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How to Use the STAR Method to Answer Interview Questions
The STAR method is a structured technique for answering behavioral interview questions,

often used by interviewers to assess how you handle speci�c work situations. The acronym

STAR stands for Situation, Task, Action, and Result. By using this method, you can provide clear

and concise answers that demonstrate your skills and experience. Here’s a guide on how to use

the STAR method effectively in an interview:

1. Understand the Question

Behavioral questions typically start with phrases like:

“Tell me about a time when…”

“Give an example of…”

“Describe a situation where…”

These questions require you to recall a speci�c situation where you demonstrated a skill,

handled a challenge, or achieved a result. Before jumping into your answer, take a moment to

think about which experience best �ts the question.

2. Structure Your Answer Using STAR

Situation

Begin by describing the context of the story. This is the background information about where

and when the event took place. Your goal here is to set the scene and provide enough detail for

the interviewer to understand the situation.

Example: “In my previous job as a sales associate at XYZ Company, we were preparing for

our annual product launch. However, a week before the launch, our main supplier

informed us that they couldn’t deliver the promotional materials on time.”
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Tips:

Keep this part brief but detailed enough to give context.

Focus on situations that are relevant to the role you’re applying for.

Task

Next, explain what your responsibility or goal was in that situation. What was required of you?

What was your role? This helps the interviewer understand what you were personally

accountable for in the situation.

Example: “As the person in charge of coordinating marketing materials, it was my

responsibility to ensure that all items were ready for the launch. I had to quickly �nd a

solution to avoid delaying the event.”

Tips:

Clearly de�ne your task or objective.

Focus on your role and what was speci�cally expected from you.

Action

This is the most important part of the STAR method. Here, you explain the steps you took to

resolve the situation or achieve your goal. Be speci�c and describe your actions in detail.

Example: “I immediately contacted several alternative suppliers to see if they could meet

our tight deadline. At the same time, I worked with the design team to adjust the

promotional material speci�cations, making them faster to produce. I also communicated

with my manager and the team to keep everyone informed and created a backup plan by

developing digital marketing materials, in case we couldn’t get the physical ones in time.”

Tips:

Focus on your actions, not the team’s. Use “I” rather than “we.”

Break down the steps you took, showing your thought process and problem-solving

skills.

Result

Finally, describe the outcome of your actions. What was the result of the situation? Did you



achieve your goal? Did your actions lead to a positive outcome? If possible, quantify the result

to show your impact.

Example: “In the end, I secured a new supplier who delivered the materials on time. The

launch was successful, and we exceeded our sales targets by 15%. My manager praised

my quick thinking and ability to keep the project on track.”

Tips:

Highlight the positive impact of your actions.

Quantify the results if possible (e.g., percentages, time saved, increased sales).

Even if the situation didn’t have a perfect outcome, focus on what you learned and how it

improved future performance.

3. Practice the STAR Method
Before your interview, think of several examples from your past experiences that highlight your

strengths. Practice answering common behavioral questions using the STAR method. Some

typical questions include:

“Tell me about a time you solved a dif�cult problem.”

“Describe a situation where you worked under pressure.”

“Can you give an example of when you worked in a team to achieve a goal?”

When practicing, focus on keeping your answers clear and concise, around 1-2 minutes in

length. The STAR method helps ensure that you provide enough detail without rambling or

missing key points.

4. Tailor Your STAR Responses
Make sure the examples you choose are relevant to the job you’re applying for. If the role

requires leadership skills, focus on situations where you took initiative. If it’s a customer service

role, highlight examples of how you resolved customer issues.

You can also adapt your STAR responses to the speci�c competencies the employer is looking

for, such as teamwork, problem-solving, or adaptability.

5. Keep It Positive

Even if the situation was dif�cult or didn’t have a perfect outcome, focus on what you learned

and how you handled it. The STAR method allows you to showcase your ability to overcome



challenges and deliver results.

Example STAR Answer
Question: “Can you tell me about a time when you had to meet a tight deadline?”

Answer:

Situation: “In my previous role as a project manager, I was leading a team on a software

development project. Two weeks before the project deadline, a key developer

unexpectedly left the company.”

Task: “As the project manager, it was my responsibility to ensure the project stayed on

track and met the deadline, despite losing a crucial team member.”

Action: “I immediately reorganized the team’s responsibilities, redistributing tasks

among the remaining developers. I also hired a freelance developer to help �ll the gap. I

held daily check-ins with the team to monitor progress and provide support where

needed. Additionally, I worked overtime to help with project documentation and testing

to ensure everything was completed on schedule.”

Result: “We completed the project on time, and the client was very satis�ed with the

result. The team appreciated my leadership, and the project ended up leading to

additional work from the client, generating a 10% increase in revenue for the company.”

By following this structure, the STAR method helps you stay focused, organized, and clear in

your responses, making it easier for interviewers to understand your quali�cations and see how

you handle challenges in the workplace.

ROLE PLAY

Interviewer: Good morning, Sarah. Thanks for coming in today. How are you?

Sarah: Good morning! I’m doing well, thank you. I’m excited to be here and discuss this

opportunity.

Interviewer: Great. Let’s get started. Can you tell me about a time when you faced a signi�cant

challenge at work and how you dealt with it?

Sarah: Absolutely. One challenge I faced happened in my previous role as a marketing

coordinator at BrightStar Solutions. We were working on a major product launch, and



everything seemed to be going smoothly. However, just a week before the launch, we received

some bad news from our supplier.

Interviewer: Oh no, what happened?

Sarah: The supplier informed us that they were facing a shortage of the materials needed to

produce our promotional items. These items were critical for the launch because they were

supposed to be given out at the event to generate interest and excitement. Without them, we

risked damaging the campaign’s success. So, the situation was urgent, and we were under a lot

of pressure to �nd a solution quickly.

Interviewer: That sounds like a stressful situation. What was your speci�c responsibility in that

project?

Sarah: My task was to make sure that all marketing materials, including these promotional

items, were ready for the launch. I was responsible for coordinating with suppliers and ensuring

that everything was delivered on time. When the supplier called with the bad news, it was my

job to resolve the issue, because if we didn’t get the materials in time, the launch could be

delayed, which would impact not only our marketing efforts but also the company’s sales

targets for the quarter.

Interviewer: That’s a tough situation. How did you go about handling it?

Sarah: First, I knew I had to act quickly, so I immediately gathered the team and my manager to

explain the problem and brainstorm potential solutions. I took the lead in contacting other

suppliers, both local and international, to see if they could help us on such short notice. At the

same time, I worked with the design team to adjust the speci�cations of the promotional items

slightly, to make them easier and faster to produce. This way, we could increase the chances of

�nding a supplier who could deliver within our tight timeline.

While I was doing this, I also prepared a backup plan. I coordinated with the digital marketing

team to create online versions of the promotional materials. These digital assets could be

shared on social media and through email campaigns, just in case we couldn’t get the physical

items on time.

Interviewer: That’s a smart move, having both a primary and backup plan. How did it all turn

out?



Sarah: After a couple of days of searching and negotiating, I found a local supplier who could

meet our revised design requirements and deliver just in time. They agreed to work through the

weekend to ensure we had everything by the day before the launch. I kept in close contact with

them throughout the process to make sure there were no further delays. On top of that, the

digital team had the online materials ready to go, just in case.

In the end, we received the promotional items on time, and the launch event went ahead as

planned. We handed out the items to customers, and they were a big hit. The campaign was a

success, and we even exceeded our sales targets by 15%. The company recognized my efforts in

handling the crisis and maintaining the quality of the campaign, which was really rewarding.

Interviewer: That’s an impressive result! It sounds like you stayed calm under pressure and

found a creative solution.

Sarah: Thank you! Yes, it was de�nitely a stressful situation, but it taught me a lot about

problem-solving and managing multiple priorities under pressure. I also learned the importance

of having strong relationships with suppliers and keeping communication open within the team.

Interviewer: That’s great to hear. What did you take away from that experience?

Sarah: The biggest takeaway for me was the importance of adaptability. When things don’t go as

planned, it’s crucial to stay �exible and think of alternative solutions. I also learned how

important clear communication is, both with my team and external partners. By staying calm,

focusing on the solution rather than the problem, and keeping everyone informed, we were able

to overcome the challenge and deliver a successful campaign.

Interviewer: Excellent. Your approach shows that you can handle unexpected challenges while

staying organized and focused on the end goal. Thank you for sharing that!

Sarah: Thank you! It was a great learning experience, and I feel more prepared to handle future

challenges because of it.
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Writing Persuasive Copy
English for the Workplace > Writing letters, Emails and Copy. > Writing Persuasive Copy

Glossary of Copywriting and Advertising Terms:

Buyer Persona: A semi-�ctional representation of a company’s ideal customer based on

market research and real data.

Features: Speci�c details about a product’s attributes or capabilities.

Bene�ts: The advantages or positive outcomes that a customer will experience from

using a product or service.

Hook: The opening line or statement designed to grab the audience’s attention.

Emotional Appeal: Writing that connects with the reader’s emotions to in�uence their

decision-making.

Call to Action (CTA): A direct instruction in advertising or copy that tells the reader what

to do next (e.g., “Buy Now,” “Sign Up Today”).

Power Words: Emotionally charged or persuasive words that grab attention and

motivate readers (e.g., “exclusive,” “limited,” “guaranteed”).

Scarcity: A tactic used in advertising to create urgency by implying limited availability

(e.g., “Only 5 left!”).

Split Testing: Also known as A/B testing, this is a method of comparing two versions of a

marketing asset to see which performs better.

0:000:00 / 3:06/ 3:06

A Veteran’s Guide to Writing Persuasive Copy
In the advertising world, the art of persuasion is at the heart of everything. Whether you’re

writing for a billboard, an email campaign, or a product description, the words you choose

have the power to turn a reader into a customer. As a seasoned veteran of the advertising

sector, I’ve spent years re�ning the craft of persuasive copywriting. Here are some of the most

important lessons I’ve learned.

1. Know Your 
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The �rst rule of persuasive copy is understanding exactly who you’re writing for. To write

effective copy, you must know your audience’s needs, desires, and pain points. Creating

detailed buyer personas—representations of your ideal customers—helps focus your writing.

You can then tailor your message to speak directly to your audience’s interests and values.

When you understand your audience, you can address their speci�c concerns, highlight what’s

most important to them, and create a personal connection that builds trust and drives action.

2. Focus on , Not 

One of the most common mistakes in copywriting is focusing too much on product features

instead of bene�ts. While features describe what a product does, bene�ts explain how it will

improve the customer’s life. Bene�ts answer the reader’s most important question: “What’s in

it for me?”

For example, a smartphone might have a 12-megapixel camera (feature), but the bene�t is

that it allows users to take stunning, professional-quality photos that capture precious

memories.

Always ask yourself how the product will solve your customer’s problems or ful�ll their

desires, and lead with those answers in your copy.

3. Craft a Strong 

The opening line of your copy—whether it’s a headline, an email subject, or a social media post

—needs to grab the reader’s attention immediately. A strong hook draws the audience in by

sparking curiosity, evoking emotion, or making a bold statement.

The goal is to make the reader stop and think, “I need to know more.” From there, you can

build interest and guide them through the rest of your message.

4. Appeal to 

Emotions play a crucial role in decision-making. Effective copy doesn’t just tell customers

what a product can do; it shows them how it will make them feel. Will it give them peace of

mind, excitement, or con�dence? Tapping into emotions makes your copy more memorable

and powerful.

For instance, if you’re selling a security system, focus on the feeling of safety and protection it

provides, not just its technical speci�cations.

5. Include a Clear Call to  (CTA)



Your copy should always guide the reader toward a speci�c action, whether it’s making a

purchase, signing up for a newsletter, or downloading a free guide. A clear, compelling call to

action (CTA) is the key to converting interest into action.

Make your CTA direct and easy to follow, like “Buy Now,” “Sign Up Today,” or “Get Yours

Before They’re Gone.”

Glossary of Copywriting and Advertising Terms:

Buyer Persona: A semi-�ctional representation of a company’s ideal customer based on

market research and real data.

Features: Speci�c details about a product’s attributes or capabilities.

Bene�ts: The advantages or positive outcomes that a customer will experience from using

a product or service.

Hook: The opening line or statement designed to grab the audience’s attention.

Emotional Appeal: Writing that connects with the reader’s emotions to in�uence their

decision-making.

Call to Action (CTA): A direct instruction in advertising or copy that tells the reader what to

do next (e.g., “Buy Now,” “Sign Up Today”).

Power Words: Emotionally charged or persuasive words that grab attention and motivate

readers (e.g., “exclusive,” “limited,” “guaranteed”).

Scarcity: A tactic used in advertising to create urgency by implying limited availability (e.g.,

“Only 5 left!”).

Split Testing: Also known as A/B testing, this is a method of comparing two versions of a

marketing asset to see which performs better.

Know Your Audience

1.1 What is the purpose of creating a buyer persona?



 A) To write copy that appeals to everyone

 B) To focus your writing on speci�c customer needs

 C) To research product features in depth

 D) To eliminate the need for editing

why is it important to understand your audience in persuasive copywriting?

 A) It allows you to skip market research.

 B) It helps you create copy with fewer words.

 C) It enables you to build a personal connection and trust.

 D) It lets you focus on writing about product features.

Focus on Bene�ts, Not Features

2.1 Why should copywriters focus on bene�ts rather than features?

 A) Features are too technical for the average customer.

 B) Bene�ts show how a product improves the customer’s life.

 C) Bene�ts are easier to list than features.

 D) Features only matter to loyal customers.



2.2 Which of the following best describes a product bene�t, as explained in the “Focus on

Bene�ts, Not Features” section?

 A) A smartphone has a 12-megapixel camera.

 B) The phone comes with a two-year warranty.

 C) Users can take stunning, professional-quality photos.

 D) The phone is available in black and silver.

Craft a Strong Hook

3.1 According to the “Craft a Strong Hook” section, what is the main purpose of a hook in

copywriting?

 A) To summarise the product’s features

 B) To grab the reader’s attention and spark curiosity

 C) To list the product’s bene�ts

 D) To conclude the advertisement

3.2 Based on the section “Craft a Strong Hook,” what should a strong hook make the reader

think?

 A) “I need to know more.”

 B) “I’ve seen this before.”



 C) “This is too complicated.”

 D) “This is not relevant to me.”

Appeal to Emotions
4.1 Why is it important to appeal to emotions in copywriting, as explained in the “Appeal to

Emotions” section?

 A) Emotions make your copy easier to memorize.

 B) Emotional appeals make the copy shorter.

 C) Emotions drive decision-making and create stronger connections.

 D) Emotional writing is only necessary for luxury products.

4.2 Which of the following is an example of appealing to emotions in copywriting, according to

the “Appeal to Emotions” section?

 A) “This camera has a fast shutter speed.”

 B) “Capture memories that last a lifetime.”

 C) “The TV comes with a universal remote.”

 D) “Our product is 10% cheaper than the competition.”

Include a Clear Call to Action (CTA)

5.1 According to the section on “Include a Clear Call to Action (CTA),” what is the primary goal

of a call to action?



Finish Test

 A) To explain the product’s features

 B) To encourage the reader to take a speci�c action

 C) To describe how the product works

 D) To summarize the company’s history

5.2 Based on the section “Include a Clear Call to Action (CTA),” which of the following is an

example of a strong CTA?

 A) “This product is on sale.”

 B) “Buy Now and Save 20%.”

 C) “Our product is made from high-quality materials.”

 D) “Customers love our product.”



Using Strong Adjectives for Writing
Impactful Copy
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Guide to Using Strong Adjectives for Writing Impactful Copy
In copywriting, adjectives are essential tools that can transform ordinary descriptions into

compelling, persuasive messages. By using strong adjectives, you can evoke emotions, create

vivid imagery, and make your products or services stand out in the minds of your readers. A

strong adjective can elevate your writing from being merely descriptive to being truly engaging

and memorable.

This guide will show you how to replace common, less impactful adjectives with stronger, more

effective ones to improve your copy. We’ll also explore how absolute adjectives work, as they

tend to add a sense of certainty and intensity to your writing.

What Are Strong Adjectives?
Strong adjectives are words that convey a powerful emotion, quality, or intensity. They go

beyond merely describing an object or experience; they amplify it. Instead of saying something

is “nice” or “good,” strong adjectives use more forceful terms like “breathtaking” or

“outstanding” to grab the reader’s attention.

For example:

Instead of saying, “It’s a nice hat,” you can say, “It’s a breathtaking hat.”

Instead of saying, “We offer good service,” you can say, “We offer exceptional service.”

Strong adjectives are often absolute, meaning they cannot be graded. You wouldn’t say

something is “a bit breathtaking,” for instance. These adjectives tend to work best with

intensi�ers like “absolutely” or “utterly,” though the use of “quite” is still seen in more formal or

older forms of English.
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Common vs. Stronger Adjectives
Below is a list of common, weaker adjectives and their stronger, more impactful counterparts.

Use this as a reference to improve your writing and make your copy more persuasive.

List 1: Positive Descriptions

Weaker Adjective Stronger Adjective

Nice Breathtaking

Good Outstanding

Great Phenomenal

Pretty Gorgeous

Attractive Stunning

Big Enormous

Small Tiny

Bright Brilliant

Tasty Delicious

Fun Exhilarating

Interesting Fascinating

Fast Lightning-fast

Helpful Indispensable

Happy Ecstatic

Comfortable Luxurious

List 2: Negative Descriptions

Weaker Adjective Stronger Adjective

Bad Terrible

Ugly Hideous



Weaker Adjective Stronger Adjective

Small Minuscule

Slow Sluggish

Tired Exhausted

Dirty Filthy

Annoying Infuriating

Sad Heartbreaking

Scary Terrifying

Cheap Shoddy

How to Use Strong Adjectives in Copywriting
1. Replace Common Adjectives with Stronger Ones
When writing copy, look for weak, overused adjectives and replace them with stronger, more

speci�c options. This change will immediately make your copy more engaging and memorable.

Example:

Weak: “This is a nice vacation package.”

Strong: “This is a luxurious vacation package.”

2. Amplify with Intensi�ers
Strong adjectives work particularly well with certain intensi�ers, especially those that convey

certainty and absoluteness. Some common intensi�ers for strong adjectives include:

Absolutely

Utterly

Completely

Exceptionally

Truly

Example:

Weak: “This movie is good.”



Strong: “This movie is absolutely phenomenal.”

3. Avoid Overuse of Strong Adjectives
While strong adjectives can signi�cantly improve your writing, overloading your text with them

can have the opposite effect. Aim to use these words strategically and sparingly to create

impact without overwhelming the reader.

Absolute Adjectives and How to Use Them
Absolute adjectives describe qualities that are considered extreme or total, making them

ungradable. These adjectives do not have varying degrees (you can’t be “a little” or “very”

perfect). Absolute adjectives are often paired with intensi�ers like “absolutely” or “utterly,” but

not with modi�ers such as “slightly” or “somewhat.”

Examples of absolute adjectives:

Breathtaking

Perfect

Unique

Impossible

Flawless

Essential

Correct usage:

Correct: “This event was absolutely �awless.”

Incorrect: “This event was somewhat �awless.”

Common Adjectives and Their Absolute Forms

Weaker Adjective Absolute Adjective

Good Perfect

Beautiful Breathtaking

Unique One-of-a-kind

Clean Spotless

Dif�cult Impossible



Weaker Adjective Absolute Adjective

Important Essential

Impressive Mind-blowing

Dangerous Deadly

Smart Brilliant

Surprising Shocking

Examples of Strong Adjectives in Business Copy
1. Product Descriptions

Weak: “Our shoes are comfortable and nice.”

Strong: “Our shoes are luxuriously comfortable and utterly stunning.”

2. Service Descriptions

Weak: “We offer good customer service.”

Strong: “We offer exceptional customer service that exceeds all expectations.”

3. Advertising Copy

Weak: “Try our new dessert; it’s tasty.”

Strong: “Indulge in our new dessert; it’s absolutely delicious and irresistible.”

Adjective Type Example Adjectives Example Sentence

Opinion lovely, boring, amazing lovely small French wooden

chair

Size big, small, tiny big new green sweater

Age old, young, new old large metal box

Shape round, square, rectangular small round Italian marble

table

Color red, blue, green beautiful blue silk scarf

Origin American, French, Italian small old French cottage



Adjective Type Example Adjectives Example Sentence

Material wooden, plastic, metal lovely big metal box

Purpose/Quali�er sleeping, running, dining small round wooden dining

table

Example with Multiple Adjectives:

lovely big round old red Italian leather handbag

Opinion: lovely

Size: big

Shape: round

Age: old

Color: red

Origin: Italian

Material: leather

Noun: handbag

Enhancing Your Copy with Strong Verbs
In copywriting, verbs play a crucial role in conveying action and creating a dynamic, persuasive

tone. While simple verbs like “made,” “give,” or “do” are functional, replacing them with more

impactful alternatives can transform your copy into something more engaging and persuasive.

Strong verbs evoke emotion, highlight value, and create vivid imagery that connects with your

audience.

Here are some examples of common verbs and their stronger, more impactful versions:

Common Verb Impactful Version Example in Copy

Made Crafted Our furniture is crafted from

the �nest materials.

Give Provide We provide exceptional

service to all our clients.

Do Accomplish Our team accomplished

record sales this quarter.



Common Verb Impactful Version Example in Copy

Help Empower We empower businesses to

reach their full potential.

Use Utilize We utilize the latest

technology to ensure quality.

Start Launch Launch your �tness journey

today with our app.

Get Achieve You’ll achieve your goals

faster with our proven

method.

Buy Acquire Acquire this limited-edition

artwork before it’s gone.

Why Use Strong Verbs?

Clarity and Precision: Strong verbs provide a more speci�c meaning, which helps readers

understand the value of your product or service more clearly.

Evokes Emotion: Impactful verbs engage emotions and make the reader feel more

connected to your message.

Persuasion: Dynamic verbs can encourage action, making it easier to guide readers

toward a decision.

Example Transformation:

Neutral: “Our products are made with care.”

Impactful: “Our products are crafted with precision and care.”

By replacing simple verbs with stronger, more vivid alternatives, you can create more engaging

and persuasive copy that resonates with your audience.

Text 1: Strong Adjectives, Good Copy, and Call to Action
Discover the Unparalleled Comfort of Our Luxurious Sofa

Transform your living space with our exquisite, ultra-soft sofa that combines timeless elegance

with unmatched durability. Crafted with premium Italian leather and �lled with sumptuous

cushions, this sofa is designed to provide you with ultimate relaxation. The sleek and modern



design �ts seamlessly into any home, while the rich, deep tones of the upholstery add a touch of

sophistication. Whether you’re entertaining guests or enjoying a quiet evening at home, this

sofa guarantees exceptional comfort and style. Don’t miss the chance to experience the luxury

you deserve—order now and elevate your living room!

Text 2: Neutral Adjectives, No Call to Action
Sofa Description

This sofa is made from leather and comes in a dark color. It has soft cushions and a modern

design. The frame is sturdy, and the size �ts well in most living rooms. The material is durable,

and the color will complement a variety of décor styles. It’s a comfortable option for sitting or

relaxing.

Practice Exercise: Replace Weaker Adjectives
Rewrite the following sentences by replacing the weaker adjectives with stronger ones.

1. This dress is nice and �ts well. Rewritten: This dress is absolutely stunning and �ts

perfectly.

2. Our hotel is good for relaxing. Rewritten: Our hotel offers a luxurious and tranquil

experience for relaxation.

3. The food was tasty and the service was good. Rewritten: The food was absolutely

delicious, and the service was exceptional.

1. Luxury Watch

Product Speci�cations:

Case Material: Stainless steel

Dial: Sapphire crystal

Movement: Automatic

Water Resistance: 100 meters

Strap: Leather

Case Diameter: 42mm

Useful Adjectives:

Sleek

Timeless

Exquisite



Sophisticated

Precise

Exceptional

Elegant

Durable

Re�ned

Classic



2. Coffee Shop

Product Speci�cations:

Coffee Type: Arabica beans

Seating: Indoor and outdoor

Menu: Coffee, tea, pastries

Location: Near city park

Special Feature: Free Wi-Fi

Useful Adjectives:

Cozy

Inviting

Aromatic

Warm

Charming

Relaxing

Serene

Friendly

Quaint

Vibrant

3. Real Estate Listing



Product Speci�cations:

Location: Downtown city

Size: 3-bedroom, 2-bathroom

Amenities: Modern kitchen, private balcony, parking space

Proximity: 5 minutes from public transport

Special Feature: Skyline view

Useful Adjectives:

Spacious

Contemporary

Bright

Stunning

Expansive

Elegant

Chic

Modern

Sleek

Airy





4. Fitness App

Product Speci�cations:

Platforms: iOS and Android

Features: Personalized workout plans, �tness tracking, in-app coaching

Price: Free to download, with premium options

Special Feature: Customizable workout routines

Audience: All �tness levels

Useful Adjectives:

Dynamic

Innovative

Interactive

Personalized



Empowering

Convenient

Motivational

Engaging

Ef�cient

Effective

5. Hotel

Product Speci�cations:

Location: Mountain resort

Rooms: 120 rooms, including suites

Amenities: Spa, restaurant, pool, �tness center

Proximity: 10 minutes from ski slopes

Special Feature: Conference rooms available

Useful Adjectives:

Luxurious

Serene

Elegant

Tranquil

Scenic

Inviting

Opulent

Majestic

Plush

Exclusive





6. Smartphone

Product Speci�cations:

Display: 6.5-inch OLED display

Camera: 12MP rear camera

Processor: Octa-core processor

Battery Life: 24 hours on a single charge

Storage: 128GB internal storage

Special Feature: Face recognition

Useful Adjectives:

Sleek

Powerful

Innovative



Cutting-edge

Brilliant

Fast

Durable

Vibrant

Crisp

Seamless
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Imperatives and Calls to Action
English for the Workplace > Writing letters, Emails and Copy. > Imperatives and Calls to Action IN PROGRESS

Introduction: What is a Call to Action (CTA)?
In business writing, a Call to Action (often abbreviated as CTA) is a clear and direct

instruction to your reader that tells them what action to take next. Whether you’re

writing an email, a webpage, or a piece of advertising copy, the CTA is what motivates

the reader to make a decision or take action.

CTAs often use imperative verbs—verbs that give a command, direction, or suggestion.

In business, these imperatives are used to be clear and direct while maintaining a polite

and professional tone.

Why Use Imperatives in Business Writing?
Imperatives are powerful in business writing because they:

Clarify the next step: The reader knows exactly what to do next.

Create urgency: Imperatives make your message more urgent and immediate.

Encourage action: They prompt the reader to take action rather than passively

read the content.

How to Use Imperatives for Effective CTAs
Here’s a step-by-step guide to crafting effective CTAs using imperative verbs:

1. Start with an Action Verb
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CTAs should begin with a strong action verb that directly tells the reader what to do. The

action verb should be clear, concise, and direct.

Examples:

Download our free guide now.

Call today for more information.

Sign up for our newsletter.

2. Add a Bene�t or Value
To make your CTA more persuasive, combine the imperative verb with a bene�t or value

for the reader. This shows them what they’ll gain by taking the action.

Examples:

Get 20% off your �rst purchase.

Claim your free consultation today.

Save money when you buy now.

3. Create a Sense of Urgency
You can enhance the effectiveness of your CTAs by creating a sense of urgency. This

motivates readers to act quickly rather than delaying.

Examples:

Order now before supplies run out.

Join today and start saving immediately.

Book your spot now—limited spaces available!

4. Be Polite, But Direct
In business writing, it’s important to balance politeness with directness. Imperative

verbs can come across as commanding, so softening the tone with polite phrases while

still being clear is key.

Examples:

Please call us to schedule an appointment.

Feel free to contact our team for support.

Don’t hesitate to sign up for our webinar.



Practice Exercises for Students
Exercise 1: Fill in the Blanks
Complete the sentences with the correct imperative verb. Choose from the options provided.

1. ______ our free ebook for expert tips on marketing.

a) Read

5. Keep it Simple and Speci�c
CTAs should be easy to understand and should focus on one clear action. Avoid

overloading your CTA with too many steps or complicated language.

Examples:

Subscribe to our newsletter (instead of “Consider subscribing to our newsletter

for updates on our various services and offerings”).

Buy now (instead of “Please consider purchasing the product at your earliest

convenience”).

Common Imperative Verbs Used in Business
CTAs

Here is a list of common imperative verbs frequently used in business CTAs:

Buy (Buy now and get free shipping!)

Call (Call today for a free consultation.)

Click (Click here to learn more.)

Discover (Discover the bene�ts of our service.)

Download (Download our free guide.)

Get (Get started with your free trial.)

Join (Join now and save 10%.)

Learn (Learn how to grow your business.)

Order (Order today for same-day shipping.)

Sign up (Sign up for updates.)

Start (Start your free trial.)

Subscribe (Subscribe to our newsletter.)

Try (Try it risk-free for 30 days.)



b) Download

c) Watch

2. ______ your spot at our upcoming event today.

a) Reserve

b) Buy

c) Get

3. ______ us now for a free consultation.

a) Call

b) Email

c) Talk

4. ______ more about our services on our website.

a) Click

b) Learn

c) Search

Exercise 2: Rewrite the CTA
Rewrite the following sentences to create stronger CTAs using imperative verbs.

1. We would like you to try our product for free.

2. If you’re interested, feel free to check out our blog for more information.

3. You can register for the webinar if you want.
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10 Essential Informal Business Idioms and
Their Origins

English for the Workplace > Formal & Informal Language. > 10 Essential Informal Business Idioms and Their Origins

10 Essential Informal Business Idioms and Their Origins
In the fast-paced world of business, informal idioms often make communication more engaging

and ef�cient. These phrases can convey complex ideas quickly and vividly. Below are 10

common business expressions, along with explanations of their meanings and some insights

into their origins or logic.

1. Back to Square One
Meaning: Starting over from the beginning, often after a failure.

Logic/Etymology: This phrase is believed to come from board games like Snakes and Ladders,

where players must start again if they land on a “penalty” square. It’s a metaphor for returning

to the initial stage of a process after a setback.

2. Ballpark Figure
Meaning: A rough estimate, not an exact number.

Logic/Etymology: This expression originates from baseball, where a “ballpark” refers to a large,

de�ned space. A “ballpark �gure” is an estimate that falls within a broad range, much like hitting

a ball within the bounds of the park. It’s used when exact numbers aren’t necessary but a

general idea is helpful.

3. Get the Ball Rolling
Meaning: To initiate a project or activity.
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Logic/Etymology: This idiom likely comes from ball games, where the game doesn’t start until

the ball is in motion. In business, “getting the ball rolling” implies that momentum needs to be

created to get things moving toward a goal.

4. Go the Extra Mile
Meaning: To put in additional effort beyond what is expected.

Logic/Etymology: This phrase has roots in the Bible, speci�cally in the Sermon on the Mount,

where it was stated that if someone forces you to go one mile, you should go two. In business,

it’s about doing more than what’s required to ensure success or exceed expectations.

5. Hit the Ground Running
Meaning: To start something with energy and be immediately effective.

Logic/Etymology: This expression has military origins, referring to soldiers or paratroopers who

had to be ready for action the moment they landed (hit the ground). In a business context, it

means starting a new job or project with full momentum and productivity from the outset.

6. In the Loop
Meaning: Being kept informed and updated about something.

Logic/Etymology: The “loop” refers to a communication cycle or group. If you’re “in the loop,”

you are part of the information �ow and are included in discussions or updates, keeping you

connected to what’s happening.

7. Low-Hanging Fruit
Meaning: Tasks or opportunities that are easy to achieve or capitalize on.

Logic/Etymology: This expression comes from farming, where the fruit that hangs lowest on the

tree is the easiest to pick. In business, it refers to easy wins—projects or tasks that require

minimal effort for a signi�cant return.

8. Move the Needle
Meaning: To make a noticeable impact or progress.



Logic/Etymology: This idiom likely stems from measuring instruments, where the “needle”

moves to indicate changes in value. In business, “moving the needle” means making a difference

that is measurable or signi�cant, often used in discussions about sales, performance, or metrics.

9. On the Same Page
Meaning: Having a shared understanding or agreement.

Logic/Etymology: This idiom likely comes from group reading activities, where being “on the

same page” ensures that everyone is following along in sync. In business, it’s crucial for team

members to be aligned and working with the same knowledge and objectives.

10. Touch Base
Meaning: To brie�y connect with someone to discuss or update.

Logic/Etymology: This phrase comes from baseball, where players must “touch base” as they

advance around the �eld. In business, it means to make contact with someone, often brie�y, to

check in or exchange updates.

Start Test



Passive Voice Gap Fill for Business English
English for the Workplace > Formal & Informal Language. > Passive Voice Gap Fill for Business English

Read the active voice sentences carefully.

Each sentence is written in the active voice with the subject performing the action.

Convert the sentence into the passive voice.

Change the structure so that the subject receives the action, using the correct form of

the verb “to be” and the past participle.

Pay attention to the verb tense.

Ensure that the verb tense remains consistent when converting the sentence into

passive voice (e.g., past, present, future).

Example:

Active Voice: “The team submitted the report.”

Passive Voice: “The report was submitted by the team.”

1. Active Voice:

“The project team submitted the report to the board yesterday.”

Passive Voice:

“The report   to the board by the project team yesterday.”

2. Active Voice:

“The team made the decision to postpone the product launch due to market conditions.”

Passive Voice:

“A decision   to postpone the product launch due to market

conditions.”
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3. Active Voice:

“The legal department is reviewing the contract.”

Passive Voice:

“The contract   by the legal department.”

4. Active Voice:

“The customer service team informed the client about the delay.”

Passive Voice:

“The client   about the delay by the customer service team.”

5. Active Voice:

“The company has implemented new safety protocols across all factory locations.”

Passive Voice:

“New safety protocols   across all factory locations.”

6. Active Voice:

“The company will release the annual �nancial results to the public next week.”

Passive Voice:

“The annual �nancial results   to the public next week.”

7. Active Voice:

“The development team is testing the latest software update.”

Passive Voice:

“The latest software update   by the development team.”

8. Active Voice:

“The executive committee approved the marketing strategy during yesterday’s meeting.”



Finish Test

Passive Voice:

“The marketing strategy   by the executive committee during

yesterday’s meeting.”

9. Active Voice:

“The sales team has sent the proposal to the client for review.”

Passive Voice:

“The proposal   to the client for review.”

10. Active Voice:

“The engineering team changed the product speci�cations to meet the new regulatory

standards.”

Passive Voice:

“The product speci�cations   to meet the new regulatory standards.”



Reading Comprehension. Passive Voice in
Business News

English for the Workplace > Formal & Informal Language. > Reading Comprehension. Passive Voice in Business News

Article 1: Meridia Tech Acquired by Nimbus Innovations
Meridia Tech, a leading developer of renewable energy solutions, has been acquired by Nimbus

Innovations in a deal valued at $2.5 billion. The acquisition was announced on Monday after

weeks of speculation within the industry.

The merger was approved unanimously by both companies’ boards of directors and is expected

to be �nalized by the end of the �scal quarter, pending regulatory approval. “Signi�cant

synergies will be realized through this acquisition,” a spokesperson for Nimbus Innovations

stated.

Employees of Meridia Tech have been assured that no immediate layoffs are planned, and that

their existing projects will be continued under the new management. The merger has been seen

by analysts as a strategic move to consolidate market share in the competitive renewable

energy sector.

Article 2: Lumina Pharmaceuticals Fined for Safety Violations
Lumina Pharmaceuticals has been �ned $15 million by the National Health Agency for safety

violations at its primary manufacturing facility. The �ne was imposed after a six-month

investigation during which several compliance issues were discovered.

Multiple breaches of safety protocols were identi�ed, including inadequate sterilization

procedures and improper storage of hazardous materials. “Public health was put at risk, and

such negligence cannot be overlooked,” an agency representative commented.

Corrective measures have been mandated, and a comprehensive audit will be conducted to

ensure future compliance. Shares of Lumina Pharmaceuticals were impacted by the news,
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dropping 5% in early trading. A statement from the company indicated that steps are being

taken to address all concerns raised by the investigation.

Article 3: Aurora Air Unveils Eco-Friendly Fleet
An innovative �eet of eco-friendly aircraft has been unveiled by Aurora Air in an effort to

reduce carbon emissions and fuel consumption. The new models were showcased at an

industry event attended by key stakeholders and environmental experts.

Cutting-edge technologies have been incorporated into the aircraft design, including

lightweight materials and advanced aerodynamics. “A signi�cant reduction in our carbon

footprint will be achieved through these advancements,” the CEO of Aurora Air stated.

The new �eet is scheduled to be deployed across major international routes starting next

month. Passenger comfort has been enhanced, and operational costs are expected to decrease

as a result of improved fuel ef�ciency. The initiative has been praised by environmental groups

and is anticipated to set a new standard in the aviation industry.

Reading Comprehension Questions

1. Which article discusses a company that acquired another �rm in a deal valued at $2.5

billion?

2. In which article did the National Health Agency �ne a company $15 million for safety

violations?

3. Which article mentions a company unveiling an innovative �eet of eco-friendly aircraft to

reduce carbon emissions?

4. In which article did a company’s shares drop 5% in early trading following news of

regulatory actions?

5. Which article features analysts seeing a merger as a strategic move to consolidate

market share in the renewable energy sector?

6. Which article highlights a company incorporating cutting-edge technologies, including

lightweight materials and advanced aerodynamics, into new products?

7. In which article did employees receive assurances that no immediate layoffs were

planned?

8. Which article reports that a company will conduct a comprehensive audit to ensure

future compliance after an investigation uncovered compliance issues?

Answer Key:



1. Article 1

2. Article 2

3. Article 3

4. Article 2

5. Article 1

6. Article 3

7. Article 1

8. Article 2

Article 1: Meridia Tech Acquired by Nimbus Innovations

Passive: “The merger was approved unanimously by both companies’ boards of directors and is

expected to be �nalized by the end of the �scal quarter, pending regulatory approval.”

Active: “Both companies’ boards of directors approved the merger unanimously, and they

expect to �nalize it by the end of the �scal quarter, pending regulatory approval.”

Passive: “Signi�cant synergies will be realized through this acquisition,” a spokesperson for

Nimbus Innovations stated.

Active: “A spokesperson for Nimbus Innovations stated, ‘We will realize signi�cant synergies

through this acquisition.’”

Passive: “Employees of Meridia Tech have been assured that no immediate layoffs are planned,

and that their existing projects will be continued under the new management.”

Active: “The company has assured employees of Meridia Tech that it plans no immediate layoffs

and that the new management will continue their existing projects.”

Passive: “Meridia Tech, a leading developer of renewable energy solutions, has been acquired

by Nimbus Innovations in a deal valued at $2.5 billion.

“Active: “Nimbus Innovations has acquired Meridia Tech, a leading developer of renewable

energy solutions, in a deal valued at $2.5 billion.”

Passive: “The acquisition was announced on Monday after weeks of speculation within the

industry.

“Active: “Nimbus Innovations announced the acquisition on Monday after weeks of speculation

within the industry.”



Passive: “The merger has been seen by analysts as a strategic move to consolidate market share

in the competitive renewable energy sector.

“Active: “Analysts have seen the merger as a strategic move to consolidate market share in the

competitive renewable energy sector.”

Article 2: Lumina Pharmaceuticals Fined for Safety Violations

1. Passive: “Lumina Pharmaceuticals has been �ned $15 million by the National Health

Agency for safety violations at its primary manufacturing facility.”Active: “The National

Health Agency has �ned Lumina Pharmaceuticals $15 million for safety violations at its

primary manufacturing facility.”

2. Passive: “The �ne was imposed after a six-month investigation during which several

compliance issues were discovered.”Active: “The agency imposed the �ne after a six-

month investigation during which investigators discovered several compliance issues.”

3. Passive: “Multiple breaches of safety protocols were identi�ed, including inadequate

sterilization procedures and improper storage of hazardous materials.”Active:

“Investigators identi�ed multiple breaches of safety protocols, including inadequate

sterilization procedures and improper storage of hazardous materials.”

4. Passive: “‘Public health was put at risk, and such negligence cannot be overlooked,’ an

agency representative commented.”Active: “An agency representative commented, ‘The

company put public health at risk, and we cannot overlook such negligence.’”

5. Passive: “Corrective measures have been mandated, and a comprehensive audit will be

conducted to ensure future compliance.”Active: “The agency has mandated corrective

measures, and it will conduct a comprehensive audit to ensure future compliance.”

6. Passive: “Shares of Lumina Pharmaceuticals were impacted by the news, dropping 5% in

early trading.”Active: “The news impacted shares of Lumina Pharmaceuticals, causing

them to drop 5% in early trading.”

7. Passive: “A statement from the company indicated that steps are being taken to address

all concerns raised by the investigation.”Active: “A statement from the company indicated

that they are taking steps to address all concerns raised by the investigation.”

Article 3: Aurora Air Unveils Eco-Friendly Fleet

1. Passive: “An innovative �eet of eco-friendly aircraft has been unveiled by Aurora Air in an

effort to reduce carbon emissions and fuel consumption.”Active: “Aurora Air has unveiled

an innovative �eet of eco-friendly aircraft in an effort to reduce carbon emissions and

fuel consumption.”



2. Passive: “The new models were showcased at an industry event attended by key

stakeholders and environmental experts.”Active: “Aurora Air showcased the new models

at an industry event attended by key stakeholders and environmental experts.”

3. Passive: “Cutting-edge technologies have been incorporated into the aircraft design,

including lightweight materials and advanced aerodynamics.”Active: “The company has

incorporated cutting-edge technologies into the aircraft design, including lightweight

materials and advanced aerodynamics.”

4. Passive: “‘A signi�cant reduction in our carbon footprint will be achieved through these

advancements,’ the CEO of Aurora Air stated.”Active: “The CEO of Aurora Air stated, ‘We

will achieve a signi�cant reduction in our carbon footprint through these advancements.’”

5. Passive: “The new �eet is scheduled to be deployed across major international routes

starting next month.”Active: “Aurora Air is scheduled to deploy the new �eet across

major international routes starting next month.”

6. Passive: “Passenger comfort has been enhanced, and operational costs are expected to

decrease as a result of improved fuel ef�ciency.”Active: “The company has enhanced

passenger comfort, and it expects operational costs to decrease as a result of improved

fuel ef�ciency.”

7. Passive: “The initiative has been praised by environmental groups and is anticipated to

set a new standard in the aviation industry.”Active: “Environmental groups have praised

the initiative, and industry experts anticipate it will set a new standard in the aviation

industry.”



Formal and Informal Verbs
English for the Workplace > Formal & Informal Language. > Formal and Informal Verbs

This is a  gap-�ll activity on formal and informal language. This exercise is part of a

comprehensive class on formal and informal language in our Business English course,

focusing on enhancing your understanding of professional communication styles. By

engaging in this activity, you’ll practice selecting appropriate formal or informal terms to

complete sentences, which will help you adapt your language effectively in various business

contexts.

 

Assist Postpone Obtain Provide

Implement Encounter Investigate Prepare

Submit Inform Ensure Arrange

Participate Collaborate Generate Reduce

Examine Conclude Resolve Complete

Verify Facilitate Identify Discuss

Distribute Contact Determine Overcome

Utilize Request Improve Con�rm

Report Attempt Continue Discover

Dear Team,
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I am writing to  you (let you know) about some urgent matters concerning our

new marketing campaign.

This morning, we  (found out) that there are inconsistencies in the data

analytics report. We need to  (look into) these discrepancies immediately

to  (�gure out) the root cause.

I kindly ask everyone to  (go over) your respective sections of the campaign plan

and  (point out) any errors or omissions. Before our meeting, please

 (check) all data and  (hand in) any corrections to me.

If you  (come across) any signi�cant issues, please  (bring them

up) to me without delay.

We need to  (carry out) corrective actions promptly. To 

(help) this process, please  (give) any relevant data you may have.

Moreover, we may need to  (put off) the campaign launch until we

 (sort out) these problems. Let’s  (set up) a meeting this afternoon

to  (talk about) our next steps. Please  (let me know) your

availability as soon as possible.

In preparation for the meeting, please  (get ready) a list of suggestions on how

we can  (brush up) the campaign strategy. I encourage everyone to

 (try) to  (get) any missing data before then.

We need to  (work together) closely to  (get over) these

challenges. After we  (wrap up) our discussions, I will  (hand

out) an updated plan.

If there are any resources or assistance you need, do not hesitate to  (ask for)

support from the management team. We are here to  (help out) in any way we

can.



Finish Test

I encourage everyone to  (join in) actively during the meeting so we can

 (come up with) effective solutions. Let’s  (make sure) we

 (�nish) all necessary tasks promptly.

Please  (get in touch with) me if you have any questions or need further

clari�cation. Let’s  (use) our resources ef�ciently to  (cut down)

any delays.

Thank you for your prompt attention to this matter. Your dedication is crucial as we

 (keep on) striving for success.

Best regards,

Alex Johnson

Marketing Manager

August Logistics

Phone: (555) 987-6543

Email: alex.johnson@august.com



Reading Comprehension: The Importance of
Phone Etiquette in Business

English for the Workplace > Talking on the Telephone. > Reading Comprehension: The Importance of Phone Etiquett…

Article: The Importance of Phone Etiquette in Business
In today’s fast-paced business world, effective communication is critical. While emails and

instant messages are popular methods of communication, the telephone remains an essential

tool, especially for more personal and immediate interactions. Phone etiquette can make or

break business relationships. Poor phone manners may result in misunderstandings, lost

business opportunities, or a damaged reputation. Conversely, handling calls professionally can

strengthen relationships and build trust with clients, colleagues, and partners.

Why Phone Etiquette Matters
When speaking over the phone, tone of voice and choice of words are the only tools we have to

convey professionalism. There is no body language or facial expression to rely on, so every word

counts. For instance, speaking too quickly may confuse the person on the other end of the line,

while using inappropriate language may come across as unprofessional. It is crucial to use a

polite tone and formal language, especially in business settings.

Another reason phone etiquette is important is because it directly re�ects on your company’s

image. The person answering the phone is often the �rst point of contact between a business

and its clients. A warm, professional greeting can leave a positive impression, whereas a cold or

rushed response may leave clients feeling undervalued.

Common Mistakes and How to Avoid Them

There are several mistakes people commonly make during business phone calls. One frequent

error is failing to introduce oneself properly at the beginning of a call. Always state your name

and company at the start of the conversation. For example: “Hello, this is Jane from ABC

Consulting. How may I assist you today?”

Another common mistake is neglecting to listen carefully. In business, it is essential to fully

understand the other person’s needs or concerns. Avoid interrupting and make sure to clarify
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anything you don’t understand. Phrases like “Could you please clarify that?” or “Let me con�rm

I’ve understood correctly…” can prevent miscommunication.

Finally, ending the call on a vague note can leave both parties uncertain about the next steps.

Always summarise what has been agreed upon before ending the conversation, and if

necessary, follow up with an email to con�rm.

Best Practices for Professional Phone Calls
To make a lasting positive impression over the phone, follow these best practices:

1. Be prepared. Before making or receiving a call, have all the relevant information at hand.

2. Speak clearly and at a moderate pace. This ensures the person on the other end

understands you.

3. Use polite and formal language. This includes using phrases such as “May I…?”, “Could

you…?”, and “Thank you for your time.”

4. Take notes. During the call, jot down important details to refer to later.

5. Con�rm the next steps. Before ending the call, summarise the key points and con�rm any

actions to be taken.

Following these tips will not only help you communicate more effectively but also ensure you

represent yourself and your company in the best possible light.

Multiple Choice Questions (with correct answers and
justi�cations)
1. Why is phone etiquette important in business?

a) It helps improve typing speed.

b) It ensures professionalism and strengthens business relationships. c) It helps with

body language interpretation.

d) It is only necessary for customer service roles.

2. What is a common mistake made during business calls?

a) Speaking too slowly.

b) Not introducing yourself properly at the beginning of a call.

c) Always following up with an email.

d) Summarising key points at the end of the call.

3. What is the best way to end a phone call?



a) Simply say goodbye.

b) Leave the conversation open-ended.

c) Summarise what has been agreed upon and con�rm the next steps. 

d) Wait for the other person to hang up �rst.

4. Which of the following is NOT mentioned as a best practice for phone calls?

a) Taking notes.

b) Speaking clearly.

c) Using body language.

d) Being prepared.

Justi�cation: The article does not mention body language as a tool for phone communication

since it is not visible during calls.

5. According to the article, what re�ects a company’s image during phone calls?

a) The clarity of the line.

b) The phone script used.

c) The tone and language used by the person answering. 

d) The company’s logo.

Open-Ended Questions (�ll in the blank with a word from the text)

1. Poor phone manners may result in misunderstandings, lost business opportunities, or a

damaged ________.

2. A warm, professional greeting can leave a positive ________ on clients.

3. To avoid miscommunication, make sure to ________ anything you don’t understand.

4. One way to improve communication during phone calls is to speak at a moderate ________.

5. Always ________ what has been agreed upon before ending the conversation.
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How to Answer Common Interview Questions: Tips from an HR Veteran

As someone who has spent years conducting interviews and hiring for various positions, I’ve

seen candidates of all experience levels make both excellent and not-so-great impressions.

Over time, I’ve identi�ed the best ways to approach some of the most common interview

questions. These questions may seem straightforward, but how you answer can make a big

difference in whether you land the job. Here’s my take on how to tackle them:

1. “Tell us a little about yourself.”
How to Approach: This is typically the �rst question in an interview, and it’s your chance to

make a strong �rst impression. However, many candidates either ramble or give irrelevant

information. Your response should be a short professional summary, not a full autobiography.

What to Do:

Start with a brief overview of your current role or most recent experience.

Highlight your relevant skills and accomplishments.

Mention what brings you to the interview—what are you looking for in your next step?

Example:

“I’m currently working as a marketing coordinator at XYZ Company, where I manage social

media campaigns and digital marketing initiatives. In the past three years, I’ve increased our

social media engagement by 35%, and I’m really passionate about creating content that

connects with audiences. I’m looking for a role where I can take on more responsibility in

strategy development, which is why I’m excited about this opportunity.”

2. “How did you �nd out about this position?”
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How to Approach: This is a fairly simple question, but it’s an opportunity to demonstrate your

genuine interest in the company.

What to Do:

Be honest about how you found the job (whether it was through a job board, company

website, referral, etc.).

Highlight why the job stood out to you and why it aligns with your career path.

Example:

“I saw the job posting on LinkedIn and was immediately drawn to it because your company has

such a strong reputation for innovation. The role aligns perfectly with my background in project

management and my passion for leading teams to deliver high-quality results.”

3. “What are your strengths and weaknesses?”
How to Approach: This is a two-part question that requires a balanced response. For strengths,

focus on qualities that are relevant to the job. For weaknesses, choose something you’re

actively working to improve, but avoid anything that could be a major red �ag for the role.

What to Do:

Strength: Share a key strength with examples of how it has bene�ted past employers.

Weakness: Mention an area for improvement and what you’re doing to address it.

Example:

“My greatest strength is my ability to manage multiple projects simultaneously. In my previous

role, I managed three client accounts, ensuring all deadlines were met while maintaining strong

relationships. One area I’m working on is delegating more effectively. I sometimes take on too

much myself, but I’ve started to delegate tasks more ef�ciently by using project management

tools to track progress and ensure everyone is accountable.”

4. “Tell us about a time you overcame an obstacle or di�culty.”
How to Approach: This question is about demonstrating your problem-solving skills. Use the

STAR method (Situation, Task, Action, Result) to structure your response.

What to Do:

Brie�y describe the challenge.



Explain what steps you took to overcome it.

Share the positive outcome or what you learned.

Example:

“In my last job as an event planner, we had a major vendor cancel two days before a big

corporate event. I was responsible for �nding a replacement in less than 48 hours. I quickly

contacted several alternative vendors, negotiated a new contract, and ensured everything was

ready on time. The event went smoothly, and the client was very satis�ed with how we handled

the issue.”

5. “What are your career goals?”
How to Approach: This question is about understanding whether your aspirations align with

the position and the company’s direction. Be realistic and show that you’re motivated by

growth, but don’t suggest that you’ll leave soon.

What to Do:

Connect your goals with the role you’re applying for.

Show a desire for both personal and professional development.

Example:

“In the short term, I’m looking to deepen my expertise in sales strategy and work with a team

that’s focused on driving results. Long term, I see myself moving into a leadership role where I

can mentor and develop other sales professionals, helping to shape the future direction of a

team or department.”

6. “Where do you see yourself in 5/10 years from now?”
How to Approach: This is similar to the career goals question but focuses more on your long-

term vision. Employers want to know if you plan to grow with the company.

What to Do:

Align your long-term vision with potential growth opportunities within the company.

Show ambition but avoid sounding unrealistic.

Example:

“In �ve years, I see myself taking on more responsibility within project management, possibly

leading a larger team or working in a senior role within the organization. I’m particularly excited



about the growth potential in this company and believe I can contribute to that while

developing my leadership skills.”

7. “Why do you want this position?”
How to Approach: The interviewer is looking for your motivation and understanding of the role.

Avoid generic answers like “I need a job” and focus on what excites you about this speci�c

position.

What to Do:

Explain what drew you to the role and how it aligns with your career goals.

Highlight how your skills �t the position.

Example:

“This position really stood out to me because of the opportunity to manage high-pro�le client

accounts and lead strategic campaigns. I’ve always enjoyed working on complex projects, and I

believe my experience in managing multi-channel marketing efforts will allow me to contribute

effectively to your team.”

8. “Why do you want to work for this company?”
How to Approach: This is a great opportunity to show that you’ve done your research. Focus on

the company’s values, culture, or achievements that resonate with you.

What to Do:

Mention speci�c aspects of the company that attract you.

Relate these aspects to your professional values or goals.

Example:

“I admire your company’s commitment to sustainability and innovation. I’ve followed your

initiatives to reduce environmental impact, and I’d love to be part of a team that is making such

a positive difference in the industry. Your focus on professional development also really appeals

to me, as I’m always looking to improve and grow in my career.”

9. “Do you have any questions?”
How to Approach: This question is your opportunity to show genuine interest in the role and

company. Never say “No.” Come prepared with a few thoughtful questions that will help you



decide if this is the right �t for you.

What to Do:

Ask about the team or company culture.

Inquire about what success looks like in the role.

Show interest in the company’s future direction.

Example Questions to Ask:

“Can you tell me more about the team I’d be working with?”

“What are the biggest challenges for this role in the �rst six months?”

“How do you support employee growth and development?”

Final Thoughts
Each of these common interview questions is an opportunity for you to demonstrate your skills,

experience, and enthusiasm for the position. Preparation is key—know your strengths, be ready

with examples from your past, and always show that you’re eager to contribute to the

company’s success. By following these strategies, you’ll not only answer the questions

effectively but also make a strong, lasting impression on your interviewer.

Start Test
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How Job Hunting Has Changed: Navigating the Modern Job Market

Job hunting has transformed dramatically over the past few decades, largely due to

technological advancements, changing preferences in hiring processes, and the increasing

competition in the global job market. Whether you’re a recent graduate or someone with years

of experience, understanding these changes is key to standing out as a job seeker. Let’s explore

how job hunting has evolved, why these changes bene�t businesses, and how job seekers can

navigate the new landscape without feeling overwhelmed.

1. Technology’s Impact on Job Hunting
The rise of the internet and digital tools has completely reshaped the way we look for jobs. In

the past, �nding a job involved scouring newspaper classi�eds, handing out printed resumes,

and attending in-person networking events. Today, most job applications happen online

through job boards like LinkedIn, Indeed, or Glassdoor. With just a few clicks, candidates can

apply to multiple jobs, often sending out dozens of applications in a single day.

Bene�ts for Businesses:

This shift allows companies to reach a broader, more diverse talent pool. Employers can

advertise positions to a global audience, attracting candidates with the right skills from

anywhere in the world. Automated systems like Applicant Tracking Systems (ATS) help

businesses �lter resumes, ensuring they only spend time reviewing the most quali�ed

candidates.

Challenges for Job Seekers:

While it’s easier than ever to apply for jobs, the sheer number of applicants means there’s �erce
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competition. Many companies use ATS to screen resumes before they even reach a human,

which means your application can be rejected if it doesn’t match certain keywords.

How to Take Advantage:

To stand out, job seekers should:

Tailor each resume to the speci�c job description, ensuring it includes keywords that

match the position.

Use professional networks like LinkedIn to build connections, as referrals often have a

better chance of being noticed by employers.

Stay active in online communities or forums related to your industry, as this can lead to

valuable networking opportunities and even direct job offers.

2. Anonymous Applications: A Shift Toward Fairer Hiring
In some countries, there’s a growing trend toward anonymous job applications, where personal

details such as names, photos, gender, or age are removed to reduce unconscious bias. This

change is meant to ensure that candidates are evaluated solely on their quali�cations and

experience, leveling the playing �eld for everyone.

Bene�ts for Businesses:

Anonymous applications help companies build more diverse teams by preventing biases—

whether conscious or unconscious—from in�uencing hiring decisions. By focusing on skills and

experience rather than personal details, businesses can ensure they hire the best person for the

job.

Challenges for Job Seekers:

While this makes the application process more fair, it also means that job seekers cannot rely on

personal connections or reputation to give them an advantage. Your quali�cations and

experience need to speak for themselves.

How to Take Advantage:

Focus on showcasing relevant experience and quanti�able achievements in your resume

and cover letter.

Ensure your application materials are professional and focused on skills, without relying

on personal details.

Stay active on professional networks to build your reputation where personal details can

work in your favor, such as LinkedIn.



3. Selection Processes with Multiple Stages
Today, hiring processes often involve several stages, including phone interviews, video

interviews, in-person interviews, skills tests, and even psychometric assessments. This multi-

stage process allows companies to evaluate candidates more thoroughly, ensuring a good �t

both in terms of skills and culture.

Bene�ts for Businesses:

A multi-stage selection process helps companies make more informed decisions, reducing the

risk of hiring the wrong candidate. By assessing skills, personality, and work style, businesses

ensure that the candidate they choose is not only quali�ed but also a good �t for the team.

Challenges for Job Seekers:

With so many steps, job seekers may feel like they’re jumping through hoops, which can be both

time-consuming and stressful. Waiting for feedback after each stage can create uncertainty,

and it’s easy to feel overwhelmed by the different tests and interviews required.

How to Take Advantage:

Prepare for each stage as if it’s the �nal one. For example, treat a phone interview with

the same level of importance as an in-person one.

Practice common interview questions, especially for video interviews, where technology

can add an extra layer of pressure.

Familiarize yourself with psychometric tests or technical assessments ahead of time, so

you’re not caught off guard.

4. The Reality of High Competition: Hundreds of Applicants for a
Single Job
With the ability to apply for jobs online comes a downside: many job openings attract hundreds,

if not thousands, of applicants. For popular roles, companies often receive a �ood of

applications, making it dif�cult for any one candidate to stand out.

Bene�ts for Businesses:

For companies, this means a greater selection of talent. Employers have more candidates to

choose from, which increases the likelihood of �nding someone who perfectly matches their

needs.

Challenges for Job Seekers:

It’s easy to feel lost in a sea of applicants. Sending out applications and never hearing back can



be frustrating and disheartening. The high number of applicants means that even quali�ed

candidates might not make it past the �rst round.

How to Take Advantage:

Focus on quality over quantity. Instead of applying to every job you come across,

prioritize roles where you are a strong match and take time to craft a tailored application.

Build a personal brand online. Showcase your skills through platforms like LinkedIn or a

personal website, which can make you stand out from the crowd.

Consider niche job boards or industry-speci�c platforms where competition might be

less intense.

5. Avoiding Overwhelm and Staying Focused
The modern job hunt, with its many stages, large numbers of applicants, and online processes,

can quickly become overwhelming. However, by staying organized and using the tools at your

disposal, you can manage the job search without losing focus.

Tips for Job Seekers:

Set Clear Goals: Know what type of job you’re looking for and the industries you’re

targeting. This helps focus your efforts.

Track Applications: Use a spreadsheet or job search app to track the positions you’ve

applied to, follow-up dates, and interview stages.

Take Breaks: Job hunting can be exhausting. Don’t forget to take time off to recharge,

especially if you’re applying for multiple jobs each week.

Stay Positive: Rejections are a part of the process, but persistence is key. Each application

or interview is an opportunity to learn and improve.

Conversation Questions

How has technology impacted the way people apply for jobs? Do you think it has made the

process easier or more dif�cult for job seekers? Why?

What are the pros and cons of anonymous job applications? How could this change affect

diversity and fairness in the hiring process?

Why do you think companies use multi-stage interview processes, and how can job seekers best

prepare for them? Have you experienced this process in any of your job applications?



With hundreds of applicants often applying for a single job, what strategies can job seekers use

to stand out? What methods have worked for you or someone you know?

Job hunting today can be overwhelming due to the number of steps involved. What are some

ways to stay organized and motivated during the job search process? How do you personally

manage job-hunting stress?
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1. Application Documents & Preparation

Vocabulary De�nition Example in Context

Resume (CV) A document summarizing

education, work experience,

and skills.

I attached my resume to the

job application.

Cover Letter A letter explaining why the

candidate is suitable for the

job.

I wrote a detailed cover

letter to introduce myself to

the employer.

Quali�cations Education, skills, or

certi�cations needed for a

job.

She has the right

quali�cations for the

position.

Skills Abilities acquired through

training or experience.

He has excellent

communication and

problem-solving skills.

Experience Previous work or practice in

a job or �eld.

Her �ve years of marketing

experience make her a great

candidate.

References People who can vouch for

your work experience and

abilities.

I provided two references

from my previous jobs.

2. Interview Process
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Vocabulary De�nition Example in Context

Interview A formal meeting where a

candidate answers job-

related questions.

I have an interview

scheduled for Thursday.

Behavioral Interview An interview focusing on

how a candidate handled

past situations.

The behavioral interview

asked about how I manage

con�icts.

Panel Interview An interview conducted by

multiple interviewers.

The panel interview included

the HR manager and

department heads.

Job Offer A formal offer from a

company to hire someone.

I received a job offer two

days after my second

interview.

Background Check A review of a candidate’s

work history, education, and

criminal record.

The company will conduct a

background check before

hiring.

Probation Period A trial period to assess a new

employee’s performance.

There’s a three-month

probation period for this job.

Availability The times or dates when

someone is free to start a

job.

What is your availability to

begin working?

Negotiation The process of discussing

and reaching an agreement

(e.g., salary).

I negotiated my salary before

accepting the job offer.

3. Job Roles & Responsibilities

Vocabulary De�nition Example in Context

Applicant A person applying for a job. The applicant submitted her

resume on Monday.



Vocabulary De�nition Example in Context

Candidate A person being considered

for a job.

There are �ve candidates for

the marketing position.

Responsibilities Tasks and duties required in

a job.

His responsibilities include

managing the sales team and

setting goals.

Job Description A document outlining the

duties of a speci�c job.

The job description

highlights the main

responsibilities.

Promotion Advancement in position or

rank within a company.

She received a promotion to

team leader after two years.

4. Job Requirements

Vocabulary De�nition Example in Context

Requirements The quali�cations or skills

needed for a job.

The job requirements

include a degree in �nance

and �ve years of experience.

Strengths Positive qualities that make

someone suitable for a job.

My strengths are leadership

and communication.

Weaknesses Areas where a person needs

improvement.

When discussing

weaknesses, I focus on what

I’m doing to improve.

Career Goals A person’s professional aims

or objectives.

My career goals include

becoming a senior manager

within �ve years.

Team Player Someone who works well

with others in a team setting.

We are looking for a team

player to join our

collaborative environment.

Work Ethic A person’s attitude towards

hard work and responsibility.

Her strong work ethic is one

of her best qualities.



5. Employment Terms & Conditions

Vocabulary De�nition Example in Context

Full-time / Part-time Full-time refers to a standard

workweek (35-40 hours),

part-time is fewer hours.

I’m looking for a full-time

position with bene�ts.

Salary The amount of money paid to

an employee for their work.

The salary for this role is

negotiable.

Bene�ts Non-wage compensation like

health insurance or vacation

time.

The company offers great

bene�ts, including health

insurance.

Relocation Moving to a different

location for a job.

Are you willing to relocate

for this job?

6. Career Progression & Development

Vocabulary De�nition Example in Context

Quali�cations The education, skills, and

certi�cations needed for a

speci�c job.

He has all the quali�cations

listed in the job description.

Promotion Advancement in position or

rank within a company.

I was promoted to project

manager after three years.

Internship A temporary job to gain

practical experience, often

for students.

I completed an internship in

digital marketing last

summer.

Career Goals A person’s professional aims

or objectives.

My career goals include

becoming a department

manager in �ve years.

7. Communication in Interviews



Vocabulary De�nition Example in Context

Team Player Someone who works well

with others in a team setting.

I’m a team player who enjoys

collaborating with

colleagues.

Negotiation The process of reaching an

agreement on terms like

salary.

We’ll need to negotiate the

salary before making a �nal

offer.

Work Ethic A person’s attitude towards

hard work and responsibility.

Her strong work ethic makes

her a valuable employee.

Behavioral Interview A type of interview focusing

on how someone handled

past work situations.

In the behavioral interview, I

was asked to describe a

challenge I faced.
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