€) JOB ADVERTISEMENT

a"n\n CUSTOMER SERVICE REPRESENTATIVE

RESPONSIHBILITIES

« Answer customer calls and emails

= Help customers with thelr questians
= Solve problerms and give information
= Follow up with custommens

+ Keep records updated

t

WE ARE LOOKING FOR SOMEONE WHO I5...

[ Friendly [] Resporsibie
] Patient [] Calm under pressure
] Organized [} Good English (B2 or higher)

] Good communicator [ Computer skills

REQUIRED SKILLS

Camputer dkils Cearef Eragyiihy Expesionce with
Q Microsaft Office] (B2 or higher) {r} customens fa plus)
APPEARANCE

] eat [[] Welt-dressed [ Professional  [] Clean and tidy

Q Use the information abowve to choose the best candidate.

e EVALUATION FORM
Complete the fable for each candidate.

CANDIDATES' CURRICULUM VITAE

Read the CVs and look at the photos.

CANDIDATE A - Laura Perez CANDIDATE B - David Ramirez CANDIDATE C - Sophia Martin

il Candidate & Candidatu B Carcidate C

Yes Ha Yes No s Mo

Friendly D | 0O O m} O
Bigniart u] 0 m] 0 m] 0
Orgacizud O O O O O O
Good comenunicator a O O a O O
Good Englsh (52 or higher] [ O O O 0 O
Comnputer skits 8] 0 O ] m] a
Calm uncler pressurs O O O | O O
Meat appeararce ] O O O B O
Wk terisod o o O O O o
Brofessionsl a O O O a O

Experience
Customer Service
Representative

(2 years)

\ Education
Associate Degree in
Business
Administration

Skilts Parsanality Skills:

= Microdoft Office * Friendly = Microseft Office
« English - 82 « Patignt « Englith - 81

« Emadl and chat suppart + Organized * Social media

* Data antry = Responsitle

Appearance (look at the photo)
[] meat [ Woll-dressed  [] Professional
[] Clean and tidy ] Wears glasses

1 Moar

[} Clean and tidy

COMPARE THE CANDIDATES

Complets the senences. Use comparative oF superiativs fonma,

1. Laurais _ forganized) than David.

2. Sophiais Hcatm) than Laura,

3 David is N |Butgeang) than Laura.

4. Laura has imare] experience than Sophia
5 Leurals _ {friendly) candidate.

& David has {le=ss) ssiparence than Laura
7. Laura's English s _ _ [atter) than Davids,

8 Sophials _ = __ iprofessionall candidate.

9. Davidis __ fcroativa) than the othors.
0. Laura is (organized) candidate.

Appearance ook at the phato)
] well-drassed [ Professional
] Wears glasses

Experience Exparience
Sales Assistant (1 year) Oifice Assistant
Customer Service (& manths)
(6 miniths)
Education
Education Business
High Schocl Administration
Graduate
Personality Skills Parsanality
= Cutgoing = Microseft Office = Calm
= Creative = English - B2 = Helpful
= Confident » Data entry * Professional
* Impatient = Responsible

Appearance (look at the phote)
[ weat [ well-dressad  [] Professional

] Clean and tidy [[] Wears glasses

© FINAL RECOMMENDATION

Choage the best candidste and explain using comparatives or superlatives,

We recommend hiring:

() Candidate A ) Candidate B Candidate C
‘OUR DECISION (Use comparativi of suporlativie fooms. |
‘W recommand
because
USE THESE STARTERS
= W think Candidate s more than

Is tha moat [ S
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