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Reading

Read the text.
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A.
Match the ideas in column A with the corresponding paragraph in column B. Two of the paragraphs do not apply.


A
B
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preventing potential issues with customers
Paragraph 2
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companies are interested in hiring people who might
Paragraph 3



later become team leaders
Paragraph 4





Paragraph 5
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B.
For questions (1-5), choose the correct option (A, B, C or D). 


1
What is the purpose of the article?



A
to explain why graduates need more job skills



B
to state the pros and cons of jobs skills



C
to stress the importance of formal qualifications



D
to describe some job skills graduates need


2
Which of the following could define ‘commercial awareness’?



A
an enthusiasm about working for a company



B
a hard-working attitude



C
a good understanding of how a company runs



D
a high level of success in sales


3
Why does the writer think candidates with poor communication skills will be unsuccessful?



A
Their poor communication skills may affect other areas.  



B
They will not be able to answer questions properly.



C
They will not be able to speak or write well.



D
They will not be able to exchange ideas with their colleagues.


4
Why does the writer mention volunteering?



A
to give an example of predicting problems before they happen



B
to explain how candidates can improve their problem-solving skills



C
to show the benefits that come with developing specific job skills



D
to describe the hobbies of a person who is good at solving problems


5
What does the writer say about the possibility of getting a job as a leader?



A
Nowadays, it’s not easy to get a leadership position at all.



B
Only those who can prove their leadership skills will be hired.



C
Some candidates may be hired to a leadership position immediately.



D
Candidates will have to work towards a leadership role in the company.
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C.
Match each word in column A with the word or expression in column B that can replace it in the text. Two of the options do not apply.


A
B
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ones (ℓ. 4)
1
workplaces
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ones (ℓ. 5)
2
key job skills
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ones (ℓ. 18)
3
problem-solving skills




4
employers




5
candidates
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D.
Answer the following questions.


1
How is having commercial awareness important for an employee?


2
What can somebody do to improve their communication skills?
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Vocabulary


E.
Fill in: training, transferable, experience, fluency, redundant.


1
Katie was made …………………… after her company lost a lot of money.


2
Politicians need a high level of …………………… in foreign languages.


3
Will all new employees receive …………………… in how to use the company’s filing system?


4
Soft skills, like good time management, are …………………… to many kinds of jobs.


5
Do you have any relevant work ……………………?
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F.
Fill in: qualify, specialise, require, earn, win.


1
It is easy to …………………….. a living as a computer scientist these days.


2
My company is looking for candidates who …………………….. in app design.


3
Certain jobs …………………….. hard skills as well as soft skills, like communication, teamwork and 
problem-solving.


4
Everyone in the office is training hard to …………………….. the workplace fitness competition.


5
I’m afraid your lack of a university degree means you don’t …………………….. for this job.
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Grammar


G.
Turn the following sentences into reported speech.


1
“There weren’t any job vacancies at the library,” said Terry.


2
“I wasn’t working yesterday,” Tina told us.


3
“I am interviewing candidates all day today,” said Callum.


4
“English has the largest number of speakers in the world,” the teacher says.


5
“I will start my internship next week,” said Mike.
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H.
Rewrite the following questions into reported speech.

1
“Do you want me to work next weekend?” asked Mary.


2
“Don’t sign the contract yet,” said the manager.


3
“Where is the career advisor’s office?” asked Perry.


4
“Please send your application forms to my email address,” said Hannah.


5
“When does the online course start?” asked Tom.

 SHAPE  \* MERGEFORMAT 



Writing


I.
You have seen this ad on a website and would like to apply. 
Write an email (120-150 words).
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Job Skills: Use them to Get the Job You Want.


Imagine you have just graduated from university, and you are applying for your dream job. Like most young people nowadays, you have a lot of formal qualifications, including a university degree, a master’s or even a PhD. How can you stand out from the crowd? If you want to catch a potential employer’s attention, you need to have some key job skills that will help you become more employable than others. Here are the ones that can get you the job you want.





Most employers expect candidates to have some commercial awareness. That means they are searching for the ones who know the most about their company and understand how the business works. First of all, it shows them that you are passionate about your career. That brings all kinds of benefits as you are more likely to work hard and want the company to succeed. Secondly, it means you know what to do to achieve the best results. For example, a good salesperson knows everything about the products they are selling and their target market. As a result, they can find customers and make a sale more easily. It is very simple to improve your commercial awareness. All you need to do is research the company you want to work for and stay up to date with the latest developments in the industry.





You cannot expect to go far without communication skills either. Communication is an important part of most other skills, such as teamwork and leadership, and is needed for a range of tasks. You may think this just involves speaking and writing clearly but it also means listening properly, not talking at the wrong moment, asking relevant questions, and presenting yourself well. Without good communication skills, a candidate cannot give talks, pass important messages to their team, or make deals with clients. Fortunately, there are plenty of ways to work on this skill: you can volunteer for a charity answering phones, make your own blog or vlog, or get a part-time job in customer service while you study.





Problem-solving skills are also essential for most workplaces. You can apply these ones to most situations and even use them to identify and predict issues too. For instance, you do not just respond quickly to customer complaints but notice problems before they happen. As this skill is linked to critical thinking, candidates need to develop their creativity and intelligence. It is important for them to choose hobbies which practise this skill, such as playing games and doing crafts, and look for challenges at school and work. Many young people also develop this skill by looking for new experiences and go travelling or volunteering abroad on their gap year. 





Finally, if you hope to advance in your career, focus on your leadership skills. That means you need to be able to encourage others, set tasks and get them finished by the deadline, and deal with problems in your team. While you are unlikely to get hired to a leadership role immediately, interviewers will be interested in your potential. They want to hire candidates who can develop within the company and take over these positions in the future. To work on your leadership skills, you could look for opportunities to take responsibility by helping your classmates. You could also get involved in as many group activities as possible and try to keep your teammates motivated.





Remember that even though formal qualifications demonstrate your knowledge of a subject, job skills show your ability to work with others, solve problems and develop within a business. So, focus on these and they will open the door to new opportunities.
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Full-time Summer Worker Wanted


The Sunflower Garden Centre is looking for �a full-time worker for July and August �to make sales and help look after the plants at our biggest shop in the centre of town.


Applicants:


► should have some experience with gardening


► must be hard-working, punctual, and responsible


Apply by email to Ms Butler at: �HYPERLINK "mailto:sunflowergarden@tmail.com"�sunflowergarden@tmail.com� by June 1st.
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