IMPORTANT WORDS THAT YOU NEED TO TALK ABOUT YOUR CAREER / WORKING LIFE/PROFESSIONAL LIFE

THE APPLICANT / FUTURE EMPLOYEE

1. Look for a job: TO SEEK EMPLOYMENT (formal)
2. Apply: fill up an application form
3. Submit your CV, resume (give in or send in)
------------------
4. Resign / quit(slang) (sign a letter of resignation)
5. Retire: stop working

THE EMPLOYER / THE COMPANY
1. Interview (invite someone for an interview)
2. Shortlist (To shortlist) the candidates
3. Hire / recruit someone
4. Train / retrain: teach how to do the job
5. Place: a person will be placed in a particular branch or department
6. Transfer: to move to another department, division, country
7. Promote: to get a higher level position
8. Demote: to get a lower position
9. Lay off / make redundant: a person might be laid off or made redundant. They go temporarily, they can get rehired if the economy gets better
10. Retrench employees: a Company reorganizes expenses (often more permanent)
11. Dismiss/ terminate: the Company is unhappy with that person performance (to be fired/ to be sacked: slang)
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1. John was offered a higher-level position in the company last week.
In other words, John was __________.
· shortlisted
· demoted
· promoted
2. Over 500 employees were __________ by the company last year, due to the poor economic situation in the country.
· promoted
· laid off
· recruited
3. I was __________ by the HR manager. I was really nervous at first, but she made me feel quite comfortable. Two weeks later, I got a job offer!
· trained 
· retrenched
· interviewed
· eaten
4. Did you hear that Maria Gonzales __________ last week? Can you believe she had worked here for 30 years? She and her husband are going to take it easy now, after all that time when they worked so hard. Good for them!
· resigned
· retired
· applied
5. Make sure you don't forget to send in your resume. They asked you __________ that in the job posting.
· to submit
· to transfer
· to shortlist
6. Yes, sir, I'm __________ and wanted to know if you had any positions available in your marketing division right now.
· being interviewed
· planning retirement
· seeking employment
7. I heard that Joseph __________ because he stole from the company. Can you believe it? Such a quiet man, too.
· was hired
· was fired
· was promoted
It's always the quiet ones!
8. My boss asked if I would be interested in __________ to our branch in Spain because I speak Spanish. I'm not sure how my wife will react to the offer though!
· resigning
· being made redundant
· transferring
9. Well, in my opinion, they should sack Bill or __________ him, after the terrible things he did. They can't just do nothing!
· promote
· demote
· place
10. I haven't received a job offer yet, but I have been __________ and called for a second round of interviews. So that's a good sign.
· made redundant
· placed
· shortlisted

