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 Preparing for a job interview.

O Interviewing for success. CcalpERrRRaE s U

O Following up after an interview. AL sy daidl O

O Explanation of how to use Notion for writing = s—aill iUl notion gela » aladiu) ;s O
texts and written messages. Ao giSall il )

O Introduction to Gamma for creating sl (L&Y gamma gelsn e Gyl O
presentations. st

O Learn how to write a resume using Better CV.  petter cv zeali e JOA (e 413 300l A0S Gl (O
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\
Throughout the interview process, you can 2t e n L myge yw N -
expect to get a mix of questions that are

specific to you and the job opening, as well as 4sxa i <ol eliasi I AWy (e de sene

qguestions that arg of a more general nature, 0t diale Al ) A aYL (el
such as the following:

J What is the hardest decision you've ever ¢ gy o 453a5) )8 caal 32 e O
had to make?

Be prepared with a good example, explaining i sa w8 g0 e JUa JaT i (S
why the decision was difficult and how you
made the choice you made.

- /

A8 CaS g )yl
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(J What are your greatest weaknesses? Célinin Lalli J,J » L

Describe a weakness so that it sounds like a
virtue (such as working too hard) or describe a
relatively minor shortcoming and explain how

C)—M‘j““*‘tlﬁ“‘1 ncu_mj\ ‘(d_AJAM

you’re working to improve. e sle "
(d Where do you want to be five years from $Q) g el 22 (4655 ) 4 5 (O
? ;
now: 2 aaluall 8 elie ) lila) et o g

Your -answer should reflec’t your desire to Ceds coadll AL sk Jeall coalin Cilaal gaias
contribute to the employer’s long-term goals, 238 ) sl 138 S 13) Lo Al il laza

not !ust -your own .goals. -Wh.ether this S Sy el QU el oa saie e gle
qguestion yields useful information is a matter adde LM i

of debate, but prepared to answer it. S
\_ prep )
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d What didn’t you like about previous jobs
you’ve held?

Describe something that you didn’t like in a way

that puts you in a positive light, such as having

limited opportunities to apply your skills or

education. Avoid making negative comments about

former employers or colleagues.

O Tell me something about yourself.

Ask if the interviewer would like to know about

your specific skills or attributes. If this point is

clarified, then respond accordingly. If it isn’t,

explain how your skills can contribute to the job

and the organization.

~
) ARd) Cailda gl 8 e ad () La
oLl
o ) len Gl a8 A3 e JHia cAulay)
Jeenll laal (Ao bl Galaill Cuin claglas
o) e 3
L jaa B e OIS g ALEL) (5 a0 e JLd
b8 ziiia gi ad 13 Slilia ol @bl jlea (e 2y 3l
S SV S Al 13) el g caals (daa)
A gl 8 aalud of @il leal (S ol

A 3alls )
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J Interviewing is stressful for everyone, so g il L8130 (aeall 4 yo COLL AL

some nervousness is natural. ] )A‘ })ﬂ‘ .

 However, you can take steps to feel more . . .
GLAd 3aly )1 &l g lad ALAT) iy «ld aa
confident.
 Start by reminding yourself that you have

5 -~ ~'.': o .. M il
calal o aaai il elugy S8 5 Ja

value to offer the employer, and the employer
already thinks highly enough of you to invite S b 38 Jaall il o 5 cJaall

you to an interview. Allsa ) el el
\_ W,
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O If some aspect of your appearance or
background makes you uneasy, correct it if
possible or offset it by emphasizing positive
traits such as warmth, wit, intelligence, or
charm.

O Instead of dwelling on your weaknesses, focus
on your strengths.

O Instead of worrying about how you will perform
in the interview, focus on how you can help the
organization succeed.

1 The more prepared you are, the more confident
you’ll be.

~

oY) pamy iy didla ) ol yedas LS1Y O
Glaw o 85l as ) (oSl of dns b
Apdlall o colSAN i caall daa o (3 IS dulay)

Ll o 58 cdline Bl e 585 00 Y O
ol g8

e 3 ALED 8 el sy I e Yy O
el e di sl saclie 348

celadiy @ligh )y ddlaain) € K WK
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1 Physical appearance is important because
clothing and grooming reveal something about
a candidate's personality, professionalism, and
ability to sense the unspoken “rules” of a
situation.

1 When it comes to clothing, the best policy is to
dress conservatively.

d Wear the best-quality clothing you can but
remember that “clean and appropriate” clothes
are far more important than “expensive and
flashy” clothing.

u‘)ﬁjuﬁ\)h\jeuﬂ\w“ u_culs_uSJ :...
a8 pall Al e sl il i e

1335} (o A Jumdl (i Pl Ble e O

_‘M e u.u.jm.n

S s 3 gall Dlle Ludle (e i€y Le Juadl 335 O

O S0 Al Al g gl el o S5
A8 ) 5 A" elall

~N

W,
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O Good grooming makes any style of clothing look i s} e it jelaally sl A tall O
better. Make sure your clothes are clean and e Ol (e 28U Jouzadl 1 gdae Dl
unwrinkled, your shoes un-scuffed and well 4= sadas B P A PPN W
shined, your hair neatly styled and combed, & il ity ada s Caiinn & 2y ldua
your fingernails clean, and your breath fresh. Adiaie el ¢ (Adylas

d Remember that an interview is not the place to =il Caliall Ll cond AL of S5 O
express your individuality or to let your inner s, ail el GOLLaY of Gl adld e
rebel run wild. Salal

L Send a clear signal that you understand the j_.¥4 alle agdi by daal 53,08 Juyl O

business world and know how to adapt to it. . y¢ M ol Yy dee CaSE (o Ca i
You will not be taken seriously otherwise. ) ; ' N :_;m s

\_ W,
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1 Of the three stages, the warm-up is the most a gl s g ied AN Jad sl e e O
important, even though it may account for only vy 13 L s at e dsaal LAY _a
a sma.II fraction of the time you spend in the , S gl e i 5 (5 see Jiad
Interview. Allad)

O Studies suggest that many interviewers, )
particularly those who are poorly trained in ¢CublEall (e apaall o) (A il pall 535 0
interviewing techniques, make up their minds il o 13a 150 ol ol @il ff Aals
within the first 20 seconds of contact with a Jsl A aa ) 38 ¢ saai «cdUlidl ¢f ya
candidate. Al ge Jaal il e A6 Y

1 Don’t let your guard down if it appears that the
interviewer wants to engage in what feels like
small talk; these exchanges are every bit as

\_  important as structured questions.

Jsaall oy ) QoA o 1l 13 & s (aidd Y O
yc_\dd\;:d‘ b..l.@j ‘)J\.C L_QJA‘\JEJJJJ:)LA:\E
Al o dadaidll ALY e deal J8

W,
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Body language is crucial at this point. Stand or sit up
straight, maintain regular but natural eye contact,
and don’t fidget.

When the interviewer extends a hand, respond with
a firm but not overpowering handshake.

Repeat the interviewer’s name when you're
introduced (“It’'s a pleasure to meet you, Ms.
Litton”).

Wait until you’re asked to be seated or the
interviewer has taken a seat. Let the interviewer
start the discussion. Then, be ready to answer one or
two substantial questions right away: for example,
“Why do you want to work here?” or “What do you
know about us?”

~N

oslal ol Cad Ala pall sda 8 dulal awall 431 O
6 madll Joal sill e Lbla g caniine JS

AT Y ‘L:-?"HH\)M‘

dayla Aadliaa 3 ey Joladdl Gl v Laaie (O
Lo e e 81

LA 1, 56") o aie JHEAN al < 0
(o5 i

ol (Sa ol peplall dlie llay sy lawl O
lxiise S a8 bl lay Joladll o Joadl
1058 s s Cll s ol Jlsa (e dAladl
oMl Jaall e 3 1AL (JUEA Jis e
"lic Cajas I3L"
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J Questions and answers will consume the
greatest part of the interview.

O The interviewer will ask you about vyour
gualifications and discuss many of the points
mentioned in your résumé.

O You'll also be asking questions of your own.

O Let the interviewer lead the conversation, and
never answer a question before he or she has
finished asking it.

O Tailor your answers to make a favorable
impression. Don't limit yourself to yes or no
answers.

Ablaal)

O aal) (38l 5 DA 3 e Jiadl) il O

A @y 85y Sl Ll

o 130 coad Vg sl pay QW 0 O

Aok (e i O Jd J)

eant ¥ Lilay) LELLl & il dlilla) wam O

AN\ JPPSORCHIEN g JEI Nt

~N
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O If you're asked a difficult question, be sure you
pause to think before responding.

O If you periodically ask a question or two from
the list you've prepared, you'll not only learn
something but also demonstrate your interest.

1 Paying attention when the interviewer speaks
can be as important as giving good answers or
asking good questions.

O The interviewer's facial expressions, eye
movements, gestures, and posture may tell you
the real meaning of what is being said. Be
especially aware of how your comments are
received.

‘UELY\LLE_)ﬁQASDMﬁ

dgcwmgwuh‘gjjad&utg_mx_\
_glduué\bgg‘q%izu»

oo Al J& Y e Cuaa (S LY o) O

FREEN A C)L j\ s Gbila) ﬁ.lsﬁ

PP LGN PRIV JE S-S

[N Lﬁ.ﬂ;j\ Lf\,.db REVEN Z\:uubjj e lay)
il il Al s S 41 JE
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W,

10-17



. MIDOCEA|
Questions-and-Answers onivers |l

4l g Al

Lecture

~N

Q Employers cannot legally discriminate i e o am Gisild il Jeall Glaa 0¥ O
against a job candidate on the basis of raFe, el o a5 all el e ik
color, gender, age (from 40 to 70), marital
status, religion, national origin, or disability.
If you are asked questions that are personal aliuf ¢lle cua 13 daley) il da¥) |
or potentially unlawful, how you respond
depends on how badly you want the job,
how vyou feel about revealing the o= <38 wcliise;dihll ddlie ) gaa
information asked for, what you think the LS8N ol A€ 8 Sl 5 iy slhaal) il sheall
interviewer will do with the information, and

whether you want to work for a company
that asks such questions. ALY o2a Jia & i 4S 55 (sl Jaall 8

Ol e laa¥ A S (e Ve I €0 0)

e ey elay b A gilE e SN o Auadd

e 3 S 1)) Lag ehla glaall 538 cA:\.LLSAM ¢l b
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Like the warm-up stage, the end of the interview is
more important than its duration would indicate.

In the last few minutes, emphasize your value to the
organization and correct any misconceptions the
interviewer might have.

You can generally tell when the interviewer is trying to
conclude the session.

When you get the signal, respond promptly, but don't
rush.

Thank the interviewer for the opportunity and express
an interest in the organization.

If you can do so comfortably, try to pin down what will
happen next, but don't press for an immediate decision.
If you do receive an offer during the interview, you'll
naturally want to discuss salary.

Ableall les L8 s il Ala je ae Jladl s LS
g (e draal ]

dalaiall elied A Sy a8 63 Al A0 gilEal) 3
d.ﬂs.ﬂ\ L;Jl Q)ﬁﬁaﬂaﬁeﬁ&,\éa Lﬁ\ c&mj
Adal) ele) JHE Jlay Jie 48 jaa dale LKAl
& 0o (Rls o)) caal LAY Al Laxie
Aabaidly eloladial af g doa @l Je QWA <
T Jglad o je JS0 @l alall cla g IS 1)
A Jal e dareat ¥ g cellh aay Gaaass L
SR A

MJ.\M\ JJA Lm)s: a_x_\sL \J\
_g.u\)\ a8l ‘_g e p

O omilall ¢y

~N
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d However, let the interviewer raise the subject. If asked

your salary requirements, say that you would expect
to receive the standard salary for the job in question.
If you don't like the offer, you might try to negotiate,
provided you're in a good bargaining position and the
organization has the flexibility to accommodate you.

Maintain a notebook or simple database with
information about each company, interviewers’
answers to your questions, contact information for
each interviewer, the status of thank-you notes and
other follow-up communication, and upcoming
interview appointments. Carefully organized notes will
help you decide which company is the right fit for you
when it comes time to choose from the job offer.

e Jsmanll o895 ) 8 el gl ) clllic
el o 1 i) il il )
435l WJAM RSIPIRTEN s@}‘& s
il 4l 4. 330

day oy by el o) cildaadla yiday Jadgi o
Cpadlall lila) 5 dS H 8 S e Dla glae el
Joaiy) il sl s cclilind e ULl e
e L e 5 SN il A lay capia S-S5
Aaalal) DML sal) A e ) ga g cdanliall M ya
Aoaat 8 ALy A adaial) il das Sl clae Ui
Jeeall ia ye il aie ol oY) 48, )
JEETEIN|

~
a
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Staying in contact with a prospective employer after
an interview shows that you really want the job and
are determined to get it.

Doing so also gives you another chance to
demonstrate your communication skills and sense of
business etiquette.

Following up brings your name to the interviewer’s
attention once again and reminds him or her that
you’re actively looking and waiting for the decision.

Any time you hear from a company during the
application or interview process, be sure to respond
quickly. Companies flooded with résumés may move
on to another candidate if you they don’t hear back
from you within 24 hours.

Ja_jw\dad\a._\;ha@d*a\ﬂé& el )
&ﬂ.A‘}.Cj u:\Ljﬂ ‘.“H: '5\“1\;:;“ L‘S‘.;:(.“) ‘)-G-E; :\J..\u.ﬁj‘
lede Jpanll Lo

Sl o 8355 (5 Al B e JulEAll oloiil cadli dagliall
VAN S il e g

ilac oL AS Hu5 (pe 13y A il g (o]
Jadi 28 Aoy 350 e ST ALGA Sl apail
Al 1) AT A S po A1y ally i) S L)

Aels YE DA lia 13 Gl
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O When you receive a job offer that you want to accept, 3, «dsd A e ji Jac (aye Lilii e [
reply within five days.

 Begin by accepting the position and expressing thanks. ARL e padlly A0k N sy o) O

3 Identify the job that you're accepting. Ll Al dada ol saa O

O In the next paragraph, cover any necessary details. A5 e Jralds gl Le ) 3,88l & O
Conclude by saying that you look forward to reporting Jaall ) ol oli) Al g6, S
for work.

[ After all your interviews, you may find that you need to 1) dala; ¢lugs aag a8 celidulis e 2 O
write a letter declining a job offer. ) s Al

\. Y,

MIDOCEA

e Follow-Up Messages UNIVERSIT
dalial) Jila
~N

Y |
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L The bad-news plan is ideally suited to this type of O g sl 13 gl Al "asy ) AV ki Q

letter. Open warmly, state the reasons for refusing the 4 . 3 bl 5 S culany o) el
offer, decline the offer explicitly, and close on a . RAPEICW RINp ‘me i ) ayall
leasant note, expressing gratitude. )
P Xpressing gratitu lhiliial e 1 yma
 If you get a job offer and are currently employed, you ) ) .
Sl (Ll Jant g Jae (g ye i 13) O
can maintain good relations with your current
Al dlee calia aw s GlEde e Ll
employer by writing a letter of resignation to your ~
Sl el | et Gldad 4US (DA ¢
immediate supervisor. Follow the bad-news plan, and i 50 = S P& s
PRUTRURE PEN g PUN PR SIS WE L PE|

make the letter sound positive, regardless of how you

\‘¥ feel. oelie e Hhill ek dala) 44}

Y |
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Notion is defined as an integrated software platform z A5 A La\Sie dyna 0 2 4l e Notion <

within the knowledge management and digital N 501 sl 5 Ad pmall 5 lal ol gof A pa

collaboration tools category. It's not merely a standalone J b Ak 1 53 ydie Sl 45 8 ] s oy

tool for a specific function, but rather an "all-in-one" . S
P aams M2ty A 8 e JS" datd Ll 355,

platform designed to integrate and unify disparate . .
BJA}A@‘_ABJ:\M\ dAﬂJ\ Glaliw .J.\Ajﬁj GAJS

workspaces into a single environment.
gl 5 eclil) ael @ pailiad e Notion e

Notion combines the features of databases, word
3,3 dadail ‘@JL.LS\ 3 13l liaia g cg.a.’d\ BTl

ol 921 agedie 830y 58 5 ALl dldeay Lae il

processors, project management platforms, and

document management systems, making it a unique
Aaal) dalisy)

\phenomenon in the modern productivity tools landscape.
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Databases form the backbone of the platform, transforming from Cun duaiall (5 8l 3 ganl) "aUlal) 20 8" Jid

traditional tables into dynamic entities viewable from multiple GLLs &\ Al J glaa L oS (e 2o gall o8 (J g
Badxie HaY Gilga g SR e e yedl ALE A1l

perspectives:

Table View sl g e
List View Al o= e
a8l (ya e

Calendar View
el 2 e

Oe 3 Laa e slhaall (gl g Galaadl sl JAIL
representation of data for the desired context and purpose, . oy
_Q\AM‘GJ\J;‘}(L\M’ \M})A

Gallery View

This multiplicity of views allows for the most appropriate

enhancing the flexibility of analysis and information management.

10-29
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Applications and Functional Areas

Notion's use cases vary across multiple levels:

1.

On an individual level: It serves as a comprehensive personal
organizer, knowledge repository, and space for personal

strategic planning and habit tracking.

Within work teams: It serves as a central collaborative
platform for workflow management, project tracking, and

preserving organizational knowledge.

In academia: It is an effective tool for organizing research
materials, taking methodological notes, and managing

coursework and group projects.

il gl g Apdatl) Ll

Badxia b glwe e Notion e\diﬁ.u\ YA &jﬁi
Aad s A ddaieS a0l 1 Al 5 ghall e
el aglie 5 el

A glad daiaS a2 ay dlaad) (3 il glbal 8 Y
PN c@J\_ﬁm]\ Hﬂj ¢ J—azll J?.—“‘T’J\J‘XZ‘—U.SJ‘
Ao gall 48 2 all

3 gmall apdaiil A Mad Bl Sy 1 pandlSY) Jlaal) B

eL_@_AM EJ\J;\) ‘4.-\&@_1.45\ QL_EAM\ w}l_zj cz\_ﬁ;.d\
Aselaall ay il a5l

Y |
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Gamma is an Al-powered content creation platform  _le aaixi g giaall (L&Y 483 Liaie < Gamma
that allows users to create professional-looking  ia;,c Liil pueadiudl e clilaaV) (1S3
presentations, documents, and mini-websites quickly 2 yialy 3 xias oy a8l ga s AT wia g Apaais
and easily, without requiring advanced design skills or  {aiie apeiai il jlga A dalall (0 A8 de

spending hours formatting. Gtill 8 Cilelu gliad

The core idea behind Gamma is to remove complexity - 2l 1) 3) - Gamma o dauluY 3 <4l
from the design process, with Al handling most of the ¢ jall _clila oW 2O 5% G caranaill dlee
work. Jardl (e S

\_
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Key Features
Al-Powered Generation:

This is the most important feature. You simply input an idea or
topic, and Gamma's Al will generate a complete structure, text

content, and ready-made presentations in seconds.
Automatic Design and Formatting:

No need to worry about colors, fonts, spacing, or alignment.
Gamma uses easily customizable "tiles" or content blocks. The
system automatically formats everything in a consistent and

attractive way.

\_

~N
Ao 1) &) Jaaal)

1S Ul AL A il

(¢ s sa sl 5S8 Jla) Alaliy liSay a1 5 jaall & o34
JSa Lah Gamma = o=l elibhia¥) oS3 & i g
Ol A8l Ll o o 5 (i 5 s s JalS
LAl el g avanaiil)

Blaladd) i caclall cdagadldl ¢ IV oy GBI el Y
4Ll (Blocks) s sise JiS 5l "eillad Gamma "aadid
JS el JS By LA o 58 LAY A geusy Jpaanil

Al g Gulita

Y |
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Flexible Editing:

control. You can easily:

Reorder slides and blocks.

Change text and images.

Apply different design themes with a single click.

Add interactive elements such as buttons,

recordings, video recordings, and quizzes.

Although the design is automatic, you retain complete

audio
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Real-time collaboration: ol gl A ¢ gladl

+  Similar to tools like Google Docs, multiple people can >34 US« <> « Google Docsdie = 52 m .
il el o 5 Al
:a&PﬂMaSJhidLQJ#héﬂ‘
tfyc“*&’w‘laebﬁd% AS HLia Sy o
* You can share your work via a link, allowing anyone to Sl clua JAalll o gn atialiian (adld
Gamma

Jin gral 1 (4 sp il AL (oapali a yo)
(presentation) format, editable in programs like PowerPoint

\ PowerPoint.

work on the same document simultaneously, with the

ability to leave comments and track progress.

Easy export and sharing:

view it without needing a Gamma account.

* You can also export your work as a PDF or PPT
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What is Better CV?

Better CV is a web platform that helps job seekers
create professional and attractive CVs quickly and

easily.

The tool aims to solve common CV writing problemes,
such as poor formatting or failing to capture the

attention of recruiters.

¢ Better CV 31 (4 L

Baclua (& diaiadia Cu g dal 4 Better CV
48 yial) (CV) 481 o o) Je Jue (e ifialil)
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Steps to create a CV on Better CV:

Create an account: Registration on the site is free.

Choose a template: Select a template that suits your field and

personality.

Fill in your information: Start by filling in your personal details,
experience, education, and skills. You can use the suggested

templates to make the process easier.

View and edit: See changes in real time and easily adjust the

formatting and colors.

Download: Once finished, download your CV as a PDF.
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Ly 45010 b3y Jraay 8 celgiiV) axy: Jaaal
PDF.
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