ПРИЛОЖЕНИЕ  № 4 :            RECOMMENDATIONS :

(раздаточный материал)

  Here are some pieces of advice how to behave yourself when you are applying for a job:

1. Use the relationship with your relatives, friends, former colleagues and school-mates.

2. Use every opportunity to find a job. Respond newspaper advertisements, send letters to potential employers. Be ready to change your leaving place.

3. During your conversation with an employer:

A – Never criticize former employers and fellow workers.

B – Don’t be nervous or displeased about the present interview.

C – Don’t state the salary you want until the employer introduces the subject.

D – When greeting the representative of the company wait until he moves to shake hands. You should   also wait until he offers you a seat.

E – Don’t discuss your personal, domestic and financial problems unless you are specially asked about them.

4. Be well-informed of the enterprise you are going to apply. Use the special terminology in your field to show that you are well-prepared.

