7th term
Text 1
Recruitment

There are many ways in which an organisation can recruit personnel. Posting a list of vacancies on the company notice-board or publishing it in employee magazines is fairly common and gives current employees the opportunity of applying for a position. Similarly, a subordinate may be referred for a position by his or her superior.

Another means of recruiting internally is to search in the organisation’s existing files. Some companies have a data base of their employees’ skills and special interests. Reviewing these files periodically may reveal employees who are well-suited to a particular position.

Although recruiting people within the organisation can have many advantages, it does have its limitations. If companies wish to be dynamic it is essential to inject new blood from time to time. Similarly, existing employees may not have the necessary skills that the position requires. Consequently, it is often necessary to recruit people from outside the organisation.

Advertising is a commonly used technique for recruiting people from outside. The advertising medium should be chosen according to the type of public the organisation is aiming at. If a highly specialized person is required, a speciality publication such as a trade magazine may be most appropriate. National newspapers and magazines sometimes carry a Senior Appointments section for specialized personnel. Radio and TV advertising of vacancies is relatively underdeveloped in most countries.

Employment agencies may be another source of recruitment. State-backed agencies compete private agencies in many countries. In general, private agencies charge a fee whereas public sector agencies offer their services free of charge. Another difference is that private agencies tend to offer more specific services; for example, they may specialize in a particular area of recruitment such as temporary secretaries, middle managers or senior executives. They may also include search services, otherwise known as headhunting, or pr5ovide management consulting.

Current employees are sometimes encountered to refer to friends, family, and ex-colleagues to fill a particular vacancy. This is particularly true in occupations such as nursing where there is a shortage of trained people.

Other valuable sources of recruitment may be university campuses, trade unions, professional organizations and unsolicited applications.

Many people change jobs during their lifetime. In fact, some people even change careers one or more times. One can meet elderly people who have tried several careers in their life time.
Text 2
What you Need to Know about Interviews
An employment interview is an attempt by the hiring organization to assess three important hiring criteria:

1. CAN DO – the applicant has the education, skills, and training to perform.

2. WILL DO – the applicant has the experience (has performed the same or similar functions in another venue) and possesses the intangible motivation factor.

3.       FIT – the applicant has experience in the place or environment similar to ours or appears to be able to be easily assimilated into our work team.

At the same time the interviewer also attempts to determine honesty, integrity, enthusiasm, determination, personality, ethics, and potential. The interviewer may be aided by a quick review of the candidate’s résumé, augmented by reference, testing, work samples, and portfolios. Throughout the meeting, the interviewer should also be taking meticulous notes. This is no mean task for everyone.
Some Pieces of Advice will Help you to Bear your Interview Successfully
Investigate: what company is like before you apply for the job. Are they really the kind of organization you want to work for?
Write an effective CV. Keep it brief and simple – a badly written one will lose the job before you get to the interview stage. CV is essential if you are applying for a new job or for promotion within your company. Some information might be given in your CV, some in your letter of application and perhaps some on a Supplementary Information sheet. There are no fixed rules about this: different countries have different practices.
Discover as much as you can about the interview. This means finding out exactly who will be conducting the interview, what position they hold, and whether it’s an informal chat or a formal interview, possibly in front of a whole panel of interviews.
Dress the part. Even if the job is in a modern company where the code is casual, you should dress formally for the interview – a suit is always safe. Never keep your overcoat on during the interview – this will make you an outsider from the start. If possible, take it off outside the interview room.
Think positively and confidently about yourself. From the moment you decide to apply for the job think about (and write down) all qualities you have to offer the company as well as the reasons you would suit the job. Use the interview to discover as much about the job as possible. Even if they offer it to you on the spot ask for some time to consider their offer. Is it all right for you and them?
Be aware of your body language. Most interviewers don’t realize it but they are influenced by your body language the moment you walk into the room. Be assertive, smile, look the interviewer in the eye, and give a firm handshake. Don’t lean too far over the desk or slump in the chair with your arms crossed. Practice your “entrance” at home with a friend so you feel comfortable.

Keep a balance of power throughout the interview. From a psychologist’s point of view this is what interviews are all about. Don’t be too timid or allow the interview to dominate you because an interview is a two-way process, and you are to decide whether you want the job. It’s as important for you to ask questions about your potential job as it is for the interviewer to question you. But don’t be over-confident and cheeky. No one likes a “difficult” candidate however good your qualifications are.

Keep come before and during the interview. Three-quarters of people feel anxious about job interviewers and their nervousness often lets them down. The key is to learn interview skills which are important as job skills, and control your nerves. Remember the interviewer may be nervous as well.

CV – резюме
chat – беседа, болтовня
panel – персонал; участник дискуссии
to dress the part – одеваться должным образом, к месту
outsider – неспециалист, любитель; профан
on the spot – на месте, сразу
assertive – уверенный в себе
to slump – тяжело опускаться ( на стул)
timid – робкий
cheeky – наглый
A resume is a personal data sheet that gives a prospective employer an idea of the special qualifications you can bring to a job. It is usually limited to one page in length. A listing of your previous work experience is an important part of a resume. Any such experience is helpful. Even unpaid experience is valuable for resume purposes as it can show that you have good work habits. Even if a resume is not required it is usually a good idea to have one. Preparing a resume is a good practice. It will help you to arrange your thoughts and ideas. It will give you something as well to send as a following-up to an interview.

Some resumes won’t give you a high-level job. Major companies receive about 300 resumes a week. They ignore 290 of them. There are several reasons for it. Many job hunters stress details that don’t count. There may be long words or a lot of proper names that are rather confusing for an employer especially if the employer is a foreigner. You should tell about your strengths and experiences which will let you do that job. Your strengths should be given more space. Sometimes it is difficult to decide what to stress and what to leave out. But remember that an employer’s main interest is in what you can do for the company. So include information that shows that you are the right person for the job.
Text 3
Interviewing is a Skill – on Both Sides of the Desk
You may not have any control over the experience or biases of the interviewer, but you certainly can make yourself into an experienced, competent, confident, and marketable interviewee. You accomplish this be recording that both parties, you and the interviewer, are responsible for creating a comfortable, effective, interaction.

The failure rate for new hires is high; approximately 40 percent of new executives fail within the first 18 months. Why? Consider these top reasons cited by employers:

1) “Interpersonal problems could not build a working relationship with peers or team”.

2) “Had no insight into what was expected”.
3) “Lacked political sense with the organization”.

4) “Did not meet priorities or main objectives”.

5) “Longer than expected learning curve”.

6) “Imbalance between work and personal work”.

How Might you Prevent such Problems?

1. Deal with the current problem, not just the symptoms in hopes it will go away.

2. Push the envelope and “think outside the box”. Go outside of your comfort zone in order to make an impact.

3. Be flexible and adapt to different types of people, organizations, and ways of doing things.

4. Keep you cool. Do not allow circumstances to overwhelm you.

5. When there is a tough decision to be made, do the research and make the decision.

Employers and savvy (knowing a lot) interviewers know these things. They know what problems are in their organization, and they are extremely interested in making the right hire.
Text 4
Discovering your Skills
First do not limit your consideration to only those activities that are work-related. Expand your consideration to all areas of your life – leisure, academic, community service, and private.

Second do not limit yourself to verbs – that is, those action words you used in your résumé and marketing letter. Expand your thinking to adjectives and nouns.
For example, if you are a student, you may not have credited yourself with your skills in time management and organizing. Learning how to research organizations online during your job search is another skill that you should not overlook. Planning, memorizing, negotiating – these are skills you may have been born with or have acquired along the way. These are your “verb” skills that describe the what you can do.
Then, there are all the things you know how to use and subjects you have some expertise in. Fashion, computers, bicycles, the Japanese language, and digital cameras are all subject matters that you may have knowledge of.

Last there are all the qualities that describe you. Calm, incisive, procrastinating, creative, dependable, and electric can be used to describe someone. Which words would you use to describe you?
Make a list for each of these categories and cite an example as proof that you have the skill, knowledge, or quality. An example of proof might be: “I am supportive because I have worked and contributed to team efforts both at my job at ABC Company and in my leisure time spent as a member of a rowing team. This is how I prefer to work and how I do my best – as a part of team.”

