
THE RECRUITMENT PROCESS: HOW TO HIRE THE PEOPLE YOU NEED 

STEP 1-> Guess the meaning of these words and place them in a chronological order: 

A. send a covering letter   B. Job ad  C. job offer  D.accept a job offer 
E.  apply  F .  send a resumé (CV) 

STEP 2: Read the following job ads and find the key elements included: (complete the grid below) 

 AD 1:

https://apply.workable.com/hirevue/j/F90FF36649/


AD2: 

AD 3:


Disney Careers 
  · 
"There are many opportunities to get new experiences and improve skill sets. I’ve 
spent my entire career at Disney in Enterprise Financial Services and have learned 
something completely new in every role." - Jenny, Finance Manager. Discover a 
world of opportunity in a finance and accounting role. Apply today! http://di.sn/
6181E38mT

https://apply.workable.com/hirevue/j/F90FF36649/
https://www.facebook.com/DisneyCareers/?__tn__=-UC*F
http://di.sn/6181E38mT?fbclid=IwAR29wbfleIQ7TqEDJ3wyOpaQfZtTkKdeTvKLbguzLjHGOYVgGPEgvg8D-5I
http://di.sn/6181E38mT?fbclid=IwAR29wbfleIQ7TqEDJ3wyOpaQfZtTkKdeTvKLbguzLjHGOYVgGPEgvg8D-5I


AD 4:


AD 5:




AD 6:


Now fill in the grid and tick the type of information you have in each ad:

elements AD 1 AD 2 AD 3 AD 4 AD 5 AD 6

- paid leave 
benefits

YES 

- salary

- work life 
balance

- atmosphere

- company 
culture

- qualities 
required

- health 
benefits

- duties: 
description of 
the tasks

- qualifications

- experience 
needed

- humour 

- contact 
details



Your turn!: 
Write your own job ad for your virtual company. 

Your ad should contain: 

• a description of the tasks 
• the benefits included (and the wages) 
• a portrait of the company 
• a list of qualities needed 
• contact details 

You can add any extra information you like and even try to be funny and creative!



