Learning English through Workplace Communication


Unit 2 Employment

Section A: Group discussion
Have you ever been interviewed for a part-time job? When? What kind of job was it?

Did you ask a member of your family about an interview that s/he had had in the past? Share the story with the class.
_____________________________________________________________________________

_____________________________________________________________________________

Section B: Vocabulary 
Learning Activity 1
In your groups, brainstorm adjectives used to describe personal and professional characteristics (e.g. reliable, outgoing). 
     _____________________________________________________________________________
_____________________________________________________________________________
     _____________________________________________________________________________
_____________________________________________________________________________
Learning Activity 2
If you had to choose five of these adjectives / adjectival phrases for a teacher, which ones would you choose? Why? 
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Learning Activity 3
Part A

Can you think of any other words or phrases to describe positive attributes? 

	Punctual
	
	
	
	


Part B

Write a sentence for two words or phrases you have chosen from the boxes above (you should use a different grammar structure for each). 
Example: 
1. If you are a pilot, you have to be trustworthy.
2. We are looking for a hard-working and reliable person for the post.
	1.





	2.




Learning Activity 4
You are going to play a describing game. Try to use some of the adjectives from the previous activities to help you. You have to describe a job (see the example in the box on the next page) while your partners make their guesses. When your partners get the answer, one of them can continue the game by describing another job. When you have used up the six jobs given, each person writes down three more jobs on small pieces of paper and places them in the centre of the table. Now continue to play with your own choices of jobs. Use the space given to make some notes.
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Example language box

A: For this job, you have to be very fit and healthy. You need to be confident and enjoy performing to     

    others.
B: A dancer.
A: That’s right. Your turn.
You can use this space to make notes for your descriptions:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Section C: Job interviews
Learning Activity 1 

Part A

Your body language is important in an interview as it shows the interviewer your attitude. Look at the actions below and decide whether they should be dos or don’ts in an interview.
	
	
	Dos
	Don’ts

	1
	Sit up straight
	
	

	2
	Look alert
	
	

	3
	Scratch the back of your head
	
	

	4
	Hold your neck
	
	

	5
	Rub your nose
	
	

	6
	Cross your arms
	
	

	7
	Make eye contact
	
	

	8
	Stare at the floor
	
	

	9
	Look uninterested
	
	

	10
	Smile
	
	

	11
	Nod your head
	
	

	12
	Shake your feet
	
	


Part B

Can you think of any more recommendations for body language? Write them in the box.
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Learning Activity 2

In groups, write down some of the common questions asked in interviews, using the hints provided in the brackets.

1. (reasons for applying)

       Can you tell us why ____________________________________________?

2. (the interviewee to introduce himself or herself)

       Could you tell _______________________________________ __________?

3. (reasons for being eligible or suitable for the job)

       Why do you ___________________________________________________?

4. (strong and weak points)

       What are ______________________________________________________?

5. (preference for working alone or in a team, and reasons)

      Do you ________________________________________________________?
6. (questions to ask interviewers)

      Do you _________________________________________________________?

Learning Activity 3

You are going to take part in an interview role-play. Look at the advertisement for a restaurant manager below. In groups of six or seven, four of you will be jobseekers, the others employers. Choose which role you would like. You will have a chance later to swap roles. When you have chosen your role, employers form a group together; read the ‘Employer Card’ below and design some questions to ask (you can also use the questions from the previous page). Jobseekers, you must choose a number (from 1 to 4) before reading the role cards. 




Jobseekers – Using the advertisement and your Jobseeker Card, prepare what you are going to say before conducting the role-play.

Employers – In addition to the questions in Learning Activity 2, think of at least four more questions to ask jobseekers.




`


Learning Activity 4
You are going to role-play some job interviews. Before the interviews, look at the interview tips and some useful functions and language for interviews on the next page.
When the employers and the candidates are ready, you may get together in one large group of around 6 or 7. During the interviews, employers must listen attentively because they will be asked to decide who the best candidate is.

When you are all ready, begin the interviews in your groups, all of the employers working together to ask one candidate their questions. You have about three minutes to ask each candidate your questions. (You should use the prompts below for help).









Which jobseeker was chosen and why?

Interview tips

Before the interview:
1. Find out about the company first: environment; services; products; projects; training; promotion opportunities.

2. Predict questions you might be asked and prepare good answers for them (write down keywords to help you to remember your answers, e.g. proactive, good at team-working).

3. Think of useful questions you would like to ask.

4. Ask different friends or family members to help you to practise several times before the interview.

5. Relax and enjoy the interview as a very useful learning experience. 
Interviews – functions and language

	1. Talking about why you’re interested in this position
This job would offer professional development.

This company has a very good reputation.
	2. Talking about your qualifications
I did quite well in my HKDSE exams.

I received…for my English.

I passed…


	3. Talking about your experience

I’ve got lots of experience in this field.
I have had two part-time jobs.

My last job finished in March last year.


	4. Talking about you
I am a very organised person. 
I feel that I could play a key role in the company.
I get on really well with people.

	5. Talking about your interests
I’m really keen on… (computers)

I enjoy…ing (meeting people)


	6. Talking about responsibilities

I am ready to take on more responsibilities.
I enjoy having responsibilities.

	7. Describing your weak points

Sometimes I’m a bit too + adjective (e.g. serious, hard-working), and this might…(e.g. make my colleagues feel uncomfortable).
I think I get too + adjective/adjectival phrase (e.g. involved / caught up) in my work. That sometimes means… (e.g. I am thinking about work even at lunch or at home).


	8. Asking questions
If I were offered the job,
…how soon could I start?
…would there be any on-the-job training provided?

What expansion plans does the company have? Would I get the chance to be part of those plans if I were offered the job?




Learning Activity 5 
Part A

Below is a dialogue during an interview. As you can see, it is not a good one. With your partner, re-write the dialogue in the boxes.


Part B 

When you have finished re-writing the dialogue, act it out with your partner.  
Section D: Application / Cover letter

Learning Activity 1
You are going to write a cover letter for a job you would like to apply for. To familiarise yourself with application letters, read the letter below and try to complete the note sheet on the next page.



Points to note when writing a job application letter
The layout and content of an application letter is as follows:




Dear + Mr / Mrs / Ms / Miss + surname of addressee (if known)

Introduction:
State the 4)______________ applied for and where it is advertised

Body paragraphs (2 to 3):
Briefly describe the qualifications, 5)___________, skills, 6)___________ and interests that are relevant to the job applied for, why the applicant would like to apply for the job and why s/he is a suitable candidate

Ending: 
Express the readiness to be invited for an 7)__________ and the wish to receive a favourable reply from the potential employer


Note:

The following should be avoided in writing an application letter:

· Using 9)_____________ language such as contractions (e.g. I’m) and colloquial expressions (e.g. “Holding activities is my cup of tea!”)

· Writing all information in one long paragraph

· Writing too much about the organisation because the potential employer is interested in information about the 10)______________
Learning Activity 2
Here is an example of an application / cover letter. A student who has just finished his HKDSE examination is writing to an accountancy firm to apply for the Accounting Clerk position advertised recently. Put the parts of the letter in the correct order. Then, find and underline ten language errors in the letter and write the correct words above them. An example has been provided for you.
1.                  2.                   3.                  4.                  5.  ___                                      

Learning Activity 3
You are going to write a cover letter for one of the jobs mentioned in this unit or in an advert that interests you. Before you write, make sure you go over the notes on cover letter writing that follow.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Cover letters

Contents
You should include the following in a cover letter:

1. Which job you are interested in and where and when you saw the advertisement
2. Why you would like this job and why you are the best person for it
3. When you will be able to go for an interview

The Cover Letter is different from the CV. It acts as a sample of your writing skills. It gives you the opportunity to expand on the facts (such as relevant qualifications and experience) in a systematic and persuasive way. 
In your cover letter, you can describe your experiences and how they suit the job you are interested in. For example, the job you plan to apply for stresses the importance of customer care. You might consider saying ‘My experience shows that I enjoy meeting people and helping them to achieve their objectives. In fact, last year, I received an in-company award for “best customer assistant”’.

If the advertisement asks for certain qualifications or qualities, try to show that you have what they need. However, try not to use too many adjectives to describe yourself: ‘I am very hard-working and reliable’ is not really necessary. Also, try not to exaggerate your talents. ‘I deeply feel concerned about the customer care I offer and try, to the very best of my ability, to be a thoughtful and doting assistant’ is not really advisable either. 

It is a good idea to mention something about the company you are applying to. It shows you have done some background research. However, do not write too much about the company. Your reader already knows about that and wants to hear about you.

Layout

The layout of a cover letter should consist of the following:

Heading

Your name and contact information, the date and the address of the company you are writing to.

Salutation and introduction

You should start: Dear + the name of the person you are writing to. You should continue ‘I am writing with regard to the post of…in the (name of source, e.g. SCMP) on the… (date of the issue)’. Then state why you are interested and why you are good for the job.

Body paragraphs

Focus each paragraph on one relevant period of experience and / or study (if they are related). Talk about relevant examples to prove where you got these skills and how you have used them before. When you refer to your CV, just mention it (‘as you can see from my CV’). Do not repeat the information word for word.

Ending 

Repeat at the end why you are a suitable candidate and tell your potential employer that you would be very grateful if s/he would invite you for interview. Close with ‘Yours sincerely’, as you know the reader’s name, and sign your name below. Below the signature, print out your name so that it is easy to read.

Useful things to remember
Try to get everything on one page with a nice look to the layout. Do not use contractions. Single spaces are fine for your cover letter. Leave a space between the addresses and dates in the heading. Leave a space between your heading (contact information) and greeting (‘Dear…’). Leave a space between each paragraph. Make sure you proofread your letter or give it to peers and / or family to do it. There should not be any errors in grammar, typing, or layout. If there are, you are at a disadvantage from the start. 

Getting an interview

A carefully prepared and well-written cover letter is a good first step to getting an interview.

Useful phrases

I am very interested in the above post of…advertised in the…  

I believe my educational background in…corresponds to the qualifications of this post.  

I attended a recruitment talk given by…at your company in…   

Over the last few years I have developed analytical and team working skills that I believe could be useful for your company (because)…   

I will graduate in…(sciences) this year with a… 

I believe my educational background in…, my…skills and…experience would enable me to make a strong contribution to your company.   

I did very well in my final year. 

As well as having taken subjects relevant to this post, I can offer other skills that could be useful for your needs in the future. 

I am attracted to…because of…   

During holiday periods, I have had two jobs.   

I found the work at…particularly challenging because…  

It was during this job that I really found my skills in…very useful and I learnt a lot about…
I am available for an interview on… 
I would greatly appreciate the opportunity to have an interview to discuss at greater length how I could be a part of your team in the future.
Thank you for taking the time to review my application. 
I look forward to hearing from you.   
Yours sincerely,


Section E: Meetings

Learning Activity 1
Below is a set of jumbled words related to meetings. Solve the anagrams as quickly as you can.
	g   d   a   e   a   n
	a _ _ _ _ _
	Written programme or schedule for the meeting


	u  e  n  n  c  s  s  s  o
	c _ _ _ _ _ _ _ _
	General agreement


	h  c  i  a  r  n  p  r  s  o  e
	c _ _ _ _ _ _ _ _ _ _
	The person who leads or presides at a meeting


	e  d  i v  o

e  r  e  c  f  o  n  n  e  c
	v _ _ _ _

c _ _ _ _ _ _ _ _ _
	Conference of people in different locations, using technology such as satellite and web cams


	e  t  m  i


	i _ _ _
	A point for discussion (as listed on an agenda)


	h  o  s  w    of    
d   h  s  n  a

	s _ _ _   of  
h _ _ _ _
	Raised hands to express an opinion in a vote

	s  i  e  m  n  u  t
	m _ _ _ _ _ _
	Written record of everything said at a meeting and follow up action requested





Learning Activity 2
You are going to do a running dictation. Your teacher will put up some tips for preparing and holding meetings on the board / wall. In your group, two of you will be runners who will go to the board / wall to read what the tips are and return to the group to report. The other two will be secretaries to write down the tips that the runners report on. The first team to complete the list is the winning team (as long as there are no spelling mistakes).


Learning Activity 3
Match the language for meetings in the table below to the functions they perform. One has been done for you as an example.
Functional language for meetings



Learning Activity 4

In this activity, you are going to role-play a meeting. Read the situation below. 


Before starting, elect a chairperson, who will lead the meeting, and a secretary, who will take notes. If you are the chairperson, you may refer to the notes on chairing a meeting on the next page. If you are the secretary, the notes on writing agenda and minutes on pages S48-49 may help you.
You can make some notes below before and during the meeting.

_____________________________________________________________________________
_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Chairing a Meeting

1. A chairperson is the one responsible for leading the meeting and should bear in mind the following:

Starting the meeting
· Start the meeting on time
· Introduce yourself and welcome everyone, especially new members
· State clearly the purpose of the meeting
During the meeting

· Invite every member to speak (and if the meeting involves presentations by members, try to allow an equal amount of time for each presentation)

· Listen carefully to what members say and avoid taking sides during the discussion 

· Politely remind members of the purpose of the meeting if they have drifted from the topic

· Summarise the key points of discussion, where appropriate, before moving on to the next topic 

· In the case that an argument or a conflict arises between members, smooth it over by encouraging them to reason sensibly without getting emotional, focussing on the issue rather than the person, and reminding them about what is acceptable behaviour

Closing the meeting

· Thank members for their contributions

· Finish the meeting on time

2. Below are some useful expressions for chairing a meeting grouped under different functions. 

Getting started

· Good morning / afternoon everyone.

· Let’s get started / start the meeting.

· The purpose of the meeting is… / We are here today to…
· Shall we start with / I’d suggest we start with (e.g. John, Mary), who will tell us…
Making a reminder
· May I suggest we be as concise as possible, as there are a number of things to consider?

· Let us not spend too much time on this as our focus today should be…
Moving on to another topic
· If there aren’t any questions, let’s move on to… 

· If no one has any further point to make, let’s go on to…
Making a summary
· Let me quickly summarise what we have said / discussed so far.

· So if you allow me to summarise, we have discussed today… 
Ending the meeting

· Right, it looks we have covered everything. 
· Thank you for your views / contributions. We have made good progress today.
· If there are no other comments, I’d like to bring the meeting to a close.
· Thank you for your participation.
Writing agenda and minutes

The secretary of a meeting is responsible for writing down what has been discussed. The written record of what has been discussed at a meeting is called the minutes of a meeting. They provide a summary of the main points that have been covered. Very often, the secretary also needs to prepare the agenda, which is the list of items that will be discussed at a meeting.

Below is a sample of an agenda and minutes. The example on agenda shows how the items for discussion are generally arranged and sequenced and the example on minutes provides the general layout that you may wish to follow.

Agenda

Monthly Meeting of the Sales Team

Agenda

Date: 5 May 20XX

Time: 10 am

Venue: Conference Room

1. Confirmation of minutes of last meeting
2. Matters arising

3. Report on market survey

4. A.O.B.

Minutes

Minutes of Monthly Meeting of the Sales Team

Date: 5 May 20XX

Time: 10 am

Venue: Conference Room

Present: 

Timothy Fu, Head of Sales Team (Chairman)

Michelle Chan, Sales Representative

Cecilia Ho, Marketing Manager

Samson Ng, Sales Manager

Cody Lam, Sales Representative (Secretary)

Apologies: 

Evan Li, Production Manager

1. 
Confirmation of minutes of last meeting


The minutes of the last monthly meeting of the Sales Team on 23 April 20XX were confirmed without amendments.

2.   Matters arising

      Miss Ho pointed out that there had been a significant decrease in sales due to the economic downturn and that new strategies would be necessary to boost sales. Mr Fu agreed that action had to be taken and suggested a meeting be held with the Marketing Team to discuss the matter.

3    Report on market survey


At Mr Fu’s request, Mr Ng reported on the progress of the market survey scheduled to be conducted in early June. Mr Ng noted that the survey had been designed and was being finalised. He added that   the survey would be conducted during the week starting 3 June.


Ms Chan informed the team that the venues for conducting the survey had not yet been decided. She explained that an analysis of suitable venues was currently being conducted and the team would be informed of the decision once the results were ready.

4.
A.O.B.


There being no other business, the meeting adjourned at 11.20 am.

Prepared by:

C. Lam
Cody Lam

Below are some common expressions for minutes which you may consider using:

Recording information 

Mr/Ms X (or It was) reported that…
Mr/Ms X (or It was) noted that…
Mr/Ms X (or It was) explained that… 

Mr/Ms X said that…
Mr/Ms X replied that…
Recording proposals or suggestions

Mr/Ms X (or It was) proposed that…
Mr/Ms X (or It was) suggested that…
Recording resolutions or decisions

The Committee (or It was) agreed… 

The Committee (or It was) resolved …
The Committee agreed to…
The Committee rejected…
The Committee did not agree to…
The Committee did not accept…
Section F: A letter requesting a reference for a student 
Learning Activity 1

Work on the questions below which will help you with the basics of business letter writing. You will need them for the next activity.

1. There are two styles of writing in business: formal and informal. Draw lines to match the formal phrases in the table to their informal partners:

	Formal
	
	
	Informal

	1. Dear Mr Smith,
	·              
	· 
	a. Just to let you know…

	2. I would appreciate it if you could…
	·              
	· 
	b. About your phone call this morning…

	3. I would like to inform you…
	·              
	· 
	c. Hi Steven,

	4. With regard to your phone call…
	·              
	· 
	d. Could you…?

	5. If you have any further questions, please do not hesitate to contact me.
	·              
	· 
	e. I’m sending the document to you.

	6. I would be delighted to assist you.
	·              
	· 
	f. Let me know if you have any other questions.

	7. Yours sincerely / Yours faithfully,
	·              
	· 
	g. Best wishes / Kind regards,

	8. I have enclosed the document.
	·              
	· 
	h. I’d be glad to help…


2. Match the language examples for formal writing in the table above with the functions below. Write the numbers of the formal phrases in the boxes provided below. An example has been done for you.
	Offering help= 6
	Requesting action or information=

	Giving information=
	Closing greeting=

	Concluding=
	Referring to previous activities=

	Opening greeting=
	Referring to added documents=


3a.  When you don’t know the name of the person in a formal letter, use _________________ for an opening and _________________ for a closing greeting. 

b.  When you know the name of the person in a formal letter, use _________________ for an opening and _________________ for a closing greeting.

Learning Activity 2
Mr Eddy Chan is writing to James Hung’s previous employer for a reference. James has applied for a part-time job as a Buyer in Mr Chan’s company. 

Highlight any informal language and change it into formal language. You may make notes in the box at the bottom of the page if you wish. You can also refer to the formal letter sample on the next page for help.




Formal letter sample
International Bureau for Children with Listening Disabilities Research Institute

City Plaza Avenue

Shanghai

China

10 August 20XX
Mr Richard Major
Director
Children with Listening Disabilities Foundation
430 Motteram Drive
Causeway Bay
Hong Kong

Dear Mr Major
I would like to formally invite you to be the closing speaker at the Children with Listening Disabilities Conference this December, 20XX.
The theme of this conference is ‘Working with Technology to Reduce Listening Disabilities’. It will be held at the Hong Kong Convention and Exhibition Centre from December 13 to 15, 20XX.
For your information, Jane Chow from the Singapore centre for Children with Listening Disabilities Foundation will be opening the conference. Her presentation is ‘The Listening Disabled – How Can We Help Them to Hear?’
This year I think there will be around 3000 delegates at the conference and 200 speakers.
I would appreciate it if you would consent to be our closing speaker at the conference.
Please find enclosed a list of speakers so that you can read about the different subjects for the conference. 
If you need any further assistance, I would be delighted to help you. 
I look forward to hearing from you. 
Yours sincerely
Jenny Wong

Conference Organiser

Section G: Self-access learning task

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


CV template

Full name








Photograph

Address

Telephone

Gender (male or female)

Personal summary

What are you doing at the moment? Do you have some relevant experience or any skills to briefly mention?

Career objective

What would you like to do in the future with regard to the job you are applying for? What will you have to do to get there?

Education 

Latest education first then in descending numerical order

Date / institution / title of qualification and grade / name of the courses taken

2002 – 2007 HKCE Grade ___ overall ( ___ in Mathematics, ___ in English…)

2000 – 2002 __________________________________________________________________________
Experience 

Latest experience first then in descending numerical order

Title of job, title of company and address of company, part-time or full-time 

2005 – 2007 __________________________________________________________________________
Summer 2006 _________________________________________________________________________
Languages

Would you say that you have fluent Cantonese, English or Putonghua? Are you very competent with any of these languages? Would you say you have a good working knowledge of any of these languages? Think carefully about your answer – some of your interviews may be in that language!

Personal interests

What are your hobbies? Have you been a member of a club or association? 














































































































































































hard-working     independent          creative      sociable


well-organised       good at languages      fun


ambitious       trustworthy         energetic


flexible           good at teamwork


good at time management            imaginative          artistic


good with people     competitive       physically fit


productive      good at money making        good at following orders


smart and clean        polite       patient


confident         clever         good at giving orders














Taxi driver











Dancer











Waitress











Shop assistant











Builder











Beautician














Jobseeker Card 4 


You are from Shenzhen. You are 38 years old. You have loved Cantonese food ever since you tried it. You have no formal training but have worked as a manager in a small Cantonese restaurant in Shenzhen for 7 years. You hope to open your own Cantonese restaurant one day but are still saving up the money. Your English and Putonghua are excellent but your Cantonese is a little weak.





Jobseeker Card 3


You are Australian. You are a college graduate from the Food and Beverage Management College of Melbourne. You are 24 and were top of your management course. You are ambitious and want to work as a manager in a Cantonese restaurant but have no experience. You speak fluent Cantonese and English. 





Jobseeker Card 2


You are 30. You are Cantonese. You are from Hong Kong. You obtained an Associate Degree in Hospitality Management and then worked in a Cantonese restaurant in Kowloon Bay for 4 years. In the Cantonese restaurant, your job was Assistant Manager and you left the job because you wanted to be a manager. Your English is poor.





Jobseeker Card 1


You are 35. You completed a diploma programme in restaurant management in Guangzhou. You have worked in a Cantonese restaurant in Tuen Mun for 5 years. You were a waiter for 3 years and an assistant manager for 2 years there. You left the job because you had an argument with the restaurant owner over the menu. Your English and Putonghua are quite good. 





Employer Card


 


You are the owner of a Cantonese Restaurant in Central. You need to employ an experienced manager to work in your restaurant. The requirements for this position are that the candidate: 


1)  Must have at least 5 years’ experience as a restaurant / catering manager because the person will be in charge of both the front of house and back of house operation.


2)  Must speak fluent English and Cantonese. 


3)  Must have recognised training.


4)  Must be looking for a long-term position. 





Desirable qualities and experiences (preferred but not essential) are: 


1)  Leadership qualities. 


2)  Experience of working in a Cantonese restaurant. 


3)  Being organised, efficient, punctual and hard-working. 


4)  Ability to build good relationships with co-workers. 


5)  Having a reasonable command of Putonghua.

















...is now looking for a 


Restaurant Manager


Competitive salary offered


Requirements:


At least 5 years’ relevant experience


Fluent in English and Chinese


Excellent communication and interpersonal skills


Immediate availability preferred





Greet the candidate and ask her / him to introduce herself / himself.





Ask the candidate about her / his reasons for applying.





Ask the candidate about her / his relevant qualifications and experience.





Ask the candidate about her / his personality, interests and weaknesses / strengths.





Ask the candidate if s/he has any questions.





Interviewer


Hello, what do you want?





Interviewer


Why? 





Candidate


To get some money.





Interviewer


Have you worked before?





Shop Assistant required for fashionable retail store


Training offered


Good salary 





Candidate


Of course, my uncle’s got a shop.





Interviewer


Have you got any questions for me?





Candidate


Too tired. Can’t think of any.





Candidate


I’d like a job please.





Dear Mr Ng





                         taking


Thank you for take the time to review my application.





I am attracted on your accountancy programme because your company grown rapidly in the last three years, making you one of most successful accountancy firms in Hong Kong. I am also impressed by the package you offer your employees.





I have attached my CV and would greatly appreciate an interview to discuss at greater length the contributions could make to your team. 





In addition to my experiment and qualifications, I can offer a variety of skills that could useful to you on the future, in particular, my knowledge of computers. Also, my proficiency in English could be useful for your clients from overseas.





I am written in reply to the post of Accounting Clerk advertised on your website. I believe my experience as a student ambassador at school, my HKDSE qualifications in mathematics as well my interest in business would make me a useful member of your company.





Yours sincerely


Colin Cheung


Colin Cheung








1.











2.











3.











4.











5.











6.











7.








(Mister / Madam) chairperson, excuse me for interrupting.�


I'm positive that...





How do you feel about...?�


I totally agree with you.





I agree with you up to a point, but...





I recommend that...





Have I made that clear?





Could you repeat what you just said?�


Could you spell that, please?�


Are there any more comments?





That's not what I meant.





Well, that seems to be all the time we have today.�








Getting the chairperson's attention





Agreeing 





Asking for opinions 





Clarifying with a question 





Advising and suggesting





Disagreeing 





Asking for spelling





Giving opinions





Asking for repetition





Ending the meeting





Asking for contributions





Correcting information 








Answers





a   �
1�
e  �
�
i�
�
�
b �
�
f  �
�
j�
�
�
c  �
�
g�
�
k�
�
�
d  �
�
h�
�
l�
�
�






Your school has decided to send five to ten students to work as student trainees at a television broadcasting company.  





Go into groups of five. Only ONE student from each group can be sent to work as a student trainee. Each student must convince the chairperson (neutral) why s/he should be chosen.





This type of experience will mean that those students who go will have an impressive CV. They will also earn some money!





Hold a meeting to decide who should be given the chance to go. Try to convince the others that you should be able to represent your school in the community. You only have a maximum of two minutes to sell yourself. 





Nam Shan Building Associates


Room 1523 15/F Nelson Building


54 Chun Wai Road


Tuen Mun


Tel: 2444 8473





25 November 20XX





Mrs G Yuen


Human Resources Manager


Global Export


Room 904 Ming Fai Industrial Building


126 Wing Yip Street


Quarry Bay





HUNG James


Hi there Mrs Yuen!





The young man up there has asked for a part-time job as a Buyer in our company. He wants your name as his referee.





I’d be happy if you send me some information about him and his work. I’ve put in some stuff about the job for you to look at and I’d be happy to get anything you can say about James’ work.





I can’t wait to get your letter back and I promise you that everything you say will be thought of as top secret!





Cheers, 


Eddy Chan 


Human Resources Manager





Notes


____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________





Write a paragraph and / or make a presentation describing your qualities (think of adjectives to describe personal and professional characteristics / think of your strong points also) and say why you would be a good person to employ. You can make some notes here. 









































































































































Flat A 10/F Block 6


Fa Yuen Court


13 Lai Shing Road


Tai Po


New Territories





5 March 20XX





Mr Anthony Wong


Human Resources Manager


Youth Alliance


Room 1124A 11/F


Global Building


266 Nathan Road


Kowloon





Dear Mr Wong





I am writing to apply for the position of part-time Activity Assistant advertised in Careers Post on 3 March 20XX.





I graduated from St. James College and have completed the Hong Kong Diploma of Secondary Education examination, with Level 5 in Liberal Studies and English Language. As the Vice-president of the Social Service Group and the Student Union in the last two years of my senior secondary education, I had gained valuable experience in organising walkathons for the school, joint-school talent quests and English day-camps for newly arrived children in the neighbourhood. I have also been a member of the International Red Cross Movement since 20XX to assist in the promotion of health care services in the community, which I thoroughly enjoy.





I aspire to be a social worker and I would like to join Youth Alliance in organising inspiring and empowering activities for the less privileged youngsters in Hong Kong and mainland China. I believe my cheerful personality, experience in conducting community services and enthusiasm for serving the needy make me a very suitable candidate for the post.





I would be most grateful if you could kindly arrange an interview so that I could explain my qualifications further. I am available for an interview anytime and I could be easily reached on 9876-5432 or ericyoung@mail.com. I look forward to hearing from you.





Thank you for your kind consideration.





Yours sincerely


Eric Young


Eric Young





Applicant’s address





1)___________





Addressee’s 2)____________


Addressee’s title


Name of organisation


3)____________ of organisation





Yours sincerely


8)_______________


Applicant’s name in print
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e.g. Hi there Mrs Yuen!  (  Dear Mrs Yuen,
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