AEL3 Unit 4a: Engineer
Printer-friendly version of exercises + key to exercises

1) AEL3U4a_jobads1.jcl
Vocabulary: Job Advertisements 1
Gap-fill exercise
Study the following extracts from job advertisements and divide them into groups according to the information they contain. Some groups may contain more ads. The main topics (groups) are the following:
Information about the company ____							
Type of contract ____
Salary & benefits ____, ____			
Experience and personal qualities required ____, ____, ____, ____	
How to apply & interview ____, ____
	1) You will need to be proactive and innovative to take our global business forward. You must be confident and ambitious with at least 1 yr general business exp.  (G)
	6) The successful candidate will be a communicative person with plenty of ideas and the ability to develop them.  You must be computer literate with good keyboard skills. (G)

	2) We offer extremely competitive salaries and an attractive benefits package to include relocation assistance where applicable. (NS)
	7) Interviews will be held during week beginning 3rd July 2011. An additional information pack will be sent to all short-listed candidates. (G)

	3) You’ll be dynamic, highly motivated and versatile, possessing sound administrative skills and preferably some design experience. (G)
	8) The posts are on a fixed term two-year contract, with the possibility of renewal or conversion into a permanent position (G)

	4) We are a dynamic, continually growing company. We often work long hours under stressful conditions, but our unique company culture means no dress-code and a non-hierarchical team environment. (G)
	9) Starting salary 18,000+profit share. You can expect a full range of benefits incl. excellent continuous development, optional health insurance, contributory pension scheme and 5 weeks holiday per yr. (G)

	5) Essential: event organization experience, entrepreneurial and diplomatic skills, leadership qualities but team player, ability to negotiate. (G)
	10) When applying, you should include a covering letter and full CV, along with names and addresses of 3 referees who have agreed to be contacted prior to interview. (NS). 



Ads adapted from: The Guardian (Daily), Monday 12, 2000, Guardian Newspapers, Ltd. (G)
New Scientist. No. 2805 (April 2011). London: Reed Business Information Ltd., 2011. ISSN 0262-4079. (NS)

Key:
Information about the company 4							
Type of contract 8
Salary & benefits 2, 9			
Experience and personal qualities required 1,3,5, 6	
How to apply & interview 7, 10

2) AEL3U4a_jobads2.jcl
Vocabulary: Job Advertisements 2
Gap-fill exercise
Read the extracts again and find phrases that are similar in meaning to these expressions:
Be able to multitask - Be (1)_________________ 
Be collaborative - Be a (2)_________________ 
Abilities - (3)_________________ 
Rules about clothing - (4)_________________ 
References - (5)_________________ 
People chosen from among many applicants – (6)_________________ candidates.
Have good IT skills – Be (7)_________________ 
Be able to deal with difficult clients - Be (8)_________________	
Have excellent communication skills – Be (9)_________________ 
Extremely important and necessary - (10)_________________ 
Help with moving house – (11)_________________ assistance.

Job Adverts
1) You will need to be proactive and innovative to take our global business forward. You must be confident and ambitious with at least 1 yr general business exp.  (G)
2) We offer extremely competitive salaries and an attractive benefits package to include relocation assistance where applicable. (NS)
3) You’ll be dynamic, highly motivated and versatile, possessing sound administrative skills and preferably some design experience. (G)
4) We are a dynamic, continually growing company. We often work long hours under stressful conditions, but our unique company culture means no dress-code and a non-hierarchical team environment. (G)
5) Essential: event organization experience, entrepreneurial and diplomatic skills, leadership qualities but team player, ability to negotiate. (G)
6) The successful candidate will be a communicative person with plenty of ideas and the ability to develop them.  You must be computer literate with good keyboard skills. (G)
7) Interviews will be held during week beginning 3rd July 2011. An additional information pack will be sent to all short-listed candidates. (G)
8) The posts are on a fixed term two-year contract, with the possibility of renewal or conversion into a permanent position (G)
9) Starting salary 18,000+profit share. You can expect a full range of benefits incl. excellent continuous development, optional health insurance, contributory pension scheme and 5 weeks holiday per yr. (G)
10) When applying, you should include a covering letter and full CV, along with names and addresses of 3 referees who have agreed to be contacted prior to interview. (NS)
Ads adapted from: The Guardian (Daily), Monday 12, 2000, Guardian Newspapers, Ltd. (G)
New Scientist. No. 2805 April 2011). London:  Reed Business Information Ltd., 2011. ISSN 0262-4079. (NS)

----------Key----------

Vocabulary: Job Advertisements 2

Be able to multitask - Be versatile 
Be collaborative - Be a team player 
Abilities - Skills 
Rules about clothing - Dress-code 
References - Referees 
People chosen from among many applicants – Short-listed candidates.
Have good IT skills – Be computer literate 
Be able to deal with difficult clients - Be diplomatic	
Have excellent communication skills – Be communicative 
Extremely important and necessary - Essential 
Help with moving house – Relocation assistance. 

		
3)
AEL3U4a_Vocabulary_PersonalQualites1.jcl
Vocabulary: Personal Qualities 1
Gap-fill exercise
Look at the nouns describing personal characteristics. Change them into adjectives by choosing the correct suffix from this list: able      al      ate      ed      ent      ible      ic      ile      ing      ive   
	Ability - 
Accuracy - 
Capability - 
Collaboration -
Commitment -
Communication -
Competence - 
Confidence -
Creativity -
Efficiency -
Enthusiasm -
Experience -
	Flexibility -
Imagination -
Motivation -
Numeracy -
Patience -
Punctuality -
Reliability - 
Responsibility -
Self-discipline -
Talent -
Versatility -
Willingness -



Key:
	-ed
	-ent
	-ive
	-able
	-ing

	commited
experienced
motivated
self-disciplined
talented
	competent
confident
efficient
patient

	collaborative
communicative
creative
imaginative
	able
capable
reliable
	willing

	-al
	-ate
	-e
	-ible
	-ic

	
punctual
	accurate
numerate
	versatile
	flexible
responsible
	enthusiastic




4) AEL3U4a_Vocabulary_PersonalQualites2.jcl
Vocabulary: Personal Qualities 2
Gap-fill exercise
Complete the following phrases with IS, IS ABLE TO, or HAS. 

The candidate...

… (1)__________ (fluently) multilingual. 
… (2)__________ entrepreneurial and diplomatic skills.
… (3)__________ experience.
… (4)__________ handle stress.
… (5)__________ highly motivated.
… (6)__________ innovative.
… (7)__________ lead a team.
… (8)__________ multi-task. 
… (9)__________ self-organized.
… (10)__________ work under pressure.
… (11)__________ work well with.


----------Key----------

Vocabulary: Personal Qualities 2

The candidate...

… is (fluently) multilingual. 
… has entrepreneurial and diplomatic skills.
… has experience.
… is able to handle stress.
… is highly motivated.
… is innovative.
… is able to lead a team.
… is able to multi-task. 
… is self-organized.
… is able to work under pressure.
… is able to work well with.

5) AEL3U4a_Vocabulary_PersonalQualites3.jcl
Vocabulary: Personal Qualities 3
Gap-fill exercise
Match the expressions with the appropriate explanations.
   Ability      benefit      Current      employee      employer      experience      job title      Qualified      Recognized      Referee      Reference      salary      Skill   
___________________________ = Proficiency acquired or developed through training or experience.
___________________________ = A natural or acquired skill or talent. 
___________________________ = Generally approved or agreed upon.
___________________________ = Eligible.
___________________________ = Valid. 
___________________________ = A statement about a person's qualifications, character, and dependability.
___________________________ = A person who is in a position to recommend another.
___________________________ = Previous work
___________________________ = Pay
___________________________ = Position (or post)
___________________________ = For example, a company car or a pension
___________________________ = The person or company that employs you
___________________________ = A person who works or is employed

Key:
	Skill 
Ability	
Recognized 
Qualified 
Current 
Reference 
Referee 
experience 
salary 
job title 
benefit 
employer 
employee
	= Proficiency acquired or developed through training or experience.
= A natural or acquired skill or talent.	
= Generally approved or agreed upon.
= Eligible.
= Valid. 
= A statement about a person's qualifications, character, and dependability.
= A person who is in a position to recommend another.
= Previous work
= Pay
= Position (or post)
= For example, a company car or a pension
= The person or company that employs you
= A person who works or is employed



6) AEL3U4a_Vocabulary_PersonalQualites4.jcl
Vocabulary: Personal Qualities 4
Gap-fill exercise
Match the two columns to come up with correct collocations. 
a.extensive		1.certificate
b.wide			2.apprenticeship
c.well			3.knowledge
d.multi			4.experience
e.sound		5.lingual
f.recognized		6.travelled

Key:
extensive/wide/sound knowledge/experience
well	travelled		
multi-	 lingual		
recognized apprenticeship/certificate

7) AEL3U4a_designengineer.jcl
Reading: A Product Design Engineer
Gap-fill exercise
Read the job advertisement and decide if the statements are true or false. 

The Job Ad: A Product Design Engineer
	Product Design Engineer
JOB SNAPSHOT 
Location: 		CS Engineering, Praha 28 201 
Base Pay: 		$90,000 - $120,000 /Year
Other Pay: 	 	Excellent Benefit Programs
Employee Type:                Full-Time
Industry: 		Lasers Manufacturing
Job Type: 		Design Engineering
Managing others:               Yes
[bookmark: contactinfo]Contact: 		Search Division
Ref ID: 		              8/28/10 TA
DESCRIPTION   
Opportunity to expand your career with a top of the line consumer products manufacturer.
PLEASE respond only if your background is in laser engravers or related. Client is searching for someone who has the ability to contribute in production cost, material analysis, and testing.
This Engineer will be involved in new product design and development of software for engraving.  Will conduct research to solve or improve products and cooperate with all engineering departments.
You should be available for relocation.  
REQUIREMENTS 
1. A Master’s Degree in Electrical Engineering required. 
2. At least 3 years of experience with lasers.
3. Experience with developing embedded software, high speed microcontrollers.
4. Knowledge and understanding of fundamentals for electronic systems and thermomechanics. 
5. Excellent communication skills, verbal and written.
6. A clean driving licence is essential.



Reading: A Product Design Engineer
The company is seeking a professional engineer. (1)_____ 
The applicants should be involved in design engineering. (2)_____ 
The offered salary is more than $120,000 p.a. (3)_____ 
The candidate should have experience with developing embedded SW. (4)_____ 
The candidate should have both background in laser engravers and significant experience with them. (5)_____ 
The only non-professional qualification required is a driving licence. (6)_____ 
The candidate must be a team player. (7)_____ 
One of the candidate’s duties will be to carry out research.  (8)_____

Author of this task: Mgr. Eva Adamcová

----------Key----------

Reading: A Product Design Engineer

The company is seeking a professional engineer. True 
The applicants should be involved in design engineering. True 
The offered salary is more than $120,000 p.a. False 
The candidate should have experience with developing embedded SW. True 
The candidate should have both background in laser engravers and significant experience with them. True 
The only non-professional qualification required is a driving licence. False 
The candidate must be a team player. True 
One of the candidate’s duties will be to carry out research. True



8) AEL3U4a_CV1.jcl
CV1
Gap-fill exercise
Look at Jan Hornych´s CV and put in correct headlines from this list:
EDUCATION				REFERENCES
FURTHER SKILLS			EMPLOYMENT
PROFESSIONAL SKILLS 		INTERESTS & HOBBIES
PROFILE	

	Jan Hornych
23 Tyršova Street
Plzeň 326 00
Tel: +42 (0)72 5691 0327 jan.hornych@email.cz
	(1) 


I am a recent graduate from the University of West Bohemia with a degree in Electrical Engineering. I want to build on my work experience through which I have developed advanced knowledge of lasers and laser design. My project work at university required me to develop strong organizational, leadership and communication skills which I utilize at Cobe Ltd.
	(2) 


2005-2011                           Faculty of Electrical Engineering, University of West Bohemia,   
                                            Plzeň  
Winter semester 2006       Mobility: Erasmus: EU educational programme    
                                            University of Copenhagen, Denmark
	(3) 


Sept 2011 – Present  Cobe Ltd., Tymákov, part-time
I oversee manufacturing of laser machines.
Aug 2010 – Sept 2011  Internship at Elta Ltd., Plzeň
I worked on company projects, e.g. decreasing the amount of power used by the gas lasers. 
Aug 2009 - Sept 2009 Internship at Future Lasers, Klatovy
I was in charge of overseeing the advancement of the optical fiber network for this region. This was completed and increased the signal broadband by five times. 
Aug 2008 - Nov 2008 Internship at Cool Lasers, Plzeň
I worked with the Research and Development team investigating the capabilities of a laser. 
	(4) 


PC skills: Windows and Win servers, MS Office, Internet Explorer, good command of SAP
Graphic design applications: Adobe Illustrator, PhotoShop, AutoCAD, Advanced Autocad, 
Programming languages: Visual Basic 6, C++,, XHTML, PHP, MySQL, 
Software for engineering calculations and design: PSPICE, OrCAD, MATLAB, Eagle
	(5) 


Fluent English, spoken and written, B2 level Certificate
European Driving Licence, category B
	(6) 


I am actively involved in sports, including hockey, swimming, football and lacrosse. I have a keen interest in travel and have travelled extensively throughout Asia, North America and Europe. 
	(7) 


College: Mr Radek Majer, Ph.D., Head of Department, Faculty of Electrical Engineering, University of West Bohemia, Plzeň (phone: 377 632 942)
Work: Mrs Petra Tichá, HR Manager, Cobe Ltd., Tymákov (phone: 371 453 980)


Author of this task: Mgr. Eva Adamcová

Key:
1) Profile
2) Education
3) Employment
4) Professional Skills
5) Further Skills
6) Interests and Hobbies
7) References

9) AEL3U4a_CV2.jcl
CV 2
Gap-fill exercise
Read the CV from the previous task again and answer the questions below. Put one word in each gap.

1. What is his highest educational qualification? - A University (1)_____________ in (2)_____________ (3)_____________ 
2. In addition to university education, what has Jan completed? - Three (4)_____________ 
3. Which non-professional qualification does he have, if any? - A B2 level (5)_____________ in (6)_____________ and a European (7)_____________ (8)_____________, category B.
4. Has Jan already started working full time? - (9)_____________ 
5. What responsibilities does Jan have in his current position? - He (10)_____________ (11)_____________ of (12)_____________ machines.
6. Why does Jan include his hobbies and interests? - The (13)_____________ (14)_____________ show that he is a good team player and the travelling indicates that (15)_____________ (16)_____________ will not be a problem. 
7. Is Jan a suitable candidate for the position being advertised? - (17)_____________ 
8. Why? - His qualifications and (18)_____________ match the job (19)_____________ listed in the job (20)_____________ 

Author of this task: Mgr. Eva Adamcová

----------Key----------

1. What is his highest educational qualification? - A University Degree in Electrical Engineering 
2. In addition to university education, what has Jan completed? - Three internships 
3. Which non-professional qualification does he have, if any? - A B2 level certificate in English and a European Driving Licence, category B.
4. Has Jan already started working full time? - No 
5. What responsibilities does Jan have in his current position? - He oversees manufacturing of laser machines.
6. Why does Jan include his hobbies and interests? - The collective sports show that he is a good team player and the travelling indicates that business trips will not be a problem. 
7. Is Jan a suitable candidate for the position being advertised? - Yes 
8. Why? - His qualifications and experience match the job requirements listed in the job ad 

10) AEL3U4a_FurtherPractice_CV.jcl
Further Practice – CV
Gap-fill exercise
Go through the statements concerning a CV. Mark them True or False. (Author of the task: Mgr. Eva Adamcová).
	1. Some coloured or decorated paper will impress a prospective employer.
2. The more interesting font the better.
3. Grammar and spelling are not important.
4. References are important.
5. Any of your friends can be your referee.
6. It is good to list many referees.
7. You can include topical training, seminars and courses, and even summer school or night school.
8. Expected degrees can be mentioned as well.
9. Locations of schools and jobs are not important.
10. Professional experience/ Employment includes also academic research projects, internships and part-time jobs.
11. Jobs should be listed beginning with the most recent.
12. A potential employer has no legal right to request the following information:
date of birth, marital status, nationality, race, religion, sex, interests.
	f
f
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Key:
	1. Some coloured or decorated paper will impress a prospective employer.
2. The more interesting font the better.
3. Grammar and spelling are not important.
4. References are important.
5. Any of your friends can be your referee.
6. It is good to list many referees.
7. You can include topical training, seminars and courses, and even summer school or night school.
8. Expected degrees can be mentioned as well.
9. Locations of schools and jobs are not important.
10. Professional experience/ Employment includes also academic research projects, internships and part-time jobs.
11. Jobs should be listed beginning with the most recent.
12. A potential employer has no legal right to request the following information:
date of birth, marital status, nationality, race, religion, sex, interests.
	f
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t
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t



11) 
AEL3U4a_CoverLetter1.jcl
Cover Letter 1
Gap-fill exercise
Read Jan Hornych´s cover letter below. Complete the text with suitable expressions from this list.

apply arrange available broaden  combine  enclose experience  familiar position related  skills

Dear Mr. Curtis: 

Ref.ID: 8/28/10 TA

I would like to_____________  (1) for the position of Design Engineer as advertised  at www.careerbuilder.com. I _____________ (2) my CV.
          
As detailed in my CV, I have the MEng Degree in Electrical Engineering and considerable _____________(3) . I am strongly interested in both lasers and software design. At the university I took summer jobs_____________ (4) to my field of study through which I gained a great deal of practical knowledge in the field of thermomechanics, as well as laser and software applications while conducting research to improve the qualities of a laser. I am _____________ (5)  with material analysis, including electronic system control.  In my current _____________ (6), I deal with a wide range of systems for component evaluation and product testing.

Therefore, I can make a direct and immediate contribution to your department.  I am prepared for the position which would allow me to _____________ (7) the talents I have developed in both computer programming and electrical engineering together with my excellent communication _____________ (8).

I like my work at Cobe Ltd. but would like now to _____________ (9) my experience, especially in the area of microcontrollers as I always enjoy new challenges.

I would like very much to meet with you to discuss your open position for a Design Engineer.  
If you wish to _____________ (10)  an interview, please contact me at the above address or by telephone at (518) 271-9999. 

I will be _____________ (11) for employment from January 2, 2011. 

Thank you for your time and consideration. 


        Sincerely yours, 
	Jan Hornych
        Jan Hornych 

Enc.:  CV

12)
AEL3U4a_CoverLetter2.jmt
Cover Letter 2
Matching exercise
Look at some of the phrases from Jan´s cover letter again. Match them with their descriptions so that you get an overview of a typical cover letter structure.
	A. Dear Mr. Curtis:

B. Ref.ID: 8/28/10 TA	


C. I would like to apply for the position of Design Engineer as advertised at www.careerbuilder.com.

D. As detailed in my CV, I have the MEng Degree in Electrical Engineering and considerable experience.

E. I am strongly interested in both lasers and software design. At the university I took summer jobs related to my field of study through which I gained a great deal of practical knowledge in the field of...

F. I am familiar with material analysis, including electronic system control.  In my current position, I am concerned with a wide range of systems...	

G. Therefore, I can make a direct and immediate contribution to your department.	

H. I like my work at Cobe Ltd. but would like now to broaden my experience, especially in the area of... 

I. I would like very much to meet with you to discuss your open position for a Design Engineer.			
J. Please contact me at the above address or by telephone at (518) 271-9999.		

K. I will be available for employment from...			

	1) Subject line 
2) State what job you are applying for and how you learned about it.
3) Explain your reason for leaving your current job/applying for the position.
4) Give your contact detail.
5) Highlight the most important education, skills and professional experience related to the position.
6) Express your willingness to come to an interview. 
7) Say when you are available for employment.
8) Greeting/Salutation
9) Make specific references to the company. 
10) Indicate your qualification. 
11) Refer to your enclosed CV and explain why you fit with the job.



----------Key----------
A. 8) Greeting/Salutation
B. 1) Subject line
C. 2) State what job you are applying for and how you learned about it.
D. 11) Refer to your enclosed CV and explain why you fit with the job.
E. 10) Indicate your qualification.
F. 5) Highlight the most important education, skills and professional experience related to the position.
G. 9)Make specific references to the company.
H. 3) Explain your reason for leaving your current job/applying for the position.
I. 6) Express your willingness to come to an interview.
J. 4) Give your contact detail.
K. 7) Say when you are available for employment.

13)
AEL3U4a_FurtherPractice_CoverLetter.jcl

Further Practice - Cover Letter
Gap-fill exercise
Go through the statements concerning a cover letter. Mark them True or False. (Author of the task: Mgr. Eva Adamcová).

1. You are always expected to write a cover letter.
2. It should be as long as possible.
3. Short sentences indicate poor level of your English.
4. Slang should be used to show that your English is advanced.
5. You have to say why you are writing the cover letter.
6. "To Whom It may Concern" is not convenient.
7. It should be addressed to the specific individual who will process the CV/Résumé.
8. The letter should name the position for which you are applying.
9. It is not necessary to say how you got to know about the vacancy.
10. You always have to explain how you qualify for the position to which you are applying.
11. You have to say why you want to work at the company.
12. Your weak points should be included as well.
13. It is not necessary to repeat the most important and relevant accomplishments, skills, and experience listed in your resume.
14. It is not polite to request specific follow up, such as an interview.

[bookmark: _GoBack]Key:
1.	You are always expected to write a cover letter. True
2.	It should be as long as possible. False
3.	Short sentences indicate poor level of your English. False
4.	Slang should be used to show that your English is advanced. False
5.	You have to say why you are writing the cover letter. True
6.	"To Whom It may Concern" is not convenient. True
7.	It should be addressed to the specific individual who will process the CV/Résumé. True
8.	The letter should name the position for which you are applying. True
9.	It is not necessary to say how you got to know about the vacancy. False
10.	You always have to explain how you qualify for the position to which you are applying. True
11.	You have to say why you want to work at the company. True
12.	Your weak points should be included as well. False
13.	It is not necessary to repeat the most important and relevant accomplishments, skills, and experience listed in your resume. False
14.	It is not polite to request specific follow up, such as an interview. False
2

