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Module Material 

 
 

This module material consists of two parts. 
 
Part A focuses on practice and guidance when needed for 
professional purposes, as for example when applying for a 
job dealing with the complete applications process from 
understanding job adverts, to written job applications and 
job interviews. A language grammar support section is 
included providing exercises for refreshing relevant 
language skills.  
 
Part B provides further material covering formal 
correspondence guidance using a business context as a 
model helpful also in professional writing. Composing 
emails and writing reports are also included. Additionally, 
there is a brief section dealing with telephoning in English. 
The level of English required is at A2/B1+ levels.  
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1 PART A: FINDING A JOB: GETTING STARTED 

1.1 College Life 

TASK 1 Warmer 

Talk with a partner and include the following points: 

 Your course of training. 
 Your plans for the next term concerning your progress. 
 Important tests or examinations or internships coming up. 
 Your plans regarding your social/private life and/or spare time activities. 
 Looking back at the previous educational courses, what did you like or dislike about  

your studies? 
 Would you choose the same vocational college again? If not, why not? 

 

1.2 Employment after Training Qualifications: Job Advert Examples 

TASK: Read the texts below and note the key information required when applying for a  
position. Discuss items and vocabulary with others in your group. 

 

A: Plumber 
 

 

   

POSITION OFFERED:   General Maintenance Plumber 
 

WITH:   Havebury Housing Partnership 
 

SALARY 

£28000 - £30805 

JOB TYPE 

Full-time 

LOCATION 

Haverhill 

POSTED 

Today 

Description 

We own and manage c.7,000 homes in the East of England, working closely with other agencies and      

stakeholders within our communities. 

It’s a really exciting time to join us. We’ve recently launched our new corporate plan which sets out what we 

want to achieve over the next 5 years, with new strategies to support our ambitions. These build on the good 

foundations we have in place in being a customer-centric organisation, investing in our existing homes - 

including our zero-carbon journey - as well as building new homes. 

We’ve also concluded a review of how we work in future, with options around home and office flexible 

working, as well as a generous annual leave allowance and other benefits. 

https://www.monster.co.uk/jobs/search?cn=Havebury%20Housing%20Partnership
https://www.monster.co.uk/jobs/search?cn=Havebury%20Housing%20Partnership
https://www.monster.co.uk/jobs/search?cn=Havebury Housing Partnership
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We are looking for a General Maintenance Plumber to join the Technician team here at Havebury 

Housing to carry out responsive, planned and void repairs across our various occupied and unoccupied 

premises around the East Anglian region area. 

General requirement: 

The successful applicant is required to have a wide knowledge of plumbing with experience in Plumbing in 

Kitchen and Bathroom installations. 

Great customer service is at the heart of what we do, so excellent customer skills and being able to work 

safely, flexibly and effectively as part of a team is essential.  

Key responsibilities: 

 Day to repairs to domestic plumbing systems such as domestic plumbing works, changing bull barrels, tap 

repairs, WC systems, kitchen sinks, waste.  

Key responsibilities: 

 Day to repairs to domestic plumbing systems such as domestic plumbing works, changing bull barrels, tap 

repairs, WC systems, kitchen sinks, waste.  

 Deliver a customer-focused, range of responsive, void and planned repairs to excellent safety and quality 

standard 

 Undertake multi-trade tasks relative to experience and training, on designated jobs 

 Ongoing use of IT Tablets to receive works orders and Safety information, completing jobs in a timely and 

accurate manner 

 Comply with Health and Safety rules and regulations 

 Identify any rechargeable repairs and inform the customer and relevant line manager where necessary 

 Complete works right first time where possible 

 Maintain accurate and appropriate van stock levels 

About you 

 You will have a relevant trade qualification, such as City & Guilds or NVQ 3 plumbing or extensive hands-

on experience. (Both experienced and newly qualified candidates will be considered). 

 Either be qualified by numerous years of hands-on experience or have a relevant plumbing qualification  

 You will be able to demonstrate high Customer Care standards throughout your day to day work 

 Be a capable user of Microsoft packages and tablet type devices 

 Have a full UK driving licence 

The role 

 Core working hours are 37 hours. Monday-Friday 08:00-16:00 OR 10:00-18:00, depending on which 

weekly rota you are on.  

 You will typically be on a 1 week out of 5 standby on-call shift rota from 18:00-08:00 Monday to Thursday 

and 17:00-08:00 Friday to Monday. This is undertaken from home with a mix of phone fixes and emergency 

visits. 

 You will receive a Standby payment of £25 per day Monday to Friday, £40 on Saturdays and £50 for 

Sundays/Bank Holidays. 

 Telephone calls received between Midnight and 6 am resulting in an over the phone fix will be paid at your 

hourly rate. 
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 Visits during the standby on-call rota will be paid on an Overtime flat hourly rate on 

Monday to Friday, time and a half on Saturdays and double time for Sundays/Bank Holidays. (2 hours 

minimum will be paid on any call out). 

Benefits 

In return, we are offering... 

 An annual salary of £28,000 - £30,805 per annum. 

 Company Van and Power tools (Please provide your own hand tools)  

 Annual Leave - 28 days per year, (plus bank holidays) increasing to 32 days when you reach your 3rd year 

with us. To give greater flexibility around your holidays you can also buy, sell or carry over up to 5 days of 

annual leave each year 

 Pension – between 5% - 10% dependant on individual contribution 

 Life assurance - a payment of X3 your salary. 

Due to the nature of the role involving work with vulnerable members of society, this post is subject to a 

Basic Criminal Disclosure, which will be carried out when a conditional offer is made 

"We operate a no closing date policy and evaluate candidates upon application. Therefore, please apply 

without delay." 

Please ensure you fully answer the questions on the application form 

------------------------------------------------------- 

Promoted by Havebury Housing Partnership 

------------------------------------------------------- 
 

 

B: Joiner  

 

 
 

POSITION OFFERED:  Multi-skilled Joiner 
 

WITH :   First Choice Homes Oldham 
Details: 

SALARY 

£28077 - £30515 

JOB TYPE 

Full-time 

LOCATION 

Oldham, NW 

POSTED 

3 days ago 

Description  

https://www.monster.co.uk/jobs/search?cn=First%20Choice%20Homes%20Oldham
https://www.monster.co.uk/jobs/search?cn=First%20Choice%20Homes%20Oldham
https://www.monster.co.uk/jobs/search?cn=First%20Choice%20Homes%20Oldham
https://www.monster.co.uk/jobs/search?cn=First%20Choice%20Homes%20Oldham
https://www.monster.co.uk/jobs/search?cn=First Choice Homes Oldham
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First Choice Homes Oldham (FCHO) aims to be the best in the business, with an excellent team of 

colleagues and with customers at the heart of everything we do. Established in February 2011, FCHO is one of the 

largest employers in Oldham. We are committed to boosting the Oldham economy and providing excellent benefits 

for our employees. 

 

A future-focused and progressive not-for-profit housing association, we want to make Oldham a place where people 

are proud to live and work. To deliver our promises to our customers we are looking for a highly motivated, 

customer-focussed individual to appoint to the following key position: 

 

Multiskilled Joiner 

 

£28,077.00 – 30,515.00 Per Annum 

 

Permanent 

 

The main purpose of the post is to carry out planned works, repairs and maintenance to First Choice Homes 

(FCHO) properties and any other properties for which FCHO is responsible for, including Public Buildings 

and any associated contracts not restricted to within the specified trade - a full list of key responsibilities can 

be found in the JD.  

 

 

In return, you can expect a range of benefits including: 

 Competitive salary 

 Pension contributions 

 Funded healthcare cash plan 

 A basic holiday entitlement of 25 days plus 8 statutory bank holidays. 

 Up to 5 days attendance-related leave 

 Flexible working 

 Enhanced maternity, paternity and adoption leave 

 Discounted gym membership 

 Vouchers or cashback on holidays, shopping or days out 

 Company vehicle provided for business use 

 Power tools provided 

 All PPE provided & Uniform 

 Additional callout payment 

 

 

If you have a passion and commitment for delivering excellent services with leadership and enthusiasm to deliver 

the best experience to our customers we encourage you to apply.  

 

We positively encourage applications from disabled people, women, young people, Veterans and serving British 

regular or reserve Armed Forces Personnel, the LGBT community and the BME community. 

 

Details of the application process are available on our website at www.fcho.co.uk following the link “Working with 

FCHO” 

 

The deadline for completed applications is Monday 14th February 2022 

 

Interviews and assessments TBC 

 
 

http://www.fcho.co.uk/
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C: Welder 
 

Fabricator Welder - Night Shift 

 

Unitech Industries Ltd. 

 

Burntwood, MID 

 
JOB TYPE 

Full-time, Permanent 

LOCATION 

Burntwood 

POSTED 

6 days ago 

Description 

FABRICATOR WELDER – NIGHT SHIFT - UNITECH MACHINERY LTD –POSITION CODE REFERENCE 

No: RAF-2537 

Unitech Machinery Ltd is one of the country’s leading manufacturers of industrial ovens, spray booths and 

industrial packaging machinery primarily for the automotive and aerospace industries.   We are currently looking to 

recruit a Fabricator Welder – Night Shift to complement our existing team.   

The successful candidate dependant on skills and experience may have the opportunity to develop their role into a 

supervisory position.  Further details about this supervisory role will be discussed at interview.  

Role Overview: 

Reporting to the Night Shift Supervisor, your role will be to MIG weld mild and Stainless-Steel fabrications. 

The hours of work for this shift are Monday – Thursday – 16:00 – 02:30 hours. 

Main duties will include: 

 To read and interpret engineering drawings. 

 Welding from 3mm to 20mm in thickness. 

 Carry out necessary checks and quality assurance of products as per specifications.  

 Maintain equipment in a safe, clean and good working order. 

 Assist with any other task as required in line with business needs and as required within your skill set 

and experience. 

https://www.monster.co.uk/jobs/search?cn=Unitech%20Industries%20Ltd.
https://www.monster.co.uk/jobs/search?cn=Unitech%20Industries%20Ltd.
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Skills & Experience Required: 

 Capable of welding thin gauge mild steel and stainless steel. 

 Possess a good understanding of engineering drawings. 

 Previous fitting and assembly experience would be an advantage but not essential. 

 Ability to work within a team or on your own. 

 Experience of working on a shop-floor environment would be an advantage but not a requirement. 

 Being able to use your own initiative to solve problems. 

 Have an attention to detail and quality. 

 Possess a ‘can do’ attitude. 

  

What we offer in return: 

  

 Salary is negotiable dependant on qualifications and experience 

 £18 Shift Allowance per night. 

 Full time, permanent contract. 

 22.5 days holiday (inclusive of annual, bank/public days) increasing with service.  

 Access to a contributory company pension scheme, employer contribution 3% 

 A varied and interesting role with one of largest leading manufacturers/suppliers of industrial ovens, 

spray booths and industrial packing machinery within the U.K. 

  
Application Process: 

Should you feel that you have the skills and experience that we are looking for please submit your CV and written 

application by email quoting RAF-2537/MO outlining what you feel you can offer us.  All applications should be 

emailed to: grouphr@unitech.uk.com .  To find out more about our Company please visit our Company 

website.  We are an equal opportunity employer.  

Promoted by Unitech Industries Ltd. 

About the Company 

 

Unitech Industries Ltd. 

The Unitech Group is a highly successful equal opportunity employer, consisting of 8 independent UK based 

leading manufacturing companies. Situated in England, we have sites based in Banbury, Burntwood, Cambridge, 

Leeds and Northumberland and one site based in Livingston – Scotland. Within the group, we predominately focus 

on bespoke, fabricated, manufactured stainless steel goods and counter solutions within the food, hygiene, 

pharmaceutical and retail sectors both private and publically owned. As such, we have the ability to offer a wide 

variety of interesting opportunities from un-skilled to professional roles.To find out more about our group and 

current vacancies, please click on the logos below and vacancies listed on this site. In the event that you find 

something suitable please do not hesitate to apply using the relevant links and quoting the reference number 
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applicable to the post. Thank you. We look forward to hearing from you. 

 

D: Electrician 
 

          
 
FCHO 
  

                                   Repairs Operative - Electrician & Multiskilled Operative 

                                   Homes & Investments 

                                   Property Care (Voids, Responsive, Contracts) 

 
Overall Purpose of Post 
 
To carry out planned works, repairs and maintenance to First Choice Homes (FCHO) properties and any other 
properties for which FCHO is responsible for, including Public Buildings and any associated contracts.  
 

Duties of Post 
 

1. To carry out all specified works predominantly as an Electrician and also a range of multi skilled     
repairs as a minimum requirement, as part of the FCHO Repairs Service as directed and required by 
the Repairs’ Management Team and detailed in Appendix A of the employment contract. 
 

2. To work within a pre-allocated appointment system, including direct liaison with tenants when required. 
 

3. To carry out all inspections, diagnostic and/or pre-measuring work with the aim of completing repairs 
within the same appointment or target date wherever possible, including management of materials and 
equipment required to complete the job. 
 

4. To make immediate decisions about repair requirements within the guidelines provided whilst ensuring 
compliance with current health and safety legislation, Risk Assessments and Method Statements and 
any other relevant legal/statutory requirements.  

 

5. To use any communication equipment provided (mobile telephone/PDA etc) to seek immediate advice 
and assistance on issues not identified on the original order and which fall outside the guidelines 
provided. 
 

6. To inform tenants (with reasons) when it is not possible to attempt or to complete a repair within the 
first visit, and make mutually agreed arrangements to return to complete the repair, including liaising 
with the repairs planning team. 
 

7. To proactively report any defects or potential risks that could compromise FCHO, or pose a risk to its 
tenants, stakeholders or assets. 
 

8. To appropriately utilise a range of tools and equipment associated with tasks and works being carried 
out in accordance with manufacturer’s guidelines and relevant current legislation. 
  

9. To maintain a pre-agreed impress stock of repair items and equipment within the vehicle (if provided) 
and to replenish at appropriate intervals to ensure minimum repairs downtime. 
 

10. To ensure that all duties carried out comply with: 
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 Current relevant health and safety requirements 

 Relevant Acts of Parliament (Electricity at Work Act 1989), Statutory Electrical 
Wiring Regulations (BS7671-2008) 

 Working conditions normally inherent in the job 

 Customer Care standards (this includes before and after completion of repairs) 
 

11. Completion of all necessary repair records including paperwork and accurate updating of PDA’s/tablet 
or other electronic equipment in relation to all tasks. This may include providing and receiving back 
customer satisfaction documentation. 
 

12. To accept responsibility for the direction of work of trainees and/or other employees as assigned and 
to attend any identified training at appropriate intervals. 
 

13. To work in other repair teams and/or carry out other repair work within the competence of the 
employee as and when directed by the Repairs’ Management team, including working in specialist 
areas when required 
 

14. To ensure adequate security and to take reasonable care of all FCHO property and ensure reporting 
of any damage in line with current procedures. 
 

15. Complete relevant documentation to support FCHO in any insurance claims and assist in the process 
and providing any relevant information as required. 
 

16. To participate as required by the organisation in the out of hours emergency repair service (repairs on 
call). 
 

17. To undertake any other duties appropriate to the purpose of the post as required by the Organisation. 
 

Working Conditions of the Post 
 
 

FCHO is a no-smoking environment; all staff are required to comply with this policy. 
 
The standard operating hours are 8am-8pm Monday – Friday, 8am-4pm Saturday and Sunday.  
Attendance at evening meetings, outside of standard service operating hours, may be required for which 
compensatory time off is granted under the flexi-time / TOIL scheme.  Overtime is not paid for attendance at such 
meetings. Weekend working, as required, is a feature of all posts at FCHO. 
 
  
 

Designated Car User 

             Not required  
   

             Essential 
Y 

             Desirable 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

Person Specification 
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Key : E&Q = Education and Qualifications, K&E = Knowledge and Experience 
S&A = Skills and Abilities, W = Work Circumstances 

Criteria Essential Desirable 

E&Q  Literate, numerate and IT literate.  

 Hold a full Driving Licence (This is an essential requirement of the job 
– loss of driving licence will result in frustration of contract) 

 Qualified to City and Guilds 2382 18
th
 Edition (or equivalent) holding a 

current certificate which you are required to keep up to date with. 

 Holder of City & Guilds 2391-10 Inspection and Testing of Electrical 
Installations certificate (or equivalent 2394-5)  

 Time served experience and excellent knowledge & understanding of 
electrical domestic installations 

 City and Guilds level 3 / NVQ Level 3 in electrical installation. 

 UKATA Asbestos Awareness (or willingness to undertake and pass 
prior to employment / engagement) 

 

 
K&E 
  
 

 Proven experience in an appropriate Craft, either public or private 
sector.  

 Experience of carrying out NICEIC Electrical Installation condition 
reports (EICR) on tenanted and voids properties.  

 Experience of carrying out repairs and maintenance on tenanted and 
void properties.  

 Basic experience & knowledge of other supporting trades, plumbing, 
joinery. 

 Experience of dealing directly with members of the public 

 Experience of working to tight and specific deadlines 

 Ability to demonstrate knowledge of Health & Safety. 

 

S&A 
 

 Ability to build good relationships with customers, colleagues and staff 
of other agencies. 

 Must have a good understanding of equalities  and have the ability to 
communicate effectively with customers, general public and 
colleagues   

 Ability to use and operate a wide range of tools and equipment 
associated with various trades 

 Ability to update computerised records using relevant IT equipment 
such as PDAs or other personal electronic devices, or to complete 
paper records if appropriate 

 Ability to follow both written and verbal instructions 

 Ability to work on own initiative 

 Excellent organisational and planning skills 

 Ability to work independently to problem solve and rectify electrical 
faults 

 

 

W  Ability and willingness to work within standard operating hours of the 
service as outlined in the job description. 

 Participation to work additional hours both in the evening and at the 
weekend (Saturday and Sunday) as required to meet the needs of the 
service. 

 Participation in Out Of Hours call out rota 

 Commitment to work within and support the operation of FCHO 
policies and procedures including HR procedures and equality and 
diversity policy. 

 Commitment to continual improvement in service delivery. 

 Flexibility amongst a variety of teams 

 

 

For current job vacancies and examples see:  https://www.monster.co.uk/ 
 
 
 
 

https://www.monster.co.uk/
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What did you notice was different regarding the 

information for  

the post of electrician in contrast to the other positions? 

 

 
 

1.3 About Job Names and Titles:  Up-Titling 
 

TASK 1: Find the correct traditional job title for the up-titled version: 

 

 Traditional Job Title  Up-titled Version Match 

1 Window Cleaner a Technical Sanitation Assistant  

2 Marketing Assistant b Data Storage Specialist  

3 Plumber c Catering Supervisor  

4 Toilet Cleaner d Optical Illuminator Enhancer  

5 Filing Clerk e Head of Verbal 
Telecommunications 

 

6 Bin Man f Marketing Administrator of 
Products and Promotional 
Services 

 

7 Office Tea Lady g Garbologist  

8 Receptionist h Installation Systems Facilitator  

 
Up-titling, which is the business of upgrading job titles to sound more impressive, is a new 

phenomenon popular in British business. According to a new survey by Reed Executive: 

 Two-thirds of employees have noticed a growth in longer, higher-level job titles over 

the last two years. 

 Up-titling is in common use in many large organisations. 

Employers seem to like changing job titles because they 

 recognise new responsibilities, necessary especially after e.g. mergers and job losses 

when remaining staff are faced with bigger jobs; 

 help to attract more applicants;  

 are a cheap way of increasing a feel good factor. 

Employees like them because 

 they are seen as a symbol of being recognized 

 they are a useful addition to a CV 

 they are a way to raise one’s profile in an organization 

 many say a new job title would increase their happiness at work 
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 a majority of office workers claim they might be willing to miss out on an 

increase in pay for a more "motivating or professional-sounding position to make their 

role seem more dynamic and important.” 

 

TASK 2: Discuss: 

a) How important is a job title? 

b) Are there cultural differences here? 
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2 APPLYING FOR A JOB 

2.1 Work Experience 

TASK 1: Talk with a partner about: 

 all the jobs and/or internships you have done so far 

 very positive experiences but also about the most negative experiences you have had 
so far 

 the ways your previous experience is influencing your career plans 

 where to find a good internship / student job 
 

2.2 Personal Requirements 

TASK 1:  Analysis of personal requirements for a job or internship: 

 
 The ideal The compromise 

What do I want to 
do? 

Mention all ideas you have about 

the character of your job. Ask 

yourself what you would like to 

do. 

Which things would you only do 

under certain circumstances or 

even reject? 

What career 

plans do I 

have? 

In what way do you want to 

develop your career in the near 

future? 

What overall career plans do you 
have? 

Under which circumstances would 

you adapt or change your career 

plans? 

Where would I 

like to work? 

Ideally Is there any room for compromise? 

Am I willing to 

do shift work? 

Yes / No Under which circumstances? 

Am I willing to 
travel? 

Yes / No How long / how often? 

Am I willing to 

work long hours/ 

at weekends / on 

bank holidays? 

Yes / No Under which circumstances? 

How much do I 

want to earn? 

Ideally (What are your figures 
based on?) 

Minimum 

Do I have any 

specific ideas 

about the 

company I want 

to work for? 
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How do I see 

myself working 

within a team? 

Would I prefer 

working on my 

own? 

  

In what way is 

the job 

"allowed" to 

interfere with 

my private life 

(taking work 

home, being 

flexible 

regarding 

working time, 

etc.)? 
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2.3 Preparing Your Application 

 
2.3.1 Sample Application Letter and CVs 

TASK 1: Below you can find a sample application for a work placement. Study the letter 
of application and outline its structure. What does each paragraph do? 

 
 

Mary Foster  

Agatha Strasse 8 

81827 Dresden 

Germany 

Tel: +49-89-349559  

Mar.Foster@web.de 

 

Eileen Bishop 

Tate Modern Centre for Art and Crafts 

London SE1  

England 

                                                                                                                             12 July 2021 

    Application for a Work Placement at the Tate Modern Centre for Art and Crafts  
 

Dear Ms Bishop 
 
I am doing a college course in Art, Crafts and English at Dresden Technical College in 

Germany and I am looking for a work placement in London that combines contemporary art 

with education. I was very interested to read on your website that the Centre for Education 

of the Tate Modern offers placements, and I would like to apply for the placement 

advertised on your website from September to the end of June 2021. 

You can see from my CV that both my work and college experience make me suitable for a 

placement in the Tate Modern's Centre Art and Crafts. As a student of Art I am completely 

familiar with developments in modern art. More recently, my personal interest in 

contemporary art has led me to start a part-time job in a gallery specializing in modern art, 

where I answer visitor questions and give information about items in the collection. 

Parallel to my college courses, I also worked as an assistant for English. I have helped 

both schoolchildren in Germany and adult groups in Singapore. Together with my 

experience as a tour guide and my knowledge of contemporary art, I am confident that I 

have the necessary skills to make a positive contribution to your centre. 

I would like to find out more about the work placement, and to discuss how I could 

contribute to the Tate Modern's Centre for Art and Crafts. I am happy to do this in a 

telephone or a face-to-face interview. 

Thank you in advance for considering my application. I look forward to hearing from you. 
 
Yours sincerely 

 Mary Foster 
 ENC: CV 

 

mailto:Mar.Foster@web.de
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TASK 2: Here is a job for a plumber. Read through and discuss any parts of 
it that you do not understand in it. Then write a letter like Mary’s, and give 
information about yourself in different paragraphs, in order to apply for the job. You 
will have further practice of writing application letters later. 
 

Employer: Groundwork London  

We currently need an additional 10 plumbers to work on a long term project linked  
to Thames Water – Saving Water and Water Efficiency across all London Boroughs, to carry out  
repairs to internal appliances such as taps, toilets, valves and overflows primarily in  
businesses. This is very clean work involving no gas or heat work. 

This is a large programme covering the London area. You need to be a self-starter and work smart,  
dealing with customers on a daily basis in their businesses or public buildings. You must have a valid  
driving licence. Van, tools, uniform and safety equipment is provided. 37½ hour week - good holidays,  
pension and benefits. 

You must possess Level 3 National Vocational Qualification (NVQ) in Plumbing. Suitable experience  

 of this type of work would be an advantage. 

Salary starts at £25,000 pa plus bonus. Good prospects and long-term employment. 

Groundwork is the largest Environmental Charity in the UK. Find out more about Groundwork  
via our website at www.groundwork.org.uk/sites/london. 

Job Type:   Full-time 
Salary:    £25,000.00 to £28,000.00 /year 
Experience:   Level 3 (6049, 6176 or 6068) or NVQ Level 2 Plumbing  
Location:  London, Greater London  
Licence:   Full UK Driving Licence (Required) 

 

 

 

TASK 3: Together with Mary Foster’s letter of application, she has written a Curriculum Vitae 
(CV), as on the next page. However, she came up with two different versions. Imagine you 
are a recruiter and are looking at Mary’s application. Study both versions and decide which 
CV you prefer. 

 
TASK 4: What do you think is more important for a recruiter, CV/ Resume or a letter of  
application? 
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Mary Foster 
Agatha Strasse 8, 81827 Düsseldorf, 

Germany Tel. +49-89-349559 / Email: 
Mar.Foster@web.de 
Nationality: German 

 

 
Job Objective   

A work placement at an arts centre, where I can use and expand my teaching 
experience. 

Key Skills and Experience  
 extensive knowledge of art and art history 
 experience as a tutor of English and in Germany and in Singapore 
 strong interpersonal and communicative skills in both English and 

German gained through school children help work  

  Education   

10/2019 – 
present 

Art and Crafts, and English Diploma Course 

    Dresden Technical College, Germany 

 
Expected completion: September 2018. Expected grade: 2  

  

    06/2019 Secondary School Certificate (approximately equivalent to A-
levels) 
Max-Daun  Grammar School, Dresden, Germany 

 Work Experienceee  e 

01/2018 – 
present 

Assistant at the Mantz Gallery of Contemporary Art, Dresden 
 responsible for opening and closing the gallery 

on Sundays and ensuring the safety of the 
collection 

 attending to visitors and answering questions about the 
collection 

10/2017 – 
present 

Assistant helper for school children, Dresden 
 tutoring pupils (aged 6-18), especially in English  

 

07/2016 - 
09/2016 

English Teacher, English Language School, Singapore 
 taught English to learners of English, including 

school children, housewives and business people 

 

 

 

 

 

 

 

 

mailto:Mar.Foster@web.de
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Additional Skills 

Languages German (native), English (fluent), French (basic working 
knowledge) 

Computer skills Basic computer skills (MS Word) 

 Interests and Activities 

Sports (karate, 
swimming, tennis) 
Foreign Travel (Europe, 
Asia) 

 Memberships of Groups 

Member of a monthly debating club at Dresden Technical College 

 

References available upon request. 
 
 
 
 

 

 

 

 
 
 
Please note that on a CV acceptable in English speaking countries there should be no 
date, no signature, no picture. On continental Europe, however, the CV type below on 
the next page is seen as more acceptable.  
See:  
 
https://europa.eu/europass/en/create-europass-cv 
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PERSONAL INFORMATION Mary Foster 

 

    Agatha Strasse 8, 81827 Dresden, Germany 

   +49-89-349559     Replace with mobile number 

 
  Mar.Foster@web.de 

 
 

 
Sex Female | Date of birth 10/09/1994 | Nationality 
German 

 
 

JOB APPLIED FOR 
POSITION 

PREFERRED JOB 
STUDIES APPLIED FOR 

A work placement at an arts centre where I can implement and expand my 
teaching experience 

 
 
 
 
 

WORK EXPERIENCE  

 

1/2017 - 
present 

Assistant at Martz Gallery of Contemporary Art, Dresden 

  
  responsible for opening and closing the gallery on Sundays and 

ensuring the safety of the collection 
 attending to visitors and answering questions about the collection 

10/2016 - 
present 

Assistant Helper for Schoolchildren 

School Tutors, Dresden 
 tutoring pupils (aged 6-18). Especially in English  
 developing and improving individual learning skills 

 
      07/2016-  English Teacher 
      09/2016 English Language School, Singapore 
        

 taught English to a broad range of learners of English, including 
school children, housewives and business people 

 
 
 

 
EDUCATION AND TRAINING  

 

     10/2015 –  

     present        

 Art and Crafts, and English Diploma 
DresdenTechnical College 

  
  expected completion : September  2021, 

 expected grade: 2  
 

                         06/2015 Secondary School Certificate 
M ax-Daun-Grammar School  
Dresden, Germany 
 
 

 

mailto:Mar.Foster@web.de
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 Mother        

tongue(s) 
German     

Other   
language(s) 

UNDERSTANDING SPEAK
-ING 

WRITI
-ING 

 Listening    Reading Spoken 
interaction 

Spoken 
production 

 

English B2 B2 B2 B2 B2 

 

French A2 A2 A2 A2 A2 

    

 
 
 
 
 

 

Organisational / 
managerial skills 

 whilst studying at Düsseldorf Technical College I organized 
a monthly literature club 

 

 
 
 

  Computer skills  competent with most Microsoft Office 
programmes 

 
Driving licence  B 

 
 

 ----------------------------------------------------------------------------------------------------------------------- 
 

 

 
 
See the following link for the europass type of CV: 
 
   https://europass.cedefop.europa.eu/documents/curriculum-vitae 
 
You will be able to find a template for you to use to create your own europass 
style CV. 

 

 

Communication              
skills 

 good communication skills and teamwork gained through my 
experience as assistant in art gallery 

 good mediating skills gained through my work as tutor in classes with 
very different age groups 

Job-related skills  teaching experience, wide knowledge of 
contemporary art 

https://europass.cedefop.europa.eu/documents/curriculum-vitae
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2.3.2 Writing a CV/ Resume: Tips 

 
TASK 1: Study the recommendations for writing a CV below and highlight the ones you  
think are most important.  

 
Introduction 

Drawing up a curriculum vitae is an important step in looking for any job or training. The CV is 
often the first contact with a future employer. It needs to seize the reader’s attention 
immediately and to demonstrate why you should be given an interview. 

 
Important: Employers generally spend no more than a minute on each CV when making an 

initial selection from applications received. If you fail to make the right impact, you will waste 

your opportunity. 
Read the following information carefully before entering your details into the template. 

Be careful about the presentation of your CV 

Set out your qualifications, skills and competences clearly and logically so that they are clear  
and easily seen. 

Give proper attention to all relevant details, there is no excuse for mistakes in spelling and 

punctuation. 

Concentrate on the essentials 

- A CV must be brief: in most cases, one or two pages are enough to show who and what you are. 
A three-page CV may be considered too long in some countries, even if your work experience is 
outstanding.  
- If your work experience is still limited (because you have just left school or college), describe 
your education and training first; highlight work placements during training; and 
focus on essential information that brings added value to your application: you can leave out 
work experience or training which is old or not relevant for the application. 

Adapt your CV to suit the post applied for 

Check your CV every time you want to send it to an employer to see if it corresponds to the 
profile required; highlight your advantages according to the specific requirements of the 
employer. 
Good knowledge of the company will help you write your CV in line with the job requirements. 

Take care: do not write false information on your CV; this is likely to be found out at the interview. 
 

Keep to the structure. 
Present your qualifications, skills and competences in a logical order. For example: 
- Personal information; 
- Description of your work experience; 
- Description of your education and training; 
- Detailed inventory of your skills and competences, acquired in the course of your training,  
  work and daily life. 

Notes: 

- use a clear lay-out, try to stick to one font 
- avoid underlining or writing whole sentences in capitals or bold: it affects the readability  
  of the document; 

Be clear and concise 
Your profile must be appreciated by the potential employer very quickly.  
Therefore: 
- use short sentences; 
- focus on the relevant aspects of your training and work experience; 
- explain any breaks in your studies or career; 
- remove any optional heading 
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Further guidelines and information on CVs as well as the job application process in 
general can be taken from the website: 
 
https://www.monster.com/?disGeo=true 
 
Here the “Careers Advice” section is very helpful 

 
 

 
 

TASK 2: Now write your own CV/resume as you might use it when applying for an 
internship and let a fellow student assess it. 

 
You may use the version you like best. However, a CV is supposed to represent you. 
You can also use your own layout/ format as you prefer. Flexibility is   the norm.  But 
clarity  through structured layout  is important. 

 
In addition to the Europass CV, you may also refer to information on CVs at  
https://www.monster.co.uk/career-advice/cv-writing-tips 
 

         

https://www.monster.com/?disGeo=true
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2.3.3 Power Verbs for use in application letters and CVs 

The use of action words / power verbs in your letter of application and CV is a part of highlighting 
your skills and experience. Using these words at the start of each bullet point under the details of 
your employment will assist the reader in noticing your key achievements. The words you use will 
obviously depend upon your experience / industry, so try not to fill your CV full of power words in 
the hope that this will look good. For example, a candidate applying for a higher level position will 
want to make use of words such as "oversaw, developed, and improved ", whereas someone 
looking for a more creative role will want to use words such as "designed, compiled and created". 
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TASK 2: Study the list of power verbs. Go through your CV and try to use some verbs.  
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2.3.4 Letter of Application/ Cover Letter 

 

TASK 1: It is very important that the letter of application fits with the job ad. Study the job 
ad and Daniel’s letter of application below.  

 

 

 
 

 
Don’t brood over your future any longer – you will find it with us 

Apply at IES AG 

Project and System 
ElectricalTechnician 

 

The IES Group, headquartered in Zurich City and with subsidiary companies in Eastern 
Europe and Asia, is one of the largest engineering companies in Switzerland. It is a technology 
leader in the field of electrical installation, and in the area of renewable energy power 
generation, like photovoltaic and wind power. In order to continue our successful operations, 
we are looking for a motivated and well-qualified electrical technician. 

 
 
 
 
 
 

 

 

 

 

 

 

 

Please send your application to: 

 Integral Electrical Systems AG, 

 Human Resources, 

 Technopark Strasse 1,  

 8005 Zürich 

 
 
 
 
 
 
 
 
 
 
 
 

Your tasks: Design and assistance with various 
ongoing electrical installations   
Collaboration with subcontractors  
Project documentation  
 

   Your profile:  College training certificate in electrical engineering 

 Experience in project management would be an advantage 

 Good knowledge of the German and English language 
 Readiness to travel  
 

Your opportunity: A challenging task with corresponding responsibilities and attractive 
rewards in a future-oriented company with big growth potential and career 
chances is waiting for you. 
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       Daniel’s letter of application: 
 
 
 

 

Daniel Petry 
Gorlitzer Str 
01099 Dresden 
Germany 
d.peter@yohuu.co 

 

26 May 2021 
 
Integral Electrical Systems AG  
Human Resources 
Technopark Strasse1 
8005 Zürich 
Switzerland 

 
Application for Project and System Technician 

 
Dear Sir or Madam 
 
I am writing regarding your advertisement for a Project and System Electrical Technician as listed 
on the monster,co.uk website on 24 June 2021, and I would like to apply for this position. I will 
complete my college Certificate in Electrical Engineering in July, and I believe my qualifications are 
suitable for work at your company. 
 
In my college courses, I gained much knowledge through practical experience. As part of my 
studies at Dresden Technical College, I worked with electrical system developments. Moreover, I 
have completed traineeships at two major companies, AEG and Siemens. Part of my tasks 
included giving reports and feedback on the work I had to carry out.  
 
I am interested in working for an international firm, and I improved my English in extra English 
language courses such as Practical English Communication for Work and Trade at my college. 
I am prepared to travel regularly. I consider working for IES AG as an exciting challenge. 
Overall, I believe that my knowledge, skills and experience fit the position you are offering. 
 
Thank you for your consideration of my application. I am available for an interview at any time. I 
look forward to hearing from you. 
 
Yours faithfully 

 
 
Daniel Petry 
 
Enclosed: Curriculum Vitae 

mailto:d.peter@yohuu.com
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TASK 2: Fill in the table below with phrases from Daniel’s cover letter and Mary’s 

letter from page 6 above. Try to add any phrases of your own. 

 
 

 Useful phrases 

 
First paragraph 

Say what you are applying for and 
where you found the job 
advertisement.  

 

 

 
Second and third paragraph 

This is the point where you should 
explain why you are especially 
capable of doing the job. State all 
relevant work experience, skills, and 
achievements. Include any 
information about courses. 

Describe yourself as an individual 
within a working environment. 

 

 

 
Fourth paragraph 

Explain why you want to join the 
company. Write something to show 
that you know something about the 
company. 

 

Last paragraph 

Express that you are available for an 
interview and looking forward to 
hearing from the company. 

 

Ending 

Use a polite ending. Sign your 
letter with your name typed at the 
end. 
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2.3.5 Including Additional Information in Your Application 

 
TASK: Read the following points: 

 
 

In Europe it is common practice to include a number of copies of certificates as part of the 
application papers. But in the UK and US this is not done. You only send your cover letter  
together with your CV and sometimes a company application form. 
 

In the USA or the UK, if you are the candidate who is offered the job, the company could 
then ask you to bring all relevant certificates along as proof. Sending a lot of additional 
material together with the covering letter and the CV can be regarded as annoying. 
However, some companies ask for copies of current certificates which then have to be 
enclosed.  

 

When applying for a job, be aware of cultural differences and inform yourself beforehand. 
Cultural differences might be about formality, the number of details given in the 
application, etc. 

 

What is it like in your country?  What do you include if you have to apply for a job 
in writing? 
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2.3.6 Application Practice 

 

TASK: Use the internet and find a job advertisement that relates to your own career 
plans and write a letter of application. 

or 

Choose one of the job advertisements below and apply for it. (Letter of application 
plus CV) 
Skilled Sheet Metal Worker at Shelley Engineers Co. Ltd. , Sidmouth 

Shelley Engineering produce a wide range of sheet metal and architectural products for a 
wide number of customers. 

We have the latest technology and machinery to provide our customers with an efficient and 
high quality product. We have the quality standard ISO 9001:2020 for structural steelwork 
and are known for the personal, friendly and efficient service we provide. 

A Sheet Metal Worker is needed to join our well-established Singapore based workshop 
working with mild steel, stainless steel, aluminium, brass, aluminium alloys in the 
manufacture of sheet metal products. 

Skills and experience required. 

Good understanding of sheet metal work - able to use press brakes, guillotines, 
polishers and punches. 

Knowledge of CNC cutting machines and auto cad drawing. 

Must be able to read engineering drawings. 

Welding experience would be useful. 

Personal skills required: Must be self-motivated and proactive as it is important that work is 
manufactured to customers’ deadlines. 

Be able to work in a team to deadlines and client briefs. 

Must be punctual, reliable and have a hard-working attitude. Ability to communicate well with 
customers and colleagues is essential to ensure jobs are accurate, on time and of high 
quality. 

General Terms 

43.5 hours per week – Mon to Fri 7.30am - 4.45pm 

Annual Leave: 20 days and extra 3 days at the end of the year 

Company Pension Scheme  

Competitive Salary – depending on skills and experience 

Job Type: Full-time 

Technician/ Artisan (Electrical & Mechanical) Hong Kong 
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Kai Shing Management Services Ltd 啟勝管理服務有限公司 - Hong Kong 

Holder of Certificate in Electrical or Building Services Engineering, or 

Holder of Apprentice Certificate in related discipline or trade test certificate (Registered 
Skilled Worker) or other equivalent certificate 

At least 2 years repair and maintenance experience in building Electrical & Mechanical 
Systems 

Work independently and handle emergency repair work 

Preference will be given to those candidates holding Registered Electrical Worker Grade A or  

Grade 1 Plumber’s Licence 

Familiar with PC operations would be an advantage 

Shift duty and wear uniform required 

Candidates with less relevant experience/qualification may be considered as a Semi-Skilled 
Artisan 

An attractive remuneration and benefits package and long-term career prospect to the right 
candidates. Interested parties should apply once with a detailed resume, contact telephone 
number and salary expected either by: 

Email : recruit@kaishing.com.hk  (Application should be in MS Word for Windows) 

Post to : Human Resources Department, Kai Shing Management Services Limited, 23/F, Sun 
Hung Kai Centre, 30 Harbour Road, Wanchai, Hong Kong 

Fax : (852) 2827 8608 

 

 

 

 

mailto:recruit@kaishing.com.hk
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2.4 The Interview 

 
TASK 1: Make a list of at least 6 things that you could do in preparation for an interview. 

 

1 

2 

3 

4 

5 

6 

There are various kinds of interview strategies that an employer often uses. The 

following explanations and exercises are based on what can be called a standard 

interview. 

 
As aptitude tests and especially assessment centres are time-consuming and 

expensive, they are mainly used for more senior positions. They are treated as a specific 

selection method that often follows a first standard interview to further limit the number of 

candidates. There are numerous publications for candidates and companies about how to 

prepare for and deal with assessment centres. It might be useful to refer to them should 

you ever need to go through an assessment centre. See also the following website for 

more information in this area: www.kent.ac.uk/careers/pschotests.htm 

 

A recommended source of further information on interviews is: www.monster.com 
 

 

2.4.1 Stacy Smith Interview 

TASK 1: As a preparation for the interview activity, study the job ad below and find out what 
the requirements are and what you get in return for the work you do in the job.  

 
 
 

                                            
Celtic Design Jewellery Ltd. 

               Secretary 

Wanted for immediate start by small manufacturing firm. Previous business experience 
essential. Successful candidate will have solid secretarial skills including audio typing. 
Also required are excellent communication and spreadsheet skills, a pleasant personality 
and the ability to prioritize work. Knowing some other languages is desirable. Competitive 
wages, and good career prospects available. 

Please send letter of application and CV to Ms Hazel Browne, Celtic Design Jewellery 

Ltd, PO Box 2495, Dublin. We are an Equal Opportunity Employer and welcome 

applications from all sections of the community. 

 
 

 

 
 

 

 

 

http://www.kent.ac.uk/careers/pschotests.htm
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TASK 2: Complete the text of the interview below of Stacy Smith by reading it through  

carefully, and then filling in the missing phrases from below.  

  
 How long is the probationary period?  

You’ll hear from us in a week 

 I’ve got a lot to offer.      

I am able to work on my own.     

But the work isn’t very challenging. 

 I feel like a change.   

Nice to meet you.   

No, not at all. 

 I would describe myself….    

..where do you see yourself.. 

 I can work well under pressure. 

 ..will you reward good work? 

 

 

 
Interviewers: Hazel Browne, Mr. Elliot Interviewee: Stacy Smith 

 

Hazel : Come in please, Ms Smith...this is Mr Elliot, he will be conducting the interview   

with me....  

Mr Elliot : How do you do? 

Ms Smith :    ____________.  

H : Have a seat please, Ms Smith. 

Ms S : Thank you. 

Mr E : I hope you had no problem in finding our place. 

Ms S :  ___________. 

H : You have an interesting CV. Now, I wonder, can you tell me what type of person      

you are? 

 Ms S : Well, _______________    as serious-minded....calm.  

 H : Calm? 

Ms S : Yes.                                                       . 

H : Why have you decided to apply for a position with us? 
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Ms S : Well, __________________________. I was just looking around really...but I was really impressed with 
your company leaflet....it's something new...I’m a secretary...a trained secretary...but in my current job...I 
feel well...that I'm going nowhere fast. I never had the chance to go on to university...a degree isn't 
everything...but people expect you to have it if you want to get on. I feel that given the chance I can really 
show what I’ve got. To be honest, if I get this job, I hope to be more than a secretary in the future 

H : Oh.....I also think a degree is not so special. Anyhow,   ______________________in five years’ time? 

Ms S : Well...assuming that the company develops, I'd like to see myself getting into the management side of 
things. I’m prepared to do a relevant evening course. 

H : So you've got no problem with doing overtime if the need arises? 

Ms S : No.. That would be ok. 

Mr E : Why do you feel you're getting nowhere in your current job? 

Ms S : Well, it's the manager... 

Mr E : What do you mean? 

Ms S : Well...it seems as no one knows what is happening in the company. The internal communications 
should be a lot better by letting people know what's going on rather than letting them find out for 
themselves. We seem to be moving from one crisis to another. There seems to be no staff development 
plan, no annual assessment... 

Mr E : What exactly do you do in the company? 

Ms S : Different things - answering the phone, correspondence, doing the typing, filing. I have good computer 
skills. I've done reception for five weeks and organized some work projects. 
________________________________ I’d like more scope. 

Mr E : What, for example? 

Ms S : Well...working on projects where you need to use your brains a bit more than at present, like setting up 
meetings, doing a company presentation - even travel.  

H : I see that you did French and Spanish at school. How good are you in everyday communication in these 
languages? 

Ms S : Well...you've got my CV.........what it doesn't say is that my favourite subject was French. 
I actually went to France as an au-pair for three months. My Spanish is a bit rusty, I’m afraid... 

(The same interview nearing its conclusion a few minutes later.................) 

H : I see. Em......Ms Smith...one final question: why should we give you the job? 

Ms S : Well, ... but I feel that _________________  . As I said earlier, I feel that I’m really good at working  

 with people, I can talk to strangers. I can deal with the difficult customers. But at the same time _________ 
_________________________. 

Mr E : Have you any questions for us? 

Ms S : Yes, I have...I mean, if I get the job,   , will 

I be able to advance, even get promoted? 

H : It all depends on how we do...but ...........yeah...I can promise you that. 

Ms S : ? 
  

H: Six months. That’s the usual. 

Ms S : Fine, I think that’s all. 

Mr E : Ms Smith, thank you very much for coming along. . 

Ms S : OK, thank you very much. Goodbye. 

H : You’re welcome. 

Mr E : Goodbye. 
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2.4.2 Interview with Vladimir Kaitzov 

TASK 1: As a preparation for the interview activity, study the job advertisement below and 
find out what the requirements are, and what is offered in return.  

 

 

Interviewer: Hazel Browne Interviewee: Vladimir Kaitzov  

TASK 2: In the following interview, seven points as given below are discussed- 

put them in the same order as they come up in the interview. 

A. perks 
B. previous work experience 
C. reasons for applying for the job 
D. plans for the future 
E. education and training 

 

Interview: 
 
H :  Let me see now. So, from your CV it says that after you finished secondary school in Ho 

Chi Minh City - you studied in Hanoi at the Hanoi Vocational Education Centre...? 

C :  Yes, that's right. I got a certificate in Jewellery Design. Some of my jewellery samples of 

work were on display at last week’s international trade fair in Hanoi- and that is where I met 

your company representative, and found out about job opportunities with your company.  

H: Why did you choose to apply for this job? 

C :  Well, the job seems to be very interesting, and I want a challenge to work somewhere 

where I could also use my English.  

H : Hm,...and why do you think you might like to work for our company? I mean....it's very far  

 away from where you live? 

C :  Well, I've been looking for a job like this for a long time. And my contribution would be of 

use to you. Your company is small, I think I can help it grow. And in the longer term I will 

gain experience, and hope to return to either start up a company of my own, or perhaps to 

help your company expand into Vietnam,or perhaps become an importer of your products 

into Vietnam. I have many ideas for the future. I feel that my skills through working with 

many small scale Vietnamese jewellers could easily by applied to your company, and I 

could fit in well. My references show that I achieve results of high quality, and I am a good 

team worker. 

H : OK. This sounds interesting. We are constantly looking for talented and skilled workers, and  

 are very open to new ideas about future business possibilities. But if you do not stay with us 

 on a long-term basis, how long do you think you could stay with us? 

C : Well, that depends, minimum three years.....I’d like to see, as I said,  what possibilities exist  

 for the future. And I think that the time I spend with your company would be very useful for both  

your company but also, as I said, for my own future.  

    

                                             Celtic Design Jewellery Ltd. 

           Jeweller Craftsman/woman 

Required for small manufacturing firm with immediate effect. Certified Jewellery Craftsman with 
understanding and command of design processes, including cutting, shaping, polishing, stone 
setting, mounting, welding and engraving.  

In return there is an attractive salary, 25 days annual holiday. The work environment is attractive 
and career progression is possible. 

For an application form, please telephone 01-7654879 (24-hour answerphone) or write to Ms Hazel 
Browne, Celtic Design Jewellery Ltd, PO Box 2495, Dublin. 
We are an Equal Opportunity Employer and we welcome applications from all sections of the 
community. 
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H :  Well,...that really is interesting.  I want to create a good working 

atmosphere...team spirit and also...expand, and I am open to new ideas. You 

could be just the right candidate to introduce new ideas into our company. Do you 

have any questions for us? 

C: Yes, I do. Apart from the salary you offer, are there any other perks with the job? 

H:  Well, hmm, at the moment all we can offer is the job, but soon we hope we can offer company 

  perks, such as travel discounts in your case perhaps.  

C: That does sound interesting.  I just want to say again now that I really am interested in the job, 

 and I would be happy to take up the challenge of a new working situation.  

H: Well then, thank you for coming here. We will tell you our decision in a few days from now. 

C: Goodbye then, and thank you. 
 
 
 
 
 

TASK 3: Go through Stacy's and / or Chan's interview(s) and find appropriate phrases 

that show: 
 
 
 
 

A. Enthusiasm, interest, ambition, confidence. 
 
 
 

B. That you have the ability to do the job. 
 

 

 
C. That your aim is to give all the information necessary to help you get the job. 
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2.4.3 Job Interview Practice 

 
Who conducts the interviews? 

Usually members of the Human Resources Team, at a larger company, are responsible for  
interviewing. 

What kind of questions can candidates expect to face? 

A sample of the questions applicants could expect are: 

Why have you applied to us? 
What do you know of our business? 
What qualities/skills do you have which make you suitable? 
Tell me about your extra-curricular activities.  
Can you give an example of when you worked in a team/led a team?  
Describe a time when you were under great pressure.  
How did you cope?  
What was the outcome? 

If applicants have never been to an interview before and are unsure what to expect,  
how best can they prepare themselves? 

Preparation is very important before an interview. Find out as much as possible about the 
company/ organisation.  

Take a look at the company website and read company reports and case studies of 
employees.  

Take some time to recall your experiences and achievements and how they could 
demonstrate your personal qualities and the challenges you faced. 

Is the type of qualification received important?  

For a technical career, the applicant will need to have a technical qualification. 

Is it important for candidates to have demonstrated a broad range of activities  
outside training? 

They are certainly encouraged, but they are not essential for applying for technical jobs.  

 

TASK 1: Study the following recommendations, which can help you to answer interview 
questions more effectively. 
 
What the interview is about 

Interviewer: Tell me about yourself. 

You: Remember, this is a job interview, not a psychological or personal 
interview. The interviewer is interested in the information about you 
that relates to your qualifications for employment, such as education, 
work experiences and extracurricular activities. 

Interviewer: What do you expect to be doing five years from now? Ten years from now? 

You: Here the interviewer is looking for evidence of career goals and ambitions 
rather than minutely specific descriptions. The interviewer wants to see 
your thought process and the criteria that are important to you. 

Interviewer: Why should I hire you? 

You: Stress what you have to offer the employer, not how nice it would be to 
work there or what you want from the employer. 
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Interviewer: What are your ideas about payment? 

You: Research wages levels in your field before your interview so that you 
know the current salary range for the type of position you are seeking. 

Interviewer: Why do you want to work for our company/organization? 

You: Not having an answer is a good way to get crossed off the candidate list, 
and is a common question asked by interviewers. Research the employer 
before your interview; attempt to find out about the organization's products, 
locations, clients, philosophy, goals, previous growth record and growth 
plans, how they value employees and customers, etc. 
 
 
 
 
 
 
 
 
 
 
 

TASK 2:  Now study the following list of typical interview questions given on the 

next page. Then work in pairs. Each of you should choose seven or eight questions. 

Try out a job interview by asking each other these questions and answering them. 

http://www.career.vt.edu/JOBSEARC/interview/SALQUES.html
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Typical Interview Questions  
 

PERSONAL  PAST EXPERIENCE 

• How do you think a friend or teacher who 

knows you well would describe you? 

 • In what ways have your 

college experiences prepared 

you for working life? 

• What are your strengths and, weaknesses? 

• Describe a situation in which you had to work 

with a difficult person (another student, co-worker, 

customer, supervisor, etc.). How did you handle 

the situation? Is there anything you would have 

done differently ? 

 

• Describe a contribution you made 

to a project on which you worked. 

• Why did you select your college? 

• What led you to choose your 

subject? 

• What motivates you to put forth your greatest 

effort? Describe a situation in which you did so. 

• What college subjects did you 

like best? Why? 

• How do you determine or evaluate success? 
• What college subjects did you like 

least? Why? 

• Was there an occasion when you disagreed 

with a supervisor's decision or company policy? 

Describe how you handled the situation. 

 

• If you could do so, how would you 

plan your courses differently? 

• What two or three successes have given you 

the most satisfaction? Why? 

• Do you think your grades are a 

good indication of your success and 

achievements? 

• Describe your most rewarding experience. 
• What have you learned from 

 doing extra-curricular activities? 

• In what kind of work environment are you 

most comfortable? 

 

  

• How do you work under pressure? 
 THE JOB 

 
 

 

FUTURE PLANS 

 • In what ways do you think you can 
make a contribution to our 
organisation? 

• Why did you decide to seek a job 

with this organization? 
• What are your long-range / short-range goals 

and objectives? 

• How do you plan to achieve your career goals? • What two or three things would be 

most important to you in your job? 
• What are the most important rewards you 

expect in your career? 

• Describe a situation in which you worked as 

part of a team. What role did you take on? What 

went well and what didn't? 

• What criteria are you using to 

evaluate the organisation for which 

you hope to work? 

• Can you relocate? Does 

relocation bother you? 
• In what part-time, co-op, or summer jobs have 

you been most interested? Why? • Are you willing to travel? 

• How would you describe the ideal job for 

you following graduation? 

• Are you willing to spend at least 

six months as a trainee? 

• Why did you choose the career for which 

you are preparing? 

• What qualities should a 

successful manager / head of 

department possess? 
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Interviewee: Questions you can ask during a Job Interview 
A job interview is an opportunity for you to learn more about a potential employer. Indeed, 
what you learn from an interview can make you yourself decide if you really want the job 
yourself. The following are examples of the types of questions you might ask at your job 
interview.  

 

Sample Questions 

 
"If I work hard and prove my value to the firm, where might I be in five years?" 
 
“Do you have a further internal training program?” 

"I read in your literature that your training program is comprised of three six-month rotations. 
Does the employee have any input into where he will go at the end of each rotation? How do 
you evaluate the employee's performance during the training period?" 

 
"Can you describe for me what a work week is like as an employee at XYZ Company?"  

"How many individuals complete your training program each year?" 

"When does the training program begin?" 
 

"How long is the training program?" 
 

"Do most trainees advance fairly rapidly through the program?" 
 

"What career paths have others generally followed after completing the program?" 
 

"What is a typical day [for a position, e.g. plumber, electrician] in your company?" 

"What other positions and/or departments will I interact with most?" 

 "To whom does this position report? Who are the superiors I will have to report to?" 

"How will my performance be evaluated?" 

"How often are performance reviews given?” 

"What are the opportunities for advancement?" 

"Does your company/organization encourage its employees to do/ take additional courses?" 

 "How would you describe the organization's culture/environment?" 



ALLVET CBHE Erasmus + Project  609952-EPP-1-2019-1-RS-EPPKA2-CBHE-JP  
HE and VET alliance establishment according to Bologna Principals implementation via VET teachers’ capacity building 

 

   
 40  

TASK: Below there is a list of DOs and DON’Ts for an interview. Which are most 
useful for you? Why? 

 
Interview DOs 

 

Listen to be sure you understand your interviewer's name and the correct pronunciation. 

Even when your interviewer gives you a first and last name, address your interviewer by title (Ms., Mr., Dr.) 
and last name, until invited to do otherwise. 

Maintain good eye contact during the interview. Sit still in your seat; avoid fidgeting and slouching. 

Respond to questions and back up your statements about yourself with specific examples whenever 

possible. Ask for clarification if you don't understand a question. 

Be thorough in your responses, while being concise in your wording. 

Be honest and be yourself. Dishonesty gets discovered and is grounds for withdrawing job offers  

You want a good match between yourself and your employer. If you get hired by acting like someone other 
than yourself, you and your employer will both be unhappy. 

Treat the interview seriously and as though you are truly interested in the employer and the opportunity. 

Exhibit a positive attitude. The interviewer is evaluating you as a potential co-worker. Behave like someone 
you would want to work with. 

Have intelligent questions prepared to ask the interviewer. Having done your research about the employer in 
advance, ask questions which you did not find answered in your research. 

Make sure you understand the employer's next step in the hiring process; know when and from whom you 
should expect to hear next. Know what action you are expected to take next, if any. 

After the interview, make notes right away so you don't forget details.  

Write a thank-you letter to your interviewer promptly. 

Interview DON'Ts 

 

Don't make excuses. Take responsibility for your decisions and your actions. 

Don't make negative comments about previous employers or trainers 

Don't falsify application materials or answers to interview questions. 

Don't treat the interview casually, as if you are just shopping around or doing the interview for practice. This 
is an insult to the interviewer and to the organization. 

Don't give the impression that you are only interested in an organization because it is near you. 

Don't give the impression you are only interested in salary; don't ask about salary and benefits issues until 
the subject is brought up by your interviewer or you are invited to ask questions. 

Don't act as though you would take any job or are desperate for employment. 

Don't make the interviewer guess what type of work you are interested in; it is not the interviewer's job to act 
as a career advisor to you. 

 Don't be unprepared for typical interview questions. You may not be asked all of them in every interview, but 
being unprepared looks foolish. 

 A job search can be hard work and involve frustrations; don't exhibit frustrations or a negative attitude in an 
interview. 

 Don't assume that a female interviewer is "Mrs." or "Miss." Address her as "Ms." unless told otherwise. Her 
marital status is irrelevant to the purpose of the interview. 
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2.4.4 Follow-up after an Interview 

At the conclusion of an interview, the employer should tell you what happens next. If the 

interviewer does not do that automatically, then ask. Most employers will give you a rough 

idea of how long they think it will take to finish the selection process. This might depend on 

the need to hire a new member of staff as well as other internal factors, e.g. pressure due 

to more urgent issues, staff available to train the new employee, etc. 

If you haven't heard from the company after the mentioned period of time and you are 

still interested in the job, it is completely acceptable to contact the firm again. The best 

way is a follow-up letter or email.  

 

Sample follow-up email:  
 

 

TASK 1: Write a follow-up letter on the basis of the following information. 

Situation: You had an interview recently on 30 July 21 with Mr Yanov Olegskaya. 

Write to him and thank him for the chance you had to meet and get to know the team 

members at the company. Thank him for the friendly welcome that you experienced. 

Mention that you have seriously considered the possible tasks involved in the job. Add that 

you see these as a challenge and that your experience so far allows you to be able to fit in 

well in a team within a short space of time, and that you would soon be able to work in 

company workgroup teams positively and effectively. Repeat your interest in the company 

and that you are very interested in the position, and that you are looking forward to an 

answer from the company. 

End you letter appropriately. 

Re: Interview September 3, 2021 
 
Dear Ms Alexandra Shermatova 

 
Thank you for taking the time out of your busy schedule to talk to me about the sheet metal 
worker position with XXX Company. I appreciate your time and consideration in interviewing 
me for this vacancy. 

 
After speaking with you and the company, I believe that I would be a perfect candidate for this 
particular job, with my quick learning skills that are needed for the job you are offering. 

 
In addition to my overall enthusiasm, I would bring the technical skills necessary  
to get the job done well. 

 
I am very interested in working for you and look forward to hearing from you once the final 
decisions are made regarding this position. Please feel free to contact me at any time if 
further information is needed. My cell phone number is (555) 111-4321. 
 
Yours sincerely 
Oleg Nabokov 

 
Thank you again for your time and consideration. 

 
 

Yours sincerely 
Charlotte A. Leffen (handwritten signature) 
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3 GRAMMAR SUPPORT SECTION 

3.1 Tenses: Active Form. Complete the Table: 
 

Tense Example Usage 

Present She always works hard. facts, habits, opinions. 

Present Cont.   

Past   

Past Cont.   

Present Perfect   

Present Perfect Cont.   

Past Perfect   

Past Perfect Cont.   

 
3.2 Tenses: Passive Form. Complete the Table 

 
 Active Voice Passive Voice 

Present They write the letters.  

Present Cont.   

Past   

Past Cont.   

Pres. Perf.   

Pres. Perf. Cont.  - 

Past Perf.   

Past Perf. Cont.  - 

Future I   

Future I Cont.  - 

Future II   

Future II Cont.  - 

 
3.3 Identify the Tense  

 

1 The contract had already been signed before the manager’s meeting. 

2 The applicant has already handed in his application documents. 

3 After the manager asked for it, the documentation was reviewed. 

4 Candidates were called in individually to enter the interview room. 

5 The application will be handed over to the personnel department before the end of the month.. 

6 Only one employee got promoted last year. 

7 After an inspection team condemned the building, it was pulled down in order to be rebuilt. 

8 All our staff have been doing intensive English language group training. 
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3.4 Adjectives and Adverbs 

ADJECTIVES: Adjectives describe / refer to people and objects (nouns, pronouns). 
They are used before a noun: “He gave a long introduction.” 
They can also be used after some verbs: be, become, get, seem, stay: “The secretary is polite.” 

 
 
FORMING ADVERBS 

 

Regular: Irregular: Others: 

adjective + ly  
adverb extreme + ly 

 extremely  
Note:  true  truly, 
simple  simply, easy  
easily, basic  basically,  
full  fully 

good  well, 
fast  fast, 
hard  hard 

  very, quite, 
often, always, sometimes, soon,   
inside, of course, etc. 

 

 
USAGE: Adverbs refer to verbs: The manager replied politely. With adjectives: He was extremely 
nervous.  

 
 
Some verbs change meaning when used with adverbs or adjectives. 
 
Verb with Adjective with Adverb 
look look good = pretty, beautiful look well = not ill, good health 
feel feel good = in a good state, healthy, 

happy 
feel well = being able to recognize objects by 
touching them 

smell smell good = delicious smell well = having the ability to smell 
taste taste good = delicious taste well = ability to taste something. 

 

 

COMPARISON 

Regular 

short adjectives and adverbs with adjectival 

forms: 

short – shorter – shortest  

happy – happier – happiest 

fast – faster – fastest 

longer adjectives and adverbs with ly-ending: 

careful – more careful – most careful 

perfectly – more perfectly – most perfectly 

Irregular 

 

little – less – least  

bad(ly) – worse – worst 

good - well – better – best  

far – further – furthest 

 

 
 
USAGE EXAMPLES: 

This firm is more reliable than the other. The more they produce the lower the costs. 
We should deliver as early as possible. After many weeks he became more and more 
confident. 
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3.5 Use of Comma: Problem Areas 
 

1. To separate a non-defining,‘extra information’ relative clause:  

 My friend Thomas, who comes from Hamburg, is a student of Business Administration. 
 
Note: No comma with defining (necessary) relative clauses:  
 
Do you know the student who lives next door? 

2. When an adverbial clause comes before the principal clause: 

 If you fail to attend the lectures, you may fail the exam.  

 Note: You may fail the exam if you fail to attend her lectures. (No comma!) 

3. To separate appositions:  

Bill Murray, the comedian popular with many people all over the world,  

declared that someone had made a mistake..... 

4. To separate ‘connectives’ (e.g. however, though, of course, then, 
nevertheless, too, moreover, in addition....):  

His plan, however, was rejected by the majority. 

5. To separate items in a list / series:  

The president visited Hungary, Greece, Portugal (,) and Spain. 

6. To separate ‘sentence adverbs’ in mid-position:  

They failed, in spite of all their efforts, to complete the project. 

 
7. To list adjectives:  

He was eager, interested and talkative. 
 
 

Note: No comma is used before that, what, where, when, if, after verbs of saying /  
      thinking / reported speech. 

 
We would like to point out that we are very much 
interested in your products.  
They had no idea where the factory was situated. 
We didn’t know when the course started. 
Dung asked if he could have more time to finish the task. 
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Task: Practice with Commas 
 

Put commas where they belong.  A few of these sentences do not need commas.   
 
1. We are having peas and carrots beef and cake for dinner. 

2. Mr. Goodyear my English teacher says we have to learn how to use commas. 

3. He says “Remember Tran use commas before and after you address someone directly.” 

4. Phu Tau said “Did you do the homework Tuan?” 

5. The teachers at Ericson Academy work hard to teach the students. 

6. Cho painted the fence white blue and green. 

7. We waited at the bus stop on Phu Tac Lane after school.  

8. My mom who is a nurse cares for sick injured and disabled people. 

9. One famous basketball player Michael Jordan won five MVP awards.   

10. “Don’t go there” said Mai.  

11. Robert Louis Stevenson was a Scottish writer of novels poems and essays. 

12.  Now Mr. Bond we will saw you in half.   

13.  Tran Thi Mai said “Stop asking me so many questions Xuan.” 

14. Ho Chi Minh City the largest city in the south of Vietnam has many skyscrapers. 

15. No Quinn I don’t want to go away on holiday with Tuan.   

16. Tuan said “But they keep picking on me Zhou.” 

17. Wang my next-door neighbour has two daughters a son and a puppy. 

18. That Tuesday which also happens to be my birthday is the only day we can take the test. 

19.  Wang Li who often cheats on his homework is really only harming himself.   

20.  Binh the main forward of the team is having a bad week.     

 
Part Two: Write a sentence showing the following: 
 

1. Use commas to set off an interruption in the flow of the sentence. 
2. Use commas before and/or after directly addressing someone. 
3. Use commas to separate three or more items in a series. 
4. Use commas before or after a quotation. 
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3.6 Error Correction 
Task: Correct errors in the letter below. 

 
Hanh Huong 

250 Prices Fork Road 

Townsville 

Hong Kong 

jessica. rence@dr.edu 

 

June 14, 2021 

Ms. Charlene Price 

Director of Personnel 

NBC - National Bank Corporation 

Borneo 

 

Dear Ms. Price! 
 

as I have been indicating in our telephone conversation on thursday, June 11, I would like to apply 

for the marketing assistant post you put in the March 12th edition of the Borneo Times and World 

News. With my secretarial training, my further educational courses at Liberty College, and my work 

experience, I belief I could make a valuable contribution to NBC in this position. 

In August I will compete my secretarial training from Hong Kong Polytechnic Institute. I have been 

attending courses since three years and was involve in a marketing research project, that had 

given me experience interviewing and helping with the analysis of datas. I also have completed a 

course in statistics and research methods. 

In adition to vocational work, I have experiences as a bookkeeper in a smal independent bookstore 

with an annual budget of approximately $120,000. Because of the small size of that business, I 

helped out in most aspects of organizing the business, including advertisement and markets. As 

the bookkeeper, I produced reports that allowed the owner/buyer to asses the stock needs. I also 

developed ideas for special promotional events. 

I believe, that the joining of my business experience and training is well-suited to the marketing 

assistant position you described. In my previous position, I have proven that I can work 

independent. 

I have enclose a copy of my CV with additionally informations about my qualifications. Thank 

you for your help. I forward to receive your reply. 

Sincerly, 

 
 
 
 

Viktor Andropov 

Encl: CV 

mailto:jessica.%20rence@dr.edu
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4  Part B : VOCATIONAL BUSINESS CORRESPONDENCE 

4.1 Letters 

The following examples and exercises provide practical advice for common types of business 
correspondence. Please note that when working for a company you should always check 
available examples in order to follow the company rules. 

 
 
 

4.1.1 Types of Business Documents 

 
TASK 1: This is a brief explanation of business documents. Use the relevant names from 
the list below on the next page.  

 
“First  of  all,  potential  customers  usually  send   in  a and  we  reply  with  an 

  . This could be a which gives our full range of products 

plus an up-to-date   . If the customer already knows exactly 

which of our products are 

required, a  giving the exact prices is sent. A or 

  are similar but are more often used when installation or work is carried 

out. The next step is when we wait and hope that an  is placed. Before supplying the 

goods we sometimes make a_ _  from a credit reference agency if we’re not sure of 

getting paid. If the customer, for example, needs an import licence, we send a  , which 

is almost identical to the normal invoice. 

 
In situations when the delivery or transit time is really long, an  is posted. If 

the goods happen to be transported by road or rail, a  is used, if we deliver with 

our own trucks, a  is issued. 

 
With the goods, or a short time later, the customer will receive an  or bill, which 

is the request for payment. When they’re paid, Sharon often mails out a   , which 

is proof of payment. 

 
Sometimes  mistakes  can  happen.  In  the  case  where  a  customer  is  charged  too  much,  a 

    is   sent.   When  the  opposite  occurs,  i.e.  the  customer   is   undercharged,    

a   is sent. 
 
 

If the customer is slow in paying, we have to forward a   . Regular 

customers normally have an account with us and receive a  showing what they owe us. 
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In general our customers are very satisfied. If they're not, they‘ll make a  . 
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List of Types Of Business Documents 
 
 

Advice note: to tell a customer that the goods are on their way. 

Catalogue: a descriptive list of goods. 

Complaint: made when wrong, defective, inferior quality or wrong quantity of goods are 
received or supplied. 

Consignment note: used when a firm does not deliver goods itself but sends them. (cf. 
delivery / despatch note) 

Credit enquiry: information sought by the seller from a bank or credit reference 
agency on the creditworthiness and reliability of a buyer. 

Credit note: sent by the seller after the invoice has been paid and the invoice was too 
high. Can also be sent when the buyer returns goods. 

Debit note: sent by the seller showing the buyer that the amount he has to pay is 
greater than the amount shown on the invoice. 

Delivery / despatch note: used when goods are delivered in the suppliers own 
vehicle. Contains details of the quantity, number and description of the goods. (cf. 
consignment note) 

Estimate: written offer to do certain work or to supply certain commodities at stated cost 

Invoice: sent by the seller of the goods on credit to the buyer showing the quantity, quality 
and price of the goods sold and the conditions of sale and delivery. 

Letter of enquiry: sent so seek information about goods or services. 

Offer: promise submitted by a buyer or seller to indicate willingness to enter an 
agreement under specified terms. 

Order: instruction to supply certain goods at the price and upon the terms mentioned. 

Price list: a list of the goods offered for sale showing current prices. 

Proforma invoice: sent in advance before goods are supplied. Often used for goods 
sent on approval or by the foreign buyer to apply for an import license or for opening 
a letter of credit. 

Quotation: an offer to sell certain goods at a price under certain conditions that are stated. 

Receipt: a written acknowledgement of money received. 

Reminder / collection letter: sent by the seller when goods are not paid for or by the 
buyer in the event of delay in delivery. 

Statement of account: sent by a firm to its customers showing the balance due on that date. 

Tender: a written offer given in answer to an advertisement inviting quotations 
for large construction projects e.g. a hospital or bridge. 



ALLVET CBHE Erasmus + Project  609952-EPP-1-2019-1-RS-EPPKA2-CBHE-JP  
HE and VET alliance establishment according to Bologna Principals implementation via VET teachers’ capacity building 

 

    50  

 

 

 

4.1.2 Letters of Enquiry and Correspondence Practice 

TASK 1: Compare the lay-out of the two letters: addresses, salutation, complimentary close 

Examples 1 and 2 

 

Vladimir Okuchek  
Yaowarat Road  

Kazan 

KhamPhoo@bkt.ru 

July 12, 2021 

Ms.Thaksin 

Special Programs Assistant 
Social Care Services 
Phatanaveh 12 
Bangkok 

Internship Inquiry 
Dear Ms.Thaksin: 

I am a junior at Kazan Technical College doing a vocational diploma in care services. I am seeking an 
internship for this summer, I found that you operate several care programs with different social groups. I am 
writing to inquire about possible internship opportunities with your organization. 

My work background and coursework have supplied me with many skills and an understanding of 
dealing with the adolescent community; for example: 

 I worked as an assistant for a local intervention center looking after teenagers.  

 I have been active at my college as a resident hall assistant, which requires me to establish rapport 
with one hundred and fifty students and advise them on personal matters, and college policy. In 
addition, I develop social programs and activities each term for interested students. 

My enclosed resume provides additional details about my background. 
I will call you next week to see if it would be possible to meet with you in early August to discuss your 
program and my possible cooperation in it. 

Sincerely yours, 

 

Maschinenbau Im 
Industriegelände  

72116 Mossingen 
Germany 

06 July 2021 
H&B Hardware 
71 Hallowell Road 
Beaufort Gwent NP3 5FR 
Great Britain 

Ref.: Cogwheels 

Dear Sir or Madam 

We refer to your advertisement of 30 June in the E&T Trade Magazine and were also impressed by your 
presentation at the latest fair in Leeds. 

We are a small but successful company in Mossingen producing machinery for medical and pharmaceutical 
laboratories. As we are planning a series of tests in preparation for a new product, we need 250 cogwheels 
in five different sizes according to specific demand. We are very interested in your range of products and 
services you offer. 

Could you please send us your current price list together with your latest brochures and at least three 
different product samples? We are prepared to place a substantial order if the standard of your products 
meets our requirements. Could you please also let us know what discounts you offer for large orders? 

As we would like to make a decision about appointing a new supplier as soon as possible, we 

would appreciate an early reply.  

Yours faithfully 

Development Engineer 
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I 
 

 
 

 

 

 
 
 

TASK 2: Study the differences between British English and American English. 
 

Differences between British English and American English: 
 

  
BE 

 
AE 

Date 30 July 2018 or 

30/07/2018 

(dd/mm/yyyy) 

July 30, 2018 or 

07/30/2018 

(mm/dd/yyyy) 

Salutation + complimentary 

close (if you know who you 

address) 

Dear Mr /Ms 

Yours sincerely 

Dear Mr. / Ms. Jones: 

Sincerely yours, / 

Sincerely, 

Salutation + complimentary 
close 

(if you don’t know who you 
address) 

Dear Sir or Madam / 

Madam or Sir  

Yours faithfully 

 
Dear Sir or Madam: / Madam 
or Sir: / To whom it may 
concern 

Faithfully yours 

Sincerely yours, / Sincerely, 
 

 
 

 
Vocabulary & Phrases 

TASK 3: Make sure you know these expressions from formal letters.  

Fill in the table below with your translations into your own language. 
 

to seek  

to require  

demands  

terms of payment  

terms of delivery  

negotiate  

as soon as possible  

in advance  

quantity discount  

at your earliest convenience  

to be obliged to do sth 

If you do not pay the invoice by the end of this 
week, we will take legal action. 

 

to appreciate 

We would appreciate an early reply. 
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General Rules For Business Correspondence: 

 Always start your text with a capital letter. 
 As the sender, in addition to your postal address you should write your phone and fax  

numbers plus email contact. 
 Include a subject line. 

 Always mention your job position at the end of the correspondence - you are not writing  

as a private person but for your company or institution where you hold a  

specific role or position. 
 
Don’t forget: use more formal und clear language. 
 
 
 
 
 
 

 
 
 

TASK 4: Please fill in the missing words from the box below into the following letter, which  
is a letter of enquiry. 
 
 

 
 
What do you think is the main idea/ purpose of the paragraphs in the letter? 
 

 

negotiable      obliged  advance   quantity-discount   
seeking    supply       to place    refer      range of products
 operating 
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Letter of enquiry: 

BLEND Cosmetics      August 20th, 2021 
11 Thorn Rd   
London 
E15 1DN 
 
Dear Mr Ericson 
 
We  to your advertisement of 6 July in the British Manufacturer's Journal and 
were also most impressed by your  displayed at the British Tourist Information Office 
in Liverpool. 
 
Smythson is a medium-sized wholesaler  both domestically and internationally 
and is currently  a manufacturer who could   us with cosmetics for the 
European teenage market. 
 
As it is our policy  large orders of 10,000+ units, we expect an appropriate 
   in addition to a 15% trade discount off net list-prices. Terms of 
payment are  . 
 
If the above conditions are of interest to you, we would be much  if you could 
send us your current catalogue and price-list at your earliest convenience. Thanking you 
in _____________. 
 
Yours sincerely 

Christian Harper 

Christian Harper 
Chief Buyer 

Tel: +44 8081 570303 
Fax: +44 8081 570313 

Reg. No. 68861 
VAT No. SW 4661-739 

SMYTHSON WHOLESALERS LTD 
42 Anfield Road 
Liverpool L4 0TH 
UNITED KINGDOM 
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TASK 5: You have seen this advertisement on a website. 
 

 

You are interested enough to send an enquiry asking for further details. You work for the 

Aleksei Technology Company, in Saratow, Russia. You want to send the enquiry to 

Nolatec, 47 Tottenham Court Road, London W1T 2EE, England. 

 
Use the following information to write a letter of enquiry. 

 
Date is the tenth of the month. Refer to a call you had with Ms. Lewis. She had promised 

information material but there is no sign of it so far. Express your interest in the product and 

in an offer soon, and that you might be interested in bulk orders should the device be the 

right one for you. See if you can get a lower price if you ordered over 100. Ask about 

payment and delivery. You need the equipment before the end of next month, so do not 

forget to ask for a fast response. 
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4.2 Using the Phone: Telephone Enquiry 

 
A. CALLS OUT (i.e. when you make a call) 

 

Starting off 

Good morning, afternoon, evening.   Hello. Hi. (informal) 

 

Saying who you are 

My name is ... (first introduction) This is John Browne speaking ( not Mr Browne ) 

 

Asking to speak to someone 

Could / May / Can I speak to ... please? Could / May / Can you put me through to ... 

please? Could / May / Can I have extension 356, please? 

I’d like to speak to ... please Mark Smith, Accounts department, please. 

 

Reason for call 

It’s about ... I'm ringing to let you know that... 

I’m calling about ... I’m ringing to find out if / ask you / tell you 

about... I'm phoning because I need ... / in connection with... 

 

Showing you understand 

I see. Right. OK. I understand. Yes. Fine. 

 

Requesting assistance 

Could you help me please...? Is there anyone who could help me on / with this? 

 

Phoning back 

Could you phone me back on this? Could you get back to me on this? 

 

Leaving a message 

Could you give her/him a message, please? Could you please tell her/him that ... called about .? 

Could you please ask ... to call me back around ...? Could you please tell ... that I’ll call her/him 

 back later? 

 

Leaving your number 

My number is.... You can get me on... I'm on 7768934 until five o'clock. 

 

Confirming details 

Let me / Shall I repeat that back to you? 

Well, I look forward to receiving your fax at / before ( time ) 4 pm / meeting you on ( a day ) 

Monday / hearing from you in ( month ) August 

 

Thanking 

Thank you very much for everything / your help. Thanks for your help / 

assistance. Thanks a lot / a million. Goodbye. (informal) 

 

Finishing 

I look forward to seeing / hearing from you / meeting you. 
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Nice talking to you. Goodbye.  Talk to 

you. Bye. (informal) Goodbye. Bye for now. (informal) 

 

 
 

B. CALLS IN (i.e. when you receive the call) 
 

 

All calls should be answered within four rings. If not, the customer should be thanked for 
waiting or an apology should be offered. Examples are: 'Thank you for waiting.' or 'Sorry for the 
delay in answering the phone’. 

 

 
Introducing yourself when picking up the receiver for an external call 

Good morning / afternoon / evening, ... National Irish Bank, Dublin branch, Accounts department,  

Mary Burns 
(first and last name) speaking – (how) can I help you / what can I 

do for you? CALLER: Could I speak to Michael Redmond, please? 
RECEIVER (Michael Redmond): (Yes,) speaking. 

Introducing yourself when answering an internal call 

Marketing Department, Martin Long (first and/or last name) 

speaking. Can I help you? / What can I do for you? 
 

Asking who is calling 

Who’s speaking / calling please?  Who am I 

speaking to? And your name is? / And you are? (informal) 

Who would you like to speak to? 

 

Transferring 

One moment please. Putting / Transferring you 

through...... Could you hold on a moment while I 

transfer you to........? 
Explaining that someone is not available 

I’m afraid, Ms. ... / Mr. ... · is not available at the moment / is tied up at the moment / is out / is 
with a client / is in a meeting / is on another line at the moment / is on a call. 

I’m afraid his line is engaged / busy. 

I'm sorry, but ... is on holiday / away on business / not in the office today / this week. 
 

Helping the caller 
Would you like to wait or should I ask / get him/her to call you back? Do you 
want to hold? Could you ring / phone / call back later? Could you hold on a 
moment, please? Would you like to leave a message? / May I take a message? 

 
When taking message or enquiry details, make sure you repeat the customer's name and 
telephone number back to them. The spelling should also be checked. 

 
Asking for the caller's phone number 

Could I have your number please? Could you leave / give me your phone 
number please? Do you mind leaving / giving your number please... 

Reacting to thanks 
Receiver : Thank you very much. (Normally the caller does the 
thanking!) Caller : No, thank you very much ! 
Receiver : Not at all. / Don’t mention it. / No problem. / You’re welcome. 

Finishing 
I look forward to seeing / hearing from / 
meeting you. Thanks for calling / your call. 
See you soon. / Speak to you soon. / Until then. / Goodbye. / Bye (informal). 
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TASK: Roleplay in pairs. Use the phrases from above. 

 

One of you is playing John / Jessica White, who works as a designing assistant at the 
Department of International Design Bristol, UK. 

The other one is an applicant who applied a couple of weeks ago and was told that he / 
she would be invited for an interview within the next few days. This has not happened yet. 
As a result, he/she wants to know what has happened and whether the interview will 
eventually take place. 

 

Now follow the structure: 
 

John / Jessica Whyzheg Applicant 

Answers the phone  

 Greets and introduces himself / 

herself.  

Asks for Mr Rowland 

Says that Mr Rowland won’t be available in the 

next few weeks 

 

 Asks who is now in charge of the applications 

Explains that he / she is in charge now 

Asks what he / she can do for the caller 

 

 Explain the entire situation 

Apologizes for not having called yet 

Explains that he / she is new and hasn’t 

managed to deal with Mr Rowland’s tasks in any 

detail 

Suggests date for interview 

 

 The applicant is not available at the suggested 

date 

Asks for new date 

Suggests a new appointment date  

 New appointment is OK 

Asks where 

Says where  

 Inquires whether he / she should present some 

work samples 

Work samples would be a good thing to have  

 Also possible to send them in beforehand via e-

mail? 

Agrees  

 Asks for address 

Give his / her e-mail address (j.whyzheg@int-

design.uk) 
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 Repeats address 

Summarizes  

Thanks 

Thanks … 
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4.3 Terms of Payment and Delivery 

 
Introduction 

 

TASK 1: What is important when placing an order? Refer to the graph and explain. 
 

 

 
 

 
 
 
 
TASK 2: Translate into your native language the explanation in the box to check your 
understanding. 

 

 
 

 

When the seller and the buyer contract for trade, they have to agree on certain issues, e.g. goods, 
their specification, price, terms of payment and delivery of the goods from the seller to the 
buyer. The delivery of the goods includes several matters for further decisions, e.g. delivery and 
taking delivery, contract of delivery, division of costs, transfer of risk, export and import 
formalities, documents, packaging, inspection, and information. The parties may agree on these 
issues or they may use a term of delivery, which defines the mutual obligations. Moreover, they 
have to negotiate the terms of payment. 
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Terms of Payment 

 

 
TASK 1: Try to match the following terms 1-17 with the explanations A-Q below.  

 
 

1. Letter of credit (L/C) / Documentary Credit (DC) 

2. Documents against payment (D/P) = Cash against documents (CAD) 

3. Documents against acceptance (D/A) 

4. Cash with order (CWO) 

5. Cash in advance 

6. Cash on delivery (COD) 

7. Payment on receipt of goods 

8. 30 days net 

9. 2 months' credit 
10. 2% for cash 

11. 10 days 2% 

12. Strictly net 

13. Against 3 months' acceptance 

14. Open-account terms 

15. Hire purchase (HP) 

16. Leasing 

17. Payment on receipt of invoice 
 
 

 

 
A. ........................................................................... 

Importer's bank guarantees that exporter receives payment after exporter carries 
out his / her side of the agreement satisfactorily. 

B. ........................................................................... 
Customer sends payment together with order. 

 
C. .......................................................................... 

Buyer receives documents after making payment. Goods can then be collected. 
D. .......................................................................... 

Customer pays within 2 months. 

 
E. ........................................................................... 

Buyer receives documents after signing i.e. acceptance of after-sight draft. 
Goods can then be collected. After a period of time buyer pays 

 
F. ........................................................................... 

No discount allowed but customer has 30 days to pay. 

 
G. ........................................................................... 

Customer pays when goods are received. 
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H. ........................................................................... 

No discounts permissible. Customer pays for goods before they are sent. 

 
I. ........................................................................... 

2% discount is given if goods are paid for in cash. 
 

J. ........................................................................... 
Customer pays when (s)he receives invoice. 

 
K. ........................................................................... 

Goods will be delivered if customer accepts a draft where payment becomes due after 3 
months. 

 
L. ........................................................................... 

2% discount is given if goods are paid for in 10 days. 
 

M. ........................................................................... 
Forwarding agent collects payment due on invoice when delivering the goods. 

 
N. ........................................................................... 

Customer is allowed to use a product for a specified time in return for a rent. 
 

O. ........................................................................... 
Method of buying goods where customer pays a deposit and balance is paid 
over an agreed time through regular instalments. 

 
P. ........................................................................... 

Arrangement for regular and reliable customers who pay monthly or quarterly 
instead of paying for each separate delivery. 

 
Q. ............................................................................ 

Customer has to pay net price. No discounts allowed. 
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4.3.1 Terms of Delivery  (INCOTERMS) 

TASK 1: The main points regarding incoterms (international commercial terms) are given  
below, and they show that the seller is better off with E and F group. The C and D group  
of conditions are better for the buyer. For more detailed and complex information see : 
 

https://www.tradefinanceglobal.com/freight-forwarding/incoterms/ 
 
 

 

Incoterms is a set of definitions of international trade custom. Incoterms include the 

definitions of several international customs of trade. When the seller and the buyer decide 

to include an incoterm abbreviation in their contract of trade, it means that they will follow that 

custom of trade and decide about mutual obligations. 

 
They have been grouped into four different categories. 

 
The E Group 

(EXW Ex Works + named place) means that the seller only has to have the goods ready at his 

premises, the buyer is responsible for all transportation and insurance necessary. 

 
 

The F Group 

(FCA Free Carrier + named place, FAS Free Alongside Ship + named port of shipment and 

FOB Free on Board + named port of shipment) Here the seller has to bring the goods to a 

location where a company appointed by the buyer will undertake the main transportation to 

the buyer's premises. The buyer pays for the main transport and insurance. The F Group is 

very common because it is normally easier for the exporter to arrange transport in his/her own 

country. 

 
 

The C Group 

(CFR Cost and Freight + named port of destination, CIF Cost, Insurance and Freight + named 

port of destination, CPT Carriage Paid to + named place of destination, and CIP Carriage and 

Insurance Paid to + named place of destination) This is where the seller has to organize and 

pay for the main transportation. CPT and CIP can be used for any mode of transport. 

 
 

The D Group 

(DAT Delivered at Terminal + named place, DAP Delivered at Place + named place and DDP 

Delivered Duty Paid + named place of destination) Here the seller has to bear all costs and 

risks to bring the goods to the country of destination. 

 
 

Other terms of delivery 

 
Franco domicile means that the seller pays the delivery costs. 

Carriage/Freight paid is the opposite to Carriage/Freight forward and means that the 

seller pays the main freight costs. 

 



ALLVET CBHE Erasmus + Project  609952-EPP-1-2019-1-RS-EPPKA2-CBHE-JP  
HE and VET alliance establishment according to Bologna Principals implementation via VET teachers’ capacity building 

 

    63  

4.4 The Offer 
 

TASK 1: Read the letter and correct the mistakes.  
 
 

BLEND COSMETICS 
11 Thornham Grove - London E15 1DN 

 
TEL: +44 3069 990485 FAX: +44 3069 990495 E-MAIL: info@blendcos.co.uk 

http://www.blendcos.co.uk 
 
 

SMYTHSON WHOLESALERS LTD 
42 Anfield Road 
Liverpool L4 0TH 
UNITED 
KINGDOM 

 
09 August 2018 

 
Our Ref: ENQ 671 Your Ref: CH/BC 

 

 
Dear Mr Harper 

 

further of our telecon from today we can confirm, that we are in a position to offer the 

goods you asked for with a quantity discount of 5%, and a revised trade discount of 

10%. This means a final prise of £37,230 including VAT which, all in all, represents a 

very well deal for you. As explained we would supply an order for 10,000 units with 

the terms of payment being 30 days after receive of invoice. We are of course 

prepared to review this and consider open-account terms after a period of regular 

trading. 

 
Please find enclosed our catalougue and price list. As requested, examples are 

included. Prices are ex-works. We look forward to recieve your instructions. 

If you have some further questions, please do not hesitate to contact us. 
 
 

Faithfully  

Damien Parry 

mailto:info@blendcos.co.uk
http://www.blendcos.co.uk/
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TASK 2: Join the abbreviations in the box with their equivalents.  
 

 
 

  : that means / that is 

  : for example / for instance 

  : per procura 

  : pages 

  : care of 

  : please turn over 

  : edited by 

  : see another entry 

  : stamped addressed envelope 

  : very important 

  : Post Office Box 

  : et cetera / and so on 

  : namely 

  : enclosure(s) 

  : compare 

  : chapter 

  : post paid 

  : Errors and Omissions Excepted 

 
i.e.    e.g.   viz.   PTO   etc.   NB   c/o   P.O.B. 

 
pp (3 poss.)      S.A.E.       cf.    enc.(s)     Ch.         q.v.    ed.       E. & O.E. 
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4.5 The Order 

TASK 1: Re-arrange the paragraphs of the following order correctly.  
 
 

SMYTHSON WHOLESALERS LTD 
42 Anfield Road 
Liverpool L4 0TH 
UNITED KINGDOM 

 

Reg. No. 68861 Tel: +44 8081 570303 
VAT No. SW 4661-739 Fax: +44 8081 570313 

 

 Ref: CH/BC 12 August 2018 
                    Mr Ericson 

BLEND Cosmetics 
11 Birnham Wood 
London E15 1DN 

 
ORDER S03-67 

 
Dear Mr Ericson 

 
( ) Our carrier will arrive at your premises between 9-11am on 18 August to collect 
goods for transportation. If this order is carried out successfully further business will 
follow. 

 
( ) To ensure that they are not damaged in transit we must require strong boxes for 
packing. All boxes should be clearly marked FRAGILE in black lettering. 

 
( ) Please find enclosed our order for lines CJ4, DA11,NM23 and HJ33 together with 
quantities and prices as agreed. Please ensure that goods are delivered without 
differences from the sample. 

 
( ) We look forward to receiving your acknowledgement. 

 
( ) We confirm receipt of your letter of 09 August and would be interested to know what 'a 
period of regular trading' involves regarding length of time and quantity of goods ordered. 
We would also be interested in prices quoted FOB London in future. 

 
Yours sincerely 

 

Christian Harper 

Christian Harper 

Chief Buyer 
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TASK 2: The different types of orders are listed below. Please fill the gaps by inserting the 

appropriate verbs from the box in the correct form. 
 
 

to deliver to order to test  to commit  to buy to grant   

to want    to ask           to require to reorder to conduct    

 

Trial order: The customer ........... a small quantity so that he can ......... the quality. 

 
Firm order: Here the customer ............... himself to ............... the goods. 

 
Standing order: The customer ............... for goods to be ............... in certain 

quantities at certain intervals. 
 

Merchandise at call: A large amount of goods is ordered and the customer has 
specific amounts delivered as he .......................... them. 

 
First / Initial order: This is the first business ................. between the companies. 

 
Advance order: The goods are ordered a considerable time before 

the customer actually ............... delivery. 

 
Bulk order: This is where large amounts are ordered and 

customers are often ...................... large 
discounts. 

 
Repeat / Follow-up The customer .................... the same goods again. 
order: 

 

 
TASK 3: Write a Letter in English  
 
You thank for the offer made on the 5th July by a company you are interested in. Choose a 
company of your choice on the internet and find an address for contacting them. See if they 
could let you have a sample of their products.  
 
You want a quantity discount of 15% and say that that is a condition for going ahead with  
the enclosed order A388. You want them to confirm in writing that they agree to this.  
 
You want a longer term supplier, and they could become one if they could grant some special 
conditions on terms of payment and delivery. 
 
Make sure you get a fast answer from the company.  

 
End the letter in a correct way. 
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4.6 The Invoice 

Below is an example of what a bill, or invoice from a business can look like. 
 
 

 
BLEND Cosmetics, 11 Birnham Wood, London E15 
1DN Tel: +44 3069 990485, Fax: +44 3069 990495 
http://www.blendcos.co.
uk e-Mail: 
info@blendcos.co.uk VAT 
No. UK 9K334F 

 
Invoice No.  5641/H    Invoice Date Aug 18 2021   Account No. n/a Customer Ref. n/a 

 

 
INVOICE TO 

 
SMYTHSON WHOLESALERS 
42 Anfield 
Road Liverpool 
L4 0TH 

 

DELIVER TO 
As above 

INVOICE 
 

CUSTOMER ORDER REF. 87/191/G 

Quantity Description 
/Specification 

Catalogue No. Unit price Total price VAT VAT amount 

10,000 Cosmetics 
assortment 

CA 01 £3.65 £36,500.00 20% £7,300.00 

 Delivery 
Charge 

 £ 0.00   

Sub-total  £36,500.00  
Quantity discount @5% -£1,825.00 
Revised trade discount @10% -£3,650.00 
VAT @20%  £6,205.00 
Total amount due £37,230.00 

 
 

 

 

 

 

 

 

http://www.blendcos.co.uk/
http://www.blendcos.co.uk/
mailto:info@blendcos.co.uk
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TASK 1: Fill in the missing words of the following definition. 

 
An invoice (bill BE) is a document issued by a       to a        , and it lists the______ 
or services supplied, and states the         amount due. It is usually prepared on special 
invoice       (billheads AE).   

 

 
TASK 2: Explain the meaning of the parts of the invoice given above. 
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EXPORT DOCUMENTATION 

 
When goods are exported a number of special documents need to be used as most 
governments have strict controls on the movement of goods. 

 
 

 
1. Air Waybill / Air Consignment Note: Needed by an importer to collect goods  

from an airport terminal. 
 

2. Import or Export Licence: Prepared by an importer/exporter giving detailed 
descriptions of goods being sent. 

 
3. Bill of Lading: Document issued when goods are given to a shipping company  

for transport by sea. 
 

4. Single Administration Document: Standard document used by EU states in  
order to eliminate having to use all other forms. 

 
5. Customs Declaration: Gives details of the type and value of the goods and  

is used to compile monthly trade figures for statistical purposes. 
 

6. Consular Invoice: Some countries require a copy of the export invoice, which 
must be stamped and signed by their Consul situated in the exporting country. 

 
7. Certificate of Origin: Shows where the goods were manufactured. 

 
8. Export Packing List: Required by governments before goods can be exported  

or imported. 

 
9. Letter of Credit: Both importer and exporter are protected as the contract is  

guaranteed by their banks. 
 

10. Certificate of Insurance: Evidence that the goods are protected against  
loss or damage. 
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4.7 Complaint Procedure 

 
TASK 1: Read the sample letter of complaint. What is the problem/ are the problems? 

     Do you have a trade standards authority in your country? 
 

Sample Letter of Complaint 

 
774 Keokuk Court  

Elgin, Alberta 7362 

   Steve Simons 
Manager 
High Stores, Inc. 

2400 Highway 81  

Elgin, Alberta 7362 

15 August 2021 

Ref.: Problems with Garden Sprayer 

Dear Mr. Simons, 
 

I am writing you concerning three plastic garden sprayers that I bought in the last two months 

from your High Store in Elgin. The plastic sprayers are XXL Spray-Master two-gallon hand-

held sprayers, model number 8992, and cost $38.96 each. I bought the first sprayer on June 

28, 2021. 

 
All three of these sprayers had a faulty flow control. The handle control is made of plastic. After 

about two hours of use, the plastic lever control wears out. I followed the instructions that came 

with the product. All three sprayers had the same problem. I changed the first two sprayers a 

week after each sale. The third one I still have. I have enclosed a copy of the receipt and the 

instructions/parts manual. 

 
Since this is the only type of sprayer High-Mart stocks and since High-Mart is the only store in 

Elgin that sells sprayers, your customers have to either buy this faulty sprayer, or go out of town 

to buy an alternative. I must ask High-Mart Stores to ask the manufacturer to correct this 

problem. Or you must stock a different brand sprayer. I expect a refund of $38.96 (for the third 

sprayer) and a letter (either from High-Mart, or from the product's manufacturer), explaining the 

situation. 

 
I choose to do my business in Elgin because I believe buying products from Canadian 

companies. This helps the local and national economy. Stocking bad quality products forces 

customers to look for other sources, probably from foreign markets. 

 

What does this say about Canada’s business? The standards in this case are poor, and if 

nothing is done to satisfy me, I see no other option than to make a formal complaint to the 

Canadian Trade Standards authority. 

Yours sincerely, 
 

 
Ray Stockton 

 

Encl.: copy of receipt, operation and service instructions 
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TASK 2: Identify the structure of the complaint and fill in the table below. 

 
 

 Purpose of the paragraph 

Paragraph 1  

 

 

Paragraph 2  

 

 

Paragraph 3  

 

 

Paragraph 4 and 5 

 

 

 

 

 

 

 
 
 
TASK 3: Discuss: Do you think this way of complaining is efficient? 

 
 

TASK 4: Writing Practice 

Five weeks ago you ordered 250 cogwheels from H&B Hardware, 71 Halloday Road, 

Blenheim, BL3 5FR, Great Britain. Originally, delivery was promised within four weeks after 

placement of order. After finally receiving the ordered products, you discover that 50 of the 

cogwheels are the wrong size. Two others were damaged because of unprofessional 

packaging. As the cogwheels are necessary for a test series in order to launch a new 

product, you are now behind schedule. Write to Mr Jones, the Sales Manager of H&B. 

 

 

Beginning 

- consignment for our order of 21 July 

- not turned out to our satisfaction 

- we regret that your delivery …. 

- the goods reached us … late 

 

Adjusting 

- return the whole consignment 

- replacement within five working days 

- discount for delay 

- request the reasons for delay I poor quality, 
etc. 

 

Ending 

- in the future we expect ... 

- isolated incident 

- otherwise forced to find an alternative 
supplier 
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TASK 5: Writing Practice 

 

According to the general structure for complaints, write a letter based on the following  
information: 

 
You ordered a product. Choose which one and the company. 

You need it asap. 

You were promised a fast delivery within 3 days. Now it is 12 days, and no product arrived.  

The order number you received was 459954. You phoned to ask why it had not appeared. 

No one could help you on the phone. 

You are annoyed.  

You want an explanation. 

You want to cancel the order as you no longer need it. 

You need the company to confirm that you cancelled your order. 

You think of an incentive to make the company do what you want them to. 
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4.8 Terms and Expressions used in Business Documents.  
Check you know these expressions and translate into your own language. 

 
accordance, in accordance with  

acknowledgement, to acknowledge  

advice note  

amount, to amount to  

appreciation, to appreciate  

asap / as soon as possible  

at your earliest convenience  

bill  

catalogue  

charge, to charge  

committment, to commit to sth.  

complaint, to complain  

confirmation, to confirm  

credit enquiry  

credit note  

credit reference agency  

current  

debit note  

delivery/despatch note  

estimate, to estimate  

form  

hesitation, to hesitate  

in anticipation  

invoice, to invoice  

letter of enquiry  

literature  

negotiation, to negotiate, negotiable  

offer, to make an offer, to offer  

order, to place an order  

permission  

price list  

prior  

proforma invoice  

proof, to prove  

quantity discount  

quotation, to quote  

range of products  

receipt, to receive  

regarding, with regard to  

reminder, to remind  

reply, to reply  

request, to request  

requirement, to require  

revision, to revise  

statement of account  

tender, to tender  

terms of delivery  

terms of payment  

to be due  

to be obliged to do sth.  

to be obliged to sb.  

to bear (costs)  

to conduct business  

to rescind a contract  

to return (goods)  

to seek  

to stipulate  
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unit price  

VAT 
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TERMS OF PAYMENT 

PAYMENT-RELATED VOCABULARY  TERMS OF DELIVERY 

bank transfer  CFR  

bill of exchange  CIF  

deposit 

discount 

 

 

CIP  

CPT  

to grant a discount  DAT  

quantity / bulk  

discount 

 DAP  

DDP  

cash discount  

trade discount  EXW  

instalment  FAS  

price reduction  FCA  

rebate  FOB  

 

ORDER-RELATED VOCABULARY 

order   firm order  

to place an order  first / initial order  

to execute an order  merchandise at call  

advance order  standing order  

bulk order  trial order  

repeat / follow-up 

order 

  

 

EXPORT DOCUMENTATION 

Air Waybill / Air Consignment Note  

Bill of Lading  

Certificate of Insurance  

Certificate of Origin  

Consular Invoice  

Customs Declaration  

Export Packing List  

Import / Export Licence  

Letter of Credit  

Revocable/Irrevocable Letter of Credit  

Single Administration Document  
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4.9 E-Mail Writing: Diverse Tasks and Practice 

 

 

TASK 1: There are no universally accepted rules for writing e-mails, but here are some 
useful guidelines. Match each rule (A-H) to the reason why it is useful.  

 
 

Guidelines for Writing Emails: 
 

A Create a subject line with 

impact. 

B Write short sentences. 

C Keep paragraphs short. 

D Don’t always trust your spell 

check.  

E Put your signature on the 

message. 

F Proofread the message before 

sending it.  

G Use headings, bullets and 

numbering. 

H Add one personal touch to your 
message. 

1 It saves people scrolling down to see if there is   
more text. 

2 These will guide the reader and make the 

message easier to grasp. 

3 It can’t tell the difference between your and 

you’re, or theirs and there’s. 

4 It is more likely that someone will read your e-mail. 

5 On one level, all business is personal. 

6 There is less chance the reader will miss anything. 

7 It creates a more professional image if there are 
no silly errors. 

8 You do not need complex grammar or 
punctuation. 

 

 
 
 
 

An Overview of Style in Emails 
 
 

 

Formal This is the style of an official/ business letter. Ideas are presented politely and carefully, 
and there is much use of fixed expressions and long words. The language is impersonal. 
Grammar and punctuation are important. This style is not common in emails, but you can 
find it if the subject matter is serious (for example a complaint). 

Neutral/ 
Standard 

This is the most common style in professional/work emails. The writer and reader are 
both busy, so the language is simple, clear and direct. Sentences are short and there is 
use of contractions (I’ve for I have etc.) The language is more personal. However, the 
style is not similar to speech – the style of speech is too direct. 

Informal This is the most common style for emails between friends. Sometimes the email can be 
very short or it could include personal news, funny comments, etc. This is the style that 
is closest to speech, so there are everyday words and conversational expressions. The 
reader will also be more tolerant of bad grammar, etc. 
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Style In Emails: More Formal Example 
 

 

 
 
 
 
 

Style In Emails: More Informal Example 
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TASK 2: E-mails, particularly internal e-mails, generally have fewer formal 
expressions and are less formal than business letters. Using the expressions in the 
boxes, re-write the following parts of business letters as e-mails.  
 
 

 
 

 
 
 
 

 
 
Dear Vasily, 

 
Thank you for your letter of September 12

th
. 

Unfortunately, I shall be unable to attend the 
meeting on the 21

st
. I would appreciate it if you 

could send me a copy of the minutes. 

 
Best wishes, 
Zakiya  

 I’m delighted to tell you that as of Jan 2 

we are offering substantial discounts on all 

orders over 

€1,000. If you wish, I would be happy to 

send you further details and a copy of our new 

catalogue. 
  

 I regret to inform you that the board turned 

down your proposal. I would like to 

apologise for not getting back to your sooner 

on this, but I’ve been in Montreal all week. 
  

 
I am writing to confirm our appointment on 
May 3

rd
. My flight gets in about 11 am. With 

regard to my presentation on the 4
th
, could you 

make the necessary arrangements? I have 
enclosed a list of the equipment I’ll need. 

I look forward to meeting you next week.  

Bokiyotovich 

  
Further to our telephone conversation this 
morning, I’d be grateful if you could send me a 
full description of the problem and I’ll pass it on to 
our technical department. 

Thank you for taking the time to do this. If I 
can be of any further assistance, please do 
contact me again. 

I look forward to hearing from you. 

 

Bad news: … Cheers. Could you do me a favour and …?  

Good news: from …  Got your message … Hi … Shall I …?  

Sorry about …  Sorry, but I can’t make … About … Are we still OK for …?  

Following …    If you have any questions, let me know.  

I’m sending you … as an attachment.  Please … See you …    

Speak to you soon.  Thanks. 
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Formal or Informal? 
 

TASK 3: Match the informal phrases (1-15) with the neutral/formal phrases (a-o). 
 

 

Informal/Neutral Neutral/Formal 

 
1. What do you need? …. a) with regard to…(or With reference to) 
2. Thanks for the email of 12 Feb. …. b) I can assure you that… 
3. Sorry, I can’t make it. …. c) We note from our records that you have not… 
4. I’m sorry to tell you that… …. d) Please let us know your requirements. 
5. I promise…  …. e) I was wondering if you could… 
6. Could you…? …. f)  We would like to remind you that… 
7. You haven’t… …. g) I look forward to meeting you next week. 
8. Don’t forget… …. h) Thank you for your email received 12 February 
9. I need to…  …. i)  I am afraid I will not be able to attend. 
10. Shall I…? …. j)  Would you like me to…? 
11. But…/ Also…/ So… …. k) I would be grateful if you could… 
12. Please could you… …. l)  Please accept our apologies for… 
13. I’m sorry for… …. m) It is necessary for me to… 
14. Re… …. n) We regret to advise you that… 

15. See you next week. …. o) However,…/ In addition,…/ Therefore,… 
 

 
TASK 4: As e-mails are often used for quick messages, abbreviations are common. Do 
you know what the following stand for? 

 

 

ASAP  RE  IMHO   FW 
BCC  CC  FYI NNTR 

RSVP AFAIK BTW F2F IOW 
 

TASK 5: Match the words and phrases below to make fifteen complete expressions. More 

than one solution might be possible. 

 
 

this is just if you’re having problems 
the report to negotiate costs 
e-mail me was due reminder 
room itemised on fees 
fully a quick yesterday 
quote the delay in estimate 
give precise report as an 

attachment 
sorry for a rough getting back to you 
send a breakdown of costs figures 
a detailed first draft of the for the project 
be under proposal in a budget 
get a stick to head office 
set and missed the deadline 
let me pressure from on schedule 
I just know what the position is asap 
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TASK 6: Rewrite the emails below by exchanging the phrases in italics with 
more informal phrases. Use contractions (e.g. I’ll) where appropriate.  

 

 
Email 1 
I am afraid I will not be able to attend the meeting on Friday. As I will miss the meeting, I was 
wondering if you could send me a copy of the minutes? I will write to Anita as well, to inform her 
that I will not be there. Once again, please accept my apologies for this, and I can assure you I will 
be at the next meeting. 

Sorry I can’t make it on Friday    
 

 

 

 

 

 

 

 

 

 

Email 2 
Thank you for the email of 25 January where you requested assistance on how to order on-line. 
It is necessary for me to know your a/c number before I can deal with this. I would be grateful if 
you could also provide details of which version of Windows you are using. 

 
 

 

 

 

 

 

 

Email 3 
With reference to your order number J891- we received it this morning, but you have not filled in 
the sections on size and colour. Please let us know your exact needs. These products are selling 
very well at the moment, and we regret to advise you that the medium size is temporarily out of 
stock. However, we are expecting more supplies in the near future. Would you like me to email you 
when they arrive? 
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       TASK 7: Look at the phrases in italics in the three emails below. One phrase in each pair 
       comes from a company with a formal culture, the other phrase comes from a company  
       with an informal culture. Underline all the phrases from the formal company. 

 

 

 

Email 1 

 

  
 

 

Email 2 

 

  
 

 

Email 3 

 

  
 

 
 

 

 

 

 

 

 

 

(1) Dear Ivan / Hi Ivan 

(2) I’m writing to invite you / We would be very pleased if you could come to a meeting here on 14 

May. (3) It has been arranged / I’ve arranged it to bring together all our colleagues working in 

Central Europe (4) to / in order to share experiences about working in this market. (5) Your 

attendance will be very welcome / It’d be great to see you. 

The meeting will last all day and will have an informal agenda – (6) you won’t need to / it will not be 

necessary to write a report for it or make a presentation. (7) Refreshments will be provided / 
There’ll be plenty to eat and drink during the day. 

(8) Hope to see you in May! / Your presence at the meeting will be very useful. Please let me 

know if you (9) will be able to attend / can make it, (10) asap / as soon as possible. 
Best regards, (11) Tomas Vladovitch 

(12) Thanks a lot for the invite / Thank you for your kind invitation. (13) I would be delighted to attend 

/ I’d love to come to the meeting. (14) It sounds like a great idea / I am sure it will be very useful. 

Please let me know if there’s anything I can do to help from this end. 

(15) Will it be okay / Would it be possible to bring Duc Tuyan as well? He’s a new member of our 

team and is an expert in the Asian market. (16) Thanks again / Thank you once more for your 

invitation, and (17) I look forward to seeing you / See you on 14 January. 

(18) Thanks a lot for the invite / Thank you for your kind invitation. Unfortunately, I have another 

appointment on that day. (19) I’m very sorry that I will miss the meeting / Please accept my 

apologies. 

Please send my regards to everyone at the meeting, and (20) let me have a copy of any report 

arising from the discussion / email me and let me know how it went. 

I hope (21) we can meet up soon / we will have the opportunity to meet on another occasion in the 

near future. (22) Good luck with the meeting! / I’m sure that the meeting will be a great success. 
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TASK 8: This e-mail is important, so it is written in capital letters, which makes it look as if 
 the sender was shouting. Rewrite the e-mail using correct capitalization and punctuation.  
 
 

 

IM WRITING TO ASK YOU TO SEND ME SOME INFORMATION ABOUT YOUR NEW 
TRANSLATION SOFTWARE ITS THE PROGRAM THAT OFFERS TRANSLATIONS INTO SIX 
LANGUAGES AND WAS ADVERTISED IN THE JULY ISSUE OF CT PC MAGAZINE KAYOKO 
MATSUI OUR IT EXPERT FROM JAPAN WOULD LIKE TO TEST THE PRODUCT SO COULD 
YOU SEND A DEMO VERSION DIRECTLY TO HIM PLEASE AS HE WILL BE ON HOLIDAY 
NEXT WEEK WE WOULD LIKE TO RECEIVE THE SOFTWARE AS SOON AS POSSIBLE 
THANK YOU 
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TASK 9: Although this text was run through the spellchecker, there are still a 
number of mistakes. Find all 20 mistakes and correct them. 

 

I’d really like to complement you on you’re new product line. I think its grate that you’ve 
mad it available for the Mac, to. Are they’re any features on the PC version that are not 

on the one four the Mac? At the monument, we are planning too order a set of 
programmes this autumn, if hour test results are positive, of coarse. However, we cannot 
except the terms and conditions as they are know. Whose responsible for setting the 
prizes?  
Although we are very interested in the software, weather we by it or knot may depend on 
the cost. 

 

 

Internal Memo Emails 
 

 

Emails are often short internal messages, however they should be clearly organized. 
A typical structure for any piece of written communication, short message, or longer 
report, is given in this flow chart: 

 
 

Situation 
 

  

Problem or 
Objective 

 

  

Solution 
or 

Strategy 

 

  

Closing 
comment 

 

 

TASK 10: Read these two e-mails. Which one do you like better?  Why?  
 

Version 1 

 

Version 2 
 

Subject: Visit tomorrow 

Mr Trovetsky from Russia Textile and Garment JSC will be looking around the company 
tomorrow, from about 10.00. It is important to make a good impression. Please: 

1 Inform all staff in your department 

2 Remind them to greet Mr Trovetsky by name and take time to answer his questions. 

3 Arrange lunch breaks so that there is always someone available in your 

section. Thank you for your help. 

Subject: Visit of Mr Trovetsky, Russian Textile and Garment JSC 

to our company tomorrow  

Tomorrow we will have the pleasure to welcome Mr Trovetsky from Russian Textile and Garment 

JSC as a visitor to our company. His company intends to place a large order with us, and we hope 

that this will become a long- term business relationship. It is therefore very important to make a 

good impression, and all the staff in your department should know about his visit and be as helpful 

as possible. They should greet him by name, answer any questions he asks, explain procedures, 

etc. He will be looking around the company from about 10.00, after his meeting with me. I would like 

to make sure that there is someone present in every section over the lunch period, in case he has 

any questions. Thank you for your cooperation in this matter. 
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TASK 11: Rearrange the information in the e-mail below and rewrite it to 
make it clearer. Give it paragraphs and a suitable subject line.  

 

Otto 

How are you doing? Got the joke you sent me – very funny. I’ve e-mailed you those 
statistics you wanted, by the way. Hope they come in useful for your presentation. Spoke 
to George in accounts the other day. 
He sends his regards. On the subject of accounts, did you send me your report? I don’t 
seem to have it. Let me know how the presentation goes. Please don’t forget that report. 

 

Subject: ………………………………………………………………………………………………. 

 
………………………………………………………………………………………………………… 
………………………………………………………………………………………………………… 
………………………………………………………………………………………………………… 
……………………………………………………………………………………………… 
………………………………………………………………………………………………………… 
………………………………………………………………………………………………………… 
………………………………………………………………………………………………… 

 
TASK 12: Rewrite the email. Think carefully about what information you need to 
include. Underline the key words to help you.  

Subject: Mrs Ruzko’s retirement at the end of the year 
As you may know, Mrs. Ruzko will be retiring at the end of the year. She has made a great 
contribution to our company, and will be missed by all her colleagues. She has been with 
the company for fifteen years, moving up from Sales Assistant to Sales Manager during 
that time. To show our appreciation, we would like to organize a small leaving party for Mrs 
Rothe after work on her final day. We will be coming round with a large brown envelope if 
you want to make a contribution – the amount you give is as you think is right. The leaving 
party will be after work on 20 December, in the main conference room. Everyone is 
welcome, and we hope that as many people as possible will come to say goodbye to Mrs 
Ruzko. I look forward to seeing you there. 

 
 

Subject: 

…………………………………………………………………………………………….…. 

……………………………………………………………………………………………..… 
……………………………………………………………………………………………..… 

……………………………………………………………………………………………..… 

……………………………………………………………………………………………..… 

……………………………………………………………………………………………..… 

……………………………………………………………………………………………..… 

……………………………………………………………………………………………..… 

……………………………………………………………………………………………….. 
……………………………………………………………………………………………….. 

……………………………………………………………………………………………….. 
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Email Language: Arranging a Meeting 

 

TASK 13: Look at the words and phrases in italics. In each case, two are appropriate but 
one is not. Cross out or underline the word or phrase that is not appropriate. The symbol  
‘-’ means no word. The first one has been done for you. 

 

1. What time would be convenient for / be convenient / suit you?  

2. Are you free sometime / anytime / one time next   week? 

3. Could we meet on / -/ at Thursday during / on / in the afternoon? Perhaps on / -/ at 3 

pm?  

4. Yes, I think I shall / should / would be able to make next Friday morning. 

5. I’ll email / return to / get back to you later today to confirm it. 

6. I’m out of the office for / until / till 2 pm on that day. Any time after that could be / is / 

would be fine. 

7. I’m afraid I’m busy / occupied / tied up all day next Tuesday. 

8. Pardon me, / Sorry, / I’m afraid I can’t make / control / manage it on that day. 

9. Sorry, I’ve already got an arrangement / an appointment / a promise on that day. 

10. What if / What about / How about Wednesday instead / in place of / as an 

alternative? 

11. Would you mind / matter / object if we put the meeting back / off / away to the 

following week?  

12. I am very sorry / regret again / apologise again for any inconvenience caused. 

13. I look forward to see / seeing / speaking to you next week.  

14. Give me a call / telephone / ring if you have any problems. 

15. Give my regards / best wishes / compliments to Mr Brown. 

 
 

Email Language: Verb Tenses 
 

TASK 14: Complete the email from a secretary by putting the verbs in brackets into 
a form of will or the present continuous.  

 

 

 

 

 

As you know, you (1) …’re going.... (go) to Hong Kong on Wednesday. I’ve spoken to Mr 
Wang’s secretary and the details of the trip are now more or less planned. You (2) 
………....…….(catch) the 8.00 flight from City Airport. Someone (3) ……………. (be) at the 
airport to take you to the hotel – you (4) ……….……(stay) at the Marriot for just one night. 
At 11.00 you (5) ……………. (meet) Mr Wang at his office. I’m sure he (6) .................. 
(take) you out to lunch. After lunch you (7) …………….. (not/do) anything until 4 pm, so you 
(8) ………….. (have) time to go back to the hotel if you want. The travel agency (9) 
………………..(send) the tickets here by courier this afternoon, so I (10) ………………. 
(give) them to you as soon as they arrive. 
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Email Language: Word Choice 

 

 

TASK 15: Read the email. Then choose the best word to fill each gap from A, B, C  
or D below.  

 

 

  
 
 
 
 
 
 
 
 
 

(1) A have heard B don’t hear C did hear D haven’t heard 
(2) A before B ago C previous D since 
(3) A have been B did be C were D are 
(4) A still B yet C already D however 
(5) A yet B still C longer D soon 
(6) A is going B goes C went D go 
(7) A for B already C while D since 
(8) A for B as C while D since 
(9) A I work B I had worked C I worked D I’ve been working 
(10) A I don’t leave B I’m not leaving C I haven’t left D I’m not going to leave 
(11) A has been B had been C was D is 
(12) A talk B have talked C have been talking D was talking 
(13) A mentions B mentioned C has mentioned D has been mentioned 

 

Hi Gadong, thanks for your email. I (1) ...D.. from you for ages! Was it really a year (2) …. 
that we (3) …... at the Training Centre? Do you know, I’ve (4) …. forgotten the name of our 
teacher! Anyway, I’m pleased to hear that you’re (5) …… enjoying your job, and that your 
relationship with Carolina (6) … well. 
Yes, I know it’s been ages (7) …. I last emailed you too, but I’ve been really busy. (8) …. the 
last few months (9) …. at a wine bar. I start work at six every evening, and (10) ….. until five 
a.m. I’m really enjoying it now, although at first it (11) ….. difficult. There are always so many 
people ordering things at the same time. 
By the way, I (12) ….. to Jamang on the phone the other day and she (13) …. you might 
come over here for a visit. Please do – you know you’re always welcome to stay at our 
house. 
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TASK 16: Practice:  E-Mail Writing 

 
Write an e-mail using the information below. 
 

 
Write to your colleagues Stefan and Klara. 

 
Suggest that Thursday would be a good day to meet to discuss work progress. 

 
Ask about who will start work first on the new project, and lead the next project 
meeting. 

 
Ask what your friends think about including relevant employees from a subsidiary of  
your company in a neighbor country in your project. Ask what your friends think might  
be a good idea for improving the situation with foreign colleagues re communications.  

 

End your email with some suggestions for possible joint free-time activities during the 
weekend coming up. 
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4.10 Summary of Phrases for Letter and Email Writing 
 
 

Basics 

Formal/Neutral Informal 
 

Name Dear Mr/Mrs/Ms Shermatov Hi/Hello Mrs Shermatov 
Dear Donetzk Donetsk, ... (or no name at all) 

Previous contact Thank you for your email of ... Thanks for your email. 
Further to your last email, ... Re your email, 
I apologise for not contacting you Sorry I haven't written for ages
 but I've been really busy. 

 

Reason for writing I am writing in connection with ... Just a short note about ... 
I am writing with regard to ... I'm writing about ... 
In reply to your email, here are ... Here's the ... you wanted. 
Your name was given to me by ... I got your name from ... 
We would like to point out that ... Please note that ... 

 

Giving information I'm writing to let you know that ... Just a note to say ... 
We are able to confirm that ... We can confirm that ... 
I am delighted to tell you that ... Good news! 
We regret to inform you that ... Unfortunately, ... 

 

Attachments Please find attached my report. I've attached ... 
I'm sending you ... as a pdf file. Here is the ... you wanted. 

 
Asking for Could you give me some information about... Can you tell me a little more about .. 

information I would like to know ... I'd like to know 
… I'm interested in receiving/finding out... Please send me 
... 

 

Requests I'd be grateful if you could ... Please could you ... 
I wonder if you could ... Could you ...? 
Do you think I could have ...? Can I have ...? 
Thank you in advance for your assistance. I'd appreciate your help on this. 

 

Promising action I will... I'll ... 
I'll investigate the matter. I'll look into it. 
I will contact you again shortly. I'll get back to you soon. 

 

Offering help Would you like me to ...? Do you want me to ...? 
If you wish, I would be happy to ... Shall I...? 
Let me know whether you would like me to ... Let me know if you'd like me to ... 

 

Final comments Thank you for your help. Thanks again for ... 
  Do not hesitate to contact us again … Let me know if you need anything. 

Please feel free to contact me if you have Just give me a call if you have 
any questions. My direct line is ... any questions. My number is 

 

Close I am looking forward to ... (+ -ing) Looking forward to ... (+ -ing) 
Give my regards to ... . Best wishes to ... 
Best wishes Speak to/ See you soon. 
Regards Bye (for now)/All the best 
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Writing Styles  
 

 
Formal/Informal Formal/Neutral Informal  

Example phrases Thank you for your email received 12 Feb. Thanks for the email. 
 With regard/reference to … Re … 
 I would be grateful if you could … Please could you … 
 We regret to advise you that … I’m sorry to tell you that … 
 Please accept our apologies for … I’m sorry for … 
 I was wondering if you could … Could you …? 
 We note that you have not … You haven’t … 
 We would like to remind you that … Don’t forget that … 
 It is necessary for me to … I need to … 
 It is possible that I will … I might … 
 Would you like me to …? Shall I …? 
 However, …/ In addition, …/ Therefore, … But, …/Also, …/ So, … 
 If you require any further information, 

please do not hesitate to contact me. 
If you’d like more details, 
let me know. 

 I look forward to meeting you next week. See you next week. 

 assistance/due 
to/enquire/inform/information 

help/because 
of/ask/tell/facts 

 

 obtain/occupation/posses/provide/repair get/job/have/give/fix  

 request/requirements/verify ask for/needs/check 
(prove) 

 

 

 

 

 

Direct/Indirect 
Direct Indirect: polite/diplomatic 

 

Requests Can you …? Could you …? 
Please could you …? I was wondering if you could ...? 

 

Asking for permission Can I …? Is it all right if I …? 
Could I …? I wonder if I could …? 

 

Offering help Can I …? Would you like me to …? 
Shall I …? Do you need any help with …? 

 

Making a suggestion What about … (+ ing)? Why don’t we …? 
Shall we …? Perhaps we should …? 

 

  Giving bad news    There is a problem.    I’m afraid there is a small problem. 
     It seems there is a slight problem. 

That will be very expensive. That might be quite expensive. 
Won’t that be a bit expensive? 

We can’t do that. I’m not sure we can do that. 
That gives us very little time. Actually, that doesn’t give us much 
time It would be better to ask Heidi. Wouldn’t it be better to ask Heidi? 
I disagree. I can see what you’re saying, 

but … Don’t you think that …? 
To be honest, I think it might be better to… 



ALLVET CBHE Erasmus + Project  609952-EPP-1-2019-1-RS-EPPKA2-CBHE-JP  
HE and VET alliance establishment according to Bologna Principals implementation via VET teachers’ capacity building 

 

    80  

5 DESCRIBING CHANGE 

TASK 1: Look at the following graph about sales of spare parts, and put one of the  
numbers next to the given words or phrases. 
 

 
 

800            

700 
           

600 
           

500 
           

400 
           

300 
           

200 
           

100 
           

0 
           

Jan Feb Mar Apr May June July Aug Sep Oct Nov Dec 

 
 

( ) trough 
( ) erratic movements  
( ) a gradual rise 
( ) to level off 
( ) a dramatic fall  
( ) fluctuations 
( ) to reach a peak 

( ) a sharp recovery 
( ) a gradual fall 

(  ) a plateau 

(  ) to take a plunge  
( ) a steady increase 
(  ) to leap upwards 
( ) a decline 

(  ) to slump 

 

 

TASK 2: Adjectives can be used to describe the degree of change. Fill in corresponding adverbs, 
 and then use the verbs to try to describe the graph in Task 1. 

 
A dramatic fall to fall ………………… 

An abrupt rise to rise ……………….. 

A sudden decline to decline ……………… 

Moderate growth to grow ……………… 

A slight increase to increase …………….. 

A rapid drop to drop ………………… 

A gradual decline to decline …………… 

A steady recovery to recover …………… 

Erratic sales to sell ………………….. 

A constant levelling off to level off ……………… 
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Referring to Graphs and Tables 
Graphs and tables are visual representations that can give 
information both directly and indirectly. In other words, 
readers sometimes may have to make inferences or draw 
conclusions based on the data given as well as their 
knowledge of the world. Following are some expressions we 
may use when making inferences: 
From the information given, I conclude that / infer that / 
assume that 
  . 
From the information given, it can be decided that / 
concluded that / inferred that / assumed that  . 
The information (in the text / in Figure…) implies that / 
suggests that 
/ hints that  . 

Describing objects  Structure 

Useful Phrases 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Sample: 

 

 
The statistics show the link between average 
wage and happiness at work in the UK. As can 
be seen from the statistics, the unhappiest at 
work can be found in Wales, Scotland, Yorkshire 
and Humberside. Since the average wage in 
these areas is one of the lowest throughout the 
UK, this might indicate a strong link between 
wage and happiness at work. In North-West 
England and East-Anglia, you see the level of 
happiness and the average wage are both 
higher. 
However, this conclusion does not hold if 
Northern Ireland, with an average wage the 
same as Wales and Scotland is considered. 
People living in these areas are the happiest at 
work despite their low level of average wage. 
Thus, happiness at work cannot be directly 
related to the average wage. In the case of 
London and the South-East, a higher level of 
wage does not automatically lead to more 
happiness. This is because of the higher cost  
of living. 

      

      

 fixed     

 fastened     

is welded tied 
connected 

to Y by Z 

 attached 
   

 
 
 
consists of Yand Z 

   

    

 

 

http://www.uefap.com/s 

  

 

Referring to gra 

As you can see 

phs    

chart 
diagram 
table 
graph 
figures 
statistics 

 
 

 
from 
in 

 
the 

 

We can see  that ... 

 

location  

 adjacent to  

 alongside  

 below  

 beyond  

 facing (diagonally)  

 parallel to  

 underneath  

 opposite  

 in the middle of  

 to the right of  

 to the left of B 

A is near 
close to 

 

 touching 
 behind 
 in front of 
 under 
 on top of 
 above 
 below 

 level with 

 between 
equidistant from 

B and C. 

 

As you can see 
from 
in 

Table 1, 
Figure 2, 
Graph 3, 

 

 . 
We can see  

 

  chart 
diagram 
table 
graph 

 

shows, 
indicates, 

As the  

  figures 
statistics 

show, 
indicate, 

 

X 
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TASK 3: Choose some graphs of statistics on the following pages, and describe them.  
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New Scientist, 2019
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6 PROGRESS REPORTS  

 

6.1 Time Management in Report Writing 

To produce a report more time and effort than writing an essay are generally  
needed because often there is more preparation to get materials for the report  
before it is written. This is where thinking about time management is useful. 

 
TASK 1: Discuss with a partner. 

 

1 What do you understand by the term Time Management? 

 

2 

 
Describe your own time management techniques. Do you regard yourself as 
somebody who is an efficient? 
 

3 Where do you see potential for improvement concerning your personal time 
management? 

4 Name some of the most critical points that make time management difficult for 
you. 

5 Have you ever missed a deadline? Why and how did you handle the situation? 

6 Do you think that managing time can be learned? In what way? 

 
 
TASK 2: Read the practice reading text and answer the following questions. 

 

1 What do you understand by survey work? Why does it take fairly long to 
produce high standard results? 

2 What is regarded as a main problem concerning the quality of final year 
projects? 

3 Which problems can occur concerning the total word count? 

4 Mention at least two more points that should be taken into consideration 
while producing a project. 
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Time Management 
 

Poor time management skills are one of the major reasons for poorly quality graded or 

failed projects. The following points may help you to 'Time Manage' your project: 

 

 

 Do not wait until you have done all of the reading before you start writing. Start drafting out  

your first chapter(s) once you have done some initial research into the area. 

 Make yourself a timescale with realistic plans in it, e.g. one chapter of 1500 words per 

week. 

 Survey work, e.g. questionnaires, always takes longer than expected. Remember that data 

collection can be quick but good data analysis takes a lot longer and will typically involve 

computer analysis. 

 If your survey work, case study, etc. is only one chapter within the whole study or report, 

then keep it within reasonable proportions.  

 Do not wait to find out that a busy organisation does not have time to respond to your 

requests for information, interviews and so on. Get on with the rest of the project with a 

back-up plan in case you cannot do what was originally intended. 

 Do not panic if things start to go wrong, e.g. you cannot get vital data 

 Remember that drafts have to be written and then re-drafted, after advice from tutors,  

friends, and your own second thoughts. 

 Allow plenty of time for final proof-reading, possibly e.g. a week. Many final year projects 

can be jeopardized by being rushed towards the end. 

 Collect all of your references together as you go. Disciplined use of good referencing 

techniques in your own database or card indexes will be useful. 

 Good presentation may not gain you marks but poor presentation may certainly lose some. 

Do not spend a lot of time on fancy presentation if you have glaring errors of spelling, 

punctuation or grammatical constructions within the project. 

 Keep frequent checks on the total word count to make sure you are within allowable limits 

- you may well be penalized if you exceed a word limit.  

 Ensure you know the requirements for layout and presentation before you start to produce 

the finished final version. 

 Time spent on constructing a good contents page (detailing page numbers for each 

chapter and section) pays great dividends in adding to the professional feel of the whole. 

This often has to be a 'last minute' job, e.g. you need to know what the page numbers 

actually are before you can write the page numbers into your List of Contents section. 
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6.2 Content and Structure of Progress Reports 

 
You write a progress report to inform a supervisor, colleague, or customer about progress you 
made on a project over a certain period of time. The project can be the design, construction, or 
repair of something, the study or research of a problem or question, or the gathering of 
information on a technical subject. 

 
In a progress report, you explain the following:  
 

 How much of the work is completed; 

 What part of the work is currently in progress; 

 What work remains to be done; 

 What problems or unexpected things, if any, have arisen; and 

 How the project is going in general. 

TASK 1: Read the two sample progress reports, and compare their structures. Explain similarities 

and differences. Why and for whom the reports were written? 
 

 
Report 1 

MEMO PROGRESS REPORT 
 

 TO: Pauline R. Vince, Technical High School in Singapore, IT Dept. 
FROM: Janice Boller 
SUBJECT: Progress on Scheme 
DATE: August 23, 2018 

 
 

1 

 

This memo report describes the progress I have made to date on my independent study 

project of writing a report on debugging in Scheme. In this memo, I review the project and 

describe work I have completed, work I am currently working on, and work I plan to complete 

by the end of the project. As I described in my memo of June 21, this project will result in a 

technical report whose purpose is to provide readers with practical information on developing 

and debugging programs in Scheme, supplementary to the material in your textbook, An 

Introduction to Scheme and its Implementation. 
 
 

2 

Project Description 

The report is aimed at students in computer science (undergraduate and graduate) who 

have previous programming experience, but are new to Scheme. The information in this 

report is needed because readers who have developed programs using compilers for other 

languages may be unfamiliar with the approaches available with an interactive interpreter 

and debugger. 
 

3 

 

 

 

 

Project Scope 

In my earlier memo, I proposed to cover the following topics: 

 Loading the debugging module into the interpreter 

 Establishing break levels 

 Applying backtrace 

 Managing dependencies 

 Saving and loading a customized heap image of the Scheme system 

 Debugging local definitions 

 Debugging native code procedure-calls 

 Debugging when using functional programming style 
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 Program design/implementation strategies 

 Using all practical procedures 

 Differences between RScheme and other Scheme systems 

 

4 
In my current outline, these are divided into three major parts, with an addendum for topic 

11. The three parts are: (a) basic debugging procedures-topics 1-3, (b) advanced debugging 

procedures-topics 4-7, and (c) general program development strategies-topics 8-10 

 
5 

Work Completed 

I have completed first drafts of the sections in part A on loading the debugging module, 

break levels, and apply backtrace. I intend to make note of additional material for these 

sections while working on the later sections, if further background information is needed. 

 
6 

Present Work 

I am currently working on the sections in part B. Since these sections are highly interrelated, 

I am working on them roughly in parallel. I am also currently researching information on 

other Scheme systems for section 11; I have located information on Gambit and Dr. 

Scheme. I expect the current work to be completed by the end of this week, August 25th. 

 
7 

Future Work 

Next, I will draft the sections in part C and the addendum on other Scheme systems. 

Finally, I will fully revise the entire draft, integrating further material where deficiencies have 

become evident during work on other sections. The final report will be ready for your review 

on August 6th. 

 
8 

Conclusion 

Thus far, the project is proceeding well. I have not run into any major problems, nor do I 

anticipate any in the remaining work. A current outline is attached. 
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Report 2  
 
 

 DATE: June 15,2020 
TO: Bob Ande 
FROM: Mr Brown  
RE: Progress report on quartz etch rate project. 

 
 

1 
Bob, here is the update on the quartz etch rate project that you requested. I've included some 
general overview of the project, a review of its subject and scope along with details on the progress 
we've made on each objective in the project. I conclude with a tentative outline of the report. 

 
2 

Project Overview  

Subject. The project will develop a method for obtaining quartz etch rates from the Polyflow vertical 
quartzware cleaner. A report on the findings will be delivered to you and the diffusion engineering 
staff. A procedure for collecting this data in the future will be created. 

3 Purpose. The purpose of the project is to obtain quartz etch rate data for future reference. 
Instructions will be provided that will insure accurate results when followed. 

 
 
 

4 

Progress Overview 

There was some initial difficulty getting the necessary supplies for the test, but the project has run 
smoothly after these problems were overcome. The project is approximately 85% completed. I am 
currently running 7 weeks behind schedule according to the project checkpoint dates I provided in my 
April 1, 2018 memo. It will not take as long to analyze and summarize the information as I initially 
believed due to computer software that I was unaware of when the proposal was created. Time saved, 
due to the computer's ability to analyze the data, will improve the schedule by 3 weeks. You will have 
the presentation on August 5, 2020 

 

 
5 

There are three main phases for this project: 

 Obtaining test materials, researching quartz etch, developing of etch procedure, 
writing recipes for the Polyflow, and training on software available for use. 

 Performing the etch rate tests. Analyzing etch rate tests using statistical process 
control, authoring preliminary report for approval, revising preliminary report and 
submitting it for departmental review, and completing the final report and update tool 
specification to include new etch procedure. 

 
6 

The first objective is completed. The second objective is 75% complete. All etch rate tests will be done 
by the end of the month. I have begun to enter data from the etch tests into the computer for 
automatic statistical process analysis. There is also a completed outline of the report which has been 
enclosed. Most of the time has been spent on the first phase of the project. 

 
 
 

 
7 

Objective 1: Material and Information Acquisition  

Work Completed. Immediately upon your approval of the project, I ordered the quartz chips for the 
etch tests from Heraus. As you know, there was some difficulty getting the purchase order approved 
due to recent cut backs in spending at AMD. It was necessary to get approval for the purchase of 
these chips from the fabrication director, Raphael Lunga. This delayed the process by 3 weeks. 
Your assistance in obtaining approval was invaluable. Heraus was approximately 3 weeks late 
shipping the quartz etch test disks. There was a problem with the quartz polishing tool and they 
were backlogged with orders. During the time I was waiting for approval for purchase and delivery of 
the quartz disks, I was able to do extensive research on quartz cleaning. The additional time was 
used to create various etching recipes on the Polyflow, discuss surface roughness testing with the 
development center, and locate and train on engineering test software that has enabled me to 
perform this test more efficiently. 

 
 
 
 

8 

Obiective 2: Performing Etch Rate Tests  

Work Completed. Execution of the etch rate tests has been flawless. A method for measuring the 
disks for thickness and surface roughness was adopted. This method allows for some disks to be in 
all phases of the testing process at once (pre- measurement for thickness, pre-measurement for 
surface roughness, etching, post measurement for thickness and post measurement for surface 
roughness). Detailed instructions were created which allows anyone to repeat the procedure. 

Work Remaining. 31 of the 39 necessary etches have been performed. The remaining 8 tests 
will be completed by the end of the month. 
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6.3 Language of Progress Reports 
 

The following exercise will help to provide a list of vocabulary that is useful for writing 

reports. It concentrates on general vocabulary rather than specific technical terms. 

 
TASK 1: Find the words and phrases below used in the sample reports, and translate  
into your own languages. (Russian/ Kazakh) 

 

Report 1 

 

A report about ...  
Further background 

information 

 

Tasks I am working 

on 
 Is linked to 

 

The outcomes of 

the report  
 Following on from this 

 

This report is for  In conclusion 
 

Contents page  
The final report will 

be ready in … 

 

 A first draft  
The project has been 

making good progress 

 

 Aims to  Anticipated problems 
 

Supplementary 

materials 
 Attached to the report 
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Report 2  
 

Request a report 
 

Details of project progress 
 

Intial difficulties 
 

The project is chugging along 
 

To be 7 weeks behind 
 

The test phases 
 

The first objective has been completed 
 

To delay the process 
 

Extensive research 
 

Remaining tasks 
 

Suggestions and reservations 
 

 

 

TASK 2: Write a progress report. Put all information into an appropriate structure. Check  

your answers over yourself, then change with a neighbour and check his or her answer  

report. Discuss together. Any further questions you might have you can then discuss with  

your trainer. 

You are on a college course and your tutor has requested you as project leader to complete a 

progress report on your studies project that you are working on with 3 other students. You are 

working on chocolate drinks in drinks machines, and have to establish whether the 

ingredients of the drinks is in line with food standards regulations, as well as hygiene 

standards. You are checking cocoa content, sugar and milk powder amounts as well as for 

the presence of artificial flavours and for any harmful bacteria contents. You have to take 

further samples again in five to six weeks, and analyse the same according to the same 

criteria. The results are to remain secret in your faculty, and to be used for the planning of 

other experiments in the future. 

You are to examine 25 drinks machines from 5 different companies, all as near as possible to 

your college. No company knows what you are doing. The results are confidential. 

You started your work on 28 February. So far you have been able to deal with 12 of the 25 

samples. 3 machines were broken. 

All criteria have been taken into account in the experiments carried out. You attach the 

results. You are involved with the second half of the tests at the moment. You expect to 

complete your round of investigations by the end of the following month. 

Your final report is expected to be ready after the second round of testing after two further 

months. Once you have completed all testing you will be involved with formulating the final 

report according to official guidelines, comparing the official ingredients information with your 

results of testing.  

So far you had no problems working together with other team members. All participants have 

supplied you with their data information. 
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6.4 Further Reading Can Be Found From The Sources Below: 

Books / Articles: 

Capras, Deborah. “You’ve Got Mail!” Business Spotlight 6/17 (2019) 

Cullen, William, and Doris Lehniger. B for Business. A Complete English Course for Students of 
Business Studies.  Ismaning: Hueber, 2016. 

Emmerson, Paul. Business Grammar Builder. Macmillan, 2018 

Emmerson, Paul. email English. Macmillan, 2019. 

Powell, Mark. in company. 3rd edition. Macmillan, 2018. 

 
Detailed Web Source Materials: 

“Blueprint for a better world.” New Scientist. Reed Business Information Ltd., Sep 09, 2021 
<https://www.newscientist.com/article/mg20327250-900-blueprint-for-a-better-world/> Jan 06, 2018. 

 “CV and Cover letter samples.” Jobline LMU. Ludwig-Maximilians-Universität München 

<http://www.jobline.uni-muenchen.de/samples/cl_samples/index.html> Dec 19, 2016. 

“Give Thanks: 4 Tips To Send A Better Thank You Note.” A Better Interview. A Better Interview 

<http://www.abetterinterview.com/4-tips-to-send-a-better-thank-you-note/> Jan 06, 2017. 

“Instructions for filling in the Europass CV.” Europass. European Union, n.d. 
<http://europass.cedefop.europa.eu/sites/default/files/cvinstructions_6.pdf> Dec 19, 2016. 
 
“Interviewing DOs and DONTs.” Virginia Tech. Virginia Polytechnic Institute and State University 

<http://career.vt.edu/job-search/presenting_yourself/interviewing/do-dont.html> Dec 19, 2016. 
 
<https://www.monster.co.uk/career-advice/cv-writing-tips> August 21,2018 
 
<https://www.monster.co.uk/career-advice/cv-writing-tips/cover-letter-templates>August 23,2018 
 
<https://www.monster.co.uk/career-advice/job-interview-tips> Septmber 18, 2018 
 
<https://www.indeed.co.uk/cmp/GROUNDWORK-LONDON/jobs/Plumber-
373ffcec65caff7e?sjdu=YmZE5d5THV8u75cuc0H6Y7_amyVxLOWkjGTE6t1XLkI3QXnZ8h 
AeczhpS5zfCXm-lw1sWAAgJmCjxA5nk8NlVQ&tk=1cntgtuik9r9l800> Sept 21, 2018 
 
http://www.onestopenglish.com/ 

 “Power Verbs.” The University of Iowa. Iowa City, Iowa, n.d. 

<http://careers.uiowa.edu/sites/careers.uiowa.edu/files/powerverbs.pdf> Dec 19, 2016. 

“Psyched out.” The Economist. The Economist Newspaper Limited, Jul 09, 2017. 
<http://www.economist.com/node/13983332> Jan 06, 2017. 

“Reasons to be optimistic for the future.” New Scientist. Reed Business Information Ltd., Sep 09, 
2019. 
<https://www.newscientist.com/article/mg20327252-700-reasons-to-be-optimistic-for-the-future/ 
> Jan 06, 2017. 

 “Tips on Asking Questions During Your Interview.” Executive Recruiting Consultants. 
Executive Recruiting Consultants, Inc., n.d. <http://ercjobs.com/candidates/resources/tips-on-
asking-questions-during-your-interview/> Jan 06, 2017. 

“Typical Interview Questions.” Virginia Tech. Virginia Polytechnic Institute and State University, 
<http://career.vt.edu/job-search/presenting_yourself/interviewing/typical-intv-questions.html>  

http://www.newscientist.com/article/mg20327250-900-blueprint-for-a-better-world/
http://www.jobline.uni-muenchen.de/samples/cl_samples/index.html
http://www.abetterinterview.com/4-tips-to-send-a-better-thank-you-note/
http://europass.cedefop.europa.eu/sites/default/files/cvinstructions_6.pdf
http://career.vt.edu/job-search/presenting_yourself/interviewing/do-dont.html
https://www.indeed.co.uk/cmp/GROUNDWORK-LONDON/jobs/Plumber-373ffcec65caff7e?sjdu=YmZE5d5THV8u75cuc0H6Y7_amyVxLOWkjGTE6t1XLkI3QXnZ8h
https://www.indeed.co.uk/cmp/GROUNDWORK-LONDON/jobs/Plumber-373ffcec65caff7e?sjdu=YmZE5d5THV8u75cuc0H6Y7_amyVxLOWkjGTE6t1XLkI3QXnZ8h
http://www.onestopenglish.com/
http://careers.uiowa.edu/sites/careers.uiowa.edu/files/powerverbs.pdf
http://www.economist.com/node/13983332
http://www.newscientist.com/article/mg20327252-700-reasons-to-be-optimistic-for-the-future/%3e
http://www.newscientist.com/article/mg20327252-700-reasons-to-be-optimistic-for-the-future/%3e
http://ercjobs.com/candidates/resources/tips-on-asking-questions-during-your-interview/
http://ercjobs.com/candidates/resources/tips-on-asking-questions-during-your-interview/
http://career.vt.edu/job-search/presenting_yourself/interviewing/typical-intv-questions.html
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Many thanks for your participation, and 
much success in your future careers! 


