Getting a job

2 .1 Job advertisements

You should keep your advertisement brief, but do not forget to include the
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following:
the name and a short description of your company

a description of the opening you are offering (you can also include salary and other
benefits)

what you require from the applicant (education, experience, some specific skills —
languages, computer literacy etc.)

contacts (address, e-mail, telephone, the name of a contact person) and the deadline by
which applicants should apply

you can also state which documents you require (a CV, a covering letter, a letter of
recommendation etc.)

" Phrases

We are ... company working in the ... industry/sector.
Would you like to join our team?

We are looking for a...

Vacancies offered. ..

Please contact us at... (address, e-mail, phone number)



Hledani prace

2.1 Inzeraty na pracovni misto

. Vas inzerat by mél byt struény, ale nezapomente v ném uvést nasledujici:

— jméno a kratky popis vasi firmy

— popis pozice, kterou nabizite (také zde muze uvést vysi platu a dalsi vyhody)

— co od uchazecée pozadujete (vzdélani, praxe, specifické dovednosti — jazyky, prace
s pocitacem atd.)

— kontakty (adresa, e-mail, telefon, jméno kontaktni osoby) a do kdy musi byt podana
ptihlaska

— také do inzeratu mizete uvést, jaké dokumenty pozadujete (zivotopis, motivacni dopis,
doporuceni atd.)

Fraze

)

Jsme ... firma fungujici v oblasti...

Cht¢li byste se pridat k nasemu tymu?

Hledame...

Nabizime volna mista...

Prosim, kontaktujte nas na ... (adresa, email, telefonni Cislo)
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Getting a job

P Example job advertisements

Z

We are an international I'T company opening a new branch for Central and Eastern Europe
situated in the Czech Republic.

We are currently recruiting for people to fill the following positions:

¢ accountant

* personal assistant

* webmaster

* IT consultant

We are looking for highly motivated, innovative people who are willing to work in a team
and eager to learn new things.

If you feel your skills can match some of the positions listed above, please call us at 605
237 678 (Ms Janeckova) or e-mail us at jobinfo@englishsoftware.cz.

One of the UK’s leading export-import agencies is looking for a part-time accountant. Ideal
person should have a degree in accounting and be computer literate. Fluency in English
essential. Trade certificate welcome.

Flexible hours. Salary based on experience. May involve travelling.

Please send a CV and a hand-written covering letter stating availability and current salary to:
Eximport, 23 Ivory St., London NW5 9BY




Hledani prace

Vzorové inzeraty
&

Z

z

Jsme mezinarodni IT firma, ktera otevira v Ceské Republice novou pobocku pro Stiedni
a Vychodni Evropu.

Hledame zaméstnance na nasledujici pozice:

* tcetni

* osobni asistentka

» webmaster

* IT konzultant

Hledame motivované lidi s inova¢nim pfistupem, kteti jsou ochotni pracovat v tymu
a ucit se nové véci.

Pokud jsou vase dovednosti vhodné pro nékterou z vySe uvedenych pozic, prosim,
zavolejte ndm na 605 237 678 (pani Janeckova) nebo napiste e-mail na adresu
jobinfo@englishsoftware.cz.

Jedna z vedoucich spolecnosti v exportu a importu na anglickém trhu hleda Gcetni na
CasteCny uvazek. V idealnim ptipadé by mél zajemce mit vystudované ucetnictvi a ovladat
praci s PC. Plynna angli¢tina nutna. Zivnostensky list vitan.

Klouzavé pracovni doba. Mzdové ohodnoceni dle délky praxe. Moznost obchodnich
schiizek mimo pracoviste.

Prosim, poslete zivotopis a ru¢né psany motivacni dopis s informacemi o mozném terminu
nastupu a sou¢asnym platovym zafazenim na adresu:

Eximport, 23 Ivory St., London NW5 9BY
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Getting a job

2 - 2 Covering letters

A covering (‘cover’ in US) letter is a short document (1/2 - 1 page of A4)
in which you describe yourself and the position you would like to apply

for. Since some of the information which is in your covering letter will be
repeated in your CV, you can keep the letter brief. Remember that the covering letter is the
first thing a job interviewer will see when he or she looks at your application. This is why
it is important that your covering letter is well-presented, clear and enthusiastic. Covering
letters can be generally divided into two categories:

A letter of application applying for a specific advertised opening.

A letter of inquiry showing interest in a given company, but not knowing if there are any
current openings.

n Writing addresses on a covering letter

Be sure to put your address (without your name), telephone/fax number and e-mail address
in the top left-hand corner, and to place the date just below. Below that you write the
employer’s address.

The covering letter should be addressed to the person whose name was mentioned in
the job advertisement. Start the letter with the word ‘Dear’. Make sure that you get
the spelling of the name exactly right.

Dear Ms Novotna,
Dear Mr Smith,

Sometimes no name and only a job title (e.g. The Human Resources Manager, Marketing

Director) is in the advertisement. In that case, you can address your letter to the job title.
Start the letter with the word ‘To’.

To the Marketing Manager
To the Branch Manager

If no contact details are given at all, you can use the following phrase:
To whom it may concern.

Just below the name of the person, you should write the letters RE: (short for ‘regarding’)
and then the name of the position for which you are applying:

RE: Assistant Sales Director
RE: Czech Language Teacher
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Hledani prace

2 - 2 Motivacni (privodni) dopisy

Motivacni dopis je kratky dokument (1/2 — 1 stranka formatu A4), ve kterém
9 popiSete sebe a pozici, o kterou se uchazite. Protoze se n¢které informace
z motivacniho dopisu objevi ve vasem zivotopisu, mize byt tento dopis strucny.
Pamatujte si, Ze motivacni dopis je to prvni, co pfipadny zdjemce ve vasi piihlasce o misto
uvidi. Proto je diilezité, aby vas motivacni dopis byl dobfe prezentovan, jasny a aby
ukazoval vas zajem o danou pozici. Motivaéni dopisy mizeme vSeobecné rozdélit na dveé
kategorie:

Dopis, kdy se uchazite o urcitou inzerovanou pozici.

Dopis, ve kterém projevujete zajem o misto v uréité firm¢, ale nevite, zda tato firma vami
pozadovanou pozici nabizi.

n Adresovani motivaéniho dopisu

Do levého horniho rohu napiste svou adresu (bez jména), telefonni/faxové ¢islo a e-
mailovou adresu. Pod to napiste datum, kdy dopis pisete. Pod tim napisete adresu firmy,
kterou chcete oslovit.

Motivacni dopis by mél byt adresovan osobé, jejiz jméno bylo uvedeno v inzeratu. Dopis
zacnéte slovem ‘Dear’ — Mily/Vazeny. Ujistéte se, Ze mate jméno spravné napsané.

Dear Ms Novotna,
Dear Mr Smith,

Nékdy v inzeratu neni jméno a je tam uveden jen nazev funkce (Vedouci oddéleni lidskych
zdroju, vedouci marketingu). V tom ptipad¢ sviij dopis adresujte nazvu funkce. Zacnéte

dopis slovem ‘To’ — Pro/K rukam.

To the Marketing Manager
To the Branch Manager (pro feditele pobocky)

Pokud tam neni uveden zadny kontakt, miZzete pouzit nasledujici frazi:
To whom it may concern - koho se toto tyka

Hned pod jméno byste méli napsat pismena RE: (zkracené regarding - tykajici se) a pak
nazev pozice, o kterou zadate:

RE: Assistant Sales Director (asistentka obchodniho feditele)
RE: Czech Language Teacher (ucitelka Cestiny)
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Getting a job

E Paragraph 1: Starting off

Explain the name of the position you are applying for and where and when it was
advertised. Copy the job title exactly from the advertisement.

I would like to apply for the position of (Assistant Sales Director), as advertised in (the
Prague Post) on the (3rd of December).

I am writing in response to your advertisement for (a Czech Language Teacher), which
appeared in (the Prague Business Journal) on (8 December).

B Paragraph 2: Introducing yourself

Briefly introduce yourself and explain why your background and abilities make you a good
candidate for the position.

I am a 31-year-old marketing graduate from Melbourne University. I have worked
in sales and marketing for seven years.

I am a fully qualified Czech language teacher with more than six years of experience.

ﬂ Paragraph 3: Summarising your strengths
Write briefly about your strengths.

I 'am a highly experienced and talented employee...
I am a flexible and creative teacher who enjoys the challenge of teamwork...

B Paragraph 4: Concluding

Let the employer know when you would be available to attend an interview and/or start
work. Note that you are enclosing your CV. Finish with the phrase “I look forward to
hearing from you”.

I am able to attend an interview at your convenience, and can start work immediately.
Please find enclosed a copy of my Curriculum Vitae. I look forward to hearing from you.
I will be available for interview during the next two weeks, and can start work from the
beginning of the New Year. Please find enclosed a copy of my CV. I look forward to
hearing from you.
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Hledani prace

FJ oOdstavec 1: Zahajeni

Popiste nazev postu, o ktery zadate, a kdy a kde byl inzerovan. Nazev postu piesné opiste
z inzeratu.

Chtéla bych zazadat o pozici (asistentky obchodniho feditele), jak bylo inzerovano v (The
Prague Post 3. prosince).

Reaguji na Vas inzerat na post (ucitelky cestiny), ktery byl v (The Prague Business Journal)
dne (8. prosince).
E] odstavec 2: Predstaveni se

Strucné se piedstavte a vysvétlete, pro¢ vas vase vzdélani a schopnosti ¢ini vhodnym
kandidatem na dany post.

Jsem 31-lety absolvent fakulty marketingu Melbournské univerzity. 7 let pracuji v obchodu
a marketingu.

Jsem pln¢ kvalifikovana ucitelka ¢estiny s vice nez 6-letou zkusenosti.

Odstavec 3: Souhrn vaSich prednosti
Napiste stru¢n¢ o svych silnych strankach.

Jsem velmi zkuSeny a talentovany zameéstnanec. ..
Jsem flexibilni a kreativni ucitelka, ktera rada pracuje v tymu...

[} odstavec 4: Zavér

Dejte zaméstnavateli védét, kdy byste mohli pfijit na pohovor a/nebo nastoupit do prace.
Poznamenejte, Ze ptikladate sviyj zivotopis. Dopis zakoncete frazi ,,T€Sim se na Vasi
odpoved’.*

Na pohovor mohu pfijit, kdykoliv se vam to hodi a do prace mohu nastoupit ihned.
Prikladam kopii svého Zivotopisu. T¢Sim se na Vasi odpovéd.

Na pohovory budu k dispozici v pfistich dvou tydnech a do prace mohu nastoupit na
zacatku nového roku. Pfikladam kopii svého zivotopisu. T¢sim se na Vasi odpoved..
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Getting a job

B Paragraph 5: Signing off

If you addressed the letter ‘Dear’ followed by the person’s name, end with the phrase
“Yours sincerely.” However, if you addressed the letter “To’ + a job title or “TO WHOM IT
MAY CONCERN?’, you should end with the phrase ‘Yours Faithfully.’

Dear Ms Novotna... Yours sincerely
To The Branch Manager... Yours faithfully

rq‘ Phrases
Vil

® [ am writing to apply for the position of... which you advertised in
(the Prague Post) on... (date).

I am writing in response to your advertisement...

As you can see from my enclosed CV, I...

I graduated from ... (Oxford University) in 1999.

At present, I am working... (as a sales representative for Orcan, Ltd.)

I would like to point out that...

I would appreciate the opportunity to... (meet with you, speak with you

in person).

I am able to attend an interview at your convenience.

I can be reached at the address above/below (e-mail).

® I’ll be calling your office within (a week/ten days...) to inquire on the status of
my application.

® Thank you for considering me for a position.

® [ look forward to hearing from you/to your reply.
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Hledani prace

[} oOdstavec 5: Zakonéeni dopisu

Pokud jste nadepsali dopis slovem ,Dear’ a jménem, zakoncete dopis frazi ,Yours sincerely’
- Upfimné Vas. Pokud jste vsak zacali dopis slovy ,To’ a nazvem funkce nebo frazi ,TO
WHOM IT MAY CONCERN’, méli byste dopis zakoncit slovy ,Yours Faithfully’ - Vérné
Vas.

Dear Ms Novotna... Yours sincerely
To The Branch Manager... Yours faithfully

7" Fraze
Ll

Pisi Vam ohledné pozice..., kterou jste inzerovali v (Prague Post) dne...
Pisi ohledné Vaseho inzeratu...

Jak vidite z mého pfilozeného zivotopisu...

V roce 1999 jsem ukoncil...univerzitu v Oxfordu.

V soucasné dobé¢ pracuji... (jako obchodni zastupce pro firmu Orcan, s.r.0.)
Rad bych zduraznil, ze...

Velmi bych ocenil prilezitost ...(se s Vami setkat, hovofit s Vami osobn¢)
Jsem schopen dostavit se na pohovor podle Vasich moznosti.

Zastihnete mé na shora/nize (v e-mailu) uvedené adrese.

Zavolam do Vasi kancelare béhem (tydne, deseti dnit), abych zjistil, jak to vypada
s mou piihlaskou.

Deékuji, ze mou piihlasku berete v potaz.

Te&sim se na Vasi odpoved'.




Getting a job

2 - 2 .1 A letter of application

Dear Ms Mann,
RE: Online English teacher

I am writing in response to your advertisement for an online English teacher, which
appeared on the Monster.com website on 20/11/07.

[ am a 23-year-old graduate of the English Department of the University of Ottawa. At
present, I am employed as a teacher of English by english4you.com, the largest Internet
language school in Europe. In my current position, I am responsible for writing and
recording new lessons and exercises, which are posted online to subscribers every week.

I am a creative and highly intelligent worker who enjoys the challenge of team work.
I have particular experience in working with children and non-English speakers.

I am able to attend an interview at your convenience, and can start work immediately.
Please find attached a copy of my Curriculum Vitae.

I look forward to hearing from you.

Yours sincerely,
Helen Smith

2.2.2 A Letter of inquiry

Dear Sir/Madam,
RE: English teaching openings

I learned of Anglictina.com through online research using the Career Search
Database. From my research on your web site, [ believe there would be a good fit
between my skills and interests and your needs.

From my enclosed CV, you can see that | have skills and capabilities that enable me
to make significant contributions to organizations such as yours; notably experience
in teaching English as a foreign language to both children and adults, and developing
online lessons and exercises. | have a methodical approach to planning and
organizing and use my initiative to meet and resolve challenges.

I would appreciate a personal interview at your earliest convenience. I can be reached
at the address and phone number above. I will be calling your office within ten days
to inquire on the status of my application. Thank you for considering me for a
position.

I look forward to hearing from you.

Yours faithfully,
Helen Smith
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Hledani prace

2.2.1 Odpovéd’ na inzerat

Vézena pani Mannova,
Véc: On-line lektor anglického jazyka

Reaguji na Vas inzerat na pozici on-line lektora anglického jazyka, ktery se 20.11. 2007
objevil na webové strance Monster.com.

Jsem 23-letou absolventkou anglického oddé€leni univerzity v Ottawé. V soucasné dobé
jsem zaméstnana jako lektorka anglictiny v english4you.com, nejvétsi internetové jazykové
Skole v Evropé. Naplni mé prace je psani a zvukové nahravky novych lekci a cviceni, které
kazdy tyden dostavaji e-mailem nasi predplatitelé.

Jsem kreativni a vysoce inteligentni zaméstnanec, ktery rad pracuje v tymu. Mam
zkuSenosti s praci s détmi a neanglicky hovoficimi studenty.

Mohu dle Vasich moznosti pfijit na pohovor a ihned zacit pracovat. V ptiloze naleznete mij
zivotopis.

T¢&sim se na Vasi odpoveéd'.

S pozdravem,

Helen Smithova

2.2.2 Dotaz na mozZnost pracovniho mista

Vazeny pane ¢i pani,
Véc: Misto anglického lektora

O Anglictina.com jsem se dozvédéla pfi prizkumu internetu za pouziti databaze
Career Search. Podle informaci na Vasich webovych strankach vétim, ze by mé
schopnosti mohly vyhovovat Vasim zajmtiim a potfebam.

Z mého ptilozeného zivotopisu uvidite, ze mam dovednosti a schopnosti, které mné
umoziuji vyrazné prispét firme jako je ta Vase, obzvlasté zkusenost s vyukou
anglictiny jako ciziho jazyka jak u déti, tak i u dospélych, a s vytvaienim on-line
lekci a cviceni. Mam metodicky pfistup k planovani a organizaci a dokazi vyuzit
svou iniciativu k feseni tkold.

Ocenila bych osobni pohovor hned, jak to bude pro Vas mozné. Jsem k zastizeni na
shora uvedené adrese a telefonnim Cisle. Béhem deseti dnti zavolam do Vasi
kancelafe, abych se zeptala na pfijeti mé ptihlasky. Dékuji, Ze mou piihlasku vezmete
Vv potaz.

T¢&sim se na Vasi odpoveéd'.

S Uctou,
Helen Smithova
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Getting a job

Template

Your Street Address
City, State Zip Code
Telephone Number
E-mail Address

Month, Day, Year

Mr/Ms First name Surname
Title

Name of Organization
Street or P. O. Box Address
City, State Zip Code

Dear Mr/Ms/Dr Surname,

RE: ...

Opening paragraph: Write why you are writing, how you learned of the organization
or position, and basic information about yourself.

2nd paragraph: Say why you are interested in the employer or type of work the
employer does. Show you have some information about the employer or position and
say why you are the best person for a given position. Refer to the fact that your CV is
enclosed and that you give more information in your CV.

3rd paragraph: Write that you would like to meet for an interview. State that you
would be glad to provide the employer with any additional information needed and
thank the employer for their consideration.

Yours sincerely,
(Your handwritten signature)
Your name typed

Enclosure(s) (e.g. CV, certificates)
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Hledani prace

Vzor k pouziti

Vase adresa
Mésto, PSC
Telefonni cislo
E-mailova adresa

Datum

Pan/Pani...Celé jméno
Titul

Nazev organizace
Ulice nebo P. O. Box
Meésto, PSC

Dear Mr/Ms/Dr Pfijmenti,

RE: ...

Uvodni odstavec: Napiste, pro¢ pisete, jak jste se o firmé nebo nabizené pozici
dozvédéli, a zakladni informace o sobé.

2. odstavec: Reknéte, pro¢ se o zaméstnavatele nebo druh prace zajimate. Ukazte, Ze
mate n¢jaké informace o zaméstnavateli a feknéte, pro¢ jste vy ta nejvhodnéjsi osoba
pro danou pozici. Odkazte se na pfilozeny zivotopis, ve kterém se zaméstnavatel
mize o vas dozveédét vice informaci.

3. odstavec: Napiste, ze byste si chtéli domluvit schtizku a Ze radi poskytnete
zaméstnavateli dalsi informace. Podékujte za to, ze zaméstnavatel vezme vasi
prihlasku v potaz.

Yours sincerely,

(Vlastnorucni podpis)

Na pocitaci psané vase celé jméno

Ptiloha: (napf. zivotopis, vysvédéeni)
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