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LISTENING

monolo8ues about саrееr
choices (multiple matchin8)

а monologue about how access
to water saves and improves
lives (note-taking)

SPOKEN ENGLISH
deciding оп а poster
giving reasons

. clarifyin8, justifying
and conceding
ar8uments

. discussin8 ways to
search fоr а job

о talking about habitual
actions & рrеfеrепсеs. discussin8
volunteering

WRITING
thoughts about being а
global citizen

an орiпiоп essay
(Writing tip: орепiпg/
ending techniques)

а сочеr letter
(Writing tip: structure of
а соvеr letter)

unit 1 communication
unit 2 Helping уоur community
Unit З Diversiý at the centre of

urьап life
Unit 4 Choosing уоur оwп future
unit 5 Music unites the world
unit б protectin8 the planet
unit 7 vаluiпg ехреriепсеs
Unit 8 Creativity
Unlt 9 веiпg wise with mопеу
Unit 10 Health

р.9
р. 21

р. зз
р. 45

р. 57

р, 69

р. 81

р, 9з
р. 105

р,117

а podcast about car-sharing
schemes (sentence completion)

ап interview about а sunken skip
(multiple choice)

short conversations about music
(multiple choice)

monologues about food miles
(раrаllеl multiple matching

unfin ished conversation (multiple
choice)

а news bulletin СГIF/DS
statements

short conversations about
рrеfеrrеd means of payment
(multiple choice)

а talk about anxiety (multiple
choice)

. discussing causes &
results - offering
solutions

. comparing pictures of
а place then & поw

. showing empathy/
takin8 opportunities

. exp|aining sayings

. expressing сопсеrп &
imроrtапсе

. discussin8 а question

. Su88estin8/askin8
about alternatives -
SU88eStin8 а
compromise

. discussing ways to
save money

. expressin8
disappointmenUmild
criticism and talking
about blame

. discussingsituations

. describing an аrt
event - recommending

. havin8 а debate

. chan8in8 & refocusing
topic

. expressing opinion

. Su88esting - agreeing/
disagreeing

. discussing а situation

а discursive essay
(Writing tip: SPSE
model)

а паrrаtiче account
(Writing tip: figurative
language; describe
reactions & feelin8s)

а review
(Writing tip: positive/
negative featu rеs; ways
to rесоmmепd)

ап essay based оп
points
(Writing tip: rеfеrепсе
words)

а formal |etter of
complaint
(Writing tip: strong -
mild tone)

а descriptive essay
(Writing tip: descriptive
language)

а persuasive article
(Writing tip: titleS;
opening/ending
techniques)

а proposal
(Writing tip: suppoft
main points with
rеаSопS, results,
examples)

Unit 'l Explain an HR mапаgеr's duties
Unit 2 Summarise а news rероrt
Unit 3 Арр|у conceptual principles
Unit 4 Ехрlаiп quotes related to luсk
Unit 5 Express feelings through

music
Unlt б Explain innovations
Unit 7 Explain film characters
Unat 8 lnterpret paintings
Unit 9 Explain an infographic
Unit 10 Explain how to соре with

anxieý

Unit 1 Employee rights in the UK р. 14
Unit 2 WaterAid charity iп the UK р. 26
Unit 3 Congestion charges iп London р. 3З
Unit 4 common sayings & gestures

linked to luck in the UK р. 50
Unit 5 Musical heritage iп the USA р. 62
unat б The uk lnteractive

Entertainment Association р.
Unat 7 Personality stereotypes in

the UK р.
unit 8 оmпiа дrt prize апd

Exhibition, Australia р.
Unit 9 Faces on US bills р.
Unat 10 Веуопd B/ue,Australia р.

69

86

98
110
122

р. 10

р. 22

р. 33

р. 51

р. 58

р. 69

р. 82

р. 94

р. 106

р.122

Unit ,l How can we write а good CV? р.
Unit 3 How can we tackle negotiations? р.
Unit 5 How сап we improve очr

video conferencing skills? р.
unit 7 How сап we boost оur

self-confidence? р.

,l8

42

66

90
unit 9 How can we understand

the difference between оur
needs and очr wants? р. 

.l14

Unit 2 Tell а job interviewer about
yourself р. З0

Unat 4 Give presentations usiпg
anecdotes & реrsопа| Stories р. 54

Unit б Give an impromptu speech р, 78
Unit 8 Present ап award р. 102
Unit 10 Propose а соursе of action р, 126
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GIoboI citizens ore port of о world
соmmuпitу. They care аЬоut

gIobal issиe, еvеп if those jssues

don't affect them directly апd
their choices апd actions help to
moke the world а better place.

Take the qu2 to find out if you're
о global citizen!

ý/I

How often do you talk аЬочt
global issues, such as climate
change апd poverф with your
family and friends?

А l mау have discussed such

topics once оr twice in the past.

В | sometimes talk about things
like that.

С l оftеп talk about such topics.

Do уоч stay up to date with the
latest international news stories?

А No, l don't. l'm not interested
in the news.

В Not really, but l see things поw
and then on Tv and social
media.

С Yes, l do. l think ечеryопе
should know what's going on
in the wоrld.

Yоч are checking socia! media
and уоч see а video about а

disaster iп another country.
What do you do?

А l don't рау much attention
because it doesn't affect me.

в l shаrе the video to raise

aWareneSS.

С l find out what l сап do to help
(e.g. volunteer, donate, etc).

Ноw do you travel short
distances?

А l get а lift in а саr with а family
member оr friend.

В l use public trапsроrt.
с lwalk оr ridе а bike.

Check your answers!

Mostly д: You aren't аWаrе enough to саrе - yet. Choose опе thing уоu'rе interested in -
human rights, education оr the environment, for example - and educate yourself оп what

you can do to help.

MostlY В: You're almost there! You're аWаrе of the рrоЬlеms очr planet and its people face

every day, but sometimes life is likely to get iп the way. Rеmеmьеr, уоur actions count - so

don't give up!

Mostly С: congratulations! yоu'rе а global citizen! you know уоur choices make а difference

and уоч'rе doing the best you сап to build а better world. Кеер it upl

what is а global citizen? kead the introduction to find out.

Do the quiz and check your answers. Do you аgrее with the result? Why or why not?

9 я what сап уоч do in уочr оwп life to Ье а better gIobal citizen?

Yочr friends are participating in а
ctean-up ечепt this weekend. They ask
you to join them. How do you react?

А lt isn't rеаllу my thing, so l make an

excuse not to attend.
В l'm enthusiastic when they invite mе,

but l don't actually 9о.
С l'm iп - and l'm bringing some mоrе

friends with me!

How often do you think about ways

уоч сап save water and electricity at
home - and take action?

А Hardly ever, to Ье honest.

В Sometimes, but l might forget at

times.
С Daily - l believe we must all саrе

about оur planet.

Yоч'rе shopping for пеw jeans. WhаtЪ
the most important factor in making
your final choice?

А How fashionable the jeans аrе.

В How much the jeans cost.

С The епчirопmепtаl impact of the
company and how they treat their
workers.

l,|ow do you learn about other
cultures?

А |'m not rеаllу interested iп other
cultures.

В l read articles and blogs, and watch
vlogs.

С l taIk to people from different places

and participate in festivals and

celebrations when l'm able to.

4 |WELCOME
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EtCoN/E

GRAMMAR

Рrеsепt simple - Рrеsепt сопtiпuоus
(рр. GRl-GR2)

Д put the verbs iп brackets into the рrеsе пt simpleu 
оr the рrеsепt сопtiпuочs. which are stative
verbs?

1 А: Why (you/always/
throw) plastic bottles iп the bin? Recycle themt

В: Sоrrу! l (hate)
waste as much as you do. ljust keeping forgetting!

2 А: So, Miles (walk) ri8ht
up to mе, and l think he's going to start shouting, but
he just (sm!le) and

(shake) mу hand!

В: Of course! l (kпоw)
Miles and he's а great guy.

3 А: Оur епчirопmепtаl grоuр
(meet) every Tuesday even ing.

(you/want) to join us this week?
В: l'd love to, but l (gо)

to а dance lesson on Tuesdays.

4А: l (wоrk) in а different
part of town at the moment, and it's rеаllу opened
mу eyes to some social issues troubling the аrеа at
present.

в: yes, and the worst thing is the council_
(not/take) апу action.

(spend) all his 75 А: .jack

frее time оп that computer playing опliпе games.

В: Well, he (not/
do) that now; he
(actually/read) some articles about climate change.

Moda[s (рр. GRz-GR4)

Choose the correct option.

MusvShall/ought l give you а lift to the train station
tоmоrrоw? lt's оп my way to wоrk.

You needn't have spoken/didn't need to speak/
mustn't have spoken so unkindly to Frеуа. lt rеаllу hurt
hеr feelings.

The shop was allowed/due/obliged to exchange the
faulty рriпtеr they had sold us with а пеw one.

Should/Could/Would we leave оur luggage hеrе until
оur rооm is rеаdу, please?

James and Lily must/have to/can Ье thrilled that they'll
become grandparents.

The runners have taken their places and аrе likely/
forced/set to start the rасе iп five minutes.
You might/have to/can play video games after you
finish уоur сhоrеs.

Lucy could/was alIowed to/was able to swim for an
hоur without getting tired when she was little.

Bella mustn't/can't/needn't have left that nasty
comment on уоur post. She doesn't еvеп 8о on social
media.

Тапуа had to/must/should stay up late last night to
wоrk оп her project.

Seth is forbidden/unable/unlikely to change his mind,
but you пеvеr know!

The bathroom tap might/would/can Ье dripping;would
you mind checking, please?

complete the second sentence using the word iп
bo!d. Use between two to five words.

lt's possible that the volunteers wеrе taking а break when
you Went to the shelter. MAY
The volunteers
а Ьrеаk when you went to the shelter.

Attending tomorrow's meeting is unnecessary fоr junior
Staff members. HAVE
Junior staff mеmьеrs

tomorrow'S meetin8.

Josie didn't mапаgе to Watch the news last night. ABLE
JoSie

the news last night.

Everyone is сеrtаiп that Саrriе wil| 8et the job of
newsreader for Сhаппеl 9. BOUND
Саrriе the job of
пеwsrеаdеr fоr Сhаппеl 9.

|'m surе ВоЬ was feeling anxious about his ехаm results.
MUST
ВоЬ

6

11

12

бА:
В: Yes. She

(Lisa/cook) now?

5

(печеr/
follow) rесiреs because she tries to use up leftovers,
but hеr meals
(taste) great!

choose the correct optaon.

,l Josh thinks/is thinking of starting ап епчirопmепtаl
c|ub at college.
This building smells/is smelling of damp and mould. l

can't believe people have to live hеrе!

Ms Hammond appears/is appearing оп TV to talk
about teaching global citizenship iп schools.
Do уоч see/Are you seeing Louise this аftеrпооп? l've
got а book l need to rеturп to hеr.

Jamie is/is Ьеiпg а good friend of miпе.

Наrry can't соmе to the phone right поw - he has/is
having his dinner.

about his ехаm results.

6 They have the intention of Starting the lесturе at
11:00 аm. SUPPoSED
The lесturе
at 11:00 аm.

5

6

anxious

WELсOME | 5
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Complete the quotes. USe: citizen, соппесt, family, mапkiпd, together, еаrth.8а)

"Оur true nationality is

Wells, English шritеr
(l866-1946)

"Humankind has not woven
the web of life. we are but
one thread within it.
\,yhatever we do to the web,
we do to ourselves. Дll things
are bound together. All things

ChieJ Seatt]e, indigenous
Аmеriсап leader (с.1780 -,l866)

"The thought that one person is
related to me and another is not
is that of the narrow-minded.
For the broadminded, however,
the whole world is one

"То а wise mап, the
whole
is open, Ьесаusе the
country of а virtuous soul
is the entire uпiчеrsо."

Democritus,
апсiепt G reek philosopher

(с.46о - с.з7о всЕ)

"If you want to go
fast, go alone. If you
want to go far, go

Аfriсап prouerb Hitopadesho, Iпdiап text,

9th сепturg

"I аm often asked what
can people do to
Ьесоmе а good global

?
l reply that it begins in
your own community."

KoJi Аппоп, UN Sесrеtаrg
Gепеrаl (l9З8 - 2о18)

'' ЙQfi Explain the quotes in your оwп words.

9 
'Я 

yочr school is holding ап ечепt to celebrate global citizenship. which of
the thrеё posters (А-с) do you think is most powerful? Why?

Create а class coIlage. Find, paint or draw illustrations that represent what global

citizenship means to уоч. Find quotations and write уочr оwп thoughts and ideas about
being а globaI citizen.

ARE оNЕ
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1 Г\lWatch the video, Which

^O-Y! industry sectors does the
narrator believe have Ьееп
most impacted Ьу Al?

} watch the video. write three
questions based оп what
you noted/observed for your
раrtпеr to answer.
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9? which опе of these
things do you think is
implied Ьу the quotations
and the image?

6
ArtificiaI

intelligence will Ье
part of оur future.

It's inevitable.
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The use of Alwill have both
positive and negative eftects оп
people,

The introduction of Alwill mеап
people will no longer need to
work.

lп the future, Al will Ье а рагt of
every wоrkрlасе.

ес Artificia' \
intelllgence rMill \

digitally disrupt
all industries.
Dave Waters
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2

J } *rr.h the video. What do the following figures refer to: 43Оlо? 50%? 55%? 68О/о?

а) 9-/ Look at the picture and the title of the text. Which of these things do you

think the text might mention in connection with Al recruitment?

е biases in Al algorithms

f еmрlоуее training

8 wоrkрlасе diversity

facial rесоgпitiоп

''=лФListеп 
to and read the text. Wеrе your guesses correct?

watch the video.

List fоur reasons

why AI is usefuIin
the wor[d of
recruitment.

personal ised i пtеrчiеw questions

word choice analysis

employee рrоd uctivity prediction

а
ь
с
d

The use of artificial intelligence (Al) iп job interviews is set to
shake up how businesses hire пеw staff. As companies
worldwide aim to improve their recruitment processes, Al-
powered interviews are becoming increasingly popular. These
interviews involve candidates interacting with Al systems that
interpret their responses and evaluate them based оп а variety of
different factors, including word choice, body language and
mоrе.

One reason for the increasing use of Al in job interviews is the
potential for fairer assessments, as Al systems do not have
biases that hчmап interviewers might have. Since they assess
candidates purely based on the data provided, they сап focus on
qualifications and responses rather than other factors like gender,

ethnicity оr cultural background, which could influence the
decisions of а human interviewer without them ечеп realising. So,
it's very possible that the use of Al interviews could bring about
the creation of stronger workforces.

Al interviews could also help companies to significantly enhance
the efficiency of the hiring process. Al systems сап quickly
process applications and handling in the еаrlу selection stages
and provide hiring managers with а shortlist of the most suitable
candidates. This сап save time and money for соmрапiеs that
receive high numbers of applications Ьу helping them to fill

vacancies mоrе quickly. What's more, it сап allow managers in

HR departments to focus on other, more strategic tasks.

Nonetheless, there аrе сопсеrпs regarding the loss of personal

interaction in the hiring process. Some argue that Al cannot fully

understand the most impoftant aspects of our conversations,
saying it |acks the emotional intelligence to judge if а candidate
willfit in naturally within а specific company culture. Additionally,
there is а risk that Al systems could overlook candidates who аrе

highly qualified, but do not match up to the exact expectations
set Ьу their algorithms. Fоr this rеаsоп, human hiring mапаgеrs

should take control of the final decisions in hiring processes to

avoid confusion.

Some companies now encourage candidates to experiment with

Al tools iп the build-up to an interview. Fоr instance, there аrе

now опliпе Al interview platforms which can come чр with
common interview questions and provide feedback on

candidates' responses. This сап help job seekers level up their

interview skills, as Al сап highlight аrеаs where they require

improvement and put forward ideas on how to present

themselves better to potential employers.

As the development of Al technology continues to pick up speed,
its role iп recruitment will likely grоw. While the use of Al
interviews mау not take the place of hчmап interviewers entirely,

Al will almost certainly Ьесоmе an integral part of the hiring
process, supporting recruiters and HR managers in making mоrе
intelligent decisions. Those companies that do decide to еmЬrасе
Al models will need to Ье careful to avoid biases and ensure
equality iп their selection. lf they do, they could tap into the
potential of Al for а mоrе effective recruitment process.

,cHEcKTHEsEWORD'.

rесruitmепt, еча[uаtе, assessment, bias, enhance,

efficiency, shoп[ist, strategic, emotio па[ i nte[[igence,

очеr[ооk, algorithm, iпtеgrа[, еmЬrасе
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Text ana[ysis questions

Some reading tasks present а variety of reading question types
to focus оп understanding the text at different [eve[s. Fоr
ехаmр[е:

А guessing the closest meaning of а word or phrase

В understanding the majn idea in the text
С comprehending а specific detai[ iп the text

Look at the questions (1-6) iп Ех. 4. oecide which
Ievel of understanding (А-с aп Study skills) each
one relates to.

Read the text again and answer questions 1-6.
Then explain the highlighted words.

1 What is the main idea iп the first paragraph?

А Al has Ьееп in use iп job interviews for some time.

В Al job interviews have аlrеаdу affected mапу hiring
oUtcomeS.

с Aljob interviews аrе changing how candidates behave.

D Aljob interviews аrе becoming mоrе widespread.

2 what is опе difference between Al interviews and humап
interviews?

А the data they interpret

В the imроrtапсе they place on qualifications

С the responses they require

D the aspects affecting their choices

з what aspect of the hiring process сап Al interviews rеduсе?
А the пumьеr of candidates on shortlists

В the cost of processing applications

С the пumЬеr of applications for а vacancy
D the need for managers iп HR

4 What have critics pointed to when arguing against the
use of Al iп job interviews?

А а tendency to interact uппаturаllу with candidates
В difficulty with following сопчеrsаtiопs

С а |ack of understanding of human emotion
D а negative impact оп the соmрапу сulturе

What аrе companies most likely to do iп the уеаrs to
Come?

А completely rерlасе human interviewers with Al
в use Al to iпfоrrп the choices that recruiters make
с create their оwп Al models to avoid biases
D rеturп to traditional selection methods

Which of the following is closest iп meaning to tap anto
the ootentlal of iп the last раrаgrарh?
А access the full роwеr of
В discover пеw applications of
С оvеrсоmе the challenges of
D lеаrп about the workings of

Ь) Now check your answers against the text.

Look at the phrasal verbs iп boId in the text.
Decide which of the verbs in the list could Ье
used to replace them.

о gаin . adapt . meet . generate . suggest
. imрrоче . cause . transform

Use опе of the phrasal verbs in the text to
complete each sentence.

The СЕо of the lT соmрапу aims to
the industry with his original ideas,

The introduction of Al technologies will
а lot of positive changes iп оur company.

Апп is doing а course to hеr soft
skills and Ьесоmе mоrе employable.

unfortunately, simon didn't 8et the
because he didn't
lt took John weeks to
соmрапу, but he loves it there поw.

6 Ms Bennet some vеrу interesting
proposals during hеr mаrkеtiпg presentation.

7 Angela was able to some valuable
sales experience working iп а temporary job with а
marketing team.

8 Kevin sometimes struggles to
answers in interviews because he gets very пеrvоus.

SPEAKING

What are the potential risks of
relying too heaviIy оп А! iп the hiring process?
DiScuss.

VдLUЕs
"соmmuпiсаtiоп - the humап
соппесtiоп - is the key to

реrsопаl апd career success."
Раul J. Mayer

Dl3cиss.

5

interpret

influence

рrOсеSS

fill

очеrlооk

take

provide

avoid

а feedback

Ь biases

с vacancies

d applications

е сопtrоl

f decisions

8 responSeS

h candidates

6

7

job he wanted
the requirements.

at his new

good

8 9

VOCABULARY Е
r'*,ъ

а) 9( Without looking back at the text,
decide which чеrЬ (1-8) collocates most
strongly with which почп (a-h).

ГlТ_l
глl
ЕD
Г.Т_l
Г5Т_l
га--l
ГrТ_l
(тг-l
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1ь
Ем PLOYM ЕNт Flll iп: опЬоаrdiпg, rеfеrепсеs, соmрепsаtiоп, self-

е m р l оуе d, d i sci р l i п а ry, l е а d е rsh i р, bonuses, se/f-

assu red, resol uti оп, tra i п ees.

Nowadays, it's getting more соmmоп for office wоrkеrs to
Ье hired 1) _а short-term basis, especially iп certain
industries, People can Ье employed 2) _tеmроrаrу
contracts З) _ the duration of а particularly busy
period, for instance, and can work 4) _weekly wages
оr Ье paid 5) the day as they аrе needed, Those
who seek еmрlоуmепt 6) _agencies typically do this
kind of work, but building contacts 7) _ а specific
industry can help with eventually finding mоrе long-term
positions, enabling workers to find jobs in which they аrе
S) 

-а 

fixed salary,

Which word has the opposite meaning of the
word iп bold?

,l The law firm has just hired а new legal receptionist.

а pushed Ь sacked с ended

2 l have а new temporary position with ап lT соmрапу.

а реrmапепt Ь constant с persistent

Му ideal job would Ье if | соuld wоrk part-time iп the

film industry.

а all-time Ь long-time с fulltime

Fоr sоmеопе with hеr level of ехреriепсе, she has quite

а junior position at this organisation.

а miпоr Ь senior с suреriоr

The соmрапу is uпdеr пеw management and has just

announced а small рау rise for all staff.

а fall Ь cut с slip

The job ad said no previous ехреriепсе is required

because it's ап entry-level position.

а рrlоr ь fоrmеr с сurrепt

Choose the best option.

Gone are the days when workers signed 1) contracts/receipts/
signatures which kept them in а job for life. lп today's world,

almost по businesses еп9аgе in this 2) practice/strategy/
employment апуmоrе. ln fact, it's becoming increasing|y соmmоп

for people to work оп individual projects as 3) freelancers/
employers/vacancies, rаthеr than joining companies as

реrmапепt staff members. While previous generations took а job at

4) start/entry/arrival level and aimed to eventually obtain
5) chief/high-ranking/top rоlеs Ьу receiving 6) promotions/
professions/occupations, many of today's уоuп9 workers аrе

essentra l ly self-employed. They mапа9е themselves, participating in

7) understanding/learning/awareness ехреriепсеs like seminars

and 8) scholarships/memberships/internships to develop пеw

skills, build networks of industry 9) relations/contacts/
companions апd steer their саrееrs iп the directions they choose.

While those who wоrk this way may not rесеiче the benefits оr

10) pensions/perks/permits that come with working for а big

соmрапу, they certain|y have mоrе freedom.

HR managers play а сritiсаl

main responsibilities iпэludе
rоlе in an organisation. Their

reviewing CVs to find qualified

1

4

candidates, checking 1)

past employers and managing 2)

processes so that пеw staff сап adapt smoothly to the

workplace. НR managers provide feedback оп employee

реrfоrmапсе, handle conflict 3)

when disputes occur and take 4)

actions if employees failto follow office policies, They also

dealwith 5) contractors that work

with their companies, and oversee apprentices апd

during work placements and

onthe-job training, lп addition to all of this, they also work to

ensure that employees receive fair 7) for

their work, апd rewarc them with promotions, perks and

that recognise their efforts. Since
they manage all of the different people working for а

соmрапу, ечеп in difficult situations, НR mапаgеrs need to

possess good 9) qualities and Ье

so they аrе confident iп their

decision-making. А gcod НR manager can greatly contribute

to their соmрапуЪ overall success.

8)

10)

6

frеfi Explain to your раrtпеr an HR
manager's duties.

gOod-natured

confident

Sceptical

level-headed

moody

gullible

absent-minded

\u1 о
*Ё 9Э^( place yourself оп these different
еmрlоуее character scales. Соmраrе with уочr
раrtпеL then discuss.

ооооо
ооооо
ооооо
ооооо
ооооо
ооооо
ооооо

оо
оо
оо
оо
оо
оо
оо
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businesses looking to build strong teams.

some adverbs have two forms and different
meanings. Choose the best option in each
sentence.

Jessica worked hard/hardly to get the mаrkеtiпg project
finished Ьу the deadline.

The HR mапаgеr right/rightly selected the candidate
with the most ехреriепсе for the position,

Have уоu been working late/lately this week? you look
tired.

Оur boss is very relaxed and allows us to speak free/
freely during staff meetings.

The receptionist held the door open wide/widely for
оur clients as they entered.

Make compound adjectives to describe the
fo!!owing:

А seminar that lasts three days.

а three-day sеmtпаr

Ап electrician who employs himself.

3 А mапаgеr that has а Ьrоаd mind.

4 Ап employee with good qualifications.

5 Ап iпtеrп who speaks Frепсh.

6 А clerk that gets paid well.

7 Ап office with рооr lighting,

8 А proposal which has Ьееп crafted carefully.

I adjectives stronger. Both candidates wеrе really impressive, l
l We do not поrmаllу use уеlу with strong adjectives e.g, aйul, l
| Ьrilliапt, amazing, huge,wonderful, etc. lnstead we can use l
I intensifiers such as absolute ly, tеrriЬlу, completely, ехtrеmе|, I| ехсерtiопаllу, utterly, really, quite, totally, your пеw job sounds I

absolutely fantastic!
l

cross out the intensifier that does NoT fit iп each
sentence.

The соmрапу let some employees go because profits
have been really/completely/terribly low.

lt's very/quite/really incredible to see just how efficient
Mia is at hеr job.

The rесruitеr is searching for а(п) exceptionally/
totally/highly ехреriепсеd lT specialist for his client's
соmрапу.

4 The workplace environment at this соmрапу is really/
absol utely/extremely relaxed.

5 Оur office рriпtеr is totally/utterly/very Ьrоkеп - we
need а new опе,

\Nи/
\\+д

*Ё Kead the text. Why are cobots effective?

к)
|З looK at the highIighted examples in the text.---тExplain the position of adverbs.

Complete each 8ар with the correct form of the
word !п bold. Decide whether you need the
adjective or adverb form of the word.

AcTlvE
QUALIFY
cARE

cLoSE
SPEclFY

ЕFFЕст

SMooTH

AccURATE
VALUE

64

UNIT 1 l 11

Gobots at wоrk
Cobots, оr collaborative robots, аrе designed to wоrk alongside humans. Unlike traditional
robots, which operate separately from people, cobots аrе built to Ье interactive. They аrе
used to perform tasks that аrе dangerous оr require high precision. Companies often use
cobots in factories, Оп assembly lines, they сап handle meta| product parts that аrе too
heavy for humans, fоr example. lп healthcare, cobots assist medical staff Ьу performing
tasks such as moving supplies around hospitals. They could a|so help with the mоrе tiring
aspects of саrе jobs. Гоr instance, they could help lift patients with mobility issues, such
as the еldеrlу оr the disabled. Cobots аrе раrtiсulаrlу effective as they can work
continuously without Ьrеаks, boosting productivity while also reducing risks for humап
employees. ln this way, they help make workplaces safe and efficient.

9 тнЕ ROLЕ 0F пЕЕпчIтЕпs
Recruiters, also known as 'headhunters', play а
crucial rоlе in the hiriпg process.They,l)
seek 2) candidates fоr positions
at different companies. Ву 3)
reviewing CVs and conducting interviews, they
identify the rпоst 4) individuals 5ц;1
for а company's needs. Recruiters wоrk

with hiring managers to
understand the 6) requirements
of each rоlе. They often use social media and job
boards to 7) _find potential employees.
Additionally, headhunters often negotiate job offers
and епsurе that пеw hirеs аrе S) _
integrated into their new соmрапу. Their ability to

match candidates with job
openings makes them 10) to

1

2

3



Id
COMPARISONS (рр. GR7-GR8)

L

Йеfi Kead the text. Bxplain why hчmапs will
continue to have а role in the working world.

а) S .ооК at the phrases in bold iп the text.
Which ones:

emphasise а great difference between people оr things?

emphasise а tiny difference between people оr things?

emphasise hаrdlу апу оr по difference between people

оr things?

Ь) Look at the text again. Which of the
underlined phrases emphasise that ...

опе thing depends оп another thing?

something is increasing/decreasing?

something is mоrе оr at а higher degree than песеssаrу?

Put the adjectives/adverbs in brackets into the
correct form.

(muclr) qualifications you gain, 5

choose the best option.

Glen got а new job because his old one paid as/too/
enough/the little fоr him to save апу mопеу.

Paula's пеw office isn't the/farlany/less lаrgеr than hеr

old опе.

Thankful|y, we finished the project quick farlenough/
much/and to meet the deadline.

our company's HQ building is as/even/a lot/much
impressive as l expected.

lt's gettin8 rаrеr the/as/and/far rаrеr for workers to

rесеiче реrmапепt contracts.

lап didn't 8et the job he applied for as he was the least
qualified candidate as/oflin/than all.

Both Olivia and John аrе mаrkеtiпg managers, so she

еаrпs the same salary than/oflas/and him.

Dan works overtime less often oflas/than/to his со-

wоrkеr Matt does.

TRANStORMATIONS (Review)
Complete the second sentence using the word in
bo!d. use between two and five words.

The соmрапу gave а bonus to the three salespeople who

reached their аппuаl tar8ets before еVеryопе else. FlRST
The соmрапу 8ave а bonus to _

to rеасh their аппuаl targets.

пасhеl and Sаrаh аrе equally good at negotiating

business deals. WELL
Rachel negotiates business deals just

Sаrаh.

Тоm stayed late at the office after
gone home yesterday, ТНЕ

everyone e|se had

Tom stayed
at the office yesterday.

Му cousin Anna еаrпs double what l do iп а month. MUGH
МУ cousin Аппа еаrпS 

rco,,..' *..'artr'.

Jill chose to work for а charity so she could help рооr
people to improve their liVeS. тНЕ
Jill chose to wоrk fоr а сhаritу so she could

А
в

с

D

Е

F

3
1 The

the (weIl) уоur СV will look to employers.

2 Mark has to travel (far) to

wоrk than his colleagues do.

3 Аmапdа learnt the new accounting software
(quickly) of еvеrуопе iп оur office.

4 Аппе started working hеrе before Tom, so she is
(experienced) than he is in

this job.

|'ve received thrее good job offers, but the one at the lT

соmрапу pays Ьу far 

-(high)

salary.

6 Now that he is working from home, Kevin is much
(Satisfied) with his work-life

Ьаlапсе.

7 Since he became а mапа8е[ Еriс has Ьееп working
(lоп8) hours.

8 Fred tries to avoid speaking with clients because customer
sеrчiсе is what he does
(effecively) of all.

12 l UNIт 1
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ROhOts us hшmаli llчO]пе]s
дl-роwеrеd robots аrе Ьесоmiпg l) mоrе and mоrе соmmоп iп the workplace, and for good

rеаsоп. lп mапу аrеаs, such as manufacturing, they can Ье 2)far more efficient than people

and аrе able to рrоduсе wоrk whose quality is 3) as good as that of humans, if not 4) sIightly
better than what humans сап produce. What's mоrе, iп some situations, they аrе 5) almost
as capable as humans in decision-making, though they require controlled conditions.

Howevel while in mапу ways the capabilities of robots аrе basically 6) the same as those of

human workers, humans still ехсе| iп mапу areas where robots fall short, such as creativity,

for instance. реорlе аrе7|а lot mоrе skilled than robots at interpreting new and unfamiliar

situations too, and their problem-solving skills аrе 8) much better deveIoped.

9) The mоrе advanced Al technology becomes. the mоrе applications thеrе will Ье fоr robots.

Despite the risе of automation, however, humans аrе likely to rеmаiп the preferred option in

mапу jobs. оur unique abi|ities simply make us 10) too valuable to rеоlасе, so thеrе will

always Ье а place for people iп the workforce.

to improve their lives.

,(6
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PHRASAL VERBS (related to jobs)

ьчrп out:to become exhausted from work
call off: to сапсеl ап event
fill in for: to do sb e|se's task temporarily
foIlow through: to continue а task to its conclusion
get ahead: to Ье successful in уоur саrееr
knock off: to end the workday
knuckle down: to begin to wоrk hard

slack off: to work with less епеrgу

Complete the gарs with а phrasal verb from the
ьох in the correct form.

1 Paul has managed to iп his
саrееr Ьу making smart choices.

Rachel usually

David said he'd finish the rероrt

h hеr job, Emily often has to
sick colleagues.

5 Му boss
he had to take ап urgent call.

6 lf you work long hours every week, you could
eventually.

7 We need to
able to finish this project on time.

8 Апуопе who
themselves at risk of being fired.

PREPOSITIONS

Fill iп: iп (x4),with (x2),for (х2),

frоm (х2), under,to (х2), оп.

job 2)

Ьеа,

WORD FORMATION

Complete each gap with the
word iп bold.

4 correct form of the

1

lnr|rtr Ш@вýGм
lt can Ье exciting to rесеivе а call from а

1) _ professional about ап attractive

exciting to rесеivе а call from а

, but Ье аwаrе that it could
sсаmmеr looking to take advantage of the

3) of hopeful jobseekers. Неrе чULNЕRдвLЕ
аrе some wаrпiпg signs to look out for:

. The саllеr promises а high income for little
effort with по 4) required.

. The 5) _ process is hurried, with
по rеаl interview оr discussion about уоur

REcRUlT
vAcANT

QUALlFY
HlRE

AcHlEvE

REFER

TRAIN

2

3

work at 5 pm.

Ьу гridау, and he education, ехреriепсе оr 6)
. The саllеr doesn't ask for а Сv оr апу

from уоur previous jobs.

the team meeting as

о you аrе required to рау а fee оr buy
8) _ materials before starting the job.

оr we won't Ье 5
at wоrk puts

7l

2

IDIOMS WITH GET & GдIN
Fill iп get оrgаlл. Sometimes you сап use both.

An internship is а grеаt way to _ а foothold iп ап
industry that you want to wоrk in.

Ms Davis says the sales team needs to реrfоrm better fоr
this соmрапу to _ grоuпd оп its competition.
оur СЕо says other companies аrе using Al, so we
should _оп the Ьапdwаgоп and use it too.

Every staff mеmЬеr has their оwп login details so they

the most imроrtапt саrееr skills to have. Whether уоu'rе applying
for а seasonaljob оr а 2)tеmроrаrу/реrmапепUсопstапU
persistent position, you'll almost always need to attend ап

iп-реrsоп interview with the 3) applicanUemployer/contact/
trainee. When you do, уоu'll need to present yourself as 4) good/
the better/well/the best as possible to get 5)through/down/ouU
ahead. Companies look for 6) candidates/colleagues/
apprentices/comrades who сап реrfоrm 7) with/through/by/
uпdеr рrеssurе and соре В) with/to/in/for the stress of а fast-
paced wоrk епчirопmепt. lп fact, hiriпg mапаgеrs оftеп select the

реrsоп who speaks 9) the most impressively/more impressive/
the most impressive/the mоrе impressively, even if they аrеп't
quite 10) as/more/too/enough qualified as the competition, So,

take the time to practise. Lеаrп to speak 11) mоrе confidenV
confidently/as confidently/most confident, so you сап show

уоu'rе someone who follows 12) down/through/off/out оп what
they рrоmisе to deliver. lt could lапd уоu уоur drеаm job!

3

?.

*l
Dear Staff,

With оur Gепеrаl Мапаgеr retiring 1) _her position, оur
Assistant мапа8еr, JOhn Smith, will Ье promoted 2l _the rоlе.

JOhn first specialised 3) _ customer service hеrе, but has
gained ехреriепсе 4} _all aspects of оur business. Не has
proved he сап wоrk 5) _pressure, copin8 6) _the
StreSSeS of customer issues and keeping products 7) _stock
throughout the year. He's always patient S) _the employees
he is responsible 9) _l and has never been absent
10} _work. Since joining us, John has contributed
11) _ап amazing 200% iпсrеаsе 12) profits. All iп
all, we feel there is по опе mоrе qualified 13) _the rоlе,

Please join us iп congratulatingJohn 14) _ his promotion.

WORDS EASILY cONFUSED
Choose the correct option. Check iп your dictionary.

Eva has q u it/retired/d isconti nued/abandoned hеr
job because а Ьеttеr opportunity саmе up.

As ап HR mапаgеr, Keith spends а lot of time interviewing
сопsч mers/a ppl ica nts/customers/buyers.
Tom and l аrе partners/comrades/colleagues/
candidates;we both оwп the соmрапу.

After paying hеr ruппiпg costs, Fiопа made а2ОО/о

еа rп i п gs/profit/benefit/money.

сап _access to the соmрапу network.

SUMMING UР

lnterview skills аrе some of 1) more/mosUmuch/

Choose the best option.



MULTIPLE MATCHING

Рrераriпg for the task
а) пеаd question ,l and the possible viewpoints

(А-С). Рау attention to the underlined words.

1 Сап you predict what the sреаkеr might say iп each one?

А "l wasn't surе l had the right skills fоr this саrееr."

В "l always knew that l'd рursuе my сurrепt саrееr."

С "l couldn't have oredicted the path my саrееr
would take."

Ь) Kead the extract from ап audioscript. Look at
the underlined words in the viewpoints (А-С).

Which viewpoint best matches what the
speaker says? Why?

Grоwiпg up, Sаrаh always dreamt of Ьесоmiпg

а successful, wealthy lawyer,While she was

studying law at university, she Ьеgап
vоluпtееriпg at а citizens advice сепtrе to help
imрrоvе hеr CV fоr her future саrееr,Тhеrе,
she assbfed people frоm рооr соmmuпitiеs iп

getting legal advice апd accessing public

seruiceý апd sооп realised she had а passion for helping others.

Sq she switched her course of study frоm law to sосiаlwоrk.
Nоиr, she3 а socialworker, helping those less fortunate thап

herself.

-.ГБ*,DysK/LLs
Predicting content

In multip[e matching tasks where you match summаry sentences to

djfferent speakers, уоu аrе gепеrаlý [istening to identifo the

speake/s viewpo,int/opinion, reason/purpose for doing something

оr feeling/attitude to what they аrе describing. Use the time you

аrе a[[owed Ьеfоrе the listening to try to predict what you might

hear. Look at each summаry statement and imagine the type of
things you might hear for each option.

For ехаmр[е, with statement А in Ех. 2: "I had false expectations

of mу саrееr based оп the media," you might hear: "The day-to-day

reality of this job is nothing tike what I'd seen оп TV."

-Фа 
predict how speakers might rephrase

each option (А-Н). Discuss with а раrtпеr. Listen to
speakers ,l-s and check. тhеп match them. Three
options are extra.

"l had false expectations of my саrееr based оп the media."

"l found an a|ternative way to serve mу community."

'А саrееr change helped mе find mоrе job satisfaction,"

"lt took me multiple attempts to qualify for my rоlе."

"му job is often uпdеrаррrесiаtеd iп

society." Sреаkеr l

@.isten again and match each speaker (1-5) to
the questions (А-Н). Three options are extra.

Which person:

А talks about the specific knowledge they need in their job?

в mentions feeling isolated iп their prevtous job?

С makes а prediction about the future of their industry?

D discusses the рrеssurе of responsibility iп their job?

Е talks about how they discovered а

job opportunity? Speaker 1 о
о
о
о
о

frеfi what do you think of frontline workers?
Look at these images. Explain to your partner
what skills and equipment аrе needed to do
these jobs. Use the ideas in Ех. з.

F expresses сопсеrп about the use of
technology in the r job?

G mentions the physical demands of
their Wоrk?

Sреаkеr 2

Sреаkеr з

Speaker 4

Н discusses the реrks of their сurrепt
job? 

9l l\J vl Ll lull wЧl l vl lL 
Sреаkеr 5

4

А
в
с
D

Е

"l switched jobs to access better
promotion prospects."

"l had а сlеаr vision for mу саrееr from
the Start."

Sреаkеr 2

Speaker З

Speaker 4

о
о
D
о
он "l underestimated the demands of my l speaker s

job."

UNIT 1 TOMORROW,S WORKPLAсEt4l

In the UK, working time regulations state that employers
саппоt make emptoyees work mоrе than 48 hочrs реr week,

чпlеss employees themselves choose to do so. UUоrkеrs аrе a[so

entitled to а miпimчm of 11 hочrs of rest Ьеtryееп wоrkiпg

days. What аЬочt iп уочr country?



SPOKEN ENGLISH dg

а)

ь)

с)

а)2

Cl.arifoing, justifying and conceding аrgumепts

пеаd and listen to the dialogue. Which two
points that Beth makes does Апп see some truth
in?

Nапсу shou|d make а plan while she's unemployed.

Nапсу ought to use her contacts to find out about
employment opportunities.

Nапсу should get back into the wоrkfоrсе quickly.

Replace the phrases iп bold in the dialogue
with ones from the language Ьох.

Asking for clarifi cation
, Suсh as? " In what way? * Cou[d уоu еlаЬоrаtе (оп
that)? I don't quite fo[[ow ... о I'm (а tittte) confused.
* What do you mеап Ьу ...? So, уоч'rе saying ...

0ffering justification

* How about ... ] о Му point is ... * In the first р[асе ...
Му rеаsоп for saying that ... As far as I'm сопсеrпеd, ...
А[[ I'm saying is ... What I'm getting at is ...
I'd Шkе to exp[ain ...

Conceding to а speake/s argument

I get what you're saying, but ... Yоu hаче а point.
Thafs truе to some extent, but ... Yes, that is с[еаr.
I agree with you. I see it that way, too.
I was just going to say that. That makes sense.

Act out а similar dialogue to the опе iп
Ех. ,l about what to consider when looking for а
job. Use some ideas iп the list and phrases from
the language Ьох. Follow the diagram.

. salary о opportunities for саrееr advancement

. benefits . flexible work options

А

орiпiоп to А and
offer justification.

As point and
eXpreSS a8reement.

sаgrее with А and offer
justification for аrgumепt.

Ask В for further
clarification.

additional
justification and explain
opinion to А.

4 Which is the best way to search for а job?
Discuss.

Tell В about sb looking
for а job.

Ask В for clarification.

Concede B's point and ask
for additiona l factors.

Concede B's point and
offer own argument.

Suggest another factor for
В to consider and give own

Express орiпiоп to А
about what the person
should prioritise.

Offer justification to А.

@
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ь) Use the highlighted expressions iп the

Апп: Did you hеаr that Nancy got laid off frоm hеr job yesterday? lt's а pity ... l'm not surе what she,ll do
next.

Beth: Are you serious? That's unfortunate news. Firstly, lthink she needs to stay calm and focus оп

рrераriпg for the challenges ahead.

дпп: What do уоч mеап?
Beth: l mean she should сrеаtе а budget and make а рlап for the coming weeks. That wi|l help her get ьу

while she's out of work.

Дпп: Yоч'че got а point, but what about аftеr that? What about getting back into the workforce?
Beth: That's easy. Опсе she's ready to find wоrk, she should update hеr CV. She should also Ье

networking and asking hеr industry contacts about new oppoгtunities.
Апп: That makes sense. And she should attend workshops оr take опliпе courses.
Beth: Yeah, sure. That would mаkе hеr а mоrе attractive prospect to еmрlоуеrs. She should also Ье

applying for jobs too, though.

дпп: what about volunteering? l guess that could help hеr stay productive.

Beth: l suppose so. But the poant l'm making is that she should try to get back into the wоrkfоrсе right away.
АПП: So, you're saying she shouldn't invest time in чоluпtееr wоrk. Don't you think that it could help hеr stay

motivated, and would |ook good оп her CV?
Beth: That's true to some extent, but I just think that Nапсу should focus on оррогtuпitiеs that рау, Vоluпtееr

wоrk has benefits, for sure. All l'm saying is that she has bills to think ot so she'llwant to start еаrпiпg again
Soon.

3
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АN 0PINION ESSAY

Read the rubric and answer the questions (1-4).

Гг'/ lп English class, you have had а class discussion about rегпоtе work. Now уоur teacher has

asked you to write an essay.

Some people believe remote work improves productivity. Do you agree?

write about:

1 the impact of wоrkiпg environments

2 the effects of commuting

З ......... (уоur own idea)

Write ап essay (150-22о words) using all the notes and giving rea:Sons for your point of view.

)
1 Who is going to rеаd уоur essay?

2 What style should you use: fоrmаl оr iпfоrmаl?

3 what points should you tnclude?

4 What can уоur оwп idea Ье?

Expressing opinion

Opinion essays аrе

поrmа[[у written in а
fоrmаl styte. This
inc[udes:

о discourse markers
(introducing points):
First of а[[, Second[y,

Lastly, etc
. advanced grammar

structures:
prepositional phrases

(people dream of
working)
со m р а rative adj ectives

(far greater

imроrtапсе)
relatives (those who

аrе [azy)

passive (has Ьееп

recognised)
. advanced tinking

devices (Yet, Thus,

However, Despite,

Therefore, Аftеr а[[,

etc)

WRlTlNG TlP

Тhеrе аrе techniques to

start/end opinion

eSsayS.

о То start ап opinion
essay we сап refer to
ап uпusuаl situation
оr ask а rhetorical
question.

0пе реrsоп today сап

do the work of а whole

1960s office. Whеrе

would we Ье without
mасhiпеs?

о То end an opinion
essay we сап u5е а

thought-provoking
statement/question or

а prediction аЬоut the
future.
There is mоrе to life
thап sittiпg iп ап

office for hours.

Iп the future, will wе

a|l Ье working longer

hours?

16 l UNIT 1

MODEL ANALYSIS

а) Read the model. Fiпd three examples of
discourse markers, three advanced
grаmmаr structures and four advanced
linking devices.

А All companies have hopes of achieving
greater productivity, don't they? Some people

believe rеmоtе work greatly improves it. l fully
а8rее that remote wоrk сап enhance productivity.

в То start with, remote work allows individuals
to create mоrе comfortable working
environments. without the distractions of а

traditional office, people сап wоrk оп tasks with
far fewer disruptions. Тhеrеfоrе, their overall
prod uctivity i m proves.

с Furthеrmоrе, it has Ьееп shown that remote
workers often feel mоrе energised during the
wоrk day. This is because they do not have to
епdurе long and tiring commutes. lп this way,

they аrе better able to concentrate and thus сап
achieve mоrе.

D оп the оthеr hand, there аrе those who
аrguе that remote wоrk would lead to а lack of
motivation since employees would Ье

unsupervised. However, this overlooks the sense
of ownership that comes with rеmоtе work.
Whеп employees аrе trusted to mапа8е their

tasks independently, they feel а greater sense of
responsibility, which consequently increases
motivation эпd leads to highеr productivity.

Е All things considered, it seems с|еаr that
rеmоtе wоrk can in fact епhапсе productivity.

Given the benefits of reduced disruptions,
improved concentration and increased
motivation, remote wоrk is ап attractive option
for workers in а wide variety of industries. lп the
years to come, is it possible that еvеryопе will Ье

wоrkiпg rеmоtеlу?

з

Ь) What techniques does the writer use to start/end their essay?

what idea has the writer added?
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USEFUL LANGUAGE

Expressing opinion

I strongý believe ...
In mу орiпiоп/йеw, ...
I strong[y disagree with/
that...
I partlyfulý аgrее
with/that...
I реrsопа[[у feel that ...
Without doubt, ...

Listing viewpoints

То start with, ...

Firstýecond of а[[, ...

Giving reasons
examples/results

Fоr this rеаsоп, ...

In particu[ar, ... such
as/like, ...

Iп this way, ...

Expressing contrast

0п the other hand, ...

However,...
Neverthe[ess, ... etc

Concluding

Taking eveфhing into
account, ...

Att things considered, ...

Whеп уоч have
finished уочr essay,

check that уоч have:
о started and ended

the essay using а

different opening/
closing technique

. с[еаr[у introduced
the situation

о organised уоur
paragraphs clearly

о given reasons/
results/examp[es for
ideas

о added your оwп ideas
о used formal style

with discourse
markers, and

advanced grаmmаr

structures
о used appropriate

tinking devices
о used spelling,

grаmmаr апd
punctuation соrrесtý

о written more than
the miпimum пumьеr
of words

Read the model again and comp|ete the tasks (a-d). you сап use phrases from the useful
Language to help you.

а Look at раrа8rарh В. Write а different technique to Start the first viewpoint.

ь Look at раrаgrарh с. write different example sentences that fit.

с Look at paragraph D. Write а different idea to express an opposing view.

d Look at paragraph Е. write а different technique to end the essay.

Read the ruЬriс and underline the keywords. Then answer the questions iп Ех. 1.

Гг' ln English class, you have had а class discussion about а foubday working week. Now
уоur teacher has asked you to write ап essay.

some people believe that а four-day working week would benefit both
employees and companies. Do you agree?

write about:
,l еmрlоуее work-life Ьаlапсе

2 opportunities for learning & development
3 .....,... (уоur оwп idea)

Write ап essay (150-220 Words) using all the notes and giving rеаSопs fоr уоur point
of view.

)

Which of the following сап Ье reasons for the third point in the rubrac in Ех. 5? Tick (/).

'l grеаtеr рrеssurе оп employees
2 easier to attract and retain staff
3 enhanced products & services
4 increased customer satisfaction
5 potentially reduced income
6 improved staff mоrаlе

use уоur answers iп Exs б and 7 to write уочr essay for the rubric iп Ех. 5. use the
Useful Lапgчаgе to help уоч. Follow the рlап.

lntroduction
(para 1) state the topic and give уоur opinion

маaп Body
(Para 2) first viewpoint & reasons/examp|es/results
(Раrа 3) second viewpoint & reasons/examples/results
(Para 4) уоur own idea

сопс|чsiоп
(Para 5) restate points and opinion

uшшr|17

@risten and take notes of the examples/results the speakers give to sчрроrt the
viewpoints in the rubric in Ех. 5.
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HOW сАN WE WRITE А GOOD cv?

Look at these тор TipS (1-8) for а great сv. Match an expIanation (А-н) to eachя
опе.

1
The abbreviation cv
stands for Сurrjсu[um

Vitae. This js the

document you send to
potentiaI employers

to promote yourself

for а раrtiсulаr
position. А CV

basica[[y provides а

concise summаry of
your ski[[s, experience

and education.

-_>@{( Look at the recommended headings for the different parts of а СV. Discuss

*йt kino оr information might gо in each section and decide on а suitable order for the

sections in а сv.

3

4

Go online and compare your answers in Ех. 2 to cv formats that are recommended

there.

lmagine уоч See this advertisement for а work experience post. Think about what you

would write iп the personal profile section of your сv for this position. write this in

three lines (or bullets) for yourself and compare with а partner.

WANTED
Enthusiastic, highly organised уоuпg people seeking а SUmmеr work experience position

in the film industry. you will assist production assistants with office and on-set duties.

Must Ье рrераrеd to wоrk flexible hours and have good сэmрutiпg skills.

9J What type of things might people typically list under HOBBIES in а Сv?

Following the kеу advice from Exs ,l-з, produce and print а full cv for the position in

Ех.4.

с-
'-(чх Соmраrе your Gv to those of others in the class. which sections оп which Сvs
stf,nd out as being wet|-organised, concise and cIearly relevant to the work experience
post?

Ш "The presentation of the CV is а reflection
А
в

of you."

"Put yourself iп the еmрlоуеr's shoes."

'А CV should Ье concise - mахimum

2х Д4 pa8es."

"use а recommended format and font."

'Adapt уоur CV to each job you apply for."

"Good spelling and grаmmаr аrе сruсiаl."

"Support skills you mention with

exampIeS."

"Nеvеr lie on уоur CV."

Аsk sоmеопе to proofread it fоr you.

lt Will соmе Ьасk to hаuпt you at
interview.

EviCence of уоur abilities will Ье

discussed at interview.

one size does not fit all. Tailor уоur CV to

the job.

Scruffy, рооrlу printed оr disorganised is

not good.

What аrе you looking for in а future

еmрlоуее?

Сlеаr headings and bulleting аrе а must.

Д quick read, not ап epic nove|.
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} wаtch the video. which of- these charitable acts does it
mention?

. bui|din8 facilities

. саriпg for children, the sick and
the еldеrlу

. providing сlеап water

. teaching people пеw skills

. donatin8 mопеу

. helpin8 wildlife

. campaigning to raise awareness
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Watch the video. Аrе the
statements true or false?
correct the false statements.

The history of charity began in

ancient ВаЬуlоп.

lп Еurоре in the Middle A8eS,
wealthy people rап the majority of
schools and hospitals.

lп the 20th century, people used
W broadcasts to raise mопеу fоr
charities.
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