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Goals 

■ Can understand and use a 
wide range of vocabulary 
related to finding a job in a 
foreign country. 
 

■ Can present my 
employment background 
and write a detailed cover 
letter for an international 
job application. 

http://www.lingoda.com/
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Leaving your comfort zone and 
challenging yourself can sound scary. 

 
As the world becomes more 

international, why don‘t you take your 
chances and get a job outside your 

home country? 

http://www.lingoda.com/
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Preview 

■ In this lesson, you will practise dealing with university bureaucracy and 
finding a job in a foreign country. 

Instead of going through an employment agency, I will get my 
documents certified and apply independently.  

http://www.lingoda.com/
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Looking for a job 

What is most 
important to you 

when looking for a 
job? 

helpful  
co-workers 

http://www.lingoda.com/
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The perfect employee 

Positive Negative 

You are running an international corporation and it is currently looking 
for more employees. You are in charge of recruiting. What personal and 

vocational qualities do you look for?  
Write down the positive and negative adjectives that you can use to 

describe a person. 

http://www.lingoda.com/
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trainee  

administration 

authority  

apprenticeship  recognition  

vocational  temping  

red tape  

Do you remember these words? 

http://www.lingoda.com/
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Do you remember these words? 

The school’s administration was 
responsible for mailing the final results 
to each student. 

The general was awarded a medal in 
recognition of his service to the 
country.  

Since the crime was committed just 
outside of the town, the local police had 

no authority.  

Sometimes temping agencies have 
access to jobs which aren’t advertised 

online.  

http://www.lingoda.com/
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Do you remember these words? 

Before working full-time as a mechanic, 
he acquired several years of vocational 
experience.  

His lifelong goal of becoming a 
watchmaker required an 
apprenticeship of six years.  

Before becoming a welder, he was a 
trainee for almost a year.  

You cannot simply ask for new office 
supplies and receive them, because there is 

so much red tape involved.  

http://www.lingoda.com/


10 www.lingoda.com 

Fill in the blanks 

Fill in the blanks with the correct words. 

1. Most employees like to receive proper _______________ 
from their superiors.  

2. The current government _______________ takes a hard 
stance against immigration. 

3. The new law created less _______________ by allowing 
people to directly contact the administration. 

4. She has always wanted to become a carpenter so she 
enrolled in a two-year _______________ experience 
programme. 

5. He was_______________ for a year until he accepted a 
full-time offer. 

6. I was surprised to hear that she was a _______________ 
because she performed the job just as well as any of 
the employees.  

7. People who successfully complete the _______________ 
will receive professional certification. 

8. Because he had over 20 years of experience, he was 
one of the highest _______________ on the stock market.  

red tape  

trainee  

administration  

authorities  

recognition  

temping  

apprenticeship  

vocational  

http://www.lingoda.com/
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Thinking about careers and applications, answer the 
questions below: 

3. What would be the most tempting 
offer you can get from a company? 

4. How do you get your volunteering 
experience with an organisation 
recognised? 

5. What do you think would be the life 
goal of an apprentice? 

2. List three things that your school’s 
administration office can help you 
with.  

1. What are some of the 
responsibilities of your current job 
or work experience? 

http://www.lingoda.com/
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Pros and cons 

What are some advantages and disadvantages of living in a foreign 
country? Make sure you use the words below for discussion. 

http://www.lingoda.com/
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Let’s make a quick introduction of yourself for a job interview. 
Remember your time is very limited, so sell yourself and make a strong 

impact. Be brief while paying special attention to your international 
appeal and language proficiency. Make sure you cover all of the topics 

below. Share your introduction with your teacher.  

Introduce yourself 

personal background 

academic background 

professional background 

http://www.lingoda.com/
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What to include Contents  

Contact information name, address, phone number, email 
address 

Education & qualifications dates, majors, degree details, certifications  

Employment history position details, dates, list also any 
volunteering experience 

Experience & professional 
qualifications awards, publications, books  

Skills, highlights, interests regardless of position relevancy  

■ A curriculum vitae, commonly known as a CV,  is a written overview of a 
person’s experience and qualifications. You use your CV to apply for jobs. 

■ CVs should include information on career history, academic background, etc. 
■ In the UK, CVs should be no longer than 2 pages.  

Curriculum vitae  

http://www.lingoda.com/
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Emphasising your international background 

■ Your international experience will help your CV stand out from the crowd. 

■ Incorporate skills that you have acquired 
including language proficiency under 
the highlight section of your CV. 

■ Any international experience you have, 
including studying abroad or 
internships, should be referenced under 
the education section of your CV. 

■ Emphasise international experiences 
such as highlights of what you learnt or 
achieved. 

http://www.lingoda.com/
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Just like essays, CVs should be revised and edited. This is your chance to 
write the first draft of your very own CV, and get a rough idea of what it 

should include. Don’t forget to check with your teacher when you are 
done to make sure you are on the right track. 

Curriculum vitae 

employment history and any voluntary 
experience 

education and qualifications  

skills, highlights, interests 

http://www.lingoda.com/
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Cover letter 

■ A cover letter is a document you send with your CV. 
■ It is specifically written for the job you are applying for, highlighting certain 

areas to make yourself the best candidate.  
■ You should include where you found the vacancy, such as online or 

newspaper. 

■ In your cover letter, you can 
highlight specific points or 
qualifications from your CV. 

■ You should also explain why you 
meet the person specification for 
the job you are applying for.  

■ Always try to address your letter 
to a specific person.  

http://www.lingoda.com/
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“ “ 

“ “ 
When writing a cover letter for a job, you are expecting someone to 

read your cover letter and CV. This means the letter should be 
addressed to the person who is in charge of hiring you. There are two 

ways to start off your cover letter. Discuss how these two are different.  

Addressing the letter 

Dear Mr./Mrs. Smith, 

To whom it may concern, 

http://www.lingoda.com/
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Complimentary closes 

formal complimentary closes  

Yours sincerely 

Sincerely 

Kind regards 

Yours faithfully 

■ At the end of the cover letter, it is a good idea to wrap it up with a friendly yet 
formal complimentary close.  

■ Casual words or phrases such as cheers, take care or love show too much 
affection and should be avoided in cover letters.  

http://www.lingoda.com/
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Categorise 

Basic content 

Categorise the words and phrases below into the relevant section for a 
cover letter.  

Could you add any more? 

Greetings and 
introduction 

Main part Conclusion 

address skills and abilities 

phone number and 
email address accomplishments 

educational 
background 

complimentary 
closing comment 

date 

specific 
qualifications  

signature related job 
experience career goals brief information 

about self  

http://www.lingoda.com/
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Depending on where you decide to go in 
the world, you may or may not be able to 
work on a student visa.  

As an international student in the UK, you 
may work up to 20 hours per week, but 
cannot be self-employed or engaged in 
business activity.  

Work as a student 

Where would you like to study as an international student and what 
restrictions does the country have on student status? 

http://www.lingoda.com/
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–         □         × 

To your best friend 

To: bestie 

Subject: Applying for a job 

 
 
 
 
 
 
 
 

Write a short email to your best friend. Tell him/her that you are 
planning to study and work abroad. Explain what you plan to include in 
your job or university application. Tell them what relevant information 

you have found about rules and regulations in your chosen country.  

http://www.lingoda.com/
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Let’s say you are studying as an exchange student in the UK.  
Below are some of the jobs that are advertised on the university 

bulletin board. What kind of jobs can you take as an international 
student? Which jobs do you think would be most useful for your chosen 

career path? 

Work as a student 

http://www.lingoda.com/
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Problem solving skills 

These are some potential situations you might come across as an 
international student. What would you do in these situations? 

1. You submitted your application with all of the required documents the 
university requested by snail-mail. Two weeks later, you found out 
that your packet never made it to the destination and went missing on 
the way. 

2. You were applying for several different positions that were advertised 
online. As soon as you clicked submit on the application page, you 
realised that the cover letter you have just attached was addressed to a 
different company.  

3. You had an interview to get your student visa but the consulate said 
that your English was not good enough although your language 
proficiency test results prove that you are above average.  

4. You got a reply from one of the universities in the UK, and it says they 
cannot accept you as an exchange student because there were too 
many spelling errors on your paperwork. 

5. You were told that this year’s intern application was not due for 
another month. It turned out that it was the secretary at your school’s 
administration office who got confused with the date from last year 
and told you the wrong date. The actual due date was yesterday. 

http://www.lingoda.com/
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Answer the below with your teacher 

What are the 
requirements for the job 
or university course you 

are interested in? 

Explain how to get 
your certificates 
certified in your 

country. 

Do you amend your 
cover letter and CV 

for every job? 

Have you had 
any difficulties 
when applying 

for a visa, job or 
a course? 

http://www.lingoda.com/
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Go back to the second slide of the lesson and check 
 if you have achieved all the goals of the lesson. 

yes no 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

Reflect on the goals 

http://www.lingoda.com/
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Think about everything you have seen in this lesson. 
What were the most difficult activities or words? The easiest? 

+ 
+ 

– 
– If you have time, go over  

the most difficult slides again 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

Reflect on this lesson 

http://www.lingoda.com/
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Activity p. 10 
1. recognition, 2. administration, 3. red tape, 4. vocational, 5. temping, 6. trainee, 7. 
apprenticeship, 8. authorities  

 
Activity p. 20 
Basic content: date, address, phone number, email address 
Introduction: brief information about self, educational background, career goals 
Main content: related job experience, specific qualifications, skills and abilities, 
accomplishments 
Conclusion: complimentary closing comment, signature 
 

Answer key 

http://www.lingoda.com/
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Homework 

http://www.lingoda.com/
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1. You will need to provide _______________ documentation from your local consulate in 
order to have this application processed.  

2. Because she was busy with several part time jobs, she sought the help of an 
employment _______________ to help her find a full-time job.  

3. He really enjoyed his new job because it offered _______________ working hours so 
that he could spend more time with his daughter.  

4. They appointed the vice president to president for the _______________ period while 
they search for a new president.  

Homework: multiple choice questions 

a. certified  b. civil  c. employing  d. voluntary  

a. experience  b. period  c. agency  d. trainee  

a. voluntary  b. flexible  c. training  d. tempting  

a. trainee  b. apprenticeship  c. orientation  d. interim  

http://www.lingoda.com/
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You are applying to a company that you have always wanted to 
work for. You already have a rough draft of your CV from the 

lesson. Write a one-page length cover letter. 

Homework: writing a cover letter 

To whom it may concern, 

 

http://www.lingoda.com/
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Homework: write your own sentences 

2. Flexible working hours 

3. Voluntary employment  

4. Certified documentation 

1. Vocational experience  

Write your own sentences with the phrases given below.  
Make sure they provide context clues for each phrase.  

5. Orientation period  

http://www.lingoda.com/
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Homework answer key 

Activity p. 30 
1. a, 2. c, 3. b, 4. d 

http://www.lingoda.com/
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                Who are we? 
 
Why learn English online? 

What kinds of English classes do we offer? 

Who are our English teachers? 

How do our English certificates work? 

We also have a language blog! 

This material is provided by 
 
 
 
 

About this material 

                

                

                

                

                

http://www.lingoda.com/
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https://www.lingoda.com/online-language-course
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