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1.1 Brief Note 
1.2 Listening Task
1.3 Activity One
1.4 Do You Know?

UNIT 1:
INTRODUCTION
TO JOB
HUNTING
MECHANICS



1.1 BRIEF NOTE

All you need to know about job hunting

Graduates seek for jobs upon completing their studies. It
will be a new experience. It can also be repeated
experience before landing on a particular position that
match which their qualifications. Therefore, certain
guidelines and approaches must be abided to ensure
their efforts are fruitful. 

This e-book is presented to guide the future graduates to
understand the preparation needed to excel in their job
interviews that will lead to a secured employment. There
are a few steps that should be adhered by the students in
the process of job hunting as listed in the following units.
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JOB HUNTING PROCESS
FOUR STEPS FOR

1

2

3

4

 READING JOB ADVERTISEMENTS
AND MAKING RELATED

ENQUIRIES

WRITING 
RESUME

WRITING
COVERING LETTER

PREPARING FOR 
JOB INTERVIEW
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Applying for a job -  Concepts of  "qualification", "training" & "experience".

Listen to the dialogue (refer Appendix 1) and circle the correct  words.

1.2 LISTENING TASK

I have / don’t have a university degree.
My office course was six months part-time / full-
time.
An assistant childcare worker needs/ doesn’t
need qualifications.
A diploma/certificate course in childcare studies
takes two years. :

1.
2.

3.

4.

I trained to be a forest technician at high
school / university.
My forest technician qualification is like a UMSS
diploma / certificate.
 I have a license to drive a forklift / a truck.
To be a driving instructor, I need to do a UMSS
course first/ just pass a license test.

1.

2.

3.
4.

   4   



Puteri Hotel 
AquaGo Ptd Ltd
Zan's Bakery & Catering
Aliff International School
BH Plantation and many more

The event will be held in Auditorium KBTC
Kota Bharu and will feature the following

companies:
1.
2.
3.
4.
5.

1.3 ACTIVITY ONE

PLAN FOR YOUR FUTURE



Sponsored by: www.LOCAL.com

E X P L O R E  W O R K  O P P O R T U N I T I E S

Job or career fair is one of the fastest platforms to get the most current info
about job opportunities.
Based on this flyer, identify the most suitable company for these graduates :

Ammar - A degree
holder in Early Childhood
Education

Syazwani - A diploma
holder in Agriculture
Business

Chung - A master holder in
Culinary Arts & Kitchen
Management

Devi - A diploma holder
in Housekeeping &
Laundry

DC

BA

E
Satoh - A degree holder
in Aquaculture
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1.4 DO YOU KNOW?
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Chad Did you go to university Athena?

Athena
Yes, I went to university for three years back in Johor Bahru, and got my degree. And
after I came to Kuala Lumpur I did an office skills course at UniKL. That was six months
full-time and I got a certificate for that. That qualification helped me get the job I have
now.

Chad Are you planning to do more training?

Athena Not for office work. I’d like to change my job. I’d like to work in childcare.

Chad In childcare. That’s very different. Do you need qualifications to work in childcare, or do
you just need experience?

Athena
Well, I can get a job as an assistant daily caretaker in a childcare centre without any
qualifications or experience. But I don’t want to be an assistant. So I might do a
certificate course or maybe a diploma course in childcare studies. A diploma would be
two years full-time study. So what qualifications do you have Chad?

Chad
Back in Sarawak, I was a forest technician. You don’t have them in Semenanjung. Here
it’s like someone who works in a national park. I went to a special forestry high school
and then did one more year of training on the job. 

Athena I see. Have you got any more qualifications since coming to Kuala Lumpur?

Chad No, not really. I have my car licence and a forklift licence. That’s all. But I’m planning to
do further training.

Athena What kind of training?

Chad I want to be a driving instructor so I’ll have to do a course at TAFE and then get a licence
from the government. That will take me about five months all together.

APPENDIX 1 -  SCRIPT FOR ACTIVITY ONE
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2.1 Brief Note
2.2 Comprehension Task 
2.3 Activity Two
2.4 Do You Know?

UNIT 2
HOW TO READ
JOB
ADVERTISEMENT
& MAKING
RELATED
ENQUIRIES



2.1 BRIEF NOTE

Getting to know about job advertisement

The search and comprehending job advert isement.  Students must be creative and
resourceful  in searching for jobs.  Staying passive and wait ing for opportunit ies wil l
delay success of  being employed. Fol low the approaches below:

1. Everyone is a potential job informer.
Ask anyone that you come across i f  there are any vacancies anywhere for you to have
the chance to be taken as an employee. I t  is  a useful  strategy as the potential  to be
informed of any job opportunity is  very high. Furthermore this pract ice teaches the
students to be resourceful  and mature which in wil l  help them to gain noticeable
attention by the potential  employer(s) during interview.

2. Newspapers in the recruitment section, internet job sites, career
exhibitions and talks.
Students must be alert  ut i l i z ing the electronic and printed media of various
advert isements and ongoing happenings in regards to job vacancy offered. Constant
surf ing of the internet and reading the printed media wil l  keep the students abreast of
the latest  development avai lable.

3. Walk in inquiry to companies operating in your hometown.
Students can just  poli tely inquire of relevant companies operating in their  hometown
for job vacancies without wait ing for any job advert isement posted. I t  is  an init iat ive of
strategic importance as:  

A student without any working experience wil l  not be highly paid. Thus, working in
your hometown wil l  save a lot  of  f ixed expenditure such as the rental,  transportat ion
and on food.
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4. Telecommunication efforts.
Due to the vast  access of  the internet and social  media avenues, students wil l  be able
to gather information and contact  numbers of companies near and far.  This means of
various channels of  communication al low the students to cal l  any relevant company to
inquire about job vacancy.  
Do not wait  for advert isement and cal l ing these companies even though they do not
advert ise of any job vacancy.  I t  is  not a cr ime. 
Bear in mind, companies hire go getters and individuals that think out of  the box.

Rome is not buil t  in one day.  Success must be constantly seeked. Do not expect
opportunit ies to come rol l ing just  by wait ing.

5. A visit to local authorities.
The distr ict  off ices of  local  municipal i ty  provide and gather latest  happenings,
information and news to the surrounding public  to be aware of.
Poli t ical  related off ices or centers sometimes offers relevant news in regards to job
opportunit ies.

Community centers nearby as people from al l  walks of  l i fe gather for various public
events and charity.
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Position advertised Job requirement Company address

Company brief background Company name How to apply

1)

2)

4)

3)

5)

6)

1

Label the highlighted information from the job advert isement with the correct  terms. 

2.2 COMPREHENSION TASK

2

3

4

5

6
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Classifying and matching the appropriate job scopes/responsibi l i t ies under the correct
posit ion.

Look at  the job advert isements for the related information.

2.3 ACTIVITY TWO

A

C

B

D
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2.4 DO YOU KNOW?

You can search for the most current TOP EMPLOYERS in our country via
https://www.jobstreet.com.my/ and learn about their  rat ings and reviews.

the l ist  wil l  also include a remark whether there are job openings or not at  that
part icular companies.

Below is the sample display.
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Example:
There is  a job opening in this company.
Cl ick on the remark,  more information
wil l  appear.

The l ist  of  the posit ions offered
wil l  appear.  So, you can choose
the most suitable one that
matches your quaif icat ions.
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3.1 Brief Note
3.2 Comprehension Task 
3.3 Step By Step Guide 
3.4 Speaking Task 
3.5 Do You Know?

UNIT 3 
WRITING
RESUME



What is a resume? 
It is a written summary of you and your background. What kind of
background? What do you put in the resume? A resume should
ideally contain 6-7 sections. Those sections are your personal
particulars, educational background, work experience (if
applicable), extra-curricular achievements, skills & strength,
honours & awards (if any), other information about yourself and at
least two referees.

How much of your personal background should you include? 
It contains your full name, brief family background, your contact
number and email address. Please bear in mind to keep your
email address formal and easy to read. 
Example of inappropriate email addresses are
‘selokpitunyelo@yahoo.com’, ‘alachekai@gmail.com’ and etc. 

The resume or cv is sent to the companies that they seek
employment. The resumes are to let the latter know more about
the applicants involved. 

A resume is a document which provides easy reference for your
potential employer who wants to know your educational
background, work experience and achievements.

3.1 BRIEF NOTE
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Sample resume

   17   
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Personal detai ls  -  Write the words from the box next to the correct  question.

3.2 COMPREHENSION TASK
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3.3 STEP BY STEP GUIDE
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3.4 SPEAKING TASK

Sample of v ideo resume

Source: https://www.youtube.com/watch?v=NRAVRCVaEPw

Record yourself  by introducing your name, origin and your strengths in a 30-seconds
self- introductory video.
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Recap of the lesson

A resume is a replacement of your physical  self  in promoting your
strength to the interested party.  A resume speaks on behalf  of  you
as you cannot be presented in person to promote yourself .  Thus, a
resume must have a complete history of  yourself  in order to be
read by the interested part ies to convince them of your prowess
and your capabil i t ies.  

A resume must consist  of:

   1.     Personal detai ls
   2.     Academic quali f icat ions
   3.     Work experience
   4.     Ski l ls  and strengths
   5.     Other information e.g.  interests or awards
   6.     Referees

   23   

Additional info - Resume Summary

A resume is a replacement of your physical  self  in promoting your
strength to the interested party.  A resume speaks on behalf  of  you
as you cannot be presented in person to promote yourself .  Thus, a
resume must have a complete history of  yourself  in order to be
read by the interested part ies to convince them of your prowess
and your capabil i t ies.  

A resume must consist  of:

   1.     Personal detai ls
   2.     Academic quali f icat ions
   3.     Work experience
   4.     Ski l ls  and strengths
   5.     Other information e.g.  interests or awards
   6.     Referees



3.5 DO YOU KNOW?

Resume VS Curriculum Vitae (CV)

   24   




 RESUME CV

DEFINITION
Summary of work experience relevant

to the job you are applying
Detailed career and educational

history

PURPOSE Emphasizes skills and qualifications
Highlights accomplishments in entire

career history

DETAILS TO INCLUDE
Outlined summary of relevant skills

and work experience
Detailed work history

LENGTH 1 -2 pages 2 or more pages

WHEN TO USE General industries Academic and specialized positions

FORMAT Reverse-chronological Chronological order

QUICK SUMMARY

Source: https://www.jobstreet.com.my/career-resources/job-hunting/cv-vs-resume-a-foolproof-guide-to-knowing-when-to-use-which/
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The term resume and curriculum vitae (CV) is interchangeably used. Below are some differences
between RESUME and CV:



Eg: Resume Summary

Eg: Resume Objective

   26   

Resume objective VS Resume summary

Working experience. E.g.: Technician
with 5+ years of experience in the IT
industry.
1 or 2 top achievements (or core
responsibilities). E.g.: Specialized in
technical support and maintenance.
Desired goal (generally, passion for
working at a specific company). E.g.:
Looking for new opportunities as a
supervisor for a PNB company.

Academic background relevant to the
position offered. E.g.: Determined
diploma holder from Politeknik Jeli
seeking new opportunities.
Any relevant experience to the job
scopes. E.g.: Undergo 6 months
industry attachment in Sime Darby.
Contribution to be made (if succeed).
E.g.: Looking to grow as potential
aquatic farmer in GHJ Bio Marine.

Recent additional requirement included in resume is the
summary/objective related to your career development/change.
Resume summary is applicable in any situation. If you are fresh
graduate or switching careers, you may use resume objective. It
is written at the top of your resume. It is useful especially if you
want to apply a job via online employment company such as
JobStreet.com, LinkedIn.Job, WOBB and many more.



4.1 Brief Note
4.2 Activity Three
4.3 Grammar Task 
4.4 Writing Task
4.5 Do You Know?

UNIT 4
WRITING
COVERING
LETTER



4.1 BRIEF NOTE

A formal letter writing for job application

A letter that will accompany your resume for job application
Written differently based on the position/vacancy that you
want to apply
Used to sell your strengths and your suitability for the position
advertised
Different type of covering letter

Covering letter is

       1. A solicited letter (attach the job advertisement).
       2.An unsolicited letter (choose any relevant job), to apply for a
           job that matches your qualification and work experience 
           but there is no specific job opening being announced
       3. A letter to apply for a post in the company where you did  
           your industrial training
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Header- input contact information,
Greeting the hiring manager.
Opening paragraph- grab the reader’s attention with 2-3 of your top
achievements.
Second paragraph- explain why you are the perfect candidate for the
job.
Third paragraph- explain why you are a good match for the company.
Formal closing.

 Cover letter:

A cover letter is a one-page document that you submit with your resume
to express your interest in the job opening. The purpose of a cover letter
is to introduce yourself to an employer and provide a brief overview of
your work history, professional skills, and an explanation why you are the
best fit for the job.

A good cover letter can spark the interest of the reader and in return, he
or she might be interested to have a look at your resume to know more
about you. There are bad cover letters and good cover letters alike. Take
note that bad cover letters usually will lead to the interviewers not
wanting to read your resume at all and ending the chance of you being
employed in the company you desired.

A guidance to a proper cover letter:

                                                                     Sources from novoresume.com

Reminder: Interviewers are busy people and that is why a cover letter is
short for them to decide whether the candidate involved is worth
considering for further step of action.
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A sample of complete block format
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4.2 ACTIVITY THREE

Choose the six things you should include in a cover letter.
Tick all the correct answers.

Match the phrases from the boxes with the most appropriate sections
below.
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4.3 GRAMMAR TASK
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4.4 WRITING TASK
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4.5 DO YOU KNOW?
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1. Focusing too 
much on yourself

3. Writing about
something

 uncomfortable

2. Sharing all the
details of every single
job you’ve ever had

4. Writing a novel
5. Rehashing your

 resume

6. Being too trite 7. Being a superfan
of the company

8. Typos

Nowadays, your cover letter is kind of like a spare tire. You want to have it with
you just in case you need some backup.

These are 8 common mistakes done by candidates in preparing a covering
letter

Reminder
Not sending a cover letter is as irresponsible to your career as driving without
a spare tire is to your well-being.

You wouldn’t take a road trip without having a spare tire. Don’t set out on your
job search without having all the back up you need to get you to where you
want to be.

Source: https://www.forbes.com/sites/ashleystahl/2016/01/08/8-common-cover-letter-
mistakes-to-avoid/?sh=2cd53aab1ab2



5.1 Brief Note
5.2 Speaking Task 
5.3 Activity Four
5.4 Tips on Dressing & 
      Organizing Documents
5.5 Do You Know?

UNIT 5
PREPARING
FOR JOB
INTERVIEW



5.1 BRIEF NOTE

Selling your capabilities in getting a job

Interview will become possible when your job application which
consist of your resume and cover letter managed to gain the
interest of the companies which put up the vacancy
advertisements. 

In this era of information technology, various methods of
interviews are being utilised and three approaches stand out the
most.

Face to face interview

Face to face interview are common among companies as this
method provides more access to the character of the applicants.
The applicant’s behaviour, knowledge, attitude and expertise will
be put to the test . The interviewers will be able to determine if the
candidate has what it takes to be selected as a permanent
employee of the company involved. 
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 Video call

Video call is an online interview which recently gain popularity
especially during the pandemic. It is convenient for interviewers to
communicate more than one candidate at one time and vetted
out the unsuccessful candidates in a short period of time. Video
call is also applicable to companies that take into consideration of
the time and cost incurred for candidates that live far from the
interview location. 

Video presentation

Some companies prefer the selected candidates to make their
own presentation by producing their own recorded video of
promoting themselves to gain the confidence and attention of the
interviewers. The effort and creativity of the candidates will be the
key determinants for the interviewers to arrive at a decision
favourable to the applicant or applicants involved.
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Form a group of three. Discuss on the image displayed in the fol lowing f igure.

Share your opinions (at  least  two) and just i fy  your answers.

5.2 SPEAKING TASK
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Is this appropriate?



Watch the fol lowing tutorial  (https://www.youtube.com/watch?v=iqeghm8Uut8)

Draw a mind map on the type of questions asked during the interview. 
Provide your own version of the questions and asked your pair  to get the answers.

5.3 ACTIVITY FOUR

COMMON
QUESTIONS
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The dressing codes by Suruhanjaya Perkhidmatan Awam Malaysia (SPA).  

5.4 TIPS ON DRESSING & ORGANIZING 
      DOCUMENTS
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 Interview shoes for women.

 Interview shoes for men.
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 Reminders:

Physical  appearance
Being in an interview is l ike a step closer to make being employed
is a real i ty.  I t  is  a huge and important occasion which must be
properly addressed and prepared to.  Physical  appearance of an
applicant is  v is ible and wil l  be closely scrutinised by the
interviewers.  I t  is  an unspoken respect to the occasion of possible 
 freedom of own self  management.

Applicants must possess a credible appearance and dress
accordingly to respect the occasion. I t  is  a vi tal  evaluation of
character and att i tude and interviewers are professionals that have
eyes and ears for determining capable candidates from the mass.

Soft  sk i l ls  requirements

Tone of voice,  patience. Tolerance and proper language utterance
are vi tal  to present the maturity  in the candidate’s presentation to
the interviewers involved. These personal traits  are of assets to any
company as respectful  employees wil l  l ikely please the public  and
strengthen the image of the organisation posit ively.  
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5.5 DO YOU KNOW?

What is                         ?

Source: https://www.linkedin.com/help/linkedin/answer/a548441/what-is-linkedin-
and-how-can-i-use-it-?lang=en

World's largest professional network on the internet. 
Can use LinkedIn to find the right job or internship, connect and
strengthen professional relationships, and learn the skills you need
to succeed in your career. 
Can be accessed from a desktop, LinkedIn mobile app, mobile web
experience, or the LinkedIn Lite Android mobile app.
A complete LinkedIn profile can showcase your unique
professional story through experience, skills, and education.
You can also use LinkedIn to organize offline events, join groups,
write articles, post photos and videos, and more.

1 - Create your
profile

2 - Build your
network

3- Find a job

4-Participate in
conversation

5 - Post
content

   45   

How to sign up for                                         account?                                        



https://www.forbes.com/sites/ashleystahl/2016/01/08/8-common-cover-
letter-mistakes-to-avoid/?sh=2cd53aab1ab2

https://novoresume.com/career-blog/how-to-write-a-resume-guide

https://www.youtube.com/watch?v=iqeghm8Uut8

www.britishcouncil.org/learnenglishteens

www.jobstreet.com

www.spa.gov.my

REFERENCES

   46   



Dr Suhaily is a TESL graduate of

Education Faculty, UiTM Shah Alam

(2003). She also obtained her

Master in TESL (2008) and PhD in

Education by Research (2019) from

the similar higher learning

institution. She has served in the

polytechnic system for almost 20

years. Besides teaching, she has

been appointed as the Deputy

Director (Governance & Strategic)

of Politeknik Jeli, Kelantan.

Pn Suria is an experienced English
lecturer holding a Diploma of Mass
Communication, majoring inAdvertising (1992) from ITM,  agraduate of KPLI TESL of MPIK(1994) and Master in TESL, UiTM(2011). Before joining  polytechnic

system in 2001, she hascontributed her service as anEnglish teacher in the FullyResidential School unit as her first
posting in 1994.

MEET 
THE AUTHORS

DR HJH SUHAILY BINTI

HJ ABDULLAH

PN SURIA BINTIMOKHTAR

   47  



GENERAL STUDIES
DEPARTMENT

JALAN RAYA TIMUR BARAT
17600 JELI
KELANTAN, MALAYSIA

POLITEKNIK
JELI
KELANTAN

PUBLISHED BY


