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(0 O Itis true that the book is not a guarantee of a job offer] for not all the advice or tools or tactics given in this
bookw ill apply to your specific situation and work for your job search.Yet they still can assist you in opening new
doors and help you get into the jobmarket successfully. The book offers you many available tools and techniques
that you can use in your job search[J and at the same time[J it allows you to make modification to fit your personal
style and specific needs.And that has been a central focus in writing this book.[J [0 The book consists of five
chaptersd which cover the basic steps of job searchJ careering planning] English recruitment advertisement

O writing cover lettersC] preparing resumes and finally] interview ing.
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Chapter 1 Career PlanningSection 1 Conduct Self-assessmentSection 2 Make Career ExplorationSection 3 Setting
Career GoalsSection 4 Make an Action PlanChapter 2 English Recruitment AdvertisementsSection 1 Basic Items of
Recruitment AdvertisementsSection 2 Types of English Recruitment AdvertsSection 3 Models of English
Recruiting AdvertsChapter 3 Guidelines for Writing a Cover LetterSection 1 A Cover LetterSection 2 How to
Write a Cover LetterSection 3 Layout of an EnvelopeSection 4 Other LayoutsSection 5 Useful ExpressionsSection 6
Practical Samples for a Cover Letter —— Hard Copy Version [ [0 [0 Section 7 Practical Samples for a Cover
Letter —— Hard Copy Version O O O Chapter 4 A Guide for Resume WritersSection 1 Why and where to Use
Your ResumesSection 2 Necessary Elements of an English ResumeSection 3 Resumes LayoutsSection 4 Electronic
ResumesSection 5 Practical Samples of English ResumesChapter 5 English for Job InterviewSection 1 Your
Outward AppearanceSection 2 Things to Take with YouSection 3 Know About the CompanySection 4 Common
Interview Questions [J 100 Section 5 Common Interview Questions [ 2[1] Section 6 Common Interview Questions
[J 300 Section 7 Interview EtiquetteSection 8 Samples of Job Interview Conversation
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