You've decided you need a new job. Where do you start to look? What kinds of resources are available? Who are the best people to talk to? 
The following text gives some suggestions which you might find helpful. But the sentences are not complete. Test your knowledge of the language of jobs by choosing the correct noun to fill the gaps. 

Jobsearch : Where to look

Most jobs are advertised as current … . They appear in the local national … , trade … , and specialist carddr publications. In addition, many professional … offer and appointments service which can help job seekers find a suitable … in a particular … . Recruitment … hold details of a wide range of vacancies, and possibly local training … . The Internet is valuable … - not only for vacancies but to find background information on companies.

Approximately one third of jobs are never advertised, but may be found by approaching a company directly. This is called a speculative …, and is common among students starting at the bottom of the career … .

Finally, don’t forget to use your personal … .

Fill in the gaps with one of the following words.

position, application, vacancies, press, body, resource, contact, journal, agency, industry, ladder, scheme

Selection 

When a firm wants to fill a vacancy, it will go through certain procedures to find a suitable employee. This is called a 'selection process'.

This text describes a typical selection process, but in the wrong order! Drag the sentences into their correct places so that the paragraph makes sense.

Vocabulary

sorted 
arranged in a particular order, e.g. putting the best CVs together

a short list
a list containing the names of the most suitable people

appointments
dates and times when people will meet, but can also be used to mean that people have been given particular jobs

a job offer
a formal request asking that someone accepts a job

an employment contract
a formal, legal agreement setting out what will be provided by both the employer and the employee

The Selection Process

The following text describes a typical selection process, but the sentences are in the wrong order! Re-arrange the sentences in each section so that the whole text makes sense. The first sentence has been done for you 

· Firstly, a vacancy is advertised 

· and suitable candidates are invited for interview. 

· These are sorted 

· and applications are received. 

· and applicants are interviewed. 

· After that, a final short list is drawn up. 

· Next, appointments are arranged 

· A job offer is made to the successful candidate, 

· and one of them is selected. 

· and finally, an employment contract is signed. 

· The candidates on the list are interviewed again, 

