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outline:

This course aims to familiarize students with the process of applying for a job in English, from finding
postings and recognizing common terminology used, to writing a cover letter and resume, all the way to
applying basic interview skills. 1. Students will become familiarized with documents that are vitally
important in the job application process: (a) job postings (want ads), (b) job applications, (c) resume/CV,
and they will gain a considerable amount of knowledge of the job interview process and skills. 2. Students
will be able to write a CV/resume, cover letter and through mock job interviews, be able to apply and
interview for jobs where English is spoken with a basic foundation of an understanding of the job
application/interview process.
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010 2.22~3.01 |Week 1:;Introduction 10 0000019~23000
OoOoOooooooon
O00000000O0230
Ooooooooo
020 3.01~3.08 |Week 2:;Job-Hunting Research and 2000000 DO)
preparation
030 3.08~3.15 |Week 3:;Job-Hunting Writing an impressive
CV-- basics
040 3.15~3.22 |Week 4:;Job-Hunting Writing an impressive 110 00000000000
CV-- main sections Oo0o0o000,1400100
Oo0oad
050 3.22~3.29 |Week 5:;Job-Hunting Writing an impressive
CV--;main sections
060 3.29~4.05 |Week 6:;Job-Hunting Writing an impressive
CV-- optional sections
070 4.05~4.12 Week 7:;Job-Hunting Writing an impressive 301 (O0)O O O O (1120 110 2
CV-- personal statement S50)000oog)po4n(o)
O0000oOooo(@o)o
SsO@)oooooon
080 4.12~4.19 |Week 8:;Job-Hunting CV peer review nonooodood1iono?
ooooo
0od 4.19~4.26 Week 9: 11am;Midterm exam Vocabulary 15~210 0000
(Definition & Sentence Completion), Listening
Comprehension, Reading Comprehension
0100 4.26~5.03 Week 10:;Job-Hunting Effective cover letters-- R2~260 0 0 00 00O O ,27~
sentence structure 0 U ouoooon,
8000 0000OOODOO
Oo0oad
0110 5.03~5.10 |Week 11:;Job-Hunting Effective cover letters--
formality
0120 5.10~5.17 |Week 12:;Job-Hunting Effective cover letters-- 110 0 0 0O 0O (0 O)
text structure
0 130 5.17~5.24 |Week 13:;Job-Hunting Effective cover 60030 00uggi1odn
letters--;0pening Distance Learning in Oooo@a)
May;and June 1. The lecture part of the
English course will be recorded as videos
(about 30 minutes each) and uploaded to
Moodle (by Thursday noon) during the
distance learning period.
2. There will be weekly individual assignment
which needs to be done and uploaded (by
Thursday midnight) as proof of participation.
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Those who fail to complete it before the
deadline will be marked as no-show. The
weekly video(s) will give you information about
what assignment(s) you need to do.

3. There may be another video or PowerPoint
Slides afterwards to check your answers for the
assignments. Just make sure you check what's
on Moodle regularly.
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U 140

5.24~531

Week 14:;Job-Hunting Effective cover letters--
body

20
240 00000022000
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U 150

5.31~6.07

Week 15:;Job-Hunting Effective cover letters--
conclusion

27~
31000 00ogggn

U 160

6.07~6.14

Week 16:;Job-Hunting Interview FAQ
Assignment of the week: Add the conclusion
and self-evaluate the first draft of your
complete cover letter (using the evaluation
form below). Upload your first draft along with
the scored evaluation form by this Friday
midnight. This week's video about interviews
and your final oral exam (a mock interview)
will be uploaded later today. Teaching/Course
evaluation (due Sunday, June 13)
http://css.npust.edu.tw/tes/chineseindex.aspx
Complete it and enter into a;lucky draw
automatically!
O0000000DOO00D@ooboOoOon
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0170

6.14~6.21

Week 17:;Job-Hunting Interview FAQ
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0 180 6.21~6.28 |Week 18::Final oral exam 11:00 Mock 17-230 0000
interview (20%)
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