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      Dictation
Test dictation









        minutes
All persons seeking a job are salespersons. The product they are trying to sell is
themselves, and their customer is the






      ¼
potential employer. Salespersons, of course, must give adequate information about their
product. If a car salesperson








      ½
does not satisfactorily answer your questions about a certain car, you probably will not
buy this car. The









      ¾
same is also true of employers: they want to have all the answers to their questions before
hiring a new employee.











 1 minute, 120 syll.

___

The competition text

A. The letter

Dear Sir or Madam, I am writing to apply for the position of hotel receptionist, which was
advertised in










      ¼
several newspapers on Saturday, 16 April 2011. I bring with me six years of experience
      ½
as a receptionist in various hotels, both at home and abroad. My educational background
and the skills I










      ¾
have developed from my work experience support my candidacy for the advertised position.
After having









           1st minute, 120 syll.
received my high school diploma, I have successfully completed a one-year course in hotel
reception. Thereby I have








      ¼
acquired good word-processing and computer skills. During my work abroad as a hotel
receptionist, I have learned to speak foreign





     ½
languages. Besides English, my mother tongue, I speak Spanish. Furthermore, I have
acquired a good command of French. In this way I





      ¾
am fully capable of fulfilling the tasks mentioned in your advertisement: to answer phones
when potential guests call, to take









          2nd minute, 130 syll.

reservations, and to complete the check-in process upon the arrival of guests. I am familiar
with doing administrative work,







      ¼
including record keeping and compiling bills. I am accustomed to working in shifts at the
front desk. In this respect, I accept that the






      ½
hours of work will vary and include weekends. Please see my enclosed CV for additional
information on my work experience. I would






      ¾
be happy to attend an interview at your convenience and would be able to start work from
early September onwards. Yours sincerely,










          3rd minute, 140 syll.

- Please observe a dictation pause of 10 seconds.
B. The summary report

Five important steps for you to take when trying to get a job

1. Taking stock of your preferences and qualifications

Before you leave









      ¼
school, think about your options: going on to more education or getting a job straight away.
If it is your choice to get a job straight away, then start




      ½
looking for a job before you leave school. In this way you will shorten the period of time
needed to get a job after receiving your diploma.





      ¾
The search for a job begins with taking stock of your personal preferences and qualifi-

cations. Your personal preferences represent









           1st minute, 150 syll.

things like salary, working hours and job satisfaction. Naturally each of us would like to have
the ideal job that meets all our preferences, but this




      ¼
seldom happens, the main reason being our qualifications. For most people these
qualifications are limited and direct them towards particular



      ½
areas and types of work. So for an efficient job search, it is necessary to take into account
both your personal preferences and your






      ¾
qualifications.
2. How to find the right job

Knowing your preferences and qualifications, you enter the job marketplace to look for a
job that suits you.









          2nd minute, 160 syll.

There is no single search method that guarantees finding the job you want. The best way
to go about it is to use every method available to you in an



      ¼
attempt to cover most of the job market. Of course, here we have in mind that part of the job
market that could be called yours, in view of your qualifications. A job search

      ½
usually begins with networking, asking your friends, relatives and acquaintances whether
they know of a suitable vacancy. Then there are the job advertisements in

      ¾
the newspapers, for instance, in the classified sections. Job advertisements can also be
found on the Internet, where you can use key words to give direction to your
          3rd minute, 170 syll.

online search. Moreover, jobs that are relevant to you may be listed with state and private
employment agencies or with temporary-employment agencies.
3. Getting in touch









      ¼
with your prospective employer

After having spotted a suitable vacancy, your next step is to make contact with the company
or organization concerned. Your goal there-






      ½
by is to schedule an interview with the person who has the authority to offer you the job,
let us say the personnel manager. You can try to arrange such an



      ¾
interview directly by telephone or by some form of electronic messaging, but most employers
prefer receiving the relevant information about a candidate









           4th minute, 180 syll.

first before granting him or her an interview. Therefore, the best way of getting in touch with
your prospective employer is by filling out an application form or writing a letter

      ¼
of application, thereby stating your qualifications and abilities, and asking for an interview.
Of course, nowadays it is often possible to send in your application


      ½
form or your letter of application by e-mail.
4. What about my resume or CV?

There are many definitions of what a resume or CV is. Most people would

      ¾
agree that it is a written summary of one’s education, career, and relevant experiences. As
a rule a CV contains more information about these subjects than you 









           5th minute, 190 syll.

would normally disclose in an application letter. It has, in other words, the special function of
presenting you to your prospective employer as a unique candidate for a certain job
      ¼
vacancy. It is not always necessary to produce a resume or CV, for instance, when applying
for unskilled work. However, when there are many applicants for the same job that you
      ½
are interested in, sending in a CV is a good way of setting yourself apart from the others
and thus obtaining the important job interview. To that end your resume should be written











     ¾
in a good style, without any spelling errors.
5. To attend a job interview

After one or more screening rounds, the job interview is the final step to getting a job. It
is also the most









           6th minute, 200 syll.

critical part of the job search process, for it brings you face-to-face with the person who will
make the decision whether or not to hire you. Practice has shown that if you make a good
impression during the inter-








      ¼
view, you may get the job — even if you don't have all the qualifications. Keeping this fact
of life in mind, you should pay attention to the following tips: When you go for an interview,
be sure to be on time,








      ½
preferably five or ten minutes early. Take the trouble to dress right, because often people
are not hired simply because of an untidy personal appearance. Furthermore, show the
interviewer proper









      ¾
respect. Listen attentively during the job interview to what the interviewer has to say and
to ask. And when it is your turn to speak, always be clear in what you say, avoiding need-

less hesitations.









           7th minute, 210 syll.
___
The model summary (only meant for jury members and correctors)










   Credit points

Five important steps for you to take when trying to get a job

    to be earned

    (at most 100)
1. Taking stock of your preferences and qualifications


     (20 pts. in all)
1.a. Starting to look for a job before leaving school




5
   b. shortens the period of getting one afterwards.




4
2.a. Take stock of your preferences and qualifications;



5
   b. an efficient job search demands taking these into account.


6
2. How to find the right job






     (19 pts. in all)
1.a. Use every available job-search method;




5
   b. in an attempt to cover your part of the job market.



7
2. Use: networking, scanning job advertisements, consulting
    employment agencies.







7
3. Getting in touch with your prospective employer


     (18 pts. in all)
1.a. Having spotted a suitable vacancy





5
   b. try to schedule an interview with the personnel manager,


6
   c. by sending in your application form or letter.




7
4. What about my resume or CV? 





     (22 pts. in all)
1.a. A resume or CV tells about your education, career, and experiences,

8
   b. presenting you as a unique candidate for the job.



5
2.a. A good CV can set you apart from other applicants



5
   b. and thus get you a job interview.





4
5.To attend a job interview






     (21 pts. in all)
1.a. The job interview is the final and critical part of the job search;

6
   b. making a good impression may be decisive.




4
2.a. Therefore, arrive on time and dress right;




5
   b. be respectful, listen attentively, and be clear in what you say.


6
___

6

