
Today in class:  

• Present Perfect vs. Simple Past 

• Key vocabulary – 2. lekcija, Recrutiment 

• Speaking – Ideal working conditions  

• Example CV 

 Writing – CV 

• Vocabulary – test za aktivnost 

 

 



Present Perfect Simple 
 

 

 

 

Use Form Affirmative Negative Interrogative 

An action that 

happens in the 

past but 

connects to the 

present 

 

An action that 

started in the 

past but 

continued up to 

the present 

Have / has + 

verb in the 

past 

participle 

I have written an 

email. 

I haven’t 

written an 

email. 

Have you written 

an email? 

 

 

Key Words: 

 

Already    yet just still ever so far up to now 

Since for recently 



Simple Past 
 

 

 Use Form Affirmative Negative Interrogative 

One time past 

actions 

Verb + ed 

Or 

Verb in past 

form 

I wrote an email. I didn’t write an 

email. 

Did you write an 

email? 

Remember that there are phrases and helpers in your sentence that 

can help you identify the simple past tense. They are called Key Words. 

 

Key Words: 

 

Last ago in 1990    yesterday 

 

   

I woke up (1) at half past seven yesterday, I had a shower (2) and ate some 

breakfast (3). I left for work (4) at quarter past eight. 







Unit 2-Key vocabulary: Recruitment 
Listening 

Source: Tullis, G. & Trappe, T. New Insights into Business, pg. 14 

position 

curriculum 

vitae/CV (US 

résumé) 

 

letter of 

application/ 

covering letter 

 

 
apply for 

 

short list  

application 

form 

candidates/ 

applicants 

interview 

to hire 

recruitment 

agency (US 

search firm) 



• Fill in the gaps with the missing word: 
 

 

 

 

When a company needs to ……………………. or employ new people, 
it may decide to advertise the job or …………………….  in the 
appointments section of a newspaper. People who are interested can 
then ……………………. the job by sending in a …………………….   or 
……………………. and a …………………….  containing details of their 
education and experience. In some cases a company may prefer to do 
this initial selection after asking candidates to complete a standard 
……………………. . The company's human resource department will 
then select the applications that it considers the most suitable and 
prepare a ……………………. of candidates or ……………………. who 
are invited to attend an ……………………. Another way for a company 
to …………………….  is by using the services of a …………………….  
(US search firm).  

Unit 2: Recruitment- fill in the gaps  
 Source: Tullis, G. & Trappe, T. (2000) - New Insights into Business, pg. 14 

 

letter of application position  application form     short list 
apply for  interview recruit              recruitment agency 
covering letter  CV  applicants                  hire 

recruit  
position 

apply for   letter of application    
covering letter

  
CV 

application form
  short list 

 

applicants 
interview 

hire recruitment agency 



SPEAKING  
 

• What would be your ideal working conditions and work 
environment? 



Carmen Lopez Duran – Example CV  
 

Writing your own CV in English  

 

 

Task: Students write their own CV in class based on 

an example of a CV.  

 

 

 

 

 

Source: BBC Learning English 

 

Example CV and writing your own CV in 

English. 








