
Keynotes
Job-seekers look for work in the job market; 
employers offer jobs to people with the right 
qualifications and experience. People who 
know what kind of job they want can look at 
job advertisements for a suitable position. 
Others may go to careers advisers to ask for 
help in starting or managing their careers. 
Large companies have a human resources 
department, which deals with recruitment and 
hiring employees, and also manages career 
development within the company. 

Job-seeking

Unit

Learn business
Reading: The online job market
BIZ knowledge: Major types of job interviews 
Listening & Speaking: 1 Preparing for job-seeking
 2 The curriculum vitae (CV)

Do business
Career skills: Explaining what to do
Culture at work: Fixed procedures or flexibility?
Dilemma & Decision: For love or money?

1

Into the career world
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The 
online job 
market

How Jeff Taylor changed the way the labour 
market works

Monster.com, the pioneer of online 
recruitment ,  shows how electronic 
marketplaces reach more people and 
can offer more efficiency than physical 
markets. It also shows that money can be 
made in such markets: Monster has a long 
record of profitability.

Jeff Taylor, who launched the site in 
1994, says that the Monster.com name is 
the firm’s “single most important success 
factor”. It introduces an image of youthful 
fun in what is basically a boring business. 
Supporting the brand is a big advertising 
budget which accounts for a quarter of 
the firm’s costs. He runs expensive ads 
during key sporting events such as the 
Super Bowl. 

Job-seekers supply resumes and 
employers pay to scan them or to post job 
ads. Most of the services that job-seekers 
get are free, but they have to pay for a 
service that allows them to contact each 
other for advice and career management. 
They can use this service to ask each 
other questions about, say, what it is like 

Learn business
Reading

Preview
What ways do you know of finding a job? Work with a 
partner and make a list.

1 Look at newspaper advertisements.

2                                                                                 

3                                                                                 

...

Sample
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to work for a firm that they are thinking of joining.
The main contribution of Monster has been to 

speed up hiring and vastly increase the accuracy of 
the job-searching process. “You can post a job at 2 pm 
and get your first response at 2.01,” Mr Taylor says 
proudly. And an employer who knows exactly what 
he wants can use Monster’s filters to search vast 
numbers of resumes with precise accuracy. Monster 
is a serious threat to newspapers, which historically 
made 40% of their revenues from carrying ads, up to 
half of which were for staff. Headhunting firms have 
also lost business, because demand for their help in 
filling lower-level jobs has fallen.

The online job market works well for workers and 
employers who know what they want. It works badly 
for people who are unsure. Check that your resume 
says clearly what kind of job you want. The filters 
will then make sure that it reaches the right human 
resources departments. 

Glossary
recruitment n. 招聘

physical n. 有形的；物质的

profitability n. 盈利

launch vt. 将（新产品等）投放市场

budget n. 预算

account for 占（一定数量或比例）

key adj. 极重要的

Super Bowl 超级碗（美国国家橄榄球联盟的年度冠军赛）

scan vt. 浏览

post vt. （在网上）公布消息，发帖子

speed up （使）加快速度

accuracy n. 准确性

filter n. 过滤程序

revenue n. (also revenues) 收益

headhunting firm n. 猎头公司

The
Economist

The Economist

Sample



4  Intelligent Business: Starting a Career

Comprehension
1  Read the text and find information about the following:

1 the name of the website
2 the image of Monster.com
3 Monster.com’s biggest contribution to the recruitment industry 

2  Read the text again and decide whether the following statements are true (T) or 
false (F).

               1 Monster.com is operating at a profit. 
               2 To fund key sporting events is an important way to promote the brand for Monster.com.
               3 All the services that job-seekers can get at Monster.com are free. 
               4 Monster.com helps to speed up the hiring process for employers. However, it 

contributes moderately in terms of improving the accuracy of the job-searching 
process. 

               5 Monster.com is a serious threat to newspapers and headhunting firms since it 
works for all kinds of employers and job-seekers. 

Vocabulary 
1  Complete the diagram with the following words. Change the form where necessary. 

accept      attend      apply      advertisement      candidate      invite      offer

2 Job-seekers                           for the 
post.

3 The employer selects suitable  
                         .4 The employer                           the 

selected candidates for interview.

5 Candidates                           their 
interview. 6 The employer                           the job 

to the best candidate.

7 The candidate                           or 
declines the offer.

1 Employer posts a job                           
on a website or in a newspaper.
Sample
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Speaking
Work in groups and discuss the advantages and disadvantages of the traditional ways 

of job-seeking and the online ones. 

Advantages Disadvantages

Traditional ways of job-seeking

Online job-seeking

Finding a job
Esther Garcia graduated from university with a degree in telecommunications. But finding her first 

job was very hard. She searched all the 1)                            in the newspapers and on the Internet. She 

made lots of 2)                            to different companies. She also sent her 3)                            to all the 

big telecommunications companies. But most companies didn’t even invite her for 4)                           . 

It seemed that they only wanted to 5)                            people with job experience. After several 

months, a finance company in Madrid 6)                            Esther a place on a three-month graduate 

trainee scheme. At the end of the three months, Esther was the only person out of the ten trainees to 

be 7)                            for a permanent job. Of course, Esther was very happy to 8)                           .

2  Complete the passage with the following words and phrases. Change the form 
where necessary.

accept      application      interview      job ad      recruit      select      resume      offer

Sample
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BIZ knowledge

Work in pairs and discuss the following questions.

1 What other types of interviews do you know?
2 How would you prepare for an interview?

There are different types of job interviews that you may 
participate in during the job-seeking process. Knowing 
what to come in each type of interview can help you 
to better prepare for it. The following are three most 
common types of job interviews.

Traditional one-on-one interview
For a one-on-one interview, it has been established 
that you have the skills and education necessary for 
the position. The interview will focus on determining 
if the information you’ve provided are reliable and 
if you will fit in with the company, and how your 
skills and qualifications will benefit the company. 
So what you have here is usually a list of questions 
about qualifications, work experience, knowledge and 
expectations like “What duties did you have in your 
previous job?” or “Where do you see yourself in five 
years?” Your goal in a one-on-one interview is to leave a 
good impression on the interviewer and convince them 
how reliable and qualified you are. 

Case interview
Case interview is particularly challenging. What 
happens here is that the interviewer presents a problem 

and then follows this with a series of questions to find 
out how the candidate would approach the problem. 
To give you an idea, it might go something like this: 
“Company X wants to increase the number of university 
graduates that it hires every year by 50 per cent without 
exceeding its current budget, which is $2m. What would 
you advise them to do?” Now this puts the candidate in 
a pretty uncomfortable position because they’re really 
being asked to do several things — to demonstrate that 
they can analyse the problem logically, come up with 
feasible solutions and communicate effectively with the 
interviewer. So it’s a pretty stressful form of interview.

Behavioural interview
It’s designed to find out how the candidate actually 
behave in certain situations, especially in tricky ones. 
The questions are usually based on experiences from 
the candidate’s own past. A typical question might be 
“Can you give me an example of a situation where you 
had to follow orders that you didn’t agree with?” This 
puts pressure on the candidate because they have to find 
a good example and they have to do the talking, so it 
opens up a lot of information and the interviewer gets to 
see more of the person who’s sitting opposite.

Sample
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Listening & Speaking  

Listening 1   Preparing for job-seeking
1  Listen to Dave, who is in the final year of a business course, talking to 

Carla, who graduated from the same course last year. Tick (✔) the subjects 
that Carla mentions.

☐ 1 applying for jobs
☐ 2 preparing for interviews
☐ 3 accepting jobs 
☐ 4 networking
☐ 5 the job market 

New words
network vi. 交流；建立商业联络

alumnus n. (pl. alumni) 校友

competitive adj. 竞争的

Discussion with Carla 
Tue 20 Feb 

Interviews

1 Think about                                                   the interviewer might ask you.
2	 It’s	a	good	idea	to	ask	a	friend	to	                                                  with you. 

Networking

3                                                  	professionally.	
4                                                  	smartly.	
5 Shake                                                       . 
6 Be                                                              . 
7 Listen to                                                  . 

Follow-up

8 Send a short                              	thanking	the	person	for	their	                                
and advice. 

2  Listen again and work in pairs to complete the notes that Dave made after his 
conversation with Carla. Student A fills in the part about “Interviews” and “Follow-up”, 

and Student B fills in the part about “Networking”.

3  Exchange your notes and get a complete version of it. Then make a short 
presentation to the class about how to prepare for job-seeking based on the notes. 

Sample
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Monika Vaz

Horbeller Strasse 16 

Cologne, 50858 Germany

Tel : 0049 221 5036887

Email: mvaz@cybermail.com

New words
in-depth adj. 深入的

routine adj. 例行的；日常的

sociology n. 社会学

proficient adj. 精通的

solitary adj. 独自的

snowboarding n. 滑雪板运动

Listening 2   The curriculum vitae (CV) 
Read the following CV of Monika Vaz, who is applying for a 

position as a marketing manager. Listen to the questions that she is 

asked during an interview and fill in the missing information. Each 

blank corresponds to a question. 

Objective: seeking a position of responsibility in the field of direct / internet marketing

Employment history

2004 to date: 1)                            , Phoenix Media, Hamburg, Germany 
 Planned and developed direct mail campaigns for major clients in the retail sector. Advised on 

internet marketing strategies. Conducted in-depth market surveys. Organised company participation 
at various media and direct mail events and 2)                            of Phoenix products and services.

2003-2004: Assistant Sales Manager, MSV, Amsterdam, the Netherlands 

 Responsible for finding new clients, managing key accounts and routine tasks like 3)                           . 

Qualifications

2000-2003: Graduated from the University of Vienna with a bachelor’s degree in sales management.

Main courses: sales and marketing, accounting, European business law, media studies, economics, and 
information technology 

Options: sociology and 4)                           

Other skills

Computer: proficient in MS office applications

Languages: mother tongue German, fluent French and English, proficient in  5)                           

Personal interests

Sports: 6)                            and snowboarding

Hobbies: music (jazz piano) and theatre

References

Professor Jürgen Drexler, University of Vienna.
Norman Achilles, President of the European Marketing Foundation.
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Do business

Explaining what to doCareer skills 

When you start a new job, your new colleagues may have to explain a lot of things to you in the 

first few weeks. When you have more experience, you may need to give explanations to other 

new staff. The following phrases are useful for explaining what to do. 

Make sure that ... Don’t forget to ...

It’s important / essential that ... It may be better / best to ...

Remember to ...  It’s a good idea to ...

1  Listen to Barry Hampton, a careers adviser, explaining how to prepare a CV for a 
UK job. Tick (✔) the points that correspond to what he advises, and change the points 

that don’t.

☐ 1 Write more than two pages.
☐ 2 Start with details of previous jobs. 
☐ 3 Leave out your date of birth.
☐ 4 Don’t say anything about hobbies and interests.
☐ 5 Give the contact details of two references at the end.

2  Listen again and underline the phrases in Career skills box that the speaker uses to 
introduce the points.

3  Practise giving advice for preparing a CV for a UK job. Use the list in exercise 1, 
including your corrections, and choose phrases from Career skills box to introduce each 

point.

4  Work with a partner. Practise explaining one of the following topics to each other.

– What to wear for an interview.
– How to prepare a CV for a job in your country.
– Where to look for a job in your country.
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In some cultures, people like to have specific rules and procedures to follow. In other cultures, 

people prefer to have flexible ways of working. They prefer to deal with each situation separately in 

the way they think is best.

Fixed Flexible 

Procedures should be fixed and clear. 
Procedures are important, but they should be 

flexible. 

People need to know what to do and what is 

expected of them. 

People like to show initiative and adapt to new 

situations. 

It is uncomfortable when you do not know 

exactly what to expect in a situation. 

It is boring when you know what to expect 

every day.   

If you are part of an organisation or a team, do you think it is better to have a fixed 

way of doing things that is made clear to everyone, or is it better to be flexible? 

Fixed procedures or flexibility?Culture at work 

Sample
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Dilemma
     Decision& Dilemma: For love or money?

Brief

Kate Gray is in a happy position: She has two job offers. The problem 
is to choose the job that will suit her better. Kate is a new graduate in 
geography and wants to work in the travel industry. She would like a 
job that includes travelling and working with people. Two different 
travel companies are offering her a position. She has the chance to work 
in the marketing department of Wide World Tours, a big company 
with about 3,000 employees and regional offices around the world. 
Or she could work for Oz Travel, a small company which has only 19 
employees and specialises in tours to Australia. You work for a careers 
advisory service. Kate asks you to help her make the correct choice. 

Turn to pages 115-117 
for writing guide.

Task 1 

Work in three groups. Find out more information about Kate’s situation. 
Group A: Research the job with Wide World Tours. Turn to page 111. 
Group B:  Research the job with Oz Travel. Turn to page 112. 
Group C: Find out more about Kate’s personality and preferences. Turn 

to page 113.

Task 2

Form new groups. Your group should include at least one person from 
Groups A, B and C respectively. Make a list of the advantages and 
disadvantages of each job offer. Then match the advantages of each job 
with Kate’s preferences, personality and ambitions. Decide which job 
will suit her better.
Think about the following:
1 role and responsibilities
2 the company
3 pay
4 career prospects

Decision: 
Listen to Barbara Kingsland, 
a careers adviser, explaining 
what advice she would give 
to Kate. Then listen to Kate 
saying what decision she 
made and what happened. 
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Write it up

Write an informal letter to Kate. Give her 
some advice based on your discussion in 
Task 2.
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