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1, Fill in the b]al?ks with the given words.
application operale intemal
personnel forwarding knowledge
interested looking intarnational
urgently Bangkok graduated
area advantage racent
Bachelor's in airfreight

Nippon Express (Thailand) Co., Ltd.
{1}  Required
A leading 2} freight forwarding company is __(3) for:

Positions

1. Assistant Department Manager/Sales Department (1 Person)
2. Assistant Import Operation Division Manager/4 (1 Person)

Male, age not over 35 years
E>Naticma|ity Thai

b (5} from University

Good command of spoken and written English

— Knowledge of cargo field is an (6}

> At least 3-5 years' experience in cargo ¥d)] or related fields
C>Able to___{8) _ PC and Microsoft Office

‘ 3. Quality Audit Coordinator (1 Person)

—>Male or Female, age not over 35 years
L—‘>l\lationality Thai
(9 degree in Public Heaith, Environment or refated _ (10}
—>Safety & Security Experience
—>Basic 1SO 9002 Experience
> Able to Operate PC and Microsoft Office
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4. _{11) Checking Controller Senior Officer {1 Person)

[—>Male or Female, age not over 35 years

—> Nationality: Thai

—>Bacheior's Degree in Accounting

—> Good command of spoken and written English

> At least 1-2 years’ experience__ (12) __ Accounting
> _ (13}  of Computerized Systems

{14) __persons, please immediately send you fuil (15]  withresume and __ (16}
phcﬁo to:
(11 Department Manager
99 TKK Building, Rachadapisake Road,
(18) 10900 Tel. 5139448-71
Fax. 9381623

2. Read the following letter, and then answer the given questions.

2449 Lurting Avenue
Branx, NY 10469

March 22, 1589
Dear Dr. Pichard:

| . . 0!
! . |
| wish to apply for the positioh of laboratory technician trainee you are advertising in The Bergen Evening Record. | am a second-
year biology major at Hunter College, City University of New York, and fam configent that | could perform the work with distinction.

Attached is my resume. It shows that although | am only 19 years ¢ld, | have already gained considerable experience in |

biological testing. As a Dean’s List student, | was chosen to be a laboratory assistant for Dr. Ruth Wilson of the Hunter College Biology
Departmeni 0 help compile lab reports. Meanwhie, | have besen taking courses in genetics, cell biology, experimental techniques, and
other biclogy courses and getting high marks in them ( 3.7 average ). 1, also, had good training and teaching experience before college, at
the Bronx High Schoo! of Science, where | was a member of the National Honor Society and lutored underprivileged studenls in math and
science. | have devaloped computer progmmming skilis as well and can pragram in both PL/1 and FORTRAN. Having been entrusted with
several positions of responsibility in my life--including handirig register receipts, inveniory, and stocking at Kwan's grocery-| can assure you
that | would be a carelul and reliable employee.

({ am eager to talk with you about the trainee posilion because it is exacily what | am looking for at this stage in my career. | do
have the summer free end could begin working at the end of May. Since ! am al schoal and out of reach during the day, | will call you

somehma nexl weak to see if an nterview can be arrangad.

Very truly yours,

mi XHJIH

Mei Kwan
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1. Who is the job seeker ?

2. Where is she lving now ?

3. How did she learn about the position ?

4. To whom did she write a letter ?

5. What position is she applying for ?

6. What is her educational background ?

3. Read the following piece of writing, and fill the blanks with given words.

T

A) Related expetience B) References

C)} Education D} Professional experience

I TR et e B e T L oy Y et
fe R

221 College Street Any City, State 12345 (101) 555 - 0008
_mo ‘

College of Santa Fe, Sanla Fe, New Mexico, 1987-1990
B.S. - Elementary Educalion
Emphasis : Early Childhood Education

™ Minor ; Sociology
Aims Community Collega, Greeley, Colorado, 1985 - 1887
A.A.-Child Development
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Parent Involvement Teacher

Trinidad School District, Trinidad, Colorado, 1982 - present

Pramote effactive involvement of parents of pre-school children in

program services, and child development

Serve as liaison with Migrant Child and Family Service

Make referrals to agencies addressing health, nutrilion, social service, or

other needs of migrant chitdren

Plan and conduct parenting classes in English and Spanish for school-age

parents of migrant children

Child Welfare Case Aide

Kit Carson County Social Services, Burlington, Coelorado, 1990-1992

Assisted caseworkers in providing assistance to children of migrant

families; handled routine client inquiries and made referrals to

caseworker or other agencies; translated Spanish/English as required.

Dr. Sue Pdrvisor
Trinidad School District
Any City, State 12345
Telephone: ( 101 ) 555-0100
Dr. E. Val Watite

Abel Mentor

College of Santa Fe

Any Cily, Slate 12345

Telephone: { 101 ) 555-0101

Kit Carson County Social Services

Any City, Stale 12345

Telephone: (101} 555-0102

116

Fill the blanks with the given words.

provide applying
for seeking
position concern

responsibility recommend

hard colleague

with

whom |
pleasure
seriousness

and

request
qualities
admirable
support
March
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mﬁmmmﬂ'ﬁnquuazmmm«n? nnlzuysﬂmum' wningbgsiuduus  vawnn uwnstl  nnw. 10240
Departmant of English & Linguistics, Faculty of Humanilias, Remkhamhaang University, Hua Mark, Bangkok 10240, Thailand
Tol. (662} 318-0930 Fax (662 ) 318-0004, 318 - 0820 E-mail address: eng-dept @ ram1.ru.ac.th

(1} 23, 1997
To (2) itmay __(3)

Itis my {4} to write in ___(8) _ of Mr. Shawn Green, who is now __{6) for a position as a

trainer at your company.

| have known Mr. Green__(8) three years as a _ (9) at Ramkhamhaeng University __{10)
have been most impressed __{11) his industry and sense of __{12) as an ESL teacher. He
always worked _ (13)  and applied himself conscientiously to his __(14) . His _{15) are,
indeed, {16} .

| highly _{17)  Mr. Green for the position he is __{(18) , and would be happy to __{19)  further
comments upon __{20} |

Sincerély,
d:jm-om jSjpan.ya

Associate Professor Em-om Dispanya

Head

5. Fill the blanks with the given statements.

A) Yes, |used to do so when | helped out in my uncle's grocery store.,

B) [I've been in that position since 1990. [|'ve written -copy and done
proofreading.

C) [I've always \:vanted to get into the health service, and this job looks like a
good place to start.

D) Yes, [am. ['ve been an appliance repairman since 1979 !

E}) Not at all my boss is Mrs. Greenwood. Her phone number is on my

application.
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1. Interviewer : Are you currently working ?

Interviewee

2. Interviewer : Have you ever taken inventory ?

Interviewee :

3. Interviewer : Why do you want to leave your present job ?

Interviewee :

4. Interviewer : I'd like to check your references. Do you mind if | call your supervisor ?

Interviewee

5. Interviewer : How long have you been an editorial assistant ? What kind of things
have you done?

Interviewee :

118 EN 320






wuudseiiuaanauisau

1. 1. REQUIRED 2. An 3. looking
4. experienced 5. qualification 6. between
7. Accounting 8. command 9. in
10, advantage 11. and 12. offered
13. applicant 14. written 15. include
16. with 17. 14" 18. 10500
2. 1. Luis Antonio de Oliveira is.

2. He lives in Rio de Janeiro, Brazil.

3. He learned about the position from the Sunday Times.

4. He wrote to Ms. Joy Gilbert.

5. He wants to be a Marketing Manager.

6. He wants the job because he has got a master's degree in Business
Administration, and an experience in the related field. He, also, wants to work
with an international company.

7. He has got a medical degree from Sao paulo, and an MBA from UCLA.

8. He is married.

9. He is hard-working, independent, and enjoys a challenge.

3. 1. E 2.8 3. F 4. C &5 D 6.A
4, 1. assistant 2. gained 3. efficient

4. help 5. extremely 6. confident

7. suitable 8. recommend 9. Yours
5 - 1.D 2. B 3. E 4. A 5 C
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5. Graduated 6. advantage

7. forwarding 8. operate
9. Bachelor's 10. area
11. Internal 12.in
13. Knowledge 14. Interested
15. application 16. recent
17. Personnel 18. Bangkok

2. 1. Mei Kwan is.

2. She is living in Bronx, New York.

3. She learned about it from The Bergen Evening Record.

4. She wrote to Dr. Pierre Richard, the Director of Central Testing
Laboratory.

5. She is applying for a laboratory technician trainee.

6. She is a second-year biology major at Hunter College.

3. 1. C 2. D 3. A 4. B

4, 1. March 2. whom 3. concern 4. pleasure
5. support 6. applying 7. position 8. for
9, colleague 10. and 11. with 12. seriousness
13. hard 14. responsibitity 15. qualities
16. admirable 17. recommend 18. seeking

19. provided as request

5. 1. D 2. A 3. C 4 E 5.8
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accountant
bookkeeper
executive secretary
internal auditor
secretary

public relations officer
receptionist
telephone operator
personnel staff
typist

cashier

marketing executive
quality control manager
sales. manager
advertising manager
shipping clerk

junior clerk
storekeeper
purchasing officer
housekeeper
electrician

computer officer

computer instructor
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translator
correspondent
English teacher
copywriter

trade correspondent
interpreter

librarian

nurse

proof-reader
chemist

artist

pharmacist

fashion designer
tour guide

TV mechanic
dréughtsman
mechanical engineer
photographer

driver

messenger

chef

security officer
administrative assistant
management trainee
flight attendant

air steward

kitchen maid
gardener

payroll clerk
shorthand typist

technician
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engineer

foreman

restaurant supervisor
cost control officer
architect
maintenance manger
researcher
construction manger
landscape architect

sales representative

' o o
2. Fauwinendvnasizhais

Ministry of University Affairs
Chulalongkorn University
Chiang Mai University
Khon Kaen University
Thammasat University
Majodol University
Rarnkhamhaeng University
Silpakorn University
Srinakharinwirot University--
Prasarnmit Campus

Prince of Songkla University
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Sukhothai Thammathirat Open University ~ Nwnanenaualavitsssungsne

King Mongkut's Institute of Technology aoniumalulaginszaauingn
Thonburi suLT
King Mongkut's Institute of Technology annTunaluladinszaauingn
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North Bangkok

King Mongkut’s Institute of Technology
Ladkrabang

National Institute of Development
Administration

Maejo University

Ubon Ratchathani University

Burapa University

Naraesuan University

3. FarruarnLENUlUNININENABFINATLMS

Office of the Rector

General Affairs Division

Financial Divisian

Physical Plant Division

Planning Division

Personnel Division

Students Activities Division
Academic Services Divisibn
Division of the Extension Campus
Faculty of Law

Faculty of Business Administration
Faculty of Humanities

Faculty of Education
Demonstration School

Faculty of Science

Faculty of Palitical Science
Faculty of Economics

Admissions and Recorc]s Office
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Central Library
Office of Educational Technology
RU Computer Centre

Ramkhamhaeng University Press

4. sumimesmuuimswaEmaiTanag

Rector

"Vice Rector for Business Affairs

Vice Rector for International Affairs

Vice Rector for Administration Affairs

Vice Rector for Policy and Planning

Vice Rector for Welfare

Vice Rector for Finance Affairs

Vice Rector fof Students Affairs
and Culture

Vice Rector for Campus Affairs

Vice Rector for Academic Affairs
and Research

Vice Rector for General Affairs

Director

Chief

Dean

Deputy Dean

Secretary

Head/Department Head

Deputy Head.

Professor

Associate Professor

Assistant Professor

Lecturer
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RAMKHAMHAENG UNIVERSITY

FINAL EXAMINATION: YEAR:
SUBJECT: EN 320 DATE:
NO OF PAGES: 7 TIME: 9.30-12.00 a.m.

NAME CODE

INSTRUCTION

1. Write down your name and student’s code clearly.

2. Answer, in ink, every question on this exam paper.

3. Read the instructions very carefully before answering the
questions.

4. Every student must finish all five parts of the exam.

DON’T LEAVE THE ROOM WITH f
ANY PIECE OF THE EXAMINATION!
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PART I: APPLICATION LETTER
Look at the given classified posts from The Nation (May 19, 1998)
carefully. Choose one of the positions that best suits your qualificat-

2

ions.

Urgently Required
Sales Representative

» Male or Femaile, age between 25-35 years old.
» Bachelor’s degree in Mechanical Engineering or
Marketing preferred. MPA is Thailand oldest and most successful
J » Minimum Z years experience in sales, preferably security company with over 3,000 employees
in mechanical products. in Thailand. Due to our growing expansion, we
» Good command of written and spoken Thai and Urgently Require
English. Chaeng Wattana Area
» Go%d knowledge in using PC {Microsoft Office). 8
»+ Pleasant personality, hard wotking, self initiative
and able to go up-country.
» Own car prelerred.

Reporting to UK Manager
Aftractive salary plus other frirll:?e benefit will be ® Good command of spoken and written English
offered to the right candidate. Please cal! or send @ Knewlege of Accounting and Petty Cash control

resume to:- ® Good computer skills ) .
PERT CONVEYOR CO,, LTD. Must be self-starter and able to work with little super-
30/9 Soi Jaroenjai, Sukhumvit 63, vision )
Klongtan Nua, Klongtoey, Bangkok 10110 Please contact Khun Steve or Khun Ning for
Tel: 3819323, 7130755 F.

ax: 3919683 appointment Tel. 9906530-3
Attn: Pornpit = M———

Reporting to Expat Chairman

® Female, Age 25-35 :

® Fluent. Spoken & Written English

® Must be neat, quick, accurate, Team-worker
® Above average computer skills
@ Good personality able to supervise

Interested parties should send resume with recent
photo to Mr. Henrik Hansen, MPA Ltd.
117/8, 18-19 Soi 10, Moo 2, Chaeng Wattana
Road, Tungsonghong, Laksi, Bangkok 10210

— e et
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Now write a complete letter of application for the position' you chose.

KEEP THE CORRECT LETTER FORMAT! #.%"
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PART II* RESUME
Write an attractive resume to accompany the letter of application that you
wrote in Part I. Make sure that you have all the necessary information that

suits the position you want to have. KEEP THE CORRECT FORM%T%D'
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PART III: APPLICATION FORM

Here is an application form for the job advertised in Part I. Complete the

Al

form with capital letters.

APPLICATION FORM

Name Age Sex
Date of birth Height Weight
Marital Status | Present address
Tel.
EMPLOYMENT DESIRED
Position Salary desired
EDUCATION. .
INSTITUTION LOCATION YEARS DEGREE
EXPERIENCE ,
COMPANY LOCATION POSITION SALARY EARNED
LANGUAGE ABILITY
: UNDERSTANDING SPEAKING READING WRITING
ENGLISH
OTHERS
REFERENCES -
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PART IV: RECOMMENDATION LETTER
Write a letter of recommendation for yourself, but signed by one of your
teachers at RU or by your boss/supervisor at the company you work

now. Make sure that you keep the letter in a correct format! ‘{;~? ’
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PART V: INTERVIEW

Fill in the blanks with appropriate responses to the questions asked in the job
interview. ' -+ 2
Interviewer: Hello. Take a seat, please.

You:

Interviewer: What position are you looking for?

You:

Interviewer: Please tell me about yourself.

You:

Interviewer: Why do you want to work with us? Do you think we should employ
you? Why? How do your skills relate to our needs?

You:

Interviewer: If we want to have you work on some weekends, will you be able to?
And can you work under pressure?

You:

Interviewer: What self-improvement plans do you have?

You:

Interviewer: Do you have any questions to ask?

You:

Interviewer: That’s fine, I guess. Well, we’ll let you know the result in the near
future. Thank you. Goodbye.

You:
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