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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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do Anau ) AMBU

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‘%‘EN Job description & Job specification

Aushuiugasidiidou Wdminidne uatanuiildsunsdnein
umidsunyrdodio wiolmmadeila snlunidiinamdmidnm
fendssdunnmidnngamiodeytudou dmiugigibidnGamainn
TusnmuanBeavomanaatimasinmed wisinilldiunus

2017-present Studying Bachelor of Business Administration
Program in Management,
Faculty of Business Administration, Rajamangala University of
Technology Thanyaburi
Subjects studied Advanced Accounting I, Advanced Accounting II,
Accounting Systems and Internal Auditing

2015-2017 Higher Vocational Certificate in Marketing, Nan Technical College
2012-2015 Vocational Certificate in Business Computer, Chiang Rai
Vocational College
2015-2017 Higher Vocational Certificate in Accounting, Chetupon
Commercial College
2009-2015 Matthayom 6, Phayao Pittayakom School
” dEmsAnwiiednia uumu fuild Metthayom 6 Wessmibuszvunsdnuing

—

\ stiolafieu Aunsolimduunuld u High School Diploma (1flu Us)
y wi¥e Higher School Certificate (fluvszina W the UK, Australia & New Zealand)
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@ Skills (Wnue) / Abilities (AME3IT30) S — : .

WushuiiTzyuimnwussawgeeidming Wy

Languages / Language skills (/¥1) Foreign Languages
(menanUzing)  Computer skilis (HNBENNAONRNAOT)
AT Typing skills (WAENTTRNN)

Languages: Thai, English
Computer skills: Ms Office (Word, Excel & PowerPoint)

Typing skills: Thai typing 30 wpm, English typing 25 wpm

Skills: Good command of spoken and written English.
Be able to use computer programs including
Ms Word & Excel.

@ Work Experience [USZSuUn I SOiwIuTd) -

Dushuiuasanb=iammineu leun Thnesnou dwnisemd
uarfsanulnaums flsudmddusnndastunduhimodna
EWIUdRIABINU Training / Intemship (Naflnam) @unan
syaslumeldveils

2017-present Department Manager- Accounting, Tofu Food Public Company Limited

2014-2016 Senior Accounting Officer, Tofu Food Public Company Limited
2012-2013 Accounting Officer, Palm Oil Technology Company Limited
2010 Intern, McLeod’s Daughters Video Rental Store

l_-- Tuvszmadenge dufuniaiEeu CV Tuilid3q

ﬁ Emplogyment (n13d1e9 ) unuAit Work Experience



nangns : Ussnmalednsinan 1

578391 : SNy U Y
a4 . w9

lugad 2 : job vacancies 5

lugagash 2.3 : Job description & Job weud 1

specification

Tuarun 2.3

fsiaa Job description & Job specification




d2un 3

NISESIUUUNAFIUNAIEY Luuluga



wangas : UseniAueunTIvIon TULUUNAEDU
i'\ﬁﬁ‘lﬂ : ﬂqwqﬁﬂﬂﬂw wé’qgﬂu v
T,&Igaﬁ 2 : job vacancies
Tugagaeh 2.3 : Job description & Job uduf - 1

specification

wuunagauviaseulunadesn 2.3

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




nangns : UsenmalleUnsinam N3EAEAINBY
3V 1 NIWIDING Y WUUNATUNAT
Iugaﬁ 2 : job vacancies 138U

Iu@a&iaﬂﬁ 2.3 : Job description & Job

specification WRUN @ 1

° v o ' =]
ﬂizﬂ'ﬁs}ﬂﬁﬂauLLUUVlﬂﬁaUﬂaﬁLiﬂuIﬂﬂaﬂﬂﬂVl 2.3

AZLULLAY 5 Azul MRAZIUY ... AT N 1o N33
asuna () snuno (cerrreesmeesesess s sessesses s
() lalmunou




nangns : Ussmetednsindn 1288
18391 : NMW1DINOY WUUNATDUNAT ,
Iu@'aﬁ 2 : job vacancies 1Seu i
Tupagasi 2.3 : Job description & Job y 19
specification HHWW - 2
v ' =]
WagLUUNAFaUNAlSEUlunagasT 2.3

h) AnaU T Aaau

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. 4










