When you apply for a job you may need to provide a curriculum vitae (CV) which gives the employer important information about you. A CV is sometimes called a resume.
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Here is Emily Lewis’ CV. She is applying for one of the above positions. Please read it and answer the following questions:

A. How old is Emily Lewis?

B. Where does she live?

C. What is her telephone #?

D.  What is her nationality?

E. What does she do at present?
ё
F. Where did she go to school?

G. How fast can she type?

H. What does she like to do at her spare time?

	NAME
	EMILY LEWIS

	ADDRESS


	28 PARK WAY

ADELAIDE

SOUTH AUSTRALIA

AUSTRALIA

	TELEPHONE #
	323-2958

	D.O.B.
	APRIL 3, 1975

	NATIONALITY
	AUSTRALIAN

	EMPLOYMENT


	1995-96: CASHIER, TAFE COLLEGE

1996-PRESENT: SECRETARY TO OFFICE MANAGER, JONES, INC.,

ADELAIDE



	EDUCATION


	1992: CERTIFICATE OF SECONDARY EDUCATION, WEST HILL HIGH SCHOOL, ADELAIDE

1994: DIPLOMA OF SECRETARIAL STUDIES, HAMILTON SECRETARIAL COLLEGE, ADELAIDE



	SKILLS


	TYPING (50 WPM), BOOKKEEPING AND SHORTHAND

	INTERESTS


	GARDENING AND TENNIS


Now look at the list of personal qualities below. Which of these qualities do you think are necessary for the occupations you have listed?
· Accurate   [              ] – точный, внимательный
· Ambitious   [                ] – честолюбивый

· Competent   [                ] – знающий, компетентный
· Energetic  [                 ] – энергичный

· Enthusiastic   [                   ] – активный, полный энтузиазма
· Experienced   [                       ] – опытный
· Intelligent   [                     ] –умный
· Motivated   [                    ] – убеждённый, вдохновлённый
· Neat   [      ] – аккуратный
· Punctual   [             ] – пунктуальный
· Reliable   [               ] – надёжный
· Social   [            ] – общительный

· Strong  [            ] – сильный

NEWSPAPER ADVERTISEMENTS

Please, study the questions and then find the answers in the advertisements.


                                                                       Quantas Airlines

Secretary

Quantas Airlines is now offering a permanent, part-time (на полставки) secretarial position in our sales department at our downtown office.

The position offers a minimum of 20 hours a week, with possibility of full-time work in the future. Secretarial and sales experience required.

Please phone 554-3264 for an appointment(встреча).

1. Is the position full-time or part-time?

2. How many hours a week are being offered?

3. Is the position temporary?

4. Is the position located at a suburban branch?


                                                                              TF Consultancy

Secretary/ Typist

TF Consultancy is a business consulting company. Typing speed of at least 

50 wpm (слов в минуту), the ability to take shorthand (стенография) dictation and knowledge of filing (раскладывание бумаг, создание архива) procedures are essential (необходимый) requirements. The basic salary for the position is 

$ 14,000 pa (в год).

Enquiries (запрос) to E.Burger 524-5897 

1. What typing speed is required?

2. What other skills are required?

3. Where is the salary? 

4. How can one obtain (приобрести) more information?


Word Processor Operator

Applications (заявления) are invited for a full-time operator to work in an office associated with (связанный с)the building industry. Only experienced operators need apply (подать заявление).

Apply in writing to: The Personnel (кадры) Officer

                                ABC Ltd.

                                38 Greenhill Rd., Adelaide

1. What kind of position is it?

2. What experience is it necessary to have for this position?

3. How should one connect? 

