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Dear Readers,
Welcome to another useful and handy BEM language guide! In this issue, we acquaint you with some of the words, phrases and expressions you may come across when participating in a job interview. The aptitude you show at answering the interviewer’s questions is often one of the key factors when the decision is made whether or not to hire you. So, make good use of our tips and work further on your interview-related vocabulary and one day soon it might come in handy. Fingers crossed for a successful interview!
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MOTTO/KEYNOTE :
Bear in mind to be clear, explicit,
audible, truthful, concise, confident, enthusiastic
and focus on actions you have taken.
Selected interview questions – some of them are common, some of them tricky or surprising. Many times interviewers want to see your reactions or ability to react in the right way. We include some tips on answering. There are at least three basic types of question you can be asked:
Questions about yourself
These are questions that require talking about your personality, your approach to life in general, your interests or hobbies, ambitions and plans for the future, such as: place of residence, car or transportation, lifestyle, personality and so on. Inevitably, they are also related with your previous jobs. This type of question may also include ones concerning your private life, such as your civil status, children and lifestyle. However, from the legal point of view, some of these questions could be seen as discriminating, so you are not always obliged to answer.
Examples:
Tell us something about yourself.
Describe yourself briefly; your education, career, interests or hobbies. Mentioning your family of marital status is not required. Concentrate on your positive personal character traits that might be useful and can be applied in the job in question.
Why did you choose the school or university you graduated from? Why did you choose your degree subject?
Relate this to your interests, preferably in a way that connects with your further career and the job you are applying for. Try to present your choice as a conscious one. Avoid mentioning outside criteria such as “it was popular at the time” or “I heard the money was good in marketing”.
What interested you most/least in your last job? What kind of tasks do you like/dislike? Do you prefer to work alone or in a team?
Remember this question is asked to show your attitude towards tasks typical in the job in question, and your predisposition for that kind of work. If you don’t like the kind of work involved, perhaps you should not be applying in the first place...
Why did you leave your last job?
Avoid slandering your previous employers or supervisors. Come up with an answer that is both truthful and does not put you at a disadvantage.
What do you see as your strengths/weaknesses?
When describing weaknesses, choose features that are not universally seen as bad e.g. “I get angry easily”. Instead, choose qualities that show you as a good person in general, although it makes it sometimes difficult for you at work e.g. “I find it hard to refuse helping others”. Include a description of ways you try to combat the negative ramifications of your weaknesses.
Where are you going to be in 5 years’ time/10 years’ time?/Where do you see yourself in five years’ time? What are your long-term goals?
Describe your career priorities. This type of question is to show whether your ambitions and plans are in accordance with the position on offered, and whether you are planning to stay on board for a longer period of time.
Are you available to work overtime?
Answer frankly, considering your obligations outside of the job. Elaborate on the subject, describe the conditions under which you are able to work extra time.
Where do you live? How would you get to work, how long would it take? Do you have a car? Are you keen on travelling? Are you afraid of air travel? Do you smoke? What do you like doing in your spare time?
Describe your interests. If you enjoy reading, talk about the books you like most. Show them who you are as a person outside work.
Questions about your experience and skills
These questions concern the skills and experience required for the job. Examples:
How do your skills and experience match the requirements for this position?
List the activities you’ve performed in your previous jobs that are similar to the ones required or those of your skills that facilitate them.
Would you say you’re well organized/ambitious/creative/calm/ spontaneous?
In this case the interviewer asks about qualities that are desired or unwelcome in the employee. Try to figure out which is which. Elaborate, substantiating your answer.
What did you learn during your time at university/ school/ course/ recent job? What kind of useful skills/abilities did you develop? What skills can you contribute?
When talking about your area of expertise, answer in a way that is understandable to a person unfamiliar with it. Try to relate to the job in question when choosing the characteristics you describe, mention your ability to connect with people easily when applying for a job in customer service.
What languages do you speak?
What was the most difficult situation in your life/your career and how did you manage to solve it?
Preferably, choose a situation you were able to deal with, ultimately achieving a good result. Otherwise, explain why you weren’t able to solve it, what you learnt from this experience and what you would do differently in the future.
What was your greatest success/mistake so far? How successful have you been with your tasks so far?
This type of question is usually aimed to show your involvement and contribution at work. It shows weather you are able to take ownership of your tasks. When talking about your mistakes, describe the ways you’ve learnt from them. If possible describe measures you’ve taken to counteract the negative results of your actions.
Why did you apply for the post of …………………….?
Concentrate on the tasks in the new post or the character of the company itself. Avoid mentioning trivial motives such as money or location.
Questions about the job
These questions focus on the post you have applied for and the company you have applied to work with.
Examples:
What do you know about our organization? What do you think about our webpage/public image?
Before the interview, learn as much as possible about the company. Visit their website, use the Internet and your social network for extra information.
What can you do for us that someone else can’t?
Consider your qualities against those that are essential for the job. Talk about your previous successes.
How long would it take you to make a meaningful contribution to our firm?
Be realistic about your answer. Mention the things you would like to start with when assuming the post.
How long do you plan to stay with us?
Give a realistic answer. If you don’t know what to say, state it will depend on the quality of your cooperation.
What is your management style?
Be frank. Remember there is no one correct management style. What the employer needs depends on the company’s situation, the team and other factors.
What is your working style?/How would you describe the way you work?
Present yourself in a positive way. Avoid being stiff, be well organized. Be creative instead of chaotic.
Are you a good manager/…..? Can you give me some examples? Do you feel that you have top managerial/…………. potential?
Name the qualities you possess that make you the right person for the job. Quote situations from your past experience.
Have you ever had to fire people? What were the reasons, and how did you handle the situation?
If possible describe the situation and explain why you had to make such a decision.
How much would you like to earn?
Name a reasonable sum. Don’t under or overestimate your worth.
Do you have any questions you would like to ask me/us?
You should always have one or two questions prepared to ask the interviewer, as it shows how interested you are in the job or the company. So take the time to think some up prior to the interview.
Types of skills that may be discussed in a job interview
There are different types of skills that can be discussed, including both your area of expertise and the way you conduct yourself among others.
Examples:
skill | synonym | translation |
leadership skills | the ability to guide people and establish a rapport | umiejętności przywódcze |
communication skills | the ability to exchange information easily and efficiently | zdolności komunikacyjne |
negotiation skills | the ability to strike deals with optimum gain | zdolności negocjacyjne |
team-working skills | the ability to work as a part of a group | umiejętność pracy w grupie |
organizational skills | the ability to arrange work events/meetings | zdolności organizacyjne |
interpersonal/social skills | the ability to work with others regardless of their predisposition | zdolności interpersonalne/ społeczne |
analytical skills | the ability to make logical conclusions based on avail able information | umiejętność analitycznego myślenia |
manual/technical skills | the ability to perform different tasks requiring specific knowledge or predisposition | zdolności manualne/ techniczne |
Vocabulary
Below we list some popular professions as well as some adjectives, verbs and expressions that might be used when describing oneself/professional career/actions taken.
Professions/Posts
profession | translation |
Account Executive/Key Account Manager | kierownik ds. kluczowych klientów |
Accountant | księgowy |
Actuary | specjalista ds. ryzyka (ubezpieczeniowego) |
Assistant | asystent/ka |
Auditor | audytor |
Brand Manager | brand menedżer, specjalista ds. marketingu |
Business Adviser | doradca biznesowy |
Buyer | specjalista ds. zakupów, kupiec |
CAO (Chief Administrative Officer) | dyrektor administracyjny |
Cashier | kasjer |
CEO (Chief Executive Officer) | dyrektor wykonawczy |
CFO (Chief Financial Officer) | dyrektor finansowy |
Claims Adjuster/Investigator | likwidator szkód |
Compensation and Benefits Manager | kierownik ds. wynagrodzeń i świadczeń pracowniczych |
CMO (Chief Marketing Officer) | dyrektor ds. marketingu |
Coach | trener umiejętności osobistych |
Computer Programmer/Software Engineer | programista komputerowy |
COO (Chief Operations Officer) | dyrektor operacyjny |
Corporate Trainer | trener (szkoleniowiec) biznesowy |
Courier/Delivery Man | kurier/dostawca |
Credit Officer | specjalista ds. kredytów |
CTO (Chief Technical Officer) | dyrektor techniczny |
Customer Service Representative | specjalista ds. obsługi klienta |
Customs Officer | celnik |
Debt Collector | windykator |
Delivery Man | dostawca |
Distribution Manager | kierownik ds. dystrybucji |
Financial Analyst | analityk finansowy |
Forecast Analyst | specjalista ds. prognozowania |
Human Resources Manager | kierownik ds. zasobów ludzkich |
Import/Export Specialist | specjalista ds. importu/eksportu |
Insurance Agent | agent ubezpieczeniowy |
Interim Manager | kierownik przejściowy (na czas realizacji projektu) |
Interpreter/Translator | tłumacz |
Investment Banker | bankier inwestycyjny |
IT (Information Technology) Specialist | informatyk |
Lawyer | prawnik |
Market Research Analyst | analityk rynku |
Office Clerk | pracownik biurowy |
Payroll Administrator | specjalista ds. kadr i płac |
Plant Manager | kierownik zakładu produkcyjnego |
Pollster | ankieter |
Product Manager | produkt menedżer, kierownik ds. promocji produktu |
Public Relations Specialist | specjalista ds. wizerunku publicznego |
Purchasing Manager | kierownik ds. zakupów |
Real Estate Agent | agent nieruchomości |
Receptionist | recepcjonista/ka |
Recruiter | specjalista ds. rekrutacji |
Retail/Wholesale Sales Manager | kierownik ds. sprzedaży detalicznej/ hurtowej |
Sales Representative | przedstawiciel handlowy |
Secretary | sekretarka |
Stock Broker | makler giełdowy |
Tax Collector | poborca podatkowy |
Transport Professional | specjalista ds. transportu |
Van-Seller | sprzedawca mobilny |
Warehouse Manager | kierownik magazynu |
Adjectives:
adjective | synonym | translation |
self-confident | certain of oneself | pewny siebie |
extrovert | outgoing, sociable | extrowertywny |
introvert | concentrated on one’s thoughts and feelings, quiet | introwertywny |
concise | giving a lot of information clearly and briefly | zwięzły (w słowach) |
precise | exact, accurate | precyzyjny, dokładny |
outgoing | sociable, connecting with others easily | towarzyski |
good mediator | apt at fostering consensus or agreement | dobry mediator |
focused on sth | concentrated on sth | skupiony na czymś |
creative | able to come up with new ideas easily | kreatywny |
decisive | able to make decisions quickly and effectively | zdecydowany |
flexible | able to adapt quickly | elastyczny |
patient | able to tolerate delays, problems and other people misbehaving | cierpliwy |
understanding | able to find the underlying cause of behaviors and tolerant | wyrozumiały |
well organized | able to arrange one’s work efficiently | dobrze zorganizowany |
reliable | trustworthy, someone to rely on | godny zaufania |
efficient | working quickly and effectively | wydajny |
persuasive | able to make others to do or believe something through reasoning | przekonywujący |
committed | dedicated and invested in something | zaangażowany |
dedicated (worker) | devoted to one’s work | oddany |
successful | having achieved success | odnoszący sukcesy |
active | energetic, engaging in different activities | aktywny |
keen on sth | eager towards a task or action | skory do czegoś |
qualified | having the proper skills/ abilities | wykwalifikowany |
experienced | having done something be- fore, having achieved expert level at something | doświadczony |
clear | communicating in an easily understandable way | wyrażający się jasno/ przejrzyście |
explicit | leaving no room for confusion or doubt | Jednoznaczny (w wypowiedziach) |
audible | able to be heard | słyszalny |
responsible for sth | obligated to care for/super vise sth - | odpowiedzialny za coś |
firm but fair | demanding but understanding in face of difficulties | stanowczy lecz sprawiedliwy |
truthful | honest | prawdomówny |
solitary | alone, preferring to act on one’s own | samotny/samotniczy |
conscientious | wishing to do one’s work thoroughly | rzetelny |
highly effective | achieving exemplary results in a quick and efficient way | wysoce efektywny |
Verbs/expressions
verb/expression | synonym | Translation (verb/expression) |
to implement new strategies | to introduce new ways of working to achieve new goals | wdrażać nowe strategie |
to negotiate deals | to conduct talks with business clients | negocjować kontrakty |
to sell a/the company’s products | to find buyers/to facilitate purchase | sprzedawać produkty firmy |
to deal with customers | to answer customers questions and solve occurring problems | zajmować się klientami |
to cope with problems | to find solutions and over come difficulties - | radzić sobie z problemami |
to organize cultural events/ conferences/meetings | to make arrangement for certain events to take place | organizować wydarzenia kulturalne/konferencje/ spotkania |
to manage big budgets/ people | to allocate resources/ people to appropriate areas | zarządzać dużymi budżetami/ludźmi |
to network | to make a system of social connections with people of similar(professional) interests | nawiązywać kontakty |
to work well under pressure | to be able to cope with stress and unfavorable conditions | pracować dobrze pod presją |
to work well on one’s own/independently/ autonomously | to be `self-sufficient and able to make decisions on one’s own | pracować dobrze samemu/ niezależnie/autonomicznie |
to work best as part of a team | to prefer working in a group of others | pracować najlepiej w zespole |
to use sb’s initiative to solve problems | to be proactive, to come up with solutions of one’s own accord | rozwiązywać problemy z pomocą własnej inicjatywy |
to speak a language well/a little/fluently | to be able to communicate in a language on a moderate/basic/advanced level | mówić w (jakimś) języku dobrze/trochę/biegle |
to overcome difficulties/ obstacles | to find solutions to occurring problems - | pokonywać trudności/ przeszkody |
to supervise the work of the other members of the team | to allocate tasks and control performance of team-members | nadzorować pracę pozostałych członków zespołu |
to control the flow of information inside the company | to supervise the way that information is shared and distributed in the company | kontrolować przepływ informacji wewnątrz firmy |
to meet deadlines | to complete tasks on time | dotrzymywać terminów |
to discuss an issue | to talk about a given matter with others | omawiać jakąś kwestię |
to contribute to a meeting | to actively participate in a gathering | udzielać się na spotkaniu |
to support a colleague | to help another with their tasks | wspierać kolegę |
to be in charge of sth | to supervise/control sth | mieć coś pod nadzorem |
to make presentations | to acquaint others with an issue in an organized way | prowadzić prezentacje |
to provide equipment/ideas | to make sure that proper tools are on hand/ to be the source of new ways of thinking | dostarczać wyposażenia/ pomysłów |
to plan schedules | to prepare agendas | planować grafiki |
to select/discard photos/ texts | to choose/reject illustrations/written articles | wybierać/odrzucać zdjęcia/ teksty |
to search for new clients | to broaden the list of potential buyers | poszukiwać nowych klientów |
Euphemisms
Last but not least, we give you some adjectives/expressions to be used to talk about one’s flaws in a more positive way.
weak point | euphemism | translation (weak point) |
lacking experience/ knowledge | eager to gain experience/ learn | bez doświadczenia/wiedzy |
dependent | relying on the experience of others | niesamodzielny/zależny |
disorganized | working best in a free/ liberal environment | niezorganizowany |
argumentative | firm in one’s convictions | konfliktowy |
rebellious | working best when given freedom of action | nieposłuszny |
slow/perfectionist | placing a lot of attention on details | powolny/perfekcjonistyczny |
rash | tending to act quickly | działający pochopnie |
lacking ideas/uncreative | relying on tried-and-tested methods/solutions | mało pomysłowy/ niekreatywny |
authoritarian | firm | autorytatywny |
lax | liberal | zbyt pobłażliwy |
unsure of oneself | modest | niepewny siebie |
without vision/passive | open to suggestions | pozbawiony wizji/pasywny |
submissive | obedient/compliant | uległy/służalczy |
lazy/sluggish | in need of a motivating environment | leniwy/niemrawy |
unable to concentrate | working best in a quiet environment | mający problemy z koncentracją |
hiding one’s deficits | embarrassed if unable to perform | ukrywający swoje wady |
tending to hide one’s mistakes | reluctant to admit failure | ukrywający pomyłki |
careless/negligent | occasionally distracted | nieuważny/niedbały |
impatient | eager to act | niecierpliwy |
overconfident | certain of one’s abilities | przesadnie pewny siebie |
self-centered | career-oriented | egocentryczny |
cowardly | careful | tchórzliwy |
Language test
Match each profession with an adjective or verb/expression
profession | adjective/verb/expression |
Accountant | conscientious |
Assistant | creative |
Auditor | decisive |
Brand Manager | explicit |
CFO (Chief Financial Officer) | firm but fair |
Coach | flexible |
Corporate Trainer | outgoing |
Customer Service Representative | persuasive |
Debt Collector | precise |
Delivery-Man | to control the flow of information inside the company |
Financial Analyst | to deal with customers |
Interim Manager | to implement new strategies |
Interpretor/Translator | to make presentations |
Lawyer | to manage big budgets |
Pollster | to meet deadlines |
Public Relations Specialist | to negotiate deals |
Real Estate Agent | to organize meetings |
Sales Representative | to plan schedules |
Secretary | to provide equipment |
Stock Broker | to sell a company’s products |
Transport Professional | to speak a language fluently |
Van-Seller | understanding |
Answers:
profession | adjective/verb/expression |
Accountant | precise |
Assistant | to organize meetings |
Auditor | firm but fair |
Brand Manager | creative |
Coach | understanding |
CFO (Chief Finnancial Officer) | to manage big budgets |
Corporate Trainer | to make presentations |
Customer Service Representative | to deal with customers |
Debt Collector | decisive |
Delivery-Man | to provide equipment |
Financial Analyst | conscientious |
Interim Manager | to implement new strategis |
Interpretor/Translator | to speak a language fluently |
Lawyer | explicit |
Pollster | outgoing |
Public Relation Specialist | to control the flow information inside the company |
Real Estate Agent | persuasive |
Sales Representative | to negotiate deals |
Secretary | to plan schedules |
Stock Broker | flexible |
Transport Professional | to meet deadlines |
Van-Seller | to sell a company’s products |
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