když znáte jméno adresáta? 

3. Jak začnete dopis, když se vám jméno nepodařilo zjistit? A jak ho zakončíte?

4. Jak se také nazývá osobní oddělení?

1. A speculative letter.

2. Yours sincerely.

3. Dear Sir or Madam. Yours faithfully.

4. Human Resources.




Programme 12

Questions & Answers



Při psaní průvodního dopisu vyvstanou další otázky, jako například:

Merry: 
  I'm writing a covering letter.  Is it better to type or  hand-write it?

Mike McDodd: You should always type your covering letters for applications in 

the U.K. - in fact that applies to most countries in Europe.  The only country that still uses graphology (which is analysing peoples' handwriting) is France,  where you have to hand-write your letter. 

Průvodní dopis by měl být vždy psaný na stroji, s výjimkou Francie. To je jediná země, kde ještě užívají grafologa.

Emma:  How do you respond to the volume of international applicants that write to

you and they naturally may make mistakes in their letters because they're       not as fluent as perhaps they would like to be.  How do you respond?  Do you 

judge them all the same or do you make allowances?

John Courtis neposuzuje  chyby cizinců přísně. Poslechněte si, jak vysvětluje, kdy chyby podle něj nejčastěji vznikají:

You must make allowances because in many cases they will have seen someone else's bad letter and copied it, just because it's there - or they've read a book 

which suggests you should write in a stilted form of English and they just copy 

that. I always go on and see if I can find something that's really them. When I 

do I'm delighted. 

Podle Johna Courtise vznikají chyby nejčastěji tím, že uchazeči opisují dopisy ze zastaralých učebnic, kde je angličtina poněkud šroubovaná - stilted, a takový dopis potom zní nepřirozeně. Další otázkou je tón dopisu, například: je dobré vychvalovat firmu, ve které chcete pracovat? 

Poslechněte si, před čím Mike McDodd varuje:

Well you have to be careful because - bearing in mind people working 

in that company still look forward at the end of the day to 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 that it's a company working in a certain 

domain.  Keep it business like and avoid the words "love" or "would really 

really like to" or over-stressing. ‘Like’ is a very effective word  which sums it 

up nicely - which is also, it's personal but can be business like as well.

Programme 13 

Identifying your Strengths



Jak identifikovat svou nejsilnější stránku - most important asset? Jaký typ člověka zaměstnavatelé nejčastěji hledají?

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 and happy to serve customers.

Schopnosti nebo vlastnosti, kterých si na sobě nejvíc ceníte, jsou your skills and your abilities. Your strengths. Opakem jsou your weaknesses. Každý má nějakou tu slabou stránku, ale samozřejmě v žádosti o zaměstnání na ni nebudete poukazovat, ale naopak  se zaměříte na to, co můžete nabídnout. 

Zaměstnavatelé mají rádi “týmové hráče”, dále lidi, kteří mají - leadership qualities, kteří jsou - open, communicative - čímž se myslí lidé čestní a komunikativní. Zaměstnavatelé označují přednosti a schopnosti, které požadují, slovem - competencies - the skills you are competent in. 

Applicants must have a strong command of language 

Confident, articulate person required 

Do you have a proven academic record?

Ve své žádosti o zaměstnání se snažte tyto schopnosti nejen uvést, ale zároveň je ilustrovat na konkrétních příkladech.

Cvičení  13

Řekněte anglicky:

1.  Silné stránky

2.  Slabé stránky

3. Jak zaměstnavatelé označují požadované schopnosti, vlastnosti a dovednosti?

4.  Jak nazvete člověka, který 
pracuje dobře v týmu?

5.  Když se umí někdo dobře vyjadřovat, tak je ………?

1. Strengths  

2.  Weaknesses

3.  Competencies

4. A team player

5. Articulate

Programme 14   

Application
 Forms


Při vyplňování formulářů či žádostí o pas nebo při otevření bankovního účtu většinou vyplňujete jen fakta. Když žádáte o zaměstnání, tak je to poněkud složitější. Nejdříve sice vyplníte jméno, datum narození a adresu, ale nakonec se propracujete k náročné otázce, s jejíž odpovědí si budete muset pohrát.

Mike McD:
My name is Mike McDodd I work as European Employment Advisor 

for the Employment Service

Merry.:
What kind of information might I be asked in the application form?

McD.:

Once you've filled out all your personal details and information on

your qualifications and experience you quite often find two or three pages more or less blank which can be quite intimidating and this is generally where you have to give examples of your personal attributes or where you have dealt with particular competencies.

Na konci formuláře se propracujete ke dvou třem stránkám, které jsou prakticky prázdné a čekají na vás, abyste je zaplnili vlastními informacemi. Zaměstnavatelé očekávají, že jim dáte příklady, na kterých budete ilustrovat své schopnosti. Neznamená to tedy, že jen sepíšete dlouhý seznam svých předností:

Merry:
I know about competencies but how are they going to ask about this evidence 

or prove that I am competent?

Mike McD: A competency  is a way of showing your ability to tackle a task or deal 

       with a certain situation.  It always follows a certain format and it's about 

       showing what you did and how you did it and what the result was.

Pokud chcete například ilustrovat, že jste dobrý týmový hráč, proberte si, v jakých různých týmech jste kdy pracovali anebo i sportovali, můžete uvést všechny organizace a zájmové skupiny, kterých jste byli členem. Jakou roli jste v nich hráli? Přinesli jste něco nového? Motivovali jste ostatní členy? Zaměstnavatele zajímá, jaký typ člověka jste a jak se dokážete vypořádat s různými situacemi.

Andreas: How do I make my commitment and previous experience  sound more

interesting for example like you just told us about ‘working in a team’ how        to make it sound more interesting to give more impact to our employer.

McD:
Well given that generally you have a short amount of space to put yourself 

across in any example of a competence 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.

Mike McDodd doporučuje - action words. Akční výrazy nejlépe vystihnou to, čeho jste dosáhli.

Cvičení 14

Naučte se užitečné akční výrazy: 
assisted

I assisted my manager

compiled

I compiled a new database 

co-ordinated

I co-ordinated the project

developed

I developed a new way of working

delivered

I delivered the project on time

established

I established a new method

initiated

I initiated a new system

Programme 15  

Application Form Tips



Další dobré tipy a rady, které se hodí při vyplňování formuláře:

Andreas:  Which one is more appropriate explaining about your experience using 

                bullet points or flowing English, like telling a story?

McD:
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 sentences using linking words. So I think bullet points can certainly be recommended,  highly recommended.

Opticky oddělené body - odrážky - jsou účinnější a přehlednější. Člověk se tak vyhne dlouhým souvětím.

Should I list my main skills in bold and underline them? 

MMcD: I think its best to avoid underlining points because it can seem over stated.

However using bold characters can be useful for the interviewer or the person 

reading your application form if it's information that they need to check. 

However it certainly shouldn't be over-used 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. In fact it will 

be the first thing that the person looks at reading the page.

Místo podtrhávání je lepší zvýraznit tučným písmem pár nejdůležitějších údajů, ale nesmí se to přehánět, tak jeden dva na stránce. Další dobrá rada: 

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. 

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”.

Cvičení 15

Naučte se užitečné akční výrazy: 
managed

I managed a team




negotiated

I negotiated a new pay structure 


oversaw

I oversaw the project 



recruited

I recruited new staff


 

re-organised

I re-organised the filing system 


set up


I set up a new system of contacts 


solved

  
I solved  the problem



Programme 16 

Spot the Application Form Mistakes


Opakovací lekce.

· Při vyplňování formuláře žádosti o zaměstnání se vždycky řiďte instrukcemi.
· Pokud se chcete vyhnout přeškrtávání, je lepší si pořídit fotokopie a vyzkoušet si to nanečisto. 

· Pište krátce a jednoduše  - pomocí odrážek. 

· Snažte se vyhnout podrobnostem, které by nějak upozornily na vaše nedostatky, a naopak zdůrazněte své přednosti. Pokud se učíte anglicky teprve rok, můžete napsat: I’ve increased my knowledge of English during the last year.

Zachyťte omyly a chyby, kterých se při vyplňování dopustil Simon:
Simon
I’ll have this application form finished in no time. Let’s see  - what do the

instructions say at the top?

Voice
Please write in block capitals using blue or black ink.

S
Blue or black ink….mm….well I’ve only got this red pen here so I think


I’ll write in red ink. Now what information do I put down first?

V
Personal details – name address, telephone number and date of birth.

S
No problem. [FX writing sound]. I’ve nearly finished except...oh no. I’ve 

forgotten to add my date of birth – and I’ve put down the wrong telephone 

number. .I’ll just cross that out.[scribbling sound] [slight regret] Perhaps I

 should have taken  a photocopy[but ever cheerful]- But, never mind.

On to the main part of the form.

V
Work Experience –

S
Aha! – I see they’ve only given me one page to write down all my skills and


experience. I’m going to have to add another page to this form. Just wait ‘til 

they read about the 10 jobs I’ve done during the last year! [said with pride]

V
Please provide examples of skills and abilities that show why you are suitable 

for the job of sales  manager 

S
Just listen to two of my examples: 

“I’ve done ten jobs because I enjoy meeting different people – and – 

“I love selling things and earning lots of money” 

There I think that will impress them. I wouldn’t want this company to miss 

out on the opportunity to employ me…  [fade on happy whistling]

Chyby: 

No. 1:  Simon ignoroval instrukce - měl vyplňovat modrou nebo černou tužkou.

No. 2:  Měl si formulář nejdřív okopírovat, a nemusel vpisovat datum narození a 

škrtat telefonní číslo. 

No. 3
Simon přiložil k žádosti jednu stránku navíc. 

No. 4:
Pokud jste vystřídali deset různých zaměstnání v jednom roce, je lepší příliš na    to  neupozorňovat. Zaměstnavatelé většinou chtějí lidi, kteří vydrží na jednom místě a 

prohlubují si své zkušenosti. 

No. 5:
Jazyk není příliš profesionální, např. -  I love selling things and earning lots of money. Sloveso LOVE patří mezi slova, kterých bychom se měli vyvarovat. 

Programme 17    

Preparing for Your Interview 

Merry dostala pozvání pozvání na interview, má pochopitelně radost, ale je z toho taky nervozní:

Hi, This is Merry again.  It's regarding my journey to get a better job.  So now I have got my CV, I've got my covering letter, and I've sent them to the company that I want to work with - and actually I've managed to get an interview with them. This is so exciting but it's kind of a very scary experience - but anyway I'll prepare my best for my first interview.  

John Courtis, autor knihy Getting a Better Job, v rozhlasovém interview radí:

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 and looking at their products - possibly looking at 

the press, the financial press.   


Also if she can, if there's been an ad, looking at what the company appears to

want. Usually if there is an ad of any kind, they 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. 

Emma: And what kind of questions might she be asked? I mean is there some kind of 

structure to the questioning procedure?

John:
Well I'd hope that first the interviewer would say: "This is what the interview 

is all about.  A good interview means that the interviewer will tell the 

candidate what the company, the organisation wants to get out of it.  They 

aren't interested in what the candidate wants to get out of it – they just want 

to get something out of it for their organisation, and if they'll tell the victim 

that, it's marvellous, it gives you a better focus.  Merry will be better equipped 

to present herself properly.

Emma: And the other thing I was going to ask about was clothing.  I mean, it's 

I think particularly 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

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

John:
If you've got time.  Because there's a dramatic difference between places 

where everybody's in suits and places where everybody's looking scruffy.

Programme 18 

Interview Tips 

Bill Pitcher, předseda správní rady organizace Cedar International, povede přijímací pohovor, kterého se Merry zúčastní. Jaké schopnosti a vlastnosti ho zajímají? 

Well 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.

Merry bude muset předvést, že jí mimo jiné nechybí tvořivý duch a dobrý charakter. 

Bill Pitcher dále upozorňuje, že jedna obligátní otázka obvykle kandidáty při interview zaskočí:

There’s one question - as an opening question - it’s intended to get behind the CV . It’s a simple question - tell me a bit about yourself. Most candidates go into a panic at this stage, what on earth does he want!

Jak se při odpovědi na tuto otázku nejlépe vyvarovat častému omylu?

What I’m looking for is a little overview. I’m really interested in the broader aspects - just a little bit. Prepare a two minute overview of yourselves. Don’t go through your CV. Two minutes - a bit about you. The fact that you helped out at the family store. You’re filling in the gaps - you telling your story.  I had one chap who talked for 42 minutes. I had to stop him in the end. He was amazed - so was I. We’re looking for a two minute helicopter view……… 

Další otázkou na tělo je: Why did you leave your last job? Pokud jste odešli kvůli nesnesitelnému šéfovi a jste v pokušení začít svého bývalého zaměstnavatele kritizovat, Bill Pitcher radí: nedělejte to!

This is a tricky area - the wisdom is never criticise a former employer. That’s difficult - you will be asked about your formal employer. It involves some explanation. If you find yourself in this situation - let the interviewer know that you know it’s not good practice - I’m aware of the conventional wisdom that you shouldn’t criticise your former employer. If I’m to answer your question honestly I have to say I didn’t get on too well with this particular boss. What you’re telling them is that I know there is a rule. 

Cvičení 18

Odpovězte anglicky:
1. Co byste si měli před přijímacím pohovorem opatřit?

2. Co byste si měli znovu pročíst? 

3. K čemu vám to bude dobré?

4.  Na které dvě nelehké otázky byste měli být připraveni?

1. Get hold of a job description.

2. The job advertisement.

3. They both list the competencies an employer is looking for.

4. Tell me about yourself. Why did you leave your last job?

Programme 19 

The Day of the Interview - Part 1 

Merry se zajímá o místo v marketingovém oddělení a právě vyráží na interview. Jak uslyšíte, přípravovala se velice pečlivě:

OK 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 I think I should do, like the thing about the questions that the interviewer will ask me, and also examples that I can give to him or her, and tried to prepare everything about the suits I need to wear or the shoes, and make sure that everything's right, and also about the address that I need to go,  just make sure that I won't be late that morning.

Merry myslela na všechno, dala si záležet, aby přišla včas, a právě vchází do budovy společnosti Cedar International:

Merry
Hello, Good Morning. My name is Merry, I'm supposed to have 

interview with Bill Pitcher.  

Recep.
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.

Přijímací pohovor  řídí Bill Pitcher a začíná obligátní otázkou:
Bill P:
Can you tell me something about your different subjects at school;  what were 

your best subjects?

Merry:
I love economics because I think it's very interesting and I just find that 

sometimes it's very relevant to what's the world's… I mean, the world's 

economy.  The more that I get into the economics tools and everything the 

more that I'm very interested.  And actually, for my best subject in University 

you mean? 

Merry začala poměrně dobře, i když je pochopitelně trochu nervozní, rozpovídala se o tom, že ji na univerzitě bavila ekonomie, a pak si uvědomila, že na to se jí Bill Pitcher vlastně neptal. Jak říká John Courtis, tohle je velice častá chyba:

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.

Je důležité dávat pozor na otázku, nemusí se vás vždycky ptát na to, co jste očekávali. Bill Pitcher se dále Merry ptá, jestli sportuje. Proč?

Bill Pitcher: OK. I have a picture of this young girl working hard at school, coming

 home, working in the family business -  also having to do her homework,                her studies. Did you have time to play - did you do sports?

Merry:
 Yes I do sport - badminton - I love badminton.  I joined the badminton 

club during my high school - but to be honest I don't really do any other sports, because I don't really like it.   But I do lots of other things as entertainment,  like watching television, going to cinema with my friends or just go shopping really. So, yes, I think I do play [laugh].

Bill P:
Good, I'm relieved to hear it. All work and no play is not good.

Merry:

Yes.

Bill Pitcher se ptal na sport, protože se snaží udělat si o Merry celkový obrázek. Zajímá ho její mimopracovní aktivity. Merry se během interview dokázala zasmát, což napomáhá vytvořit příjemnou atmosféru. 

Programme 20 

The Day of the Interview - Part 2 

Jednoduché otázky při přijímacím pohovoru časem přejdou v náročnější - kupříkladu hypotetické otázky typu: What if you had to market a new product? Jak se s takovými otázkami vypořádala Merry, má nějaké nápady a kolik toho vůbec ví o marketingu?

Bill P:   Mary let’s imagine for a minute you've been successful - someone has 

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 sort of questions 

would you ask? What sort of ideas might you have?  - it's a new washing 

powder?

Merry:  I 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 in washing powder and also the 

price how you should price the new products and how different is this product 

from other products.

Bill:
So looking for the unique selling points and then pricing accordingly. 

Merry ve svých odpovědích ukázala, že dobře chápe, co marketing nových výrobků obnáší: průzkum trhu a konkurence, ujasnit si, co zákazník od nového pracího prášku vyžaduje a stanovit cenu. A Bill Pitcher pokračuje ve scénáři: kdyby….

Bill P:
Just imagine for a moment we've launched it - and you've got an angry on the 

phone who’s complaining that it’s damaged their clothes. How would you 

handle that conversation?

Merry:
I 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 if the washing powder caused it  or the 

washing machine. So I’m wondering, 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 I 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.

Merry svou první odpovědí Billa Pitchera neuspokojila. Chtěl slyšet něco trochu jiného. Ale když její postup zpochybnil a naťukl otázku přiznání viny, Merry zareagovala správně.

A na řadě je další ošidná otázka: What are your strengths and weaknesses?
Bill P:
Merry I'm always interested in people's perception of themselves -what do you 

see as your strengths and weaknesses?

Merry: I possess good communication skills, written and spoken - shown in all my 

course work - I've been granted merit and distinction for all of them. And 

spoken - as I say that I work as a fund-raiser for a cancer charity and LSE. 

And it really needs strong communication skills to persuade the people to 

donate money to the LSE or cancer charity. I have very good interpersonal 

skills - ‘cos as I put on my CV - I have been very involved in many extra-

curricula activities and to be in the leadership you have to deal with all sorts 

of people - to work together in a good manner with other kinds of people.

Bill P:
And weaknesses?

Merry:
I'm very very bad with names - I try to put it down and write it down and 

remember next time. I remember when I write some things down. 

Merry přiznala, že si nepamatuje jména, vzápětí ale vysvětlila, jak se s tím dokáže vypořádat. To je učebnicový příklad, jak prezentovat vlastní slabosti - pozitivně - najít řešení.

Programme 21  

Interview Feedback (1)


Merry byla s průběhem přijímacího pohovoru celkem spokojená. Podařilo se jí uplatnit připravené příklady, i když jí trošku chyběla jistota:

Merry: I came out from the interview.  I think everything went quite well and the interviewer was quite nice as well.  I think I maybe talked too much.  And also that I already practised the examples that I should give to the interviewer, but somehow I felt that I need more practice in it, then I need to master the examples.

Důležité ovšem je, jaký měl dojem Bill Pitcher, který interview vedl. Bill Merry pochválil a zmínil se také o body language:

I thought Merry interviewed very well. Her English was relatively easy to understand even though there is some accent there.  She was a little nervous.  I 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 I thought she did a very good selling job, in putting her experience into the answers.  So I didn't have to, for example, ask her about teamwork because she already told me, by working it into the answers.  

Bill Pitcher zejména ocenil, že Merry dokázala prodat své schopnosti a zkušenosti. A přesně o tom je celé interview. Co se Merry honilo hlavou, když odpovídala na nelehkou otázku: Jaké jsou vaše přednosti a jaké máte slabiny?

Bill P:
Merry I'm always interested in people's perception of themselves -what do you 

see as your strengths and weaknesses?

Merry:
I possess good communication skills, written and spoken - written as shown in 

all my course work –[“Great.  I've already expected this question, and I've 

already practised it, I even practised it in front of the mirror, just to make sure that I say it at the right tone and the right feeling”] ..and it really needs strong communication skills to persuade the people to donate money to the LSE or cancer charity and also I possess very great interpersonal skills - because as I put on my CV - I have been very involved in lots of extra-curricular activities [….” Oh dear,  I think I've been talking too much; he looks a bit bored.”] ...other kinds of people.

Bill P:
And weaknesses?

Merry:
Actually I'm very very bad with names.  I cannot really remember peoples', but 

now  I’m getting better because I'm just trying to put down the contact number or the name so I can remember better next time.  

Ovšem Bill Pitcher má jednu radu, která může odpověď na tuto otázku ještě vylepšit:

Most people answer with their strengths first, and try to forget about weaknesses, hope that the interviewer will forget about them too… I think it would be better next time to answer the question the other way round.  Tell me about your weakness. I liked the way you did answer it, when I pushed you about weaknesses, "well I'm not very good about remembering names, and I try to write them down".  So  you told me I'm aware of a weakness; this is how I manage it.  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 I think there's good advice for most candidates, to turn the question round.

Bill Pitcher doporučuje všem účastníkům přijímacích pohovorů začít spíš se slabostmi, a pak přejít na přednosti, tím pádem končíte na kladnou notu.
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Interview Feedback (2)


Slyšeli jsme, jak si Merry vedla při přijímacím pohovoru na místo v marketingu, a teď se role otočí, Merry  položí pár otázek Billu Pitcherovi. Jedna věc, se kterou si Merry  nebyla jistá, je body language. Vysoké procento naší komunikace tvoří neverbální komunikace. 

Merry:
What is the right body language that you have to portray to the interviewer?

Bill P:
That's a good question.  I think generally your body language was pretty good. 

You're open, you didn't fold your arms, you were engaged in the conversation.  I think things like folding your arms, leaning back, sprawling in the chair, hands behind head, looks very kind of patronising and dismissive.  So I 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.  You tended to keep your hands pretty tight, cause that's where the nerves will show. 

Podle Billa Pitchera seděla Merry uvolněně, neměla ruce založené a dívala se dotazujícímu přímo do očí. Merry si dělala starosti s tím, že moc mluvila. Dá se nějak poznat, jestli druhého člověka zahlcujete a on přestává poslouchat? 

Bill Pitcher: 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 stopped listening.  And, if they stopped nodding their head.  Head nods mean: “I'm still engaged with what you're telling me,  I'm interested,   I want more.“  If I've stopped nodding, I've probably stopped listening.

Na závěr přijímacího pohovoru dostala Merry otázku: I wonder whether you have any questions  you'd like to ask me? Co touto otázkou zaměstnavatelé sledují? 

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 may find of course that the questions have been answered as we've gone through the interview.  In which case I think this is a situation where it's OK to pull out a piece of paper and say "well I did prepare some questions;  I think you've answered most of them – if I can just check:   oh yes, there's just one question here about the company's policies towards promotion or something".  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".   

Kandidát svou odpovědí říká: otázku mám promyšlenou jsem přemýšlivý, uvážlivý člověk, můžete mě zaměstnat. Zajímá mě nejen samotná práce, ale i firma, pro kterou chci pracovat.

Rady:


· Prepare your answers and practice them.

· Watch your body language - an open posture and maintaining good eye

     contact, don’t fold your arms.

· Have a few questions ready to ask the interviewer.

· Smile if you can.

Programme 23   
 Spot the Interview Mistakes


Než si poslechnete jeden nepovedený přijímací pohovor, zopakujme si, čeho se
 vyvarovat:

· 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.

· 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. I think if you find yourself in that situation it’s important to let the interviewer know that that you know it’s not good practice but you don’t have a choice. So you might say something like – ‘well I’m aware of the conventional wisdom about not criticising one’s former employer

· It’s a simple question - tell me a bit about yourself. Most candidates go into a panic. I had one chap who talked for 42 minutes.

Simon se uchází o místo v obchodě, kde hledají někoho, kdo má výborné komunikační schopnosti a umí jednat s lidmi. Interview nezačíná nejšťastněji, Simon se celkem dopustí čtyř základních chyb:

Simon
Oh no! It’s three o’clock and I’m meant to be at my interview..(out of 

breath)  Phew - well at least I’m nearly there.... 

V
Would you like to come in and take a seat?

S
Yes thank you. I’m sorry I’m late. I didn’t realise your building was so 

far up the street....

V
(briskly/clicks tongue) Never mind about that now. I’m going to start by 

asking you about the sales job you’ve applied for. Can you tell  me why you 

are suitable for the job? 

S
Well I’ve always enjoyed selling things, I like travelling, and [brightly] the 

salary looks quite good as well..

V
(furious sound of pencil scribbling as int. takes notes - says: almost to 

herself:)...that wasn’t quite the answer I was looking for....(then back to

 brisk tone). My next question is: why did you leave your last job?

S
[pause while V1 uncomfortably clears throat and:)Umm...ahh...the reason is 

I had a terrible boss. He was rude and didn’t appreciate my work at all! 

V
 I see...that’s interesting. Now my final question: Can you tell me a bit about 


yourself?

S
Right! It’s a bit of a long story, but I was born in London and went to 

school there. Then I decided to find a job in Scotland because the country is 

so beautiful. [fade sometime here]I’ve had 2 jobs since leaving college and I 

hope to get this sales job because it’s very interesting. (fade out by here)

No.1:
První chyba je jasná - pozdní příchod, omluva a vysvětlování - to není dobrý začátek.

No. 2: 
Simon neodpověděl na otázku, proč se hodí na tuto práci, ale místo toho začal 

vysvětlovat, co rád dělá. Na tomto místě měl uvést příklady relevantních schopností.

No.3:
Třetího omylu se dopustil, když začal kritizovat svého šéfa. 

No.4:   Místo stručného souhrnu na otázku: povězte mi něco o sobě, jsme slyšeli začátek 42 minutového monologu.
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Final Interview Tips 

Před přijímacím pohovorem: 


· Get hold of a job description from the company.

· Look at the job advert again.

· Think of examples which show you’ve got those skills. 

· You can look at their website.

S nervozitou před pohovorem je možné bojovat, body language může pomoci navodit atmosféru souzvuku mezi kandidátem a členem přijímacího panelu:

Johna Courtise: 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.

One of the tricks that speakers use is, if you find that your hands were out of control, drop the hands down, rotate the hands loosely, flap them around just before the interview, and make sure that bit of the body is relaxed.  It helps.  Old trick for speakers, good trick for interviewees.

Co když před vámi sedí ne jeden člověk, ale panel čtyř lidí?

It's difficult isn't it, because if you've got 4 people lined up, and the one near the middle is asking you questions, the temptation is to simply look at them and have eye contact with them when you're giving the answer.  Good practice would suggest that the other members of the panel would feel excluded if you do that.  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.

Snažte se překonat přirozenou tendenci - dívat se do očí jenom člověku, který položil otázku - a snažte se neopomíjet ostatní členy panelu, aby si nepřipadali zbyteční. I oni jsou jen lidé, i oni mohou být nervozní.

Po absolvovaném pohovoru Merry shrnuje své závěrečné poznatky:

It's a 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 you maybe get rejected, and sometimes you just feel that,  oh,  I just don't want to remember any more what this interview was horrible;  I don't want to have anything with it anymore, but you need to be …… to improve your interview skills and to learn from the mistakes that you have done in the interview.

Zpětná vazba vám pomůže do budoucna.

Good look and success in all your future job hunting! 
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