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1. Which information do you think appeal to employers the most?

C.

d.

. The term "personal details" covers details like your

. poor knowledge of English
. not able to operate Windows systems
. fluent in using social media

. lack of knowledge in presentation software

. name and address

. income and savings

. height and weight

. hobbies

. Under work experience, list all your jobs with your job at the top.
. best

. latest

first

short

4. What is the purpose of a business letter?

a.

b.

C.

d.

communicate between colleagues
contact with personal information
correspond business matters

contain conversational tone in writing
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5. Which one is NOT the formal color paper in a custom-printed business letter?
a. colorful

b. off-white

c. neutral

d. eggshell

6. Which one is NOT the business letter?

a. inquiry letter

b. order letter

c. letter to parents

d. sales letter

Directions: Look at an application letter below then write the name of each elements

of the application letter.

Gum Tree Road, Mueang, Nonthaburi

Dear Sir or Madam, # o

Taii we
August 2019. Please find enclosed a copy

i o apply fox U pritivn of «

1 am avaskable for interview at your comvenience. | look forward to hearing from you soon «

o Wours faithfully,
AN (7]

=

(5] “ Ms Sudarat Nongluck

Items 7-10

7. Number 1 is

8. Number 2 is

9. Number 3 is

10. Number 4 is
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1. b 11. C

2. a 12. a

3. b 13. b

q. a 14. b

5. C 15. a

6. C 16. b

7. b 17. d

8. C 18. b

9. d 19. a

10. b 20. c
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L%i’eN Elements of job advertisement

ActivitypX:]

Which person can apply for this job? Circle a, b, or ¢.

® © 0

Kriwan graduated with a Higher Pamela is 35 years old and Woranuch has very poor
Vocational Certificate in Marketing.  has poor command of English.  interpersonal skills.

Dive Away Company Limited

We are a young, energetic, international diving team locating in Phuket. Thailand We are looking for
a marketing officer to help promoting our business.
Responsibilities

# Build and maintain customer relationship

» Website maintenance

» Gather marketing data

» Prepare monthly reports on sales and marketing
Qualification
Male/Female, age not over 30 years old
Creative and proficient in Photoshop, lllustrator, and Microsoft Office
Fluent in spoken and written in English
Well-organized, creative, passionate, self-driven
Experience in social media
We offer a very attractive income, and fringe benefits including paid vacation, and over time paid

Dive Away Company Limited
208 Building, 5th floor, Wircless Road, Lumphini, Pathum Wan,

Bangkok 10330
email: daway@gmail.com

Y ¥ ¥ YW
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@ Heading (§7UW70u resume)

Wusnuugauae resume Umneulude first name [ian‘h}, family name (wwana), address (ﬁ‘n;.i)

uss contact number (lueiRara)

amples

21 Moo 2, Sol Maenum, Jaldee Road, Mueang, Sukhothal 64000
E-mall: surapong_daeng@hotmall com Telephone: 055-888555

“'Kralwan Sdpratak™ ™

21 Davey Street, Hobart, Tacmanla 7000 Australla
Mobile phone: (61) 413 191 575

E-mall: kralwans@yahoo.com.au
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L‘iiasi Elements of job advertisement

Tt b bbome
N e v

L L L R

—————

o

SHOP ASSISTANT
Sarah’s heer
e by Tor & ey ettt for e shar g
vty 1% et g e PR SN oyE e
Nrdaye
Bt S e saper s

EALD gor bwwr




d2un 3

NISESIUUUNAFIUNAIEY Luuluga



wangas : UseniAueunTIvIon TULUUNAEDU
i'\ﬁﬁ‘lﬂ : ﬂqwqﬁﬂﬂﬂw wé’qgﬂu v
T,&Igaﬁ 2 : job vacancies

Iugaeiaﬂﬁ 2.2 : Elements of job WRUT ¢ 1

advertisement

wuunagauvaassulugadasi 2.2

1. Which information do you think appeal to employers the most?

C.

d.

. The term "personal details" covers details like your

. poor knowledge of English
. not able to operate Windows systems
. fluent in using social media

. lack of knowledge in presentation software

. name and address

. income and savings

. height and weight

. hobbies

. Under work experience, list all your jobs with your job at the top.
. best

. latest

first

short

4. What is the purpose of a business letter?

a.

b.

C.

communicate between colleagues
contact with personal information

correspond business matters
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d. contain conversational tone in writing

5. Which one is NOT the formal color paper in a custom-printed business letter?
a. colorful

b. off-white

c. neutral

d. eggshell

6. Which one is NOT the business letter?
a. inquiry letter

b. order letter

c. letter to parents

d. sales letter

Directions: Look at an application letter below then write the name of each elements

of the application letter.

Items 7-10

7. Number 1 is

8. Number 2 is

9. Number 3 is

10. Number 4 is
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L. b . c
2. a 12. a
3. b 13, b
4. a 14. b
5. c 15. a
6. c 16. b
7. b 17. d
8. c 18. b
9. d 19. a
10. b 20. £










