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1. LEARNING TO INTRODUCE
ONESELF AND OTHERS

Activity 1. Study the general outline for introduction and the
example.

Greeting

Full name

Country / residence
Line of work
Interests

Example.

Hello.

My name is Dmytro Petrenko.

I am from Ukraine. I live in Dnipro.

I am a businessman and I work at Active Sports Incorporated.
In my free time, I like swimming and golfing.

Activity 2. Write your own introduction (not less than 5 sentences)
and introduce yourself.

Activity 3. Study the example of a dialogue between two people who
meet for the first time. Act out a similar dialogue with your groupmate
using your data.

Katy and Kenji are meeting each other for the first time.

*  Katy: Hi, I’'m Katy. What’s your name?

*  Kenji: Hello. My name’s Sasha. It’s nice to meet you.
e Katy: Nice to meet you too. Where are you from?

*  Kenji: I'm from Ukraine.

»  Katy: So, what do you do Sasha?

*  Kenji: I'm a teller at Oshchadbank. And you?

*  Katy: Well, I'm a schoolteacher.

*  Kenji: Do you like it?

*  Katy: Yes, I do. I love working with children — they 're a lot of fun.
*  Kenji: What do you like to do in your free time?
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*  Katy: I guess I like playing tennis. 1 also like to cook. How about
you? Do you have any hobbies?

e Kenji: Not really, but I enjoy exercising and sometimes 1 go fo
karaoke.

Activity 4. Study the examples of introducing other people.

Example 1.

Linda is my friend. She’s Irish. She is from Ireland. Her full name is
Linda Maggie Brogan.

She lives in Paris. She is an English teacher there.

Linda has three brothers and three sisters.

In her free time, she likes to play golf, listen to classical music and do
crossword puzzles.

Example 2.

My friend’s name is Jonathan Lewis. We call him John. He lives in
Florida. He is from the US.

John is a student at the University of Florida but he works as a part time
chef at Florida Grill.

John has a younger brother but no sisters. In his free time, he likes
skateboarding and practicing new recipes in his kitchen.

Activity 5. Write an introduction of a friend / colleague / groupmate,
etc. and introduce your friend / colleague / groupmate, etc. (not less
than 5 sentences).

2. WRITING A CV /RESUME
Activity 6. Study the following statements and distribute them into
two columns: Dos and Don’ts when writing a CV / resume:
e keep your CV/résumé brief and concise: there is no need to go into

a lot of detail about your education or employment history.
e try to keep your CV/résumé to one or two sides of A4 paper.



6

e leave gaps in your employment history: add a sentence or two
explaining any periods that are not accounted for.

e use too many different fonts or typefaces

e keep to one or two typefaces that are clear and easy to read.

e use inappropriate colours, graphics, or photos.

e use brief, informative sentences, short paragraphs, and standard
English.

e when describing your responsibilities and achievements, start each
point with an action verb (such as feaching, leading, developing): this
creates more impact.

¢ use bold type or bullet points to highlight key information.

e proofread for spelling, grammar, or punctuation mistakes: many
employers routinely discard CVs/résumés that contain this type of mistake.

¢ update your CV/résumé regularly as your situation changes.

e go into too much detail: employers are too busy to read rambling or
unfocused CVs/résumés.

e name people as referees unless you’ve confirmed that they’re happy
to provide a reference for you.

e keep your CV/résumé brief and concise: there is no need to go into
a lot of detail about your education or employment history.

o try to keep your CV/résumé to one or two sides of A4 paper.

Activity 7. Study two samples of resumes. Decide which one is
better. Explain your choice.

Sample 1.
Sally Sad
45 Parents’ House Lane, New Britain, CT06114
(555) 5555-6789 SALLYBabyGURL@email.com
OBJECTIVE Awesome graduate of life seeking any fun

position requiring acool girl with a great sense of
humor and style!
SUMMARY
*  Mostly free, except every day between 2-4 p.m.
(gym time)
* Good at holding a converstion about anything
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* QGreat at updating Facebook and anything [ can
post pictures on

EDUCATION CentralConnecticutCityHigh School,
New Britain, CT
High School Diploma
WORK High School Yearbook, New Britain, CT
EXPERIENCE Photographer (Setpember 2006-June 2007)

*  Shot pics of my friends!
* Added cute details in Photoshop
*  Went to weekly meetings

First Job Burgers, Wallingford, CT

Grill Cook (September 2007-Present)

e  Flip burgers and fill condiment containers
e  Deal with annoying costumer requests

e Answer phone

Bakery Best, New Britain, CT
Volunteer Cupcake Tester (June 2006-August 2006)
e Liked chocolate best

HOBBIES Dancing, Photography, Social Media

Sample 2
SARA ANNE GREEN

Address (college): 26 Windmill Road

Bristol, BS2 6DP

Telephone (mobile): 0778 6050912
Address (home): 47 Gerrard Street

Manchester, M20 4L.Z

Telephone: 0121 423170
Email: sara.green@amail.com
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A well-organized and outgoing Business Economics student
graduating in June 2007 with good communication and analytical skills,
looking to develop a career as an economist within an international
business environment. Fluent Spanish speaker experienced in the use of
spreadsheets, databases, and similar business software.

Education and qualifications:

September 2004 to present: BA (Hons) in Business Economics
CityUniversity, Bristol
(graduating in June 2007)

September 1996-June 2003 ManchesterSchool
4 A Levels: Economics (A),

Information and Communication
Technology (A), English (A), Spanish

(B)
9 GCSEs (including A* grades in
Economics, Spanish, English,

Mathematics, ICT, and German)
Employment history:
July-September 2006 Administrative Assistant
MKL Smith & Co (Accountants),
Manchester
Duties included:
e using spreadsheets to sort and
chart financial information
e administering client database
e assisting PA with routine admin
tasks
July-September 2005 English Language Teaching
Assistant
EFL International, Seville, Spain
Duties included:
e assisting teachers in preparing
lessons
o administering student database



July 2003-August 2004

Other qualifications and skills:

Interests:

References
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o liaising with local companies to
organize student activities

Various jobs (including voluntary and
hotel work) and travel in Spain and
Latin America, gaining a valuable
insight into the culture and spoken
language of those countries.

Advanced Certificate in MS Word,
MS Excel, and MS Access (evening
course, September-July 2006)

Full driving licence

Netball, travel, swimming

Dr. Thomas Clark

Senior Lecturer in Business and
Management

Department of Business Organization
and Strategy

CityUniversityBristol BS1 2ER

Ms. Susan Hunter

Senior Partner

MKL Smith & Co (Accountants)
231 Parker Street

Manchester M20 6QR

Activity 8. Study the following recommendations and phrases for
a Personal Profile, then write your Personal Profile in your CV /

resume.

It is highly recommended that a CV includes a Personal Profile. This
describes you as a professional and a person. Your Personal Profile should
be only three sentences. The first sentence should describe who you are; the
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second should present a summary of your skills and experience and the
final sentence should explain your personal career target.
1. Who you are (current position):

highly skilled

highly motivated

knowledgeable

reliable

creative

hardworking

versatile
A/An  confident __with  years experience in

flexible

competent

enthusiastic

effective

qualified

adaptable

energetic

2. What you can do (skills and experience):
Specific / Wide-ranging expertise in
Responsible for
Proven ability in
Excellent

3. What you want (career target):

Looking for a position in

Seeking an opportunity in

Seeking to continue career as

Objective is to develop a career in / as

A highly-skilled versatile and creative engineer with eight years
experience in the automotive industry.

Wide-ranging expertise in concluding financial audits for companies
in the banking and insurance sector.

Objective is to develop a career in business development and to make
the move into management.
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Activity 9. Write your CV / resume following the order:

e Personal details (name, address, telephone number (home and/or
mobile), email address (personal, rather than work), personal profile

e Education and qualifications

¢ Employment history

¢ Any other skills, achievements, or training

e Interests or pastimes

o Referees

3. WRITING A COVER LETTER

Activity 10. Study the following phrases for a cover letter and write
such a document applying for a job.

Opening
Dear Sir / Madam, ...
Dear Mr. O’Brien, ...

Reason for writing

[ am writing to express my interest in the position of ...

I wish to apply for the position of ...

I am writing in response for your advertisement for ...

I am writing to enquire as to whether there are any vacancies ...

Introducing yourself

I am currently working as a ...

I am currently studying ...

At present, | am working for XXX where | am responsible for ...
I have been working in my current position for the past (time).

Talking about your education and experience
I graduated from XXX university with a degree / master’s degree in

The nature of my studies has prepared me well for a position such as
this one.
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As you can see from my CV, I have worked ... and gained

experience ...

My mother tongue is English and I am fluent in both French and

German.

n...

me.

Why you are the best for this position
I feel I am suitable for this role as | have a great deal of experience

I consider myself to be a friendly, efficient and enthusiastic worker.
I believe I would be the ideal candidate based on the fact that ...
I am very keen to work for an ambitious company as yours.

Closing comments

Thank you for taking time to consider my application.

I am available for contact and / or interview at any time.

If you wish to contact me, you can do so on +380XXX

Should you require any further information, do not hesitate to contact

Please find CV attached (emails) / enclosed (letters).

Signing off

I look forward to hearing from you.

Yours sincerely, (if you know the name ‘Dear Mr. O’Brien).

Yours faithfully, (if you are writing to ‘Dear Sir / Madam”).
4. JOB INTERVIEW

Activity 11. Write the words in the correct order to make

sentences or questions someone could ask you in a job interview.

a. nice/ Good afternoon,/ to/ you./ meet/
Good afternoon, nice to meet you.
b. in touch./ Thank you/ We’ll be/ for coming today.

c. got/ any questions?/ Have you
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d. your/ tell us/ you/ previous work experience, /Can/ about/
please.

e. inateam?/ you/ Do/ work well

f.  start?/ could/ When / you

g this job?/ you want/ Why/ do

h. afew questions./ would/ to ask/ We/ you/ like

j. $10.50 per hour/ Sundays. / and work / Wednesdays to / You'll
get

Activity 12. Complete the job interview conversation. Write the
interviewer's questions from the previous task in the correct places.

Interviewer: Good afternoon, nice to meet you.

Interviewee: Hello. Nice to meet you, too.

Interviewer: (1) ettt sttt enne e
Interviewee: Ok, great. I’ll do my best to answer them.

Interviewer: (2) et e e b e e reeenes
Interviewee: Yes, of course. I am unemployed at the moment, but

my last job was at a supermarket. I worked there for 18
months. Before that, I worked as a cleaner at a school.
Interviewer: (3) et eree e
Interviewee: I’'m very organised and always on time. I have good
people skills and I am polite. I can cook and I have a
certificate in food safety.
Interviewer: G TSRSt
Interviewee: I would like the job because this is a good organisation
to work for. I like meeting people and talking to
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customers. Also, I can work at lunch times and in the
evenings — the hours are good for me.

Interviewer: (5) teetetee e et nes

Interviewee: Yes. I like working together with other people.

Interviewer: () SRSt

Interviewee: Straight away!

Interviewer: (7) ettt et

Interviewee: Yes. How much will I get paid per hour? Which days
will I have to work?

Interviewer: (B) ettt e et

Interviewee: Thank you very much. I look forward to hearing from
you.

Interviewer: (9) e

5. GIVING A PRESENTATION

Activity 13. Match the headings with the appropriate phrases
used in presentations.

. Welcoming your audience and establishing rapport
. Outlining the structure of your presentation

. Summing up

. Thanking your audience

. Giving recommendations

. Giving instructions about questions

. Introducing the subject of your presentation

COION LN B~ W=

. Inviting questions.
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¢  Good morning, ladies and gentlemen

¢  Good afternoon, everybody

e It’s nice to see so many familiar faces here.

e It’s pleasant to see you here on this frosty afternoon.

e I am going to talk today about...
e  The purpose of my presentation is to introduce our new
range of...

e To start with I'll describe the progress made this year.
Then I'll mention some of the problems we've encountered and
how we overcame them. After that I'll consider the possibilities
for further growth next year. Finally, I'll summarize my
presentation (before concluding with some recommendations).

e Do feel free to interrupt me if you have any questions.

e Il try to answer all of your questions after the
presentation.

e [ plan to keep some time for questions after the
presentation.

e  To conclude,...

e In conclusion,...

e  Now, to sum up...

e So let me summarise/recap what I've said.

e Finally, may I remind you of some of the main points
we've considered.

e In conclusion, my recommendations are...
e [ therefore suggest/propose/recommend the following
strategy.

e  Many thanks for your attention.
e  May I thank you all for being such an attentive audience.
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H e  Now I'll try to answer any questions you may have.
e  Can I answer any questions?

e Are there any questions?

e Do you have any questions?

e  Are there any final questions?

Activity 14. Write a presentation of your company or the
company you would like to work for using the phrases from the
previous activity (not less than 10 sentences).

Activity 15. Present your company or the company you would
like to work for (retell the text from the previous task).
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