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UNIT 5

Advanced
interview
techniques

page 59

UNIT 6

Follow up

page 72

Skills

Handling competency-based
guestions

Demonstrating your skills

Talking about your weaknesses

Askingquestions ol your own

Dealing with telephone
Interviews

Keeping in touch
Handling rejection
Dealingwith job offers
Negotiating terms and
conditions

Language

Phrasal verbs
Competencies

Structuring a response using the
STARmodel

Introducing surprising information
Softening negatives

Emphasising positives

Positive expressions

Polite questions

Asking for clarification

Phrases for follow-up letters:

* Requesting feedback

« Accepting the job

» Withdrawing from consideration
» Declining an offer

Formal language

Texts

Listening

5.1 & 5.2 interviews: anecdotes

5.5 Dealing with competency-based
guestions

5.4 & 5.5 Interviews: talking about your
education (good and bad models)

5.6 & 5.7 Interviews: using the STAR
model

5.8 Turning negatives into positives

5.9 Interviews, talking about your
weaknesses

5.10 Interviews: emphasising positive
information

5.11 Interviews: an impressive positive
response

5.12 Interviews: rearranging a telephone
interview

5.15 & 5.14 interviews: clarifying
information

Reading
Article: Questions to ask in an interview
Article: Tackling telephone interviews

Listening

6.1& 6.2 What to do after the interview

6.5 Learning from failure

6.4 Ajob offer

6.5 Handlinga job offer

6.6 Writing an acceptance letter

6.7 Withdrawing from consideration

6.8 Declining a job offer

6.9 Pay negotiation extracts

6 .10 Successful and unsuccessful salary
negotiations

Reading
Feedback letter



