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Unit 12    Job hunting


Create a job advertisement for your company
Online-Link

808236-0047

Situation
You work in the personnel department of the company Model Company in Model City. Because of the positive development of your company there is a need for more employees and workers. The Managing Director has asked you to create a job advertisement to search for a new secretary.

Since you have not designed a job advertisement before, you check the guidelines of the personnel department. 

Then you create the job advertisement.

	Model Company, Model City
address
Guidelines for creating job advertisements

· Use the logo of our company.

· Give the job title.

· Provide a short description of the company.

· Outline what you expect from the applicant. Use words which describe the desired character (e.g. eager to work, efficient, etc.). What kind of training or qualification is necessary?

· Name the benefits our company can offer (e.g. in-house training).
· Make the job description sound attractive (e.g. new step in your career).

· Give the name of the person who to send the application to.

· Check your layout and ask others what they think of it.

· If necessary improve the advertisement until you are convinced that it gives a positive image of our company and present desirable work conditions for possible applicants.




Possible solution

	Model Company
Model Company is a medium sized wholesaler in Model City trading in product with business partners throughout the EU and beyond. Due to increased business we are currently seeking a 

Secretary

who would like to be a member of our successful team. 
The applicant should be fully qualified and must have excellent computer skills as well as effective knowledge of English.

We offer good working conditions and regular in-house training. 
If you are keen to take this next step in your career then send your complete application to :

name
Model Company
address











































































	2
	
	
	© Ernst Klett Verlag GmbH, Stuttgart 2008 | www.klett.de
Von dieser Druckvorlage ist die Vervielfältigung für den eigenen Unterrichtsgebrauch gestattet. Die Kopiergebühren sind abgegolten. Alle Rechte vorbehalten.
	[image: image1.png]


	[image: image2.png]
	© Ernst Klett Verlag GmbH, Stuttgart 2008 | www.klett.de
Von dieser Druckvorlage ist die Vervielfältigung für den eigenen Unterrichtsgebrauch gestattet. Die Kopiergebühren sind abgegolten. Alle Rechte vorbehalten.
	
	
	1



