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BEP 301 – Job Interviews: Introduction 
 
 
 

Hello my name is Jennifer. Together with my colleague 
Clayton, we’ll be your hosts of this e-book on the 
language and skills of job interviews. 
 
People often ask me, “What is the secret to a 
successful job interview?” Well, I don’t have any 
secrets, but I do have some general guidelines that 
we can follow during any interview to ensure the 
greatest chance of success. And, in addition, I know 
some common types of questions that you are likely 
to face, and how you can prepare for them.  
 
This is the first part in our e-book series on job interviews. In this episode, we 
will introduce eight main themes – that is, the general guidelines or tips that we 
will be exploring over this series. Then, in subsequent episodes, we will zoom in 
on different language, interview formats, and question types. 
 
The dialog we will hear in this episode is one where nearly everything that can 
go wrong does go wrong. Most of us, including me, have had interviews that 
didn’t go as well as we’d have liked them to have gone. But none of us are likely 
to have been as unlucky as the main character, Alexander Novak, is in today’s 
listening. 
 
Alexander is a foreign student in London who has just finished his Master’s 
degree in philosophy. Now he’s looking for a job to start paying back his student 
debt. A job search agency has arranged an interview for him as a supervisor in 
an electronics retail store. When Alex was a child he used to help his uncle, who 
managed a similar store back in Alex’s home of the Czech Republic. Michael, the 
store assistant manager, is interviewing him.  
 
As it’s quite a long dialog, we will listen to it in parts. After each part, we will 
discuss some of the major mistakes Alex makes.  
 
During this lesson, we will mainly be focusing on skills instead of language. But 
be sure to check out the study notes for a list of vocabulary explanations and a 
full transcript of this episode. 
 
Let’s begin. As you listen to the first part, see if you can identify some of the 
major areas where Alex goes wrong.  
 
Michael: So, Alexander, have a seat. How are you doing today?  
 
Alexander: Well, to tell you the truth, it’s been kind of a bad day. 
 
Michael: Oh? Sorry to hear that. 
 
Alexander: Yes. Well, it’s raining. I don’t really like rainy days. 
 

http://www.businessenglishpod.com/learningcenter2/podpress_trac/web/139/0/BEP301e-Introduction.mp3
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Michael: I see. Right. So how about on a good day? What do you like to do in 
your spare time? 
 
Alexander: I like reading and er, watching TV. 
 
Michael: Really? What’s your favorite TV show? 
 
Alexander: Mr. Bean. He’s so funny – like the hone with the Christmas turkey – 
did you see that? He reminds me of a lot of the people I meet here. British 
people are so funny, you know? 
 
Michael: Yes… they can be. Okay, so let’s get down to business.  
 
Right away, Alex starts off on the wrong foot. The question “How are you doing 
today?”, is only meant as a polite greeting, but Alex responds seriously, as if he 
was talking to a good friend. He is guilty of being too informal. That is the first 
theme that we will look at in this series – Don’t let your guard down – that is, 
be appropriately formal even when an interviewer appears very casual, and tries 
to set you at ease. In his discussion of his hobbies and his description of British 
people as “funny,” like Mr. Bean, Alex continues to make this mistake. And, 
unfortunately, he carries on in a joking tone even when Michael, his interviewer, 
has started the first formal question of the interview, “Tell me about your 
previous experience.” 
 
Alexander: My uncle managed a state-owned electronics company, and I 
helped him a lot as a kid. I would be perfect for this job. 
 
Michael: That was in the Czech Republic? 
 
Alexander: That’s right.  
 
Michael: Okay. That sounds good.  
 
Alexander: Except back then, it was not like “customer is king”, know what I 
mean?  
 
Michael: Er right. We always try to put the customer first. 
 
Alexander: Yeah, I was just kidding. Me too, of course.  
 
Some humor is okay, but Alex misses an important opportunity to talk seriously 
about his experience. Maintaining an appropriate level of formality is a key part 
of your professional image. Alex obviously has a problem with this point. 
 
What is the next big mistake Alex makes in the interview? 
 
Michael: Right. Got that. So, what do you consider to be your greatest 
accomplishment?  
 
Alexander: I think my greatest achievement is comprehending Klima’s 
masterwork, World as Consciousness and Nothing. 
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Michael: Okay. 
 
Alexander: In this book he argues that everything exists only because we will it 
to exist. You see, he means that you, I, everyone – we are all God. Do you 
understand? 
 
Along with the question about previous experience, you can almost count on 
getting some form of the question, “What is your greatest accomplishment?” 
Provide good examples is, therefore, the next theme, or key skill, that we will 
emphasize in this series.  
 
Alex, however, misses this opportunity to give details about his strengths as an 
employee. If presented correctly, his academic experience could demonstrate 
maturity, the ability to carry a project through to the end, and good 
communication skills. Yet, Alex confuses the job interview for a philosophical 
discussion. 
 
What happens next? 
 
Michael: Uh, yes, got that. Uh, Alexander, do you think this is really the right 
job for you? Are you sure you can handle it?  
 
Alexander: Are you kidding? No problem. You should try reading Klima. That’s 
hard work. 
 
In this context, Alex’s confidence is misplaced, because it is not based on real-
world experience that applies to his job. Again, he fails to emphasize the real 
skills he developed during his university education – communication, project 
management, and so on. Therefore, his tone sounds too confident – 
overconfident – which is another theme of this series – Don’t be 
overconfident. 
 
Let’s look at a few more of the problems that he faces.  
 
Another typical interview question that you are likely to get asked in some form 
is “What is your greatest weakness?” So, again, it’s important to be prepared for 
this.  
 
What does Alex say? 
 
Michael: So, moving on now… What’s your greatest weakness?  
 
Alexander: Ah, Michael, for me… I like the simple things in life. Material things 
don’t interest me much. My personal freedom is much more important than 
being rich. 
 
Michael: I see. 
 
Alexander: I guess that’s why I’m working in an electronics store, and not on 
Wall Street!  
 
Michael: Yeah, great. I guess that’s why we’re all working here….  
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Alexander’s response to this question is another missed opportunity. It may truly 
be that he sees as one of his greatest weaknesses the fact that he doesn’t care 
enough about money and material things. But he needs to put this in a positive 
light by thinking about it from the employer’s point of view. Actually, from the 
employer’s perspective, it’s quite good to have an employee who is, for example, 
more focused on human relationships and on achieving results than on personal 
financial gains. But Alex fails to put his weakness in this positive light.  
 
Thus, Be positive is another theme in this series. Putting things in a positive 
light by considering the interviewer’s or the employer’s point of view – this is a 
very important general guideline that we should follow in all parts of the 
interview.  
 
What’s Michael’s next question? 
 
Michael: So… now, here’s a tough one. If you see an old lady stealing, what 
would you do?  
 
Alexander: Hmm. That’s a very interesting question. Well, I would think about 
it first. Because she could be a very poor old lady. On the other hand, it's 
probably not right that she's stealing. So the matter needs further consideration. 
I would probably go and discuss it with you! 
 
Michael: Mh hmm. Well, that’s one way of handling it. 
 
This is a kind of moral dilemma, that is a question that requires us to decide 
between right and wrong. Such questions are an important type of query that 
interviewers make to explore the interviewee’s [sic interviewer]  character. 
Furthermore, a moral dilemma is part of a more general type of question, called 
a stress question, which can include problems or puzzles that put the 
interviewee [sic interviewer] on the spot, that is, require him or her to think 
quickly. It’s quite important to keep cool and calm, give yourself some time to 
think, and respond to these types of questions in an organized, easy-to-
understand way.  
 
So, Don’t panic is another important theme that we will explore in this series. 
Even if you cannot answer the question completely, you can describe the way in 
which you would approach the problem, and do so in a systematic way. 
 
Alexander, of course, sounds a little panicked when he answers; he doesn’t 
seem to be able to make up his mind about what to do. Also, as he has done 
with previous queries, he continues to make the mistake of turning the question 
into more of an intellectual issue rather than a business one.  
 
In a way, Alex faces some of the same problems in the next question Michael 
asks: 
 
Michael: Now, here’s another hypothetical question. Say we have two lines of 
LCD’s.  
 
Alexander: Two lines of LCD’s… 
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Michael: That’s right. One sells very well; the other one is a cheaper price, but 
it doesn't sell as well because the brand is not as well-known. What can we do to 
increase sales of the second brand? 
 
Alexander: Ah! The problem is quite clear.  
 
Michael: Good. What’s your suggestion? 
 
Alexander: So, in life, there are trustworthy things and untrustworthy things. 
And everything is so because we will it to be so. I’d say, just put them in the 
front of the shop, right in the window, or, just cut the price or something. In this 
case what is required is taking practical action, instead of speculation.  
 
Michael: Uh huh. It sounds like you have some good ideas in there. 
 
Michael is just being polite, isn’t he? In fact, what Alex said didn’t really make 
sense at all. 
 
This time, Michael has given Alex a technical, problem-based question. But Alex 
responds in a disorganized fashion. It’s very difficult to follow his main idea. He 
is failing to signpost, or link his ideas. There is little feeling of a main thought or 
a concluding point. Between one thought and another, Alex needs to Connect 
the dots; this is the next general guideline we will be talking about over the 
course of the series. 
 
How does the interview finish? There’s one final question that you can expect in 
almost any interview, that is, “Do you have any questions for me?” That’s why 
it’s a basic principle of interviewing skills to prepare at least two or three good 
questions that you can ask your potential employer. How does Alex do in this 
respect? 
 
Michael: Great. Well, we’re just about finished. Do you have any questions for 
me?  
 
Alexander: No. Thank you. No questions.  
 
Michael: Great! Well…. 
 
Alexander: Wait! Just one question. I forgot. My bus leaves here at 5:15. Can I 
leave 15 minutes early every day? 
 
Michael: Uhuh… Why don’t we just take one thing at a time… 
 
Once more, Alexander misses a great opportunity to show that he is a serious 
candidate by asking thoughtful questions. Instead, he seems selfish because all 
he does is think about his own interests. In addition, he really sounds 
overconfident or arrogant because he almost acts as if he has already gotten the 
job. Obviously, Alexander failed to prepare adequately by getting questions 
ready for his interviewer or, for that matter, by getting ready for any part of the 
interview. As a final addition to our list of themes or general guidelines for this 
series on interviewing, Prepare is a very important tip to emphasize. 
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Finally, one type of question that Alex does not face during the interview 
(probably because Michael is already convinced that he is not the right 
candidate) is salary expectations, that is, how much money the candidate would 
expect to make. For questions of salary, there is, of course, an important tip to 
keep in mind: Don’t sell yourself short. That is, don’t take less than you are 
worth, and don’t close off or restrict your options before you have enough 
information to make a good decision. This is the final theme we will be exploring 
during the series. 
 
Again, it’s important to point out that none of us have probably made all the 
mistakes that Alex did in this interview, nor have we made them quite to this 
large of a degree. But we have all probably been guilty, at one time or another, 
of not following at least some of the guidelines that we have just introduced. 
 
Now, let’s review the eight themes we have just looked at one by one. I will 
present them in the order that they will be covered during the rest of the 
episodes in this e-book: 
 

1. Don’t let your guard down. 
2. Provide examples. 
3. Be positive. 
4. Don’t panic. 
5. Prepare. 
6. Don’t be overconfident. 
7. Connect the dots. And  
8. Don’t sell yourself short. 

 
In the episodes that follow, we will look at these themes one by one, and discuss 
how they apply to specific interview questions and formats. To get a wide picture 
of different interview situations, we’ll be following Alex and two quite different 
job candidates – one at the entry-level, and one at the manager-level – as they 
go through different interview processes. 
 
Be sure to check the website at www.businessenglishpod.com for the study 
notes and online exercises for this e-book series. 
 
Thanks for listening. 
 

http://www.businessenglishpod.com
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BEP 305 – Talking about Accomplishments (Part 2)  
 
 
 

You’re listening to the second in a two-part series on 
talking about accomplishments. This is one of an ongoing 
sequence of podcasts on job interviews.  
 
The theme for this episode and the last is: provide 
examples. In the first part, we looked at a bad and good 
version of a recent university graduate talking about his 
academic successes. We studied how to use our 
accomplishments to demonstrate skills and 
characteristics that will be attractive to our potential 
employer. 
 
In this episode, we examine another good response to the question about 
previous experience. We’ll be looking at someone with a little more job 
experience: Yala Santos is an HR specialist who is working in a manufacturing 
company. She now has an opportunity to interview for an HR manager position 
in a business unit of a fast moving consumer goods company, Fun Beverages 
International. Let’s listen to how Yala deals with talking about her greatest 
achievement. 
 
Ordinarily, when responding to the question about your most significant 
accomplishment, it’s very important that you prepare to tell a story that is 
organized and articulate. That means, the story should be well-structured and 
flow smoothly. Though there are many ways to make your presentation, Yala 
uses the same general format that I like to follow: 

1. You will probably need to set up the story by providing some context. 
Where were you? What was the situation? What was at stake, that is, 
what did you stand to lose or gain? 

2. Recount your role in the situation. How were you involved? 
3. Discuss what you did, including any analysis or problem solving, any 

process you set up, and any obstacles you had to overcome.   
4. Reveal the outcome and what made you proud.  

 
Whereas Alex gave us a good example of how someone with limited job 
experience might deal with the greatest achievement question, Yala shows us how 
someone with a more traditional employment record might address this query. 
 
Listening Questions  
 
1. What was the project Yala was working on?  

             

2. What was her role in it? 
             

3. What did she do?  
             

4. What was the outcome?  
             

http://media.libsyn.com/media/bizpod/BEP305e-Accomplishments2.mp3
http://www.businessenglishpod.com/FREEsamples/Interviews/BEP305QIZ.html
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Vocabulary  
To harmonize: To bring two things into harmony or agreement with each other. 
“We need to harmonize the efforts of both departments to ensure success.” 

Integrated system: A system that integrates or includes different parts into a 
single process. “We need to have an integrated system to facilitate information 
sharing.” 

Interlinked database: Interlinked means linked or joined with something else. In 
the dialog, an interlinked database describes a system of information storage 
and sharing that is connected between different sites worldwide. “An interlinked 
database would enable us to locate human resources anywhere in the world.” 

To get something off the ground: To start a project. “We really need to get this 
new project off the ground – it’s been in the planning stage too long.” 

Localization: The practice of translating materials into a local language and, 
importantly, ensuring that they fit local culture. “Localization is an important 
challenge faced by any business moving into East Asia.” 

Documentation: Instructions in handbooks or guides that tell us how to use or 
maintain something, such as a machine, or hardware, or software. “Providing 
good documentation is an important part of customer relations in the high-tech 
manufacturing business.” 

Performance indicators: Measurements of performance (criteria) used in annual 
reviews, promotions, the award of bonuses, etc. “What kind of performance 
indicators are most important in considering someone for promotion?”  

Seamless transition: A seam is where two pieces of cloth are sewn together to 
form one garment. Seamless refers to having no seams, so a seamless transition 
is one that is very smooth. “During the merger, it is important that we have a 
seamless transition in key finance functions.” 

Functions: In a department, these refer to basic jobs or tasks that need to be 
done. We refer, for example, to “sales functions,” which are different roles 
performed in a sales department. “Sales is a critical function of any business.” 

Hitch: A minor problem. “We had a few hitches in the implementation of the 
system at first, but now everything is up and running well.” 

Poised under deadline pressure: The quality of being calm when a deadline is 
close. “In this frantic business, only people who are poised under deadline 
pressure will last a long time.” 

Proactive: The opposite of reactive, proactive means to find and fix problems 
before they occur. “It’s very important to take a proactive approach to business 
administration – it’s much more costly to fix problems after they happen.” 

Long-range vision: The ability to see a long way into the future. “What we need 
in this company is leadership with long-range vision.” 

Practicing a flexible approach: Being flexible, that is, innovative and adaptable. 
“One of the main reasons this company is successful is that we practice a flexible 
approach to sales promotions – we can turn quickly when we need to: decision-
making is innovative and fast.” 

To mediate: To perform a go-between function; to discuss differences between 
two parties to help them reach an agreement. “I helped mediate a dispute 
between upper management and my employees, solving things to everyone’s 
satisfaction.”
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Dialog 
 

Interviewer: Great, Yala, that covers previous experience. Now could you tell 
me a little about what you consider to be your most significant achievement? 

Yala: <1. Setting the context> Hmmm...  let’s see. At the beginning of last 
year, global headquarters decided to harmonize the assessment and evaluation 
process for all business units worldwide into one global Performance 
Management System.  

Interviewer: Uh huh. So like a single integrated system?  

Yala: Exactly. It’s part of a global effort to provide a single interlinked database 
for human resources.  

Interviewer: Sounds like a challenging project. 

Yala: Yes, indeed. Especially because we only had 10 months to get it off the 
ground… 

Interviewer: Really! 

Yala: <2. Recounting the situation and your role in it> Yeah…ten months from 
planning to launch. My manager called a meeting, and we immediately formed a 
taskforce. I was placed in charge of localization and documentation, and I played 
a key role by analyzing and solving a number of problems.  

Interview: Uh huh. What type of problems? 

Yala: <3. Discussing what you did> Well, for example, I anticipated that Sales 
and Marketing would need to know all the key performance indicators in advance 
because training on the new system wouldn’t begin until after they had already 
completed their planning process for 2008.  

Interviewer: Sounds like a pretty major issue. 

Yala: Yes, and obviously a seamless transition with Sales was very important for 
our BU’s bottom line. 

Interviewer: Uh huh.  

Yala: So I collaborated with the Sales Division to develop sample evaluations for 
all sales and marketing functions. Then I coordinated with them to develop a 
series of pre-launch trainings to get everyone up to speed.  

Interviewer: Did it work? 

Yala: <4. Revaling the outcome and what made you proud>  Yes, I’m proud to 
say it did. We boosted productivity by at least 10% because of our actions. It 
was hard work, but we got extremely positive feedback throughout the whole 
process, and despite a few hitches, things went pretty smoothly. 

Interviewer: Great. Sounds like a success. 

Yala: Yes, I think my role in this project demonstrates a number of important 
personal qualities… being poised under deadline pressure, being proactive and 
having long-range vision, practicing a flexible approach… and… definitely being a 
good team player because so much of it required coordinating and mediating 
between different departments.  
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Debrief 
 
Yala has done a good job of telling an articulate, organized story. Let’s look at it 
piece by piece. How does she begin? First she sets the context.  
 
Yala: Hmmm…let’s see. At the beginning of last year, global headquarters 
decided to harmonize the assessment and evaluation process for all business 
units worldwide into one global Performance Management System.  

Interviewer: Uh huh. So like a single integrated system?  

Yala: Exactly. It’s part of a global effort to provide a single interlinked database 
for human resources.  
 
Yala’s company has harmonized the employee assessment and evaluation 
process all across the world. Here harmonize means that they have made sure 
all business units – that is all parts of the company – are using the same 
system. 
 
From the HR perspective, notice how the interviewer uses the clarifying 
technique of echoing Yala – “So like a single integrated system?” Such echoing 
both confirms that the interviewer has understood Yala and encourages her to 
keep talking. 
 
Let’s look at some more phrases for setting the context of your accomplishment: 
 
 Our company had been undergoing restructuring, so employees needed to 

adapt to new ways of doing things. 
 Towards the end of 2007, we got a big new customer and started receiving 

huge orders. 
 All through 2006, a series of budget cuts really put our department under 

financial pressure. 
 

Setting the context generally involves giving a time frame and introducing the 
background to a problem. In the first example phrase we listened to, notice the 
use of the past perfect continuous tense (“had been undergoing restructuring”) 
to set the background, coupled with the past tense (“needed to adapt”) to pose 
the problem. 
 
Getting back to Yala’s story, how does it continue? After having given the 
background, she now recounts the situation and her role in it: 
 
Yala: My manager called a meeting, and we immediately formed a taskforce. I 
was placed in charge of localization and documentation, and I played a key role 
by analyzing and solving a number of problems.  

Interviewer: Uh huh. What type of problems? 
 
In this part of his story, Yala focuses specifically on her role in the project. She 
was in charge of localization, that is, of adapting the global system to local 
circumstances. This generally involves translation and dealing with cultural 
issues. In addition, she took care of documentation, that is, she oversaw the 
writing of training and user manuals. 
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Now, listen to some further phrases that we can use for discussing our role in a 
project: 
  
 Upper management decided that corporate culture was a key to surviving the 

changes, so a committee was set up to create a training plan. I was put in 
charge of getting employee feedback on company values.  

 Our existing supply chain couldn’t really handle the size of the orders, so the 
key challenge was to strengthen our logistics system, and fast.  

 Employee morale really went downhill, so my role was to devise innovative 
ways to increase team spirit. 

 
In this part of our success story, we will often use such constructions as “I was 
put in charge of,” or “the key challenge was to…,” or “my role was to….” Make 
sure to answer the questions, “What was the situation?” and “How did you fit 
in?”  
 
Getting back to the dialog, after recounting her role in the situation, Yala’s next 
step is to discuss what she did. This includes any obstacles she overcame, 
problems she analyzed and solved, and processes she set up. Listen: 
 
Yala: Well, for example, I anticipated that Sales and Marketing would need to 
know all the key performance indicators in advance because training on the new 
system wouldn’t begin until after they had already completed their planning 
process for 2008.  
 
In this section, Yala uses a strong verb for describing foresight, that is, analyzing 
and predicting problems. She anticipated a problem with the launch of the new 
system, namely, that Sales and Marketing would not have time to set targets for 
the new year. HR would not start giving trainings in using the new harmonized 
key performance indicators until after the sales force had already prepared their 
goals for the next year.  
 
Interviewer: Sounds like a pretty major issue. 
 
Yala: Yes, and obviously a seamless transition with sales was very important for 
our BU’s bottom line. 

Interviewer: Uh huh.  

Yala: So I collaborated with the Sales Division to develop sample evaluations for 
all sales and marketing functions. Then I coordinated with them to develop a 
series of pre-launch trainings to get everyone up to speed.  
 
To solve this problem, Yala performed several key management communication 
functions: she collaborated with the sales division and coordinated with them to 
develop pre-launch trainings. Thus, she avoided the problem and insured a 
seamless transition, that is a smooth passage, into using the new performance 
management system. Making sure that Sales had no problems with the new 
system, was, of course, important to the bottom line, or profit, of the company. 
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Anticipate, collaborate, and coordinate are all great, vivid verbs for describing 
job success. Let’s hear a few more phrases that contain excellent verbs for 
showing analytical, management and communication skills: 
 
 I headed up a team of six to tackle the problem. 
 First, we spent three months carefully evaluating the issue. 
 I improved the process consolidating several steps. 
 We prioritized company teambuilding through a series of internal 

promotions and activities.  
 I organized a committee and delegated key tasks.    
 
In the study notes for this episode, you will find a complete list of over 200 
active, vivid verbs for describing work skills. 
 
After discussing how she solved the problem, Yala moves on to the fourth and 
final step of her story. She reveals the outcome, and what made her proud.  
 
Interviewer: Did it work? 
 
Yala: Yes, I’m proud to say it did. We boosted productivity by at least 10% 
because of our actions. It was hard work, but we got extremely positive 
feedback throughout the whole process, and despite a few hitches, things went 
pretty smoothly. 
 
Interviewer: Great. Sounds like a success. 
 
Yala’s efforts were successful. Despite a few hitches – that is, minor problems – 
things went pretty smoothly. Notice how she quantifies her success – her role in 
the project helped boost productivity by 10%. Using numbers makes your 
accomplishment vivid and strong. 
 
Let’s now listen to a few more examples of positive outcomes: 
 
 As a result of my efforts, we measured a productivity increase of 5% in my 

department, which translated into savings to the company of $56,000.  
 The new system was successful, and I’m happy to say that our hard work 

really paid off. 
 Not only have surveys shown a great increase in employee satisfaction, but 

we can all feel the difference.  
 It was a very rewarding experience – both professionally and personally. 
 
How does the dialog finish? In the final section of her response, Yala uses the 
type of language that we studied in Part 1 of this series to discuss how her work 
reflects positively on her character. She names several positive professional 
qualities that her performance in this project demonstrate: 
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Yala: So I think my role in this project demonstrates a number of important 
personal qualities… being poised under deadline pressure, being proactive and 
having long-range vision, practicing a flexible approach… and… definitely being a 
good team player because so much of it required coordinating and mediating 
between different departments.  

She says she is “poised under deadline pressure,” and “proactive”; she has 
“long-range vision” and “practices a flexible approach.” Finally, she is definitely a 
“good team player” and able to “coordinate” and “mediate” communication. 
Refer to the study notes for full definitions of these phrases and examples of 
their usage. 
 
Before we finish, let’s review what we learned in this episode and the last. We’ll 
practice joining the strong, vivid verbs we studied for describing job successes in 
this episode with the great phrases we learned for demonstrating personal 
qualities in Part 1.  
 
You will hear a series of cues that consist of a job accomplishment and one or 
two professional attributes and skills. Use each cue to construct a sentence 
relating the accomplishment with the attribute. For example, if you hear, 
“Coordinate task force meetings… Sensitive to the needs of other people.” you 
can say, “My coordination of task force meetings really demonstrates my 
sensitivity to the needs of other people.”   
 
Let’s begin. 
 
Cue 1:  Innovate a new database solution / enterprising and energetic 

Learner 1:             

             
 
Cue 2:  Coordinate a team effort to increase sales / determined problem solver  

Learner 1:             

             
 
Cue 3:  Collaborated with IT to solve the problem / long-range vision, good 
team player  

Learner 1:             

             
 
How did you do? Let’s listen to example answers, bearing in mind that there are 
many possible correct responses: 
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Cue 1:  Innovate a new database solution / enterprising and energetic  
Answer 1: The innovative approach I took to designing the database 
demonstrates my enterprising and energetic spirit. 
 
Cue 2:  Coordinate a team effort to increase sales / determined problem solver  
Answer 2: Coordinating this team effort to increase sales shows that I am a 
determined problem solver.  
 
Cue 3:  Collaborated with IT to solve the problem / long-range vision, good team 
player  
Answer 3: I collaborated with IT to solve the problem. I think this 
demonstrates that I have long-range vision and am a good team player.  
 
That concludes this two-part series on talking about your accomplishments with 
the theme: provide examples. In Part 1, we studied giving examples of 
desirable personal characteristics. In this episode, we’ve looked at a variety of 
useful language for describing management and communication skills. Also, we 
learned a four-step process for telling an organized, articulate story that 
effectively demonstrates a significant achievement. Let’s review that structure: 
 
1) Set up the story by providing some context.  
2) Recount your role in the situation.  
3) Discuss what you did, including any analysis or problem solving, any process 

you set up and obstacles you had to overcome. And… 
4) Reveal the outcome and what made you proud.  
 
Refer to the study notes for vocabulary explanations and complete transcripts of 
this and the other episodes. Also, remember to check out the additional online 
extension exercises for listening and language available online at 
www.businessenglishpod.com. 
 
Thanks for listening! 
 
 
Study Strategy 
 
What is your greatest accomplishment? If you are a student, think about a big 
project, or perhaps a large challenge you had in your studies. If you have work 
experience, try to find something that demonstrates strong personal qualities 
and that is significant to you. In either case, it should be rich in detail. Now, 
review the four-part structure that we practiced in this episode for constructing a 
story about your success, and plan out a story using, whenever possible, the 
vivid verbs and key language we have learned. You may choose to write down 
your story word for word or simply take notes. In any case, after you have 
prepared, you should practice without your notes, because you won’t be able to 
take them with you into an interview. Record your story, then listen to it to see 
how you sound. 
 
 

http://www.businessenglishpod.com
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Language Review 
 
A) Personal Characteristics 
To review useful language for positive personal characteristics, match columns 
one and two to form a word partnership (choose the best one); then, match 
each word partnership with its definition on the right. One has been done for you 
as an example. 
 
Word Partnership Definition 
1. Risk a. under deadline 

pressure 
I. Never giving up when figuring 
out how to address the challenge. 

2. Self b. disciplined II. Someone who takes chances. 

3. Poised  c. problem solver III. The quality of being calm when 
a deadline is close. 

4. Practicing d. interpersonal skills IV. Good communication ability. 

5. Determined e. taker V. Being innovative and adaptable. 

6. Strong f. a flexible approach  VI. The quality of being strict with 
oneself. 

 
B) Cloze Practice of Key Language and Phrases 
Review the suggested structure for talking about accomplishments by filling in 
the blanks in the functions and phrases below with words from the box. Note: 
You may need to alter the words to put them into the proper part of speech: 
 

consolidate head improve charge 

undergo evaluate result role 
 
1. Setting the context 

• Our company had been _________ a series of restructurings, so 
employees needed to adapt to new ways of doing things. 

2. Recounting the situation and your role in it. 
• I was put in ________ of getting employee feedback on company values.  
• Employee morale really went downhill, so my ________ was to devise 

innovative ways to increase team spirit. 
3. Discussing what you did, including any analysis or problem solving, any 
process you set up and obstacles you had to overcome. 

• I _______ up a team of six to tackle the problem. 
• First, we spent three months carefully __________ the issue. 
• I ___________ the process ___________ several steps. 

4. Revealing the outcome and what made you proud.   
• As a _________ of my efforts, we measured a productivity increase of 5% 

in my department, which translated into savings to the company of 
$56,000.  
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Answers 
 

Listening Questions 
1) Yala was working on the launch of a global, harmonized performance 

management system that would provide a single, interlinked database on 
employee performance for human resources worldwide. 

2) Yala worked on localization and documentation for her business unit. 
3) Yala describes how she anticipated the need to provide the sales team 

with the new performance metrics in advance so that they could set their 
goals for the new/next year. She coordinated with the sales team to 
provide them with pre-training on the system and to ensure that they 
could set all their targets. 

4) The launch was successful. Yala’s efforts helped ensure that the launch of 
the new system had no negative effect on the bottom line (profit) of the 
company because of the seamless (smooth) transition into using the 
harmonized database. 

 
Language Review 
 
A) Personal Characteristics 
1. e, II; 2. b, VI; 3. a, III.; 4. f, V; 5. c, I.; 6. d, IV. 
 
Characteristic Definition 

Risk   taker  Someone who takes chances. 

Self   disciplined The quality of being strict with oneself. 

Poised   under deadline pressure The quality of being calm when a deadline is 
close. 

Practicing    a flexible approach Being flexible, that is, innovative and adaptable. 

Determined    problem solver Never giving up when figuring out how to address 
the challenge. 

Strong    interpersonal skills Good communication ability. 

 
B) Cloze Practice of Key Language and Phrases 
 

1. Setting the context 
• Our company had been undergoing a series of restructurings, so 

employees needed to adapt to new ways of doing things. 
2. Recounting the situation and your role in it. 

• I was put in charge of getting employee feedback on company values.  
• Employee morale really went downhill, so my role was to devise 

innovative ways to increase team spirit. 
3. Discussing what you did. 

• I headed up a team of six to tackle the problem. 
• First, we spent three months carefully evaluating the issue. 
• I improved the process consolidating several steps. 

4. Revealing the outcome and what made you proud.   
• As a result of my efforts, we measured a productivity increase of 5% in 

my department, which translated into savings to the company of $56,000.  
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Links (click a link to open the exercise) 
 

Accomplishments 2 – Listening Quiz 

Accomplishments 2 – Gap-fill Exercise 

Accomplishments 2 – Dialog & Vocabulary Definitions 

Accomplishments 2 – Positive Personal Characteristics 

Accomplishments 2 – Setting the Context 

Accomplishments 2 – Discussing your Role and the Outcome 

Accomplishments 2 – Structuring your Example 

Accomplishments 2 – 4 Step Guide to a Good Answer  

Accomplishments 2 – Vocabulary Review 

Accomplishments 2 - Flashcards 
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