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Warm up K

REEVEIERe Match and write the job search websites under each icon.

- - jobthai | Jooble | Getlinks |
Smartjob | - Career Builder | - Indeed |
- JobDB Job Search Glassdoor Searcher _




THAIBEST

THAIBESTJOBS.COM

& S

GETLINKS aSearcher




Vocabulary Practice //<
sten to the words in the audio and then practice to pro-

Sincere Documents Submit Contact Information
Subject Line Experience Attach Cover letter

Recipient Application Opportunity Job application email

Hesitate Consider Position Contact

Jlg—,t_iij\‘gijy 1 /- Use the words above to complete the sentences.

1. The first step in composing an application email is to get the

you will include in the email ready to be sent.

2. The of your application is important as it

quickly allows hiring managers to see what the email entails.

Hiﬁenygml_/
,%u




At the end of your email consists of your full name and

such as your phone number, email,

online portfolio and any social media profiles you wish to share

with the recruiter

4. your resume, cover letter and any

additional documents to the email before you send it.

5. Send your documents as PDF files to ensure the

can open them.

6. Please do not to reach out if you would like

additional information.

7. A is @ message that a job seeker sends

to a potential employer to express their interest in a job opening and to

submit their application materials.
HIRING_ 1/

1
. HAL -. Station | staTion e




A job application email is your to

introduce yourself to the employer and make a good first
impression.

In the body of the email, highlight your relevant qualifications,

experiences, and skills that make you a good fit for the

10. Thank you for considering my

and | look forward to hearing from you soon.




Gramhar TipSK

N15aNASEIRNINaLanNsattnatla (e-mail)

AfaanSuunaualATIIUNIBLANTIaNndLWa (e-mail)

P> ii email account

> ‘fl’agauauaﬂa’liﬁ’lﬁmﬁﬁuuuiaj W1 Resume, CV, Portfolio %58 Cover Letter
P doyausumiidoinisezading MeaziBuadumisnuiezaiae

P winnalunisasiaseumumiaiuiem

P favinlusEndaadani

4
s

s a a a 4 . . . .
YUNDUNITAUATITUNDLANNIBUNEALUA (How to email a job application)

- 2.1 Prepare your documents
ﬁ]ﬂLﬁiﬁlllL’é]ﬂﬁ']i‘l/l‘i]“’i‘iﬂuﬂ’liﬁuﬂix‘i'm WU U5eIRNEa IANULEUATINU K50

fetingeu tonans Mezdslunsasiassuaandu POF welhuvladngiuaunsala
wazgla Adsldveuuanavauslily Yeltasvasendrsudasatu Lﬁ@’[ﬁ’ﬁ@mmmg\

‘lﬂam\ia'\amm'\Lana'ﬁuuwwum"lﬂi

. - FrICE . - -
CEICE
‘FICE




Z00

- 2.2 Compose your application email

> 1’6’1EJL&|21N5‘ULLE]“"VI’NJEJEJL%JE]I‘VW’]‘JU ﬂ?iﬁﬁ’lﬁ]ﬁﬁ]ﬂaL&IaN‘J‘U’J"I‘VlE]EJBL&Iaﬂﬂﬁlaﬁ’“sa@o

w3kl N5120N DA TuRn m‘lwuﬂiamamuswaﬂmumagaLwamswmsm']wq
11974
> WUIRILTBSlRNSZYU ALaU (Choose a concise and clear subject line)
o A = o 1 Yy < 1 a 17} (%4 [ 1 < a
Waes daudiay Yrelvdsuiiuindwaingivasiveslslaegnesinisa esann
Yo i ) Yo o = v A v o v o
JInn1sEhedsulasudwa Iwauann  nsiiguialsaslvidauuasnszdunga
1 A < ) 1 a = Yo Yy = Y
winnaziluldlaazygiialamalunishsgandna dulaangsula mseulmdeu
"YoalnI-Aulinalns"
o L v v °o 1 ’ A vo XY, A
P Griinnne ArsTududieAIdn “Dear wazsryvarTulvidaiau lunsalniiy
wasedludsenmia ueguar winliillvldyeusenvsessyndlgynnanasnunae
YAUSENUU &) LLNU
t&l = tal 1% %4 [<] 1 tdlﬂl (% = 1
P ilevludua Bududlenisuandumisiidesnisaiasnu saudeszyin
Wiulsemany  nYeamnsluy veanwgravasnsalasauluiwilsl - wiau

ﬂmauﬁ’a%aﬁmmé’u ) ﬁﬁﬂ'ﬁﬂmaﬂa LU Uszaumszﬁ %%aﬁnwzﬁmqﬁu Job

rudi I




- 2.3 Finish the email with your signature
Unvnedianide “vaunnAsU/AL” kastia UINENaYRIRLRlATUAIY

= 1 a 1 Y% v g o/ ¢ A A %
LUYUYDINIINTIIAAND AILITNILY anLﬂuwquLa%IwiﬂW%WﬁaaLﬁJaﬂ‘lﬂ

- 2.4 Include your attachments

LUULNEIS 10U U5eIRED nUIEENATIIN Laztand1sinuidle «q vas
5 lUnuBwanaun azds dedunaididulwauuuludwa adsidulng PDF

- 2.5 Review, proofread and email your application

neufaznads AIsATIVERULATATIIMIUBALNB VUl liAugnABY

= ¢ o o v a ' ' o ¢ ¥ =2 1 a
saudshensaluas nsaznaAINgnaes Wanuladnluadinsauysaluad Jedediualy
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aunfeadsuludwaaiinssruniendengy (What do you write in an email
when applying for a new job?)

Elements of an Email Application

Subject line —>  Your name - Job title

Dear [Hiring Manager's/Recruiter's/Employer's name] Salutation

First paragraph A short personal introduction, where you found
i the job posting, and any company references.

Highlight your qualifications. Sell yourself Second paragraph
as a desired addition to their team.

Third paragraph Mention the attached documents. Thank them
for their consideration.

Closing Keep it professional, like "Sincerely”
or "Regards." Sign your name and
include your contact information,

HIRING /7




080 /5,
\)0“\) 00 v

3.1 Subject line: Include the word “Application”, your name, the gg@

job title, and the reference number for job listing if applicable

Foi3eensarndesiua fednsleulvidaiaudn Application/Job
Application muﬁaﬂ%auwaqa Aurdsuiagas szlagunfingl Usem
fnazldsudwaadaseudusiuiuann nmafeudnadnsau Yauazdiuniaaziin
THanaunsadansasuazdumsavasldety

Gn9Y9

Job Application — Marketing Manager]: Eric Evenson

Application — Accountant Position — Rebecca Hamilton

Job Application: Civil engineer— Ronaldo Harris



3.2 Salutation: “Dear Ms. or Mr. + last name” (if you know the

hiring manager’s name and gender); “Dear first name + last

name” (if you know the hiring manager’s name but not gender);

or “Dear hiring manager(s)" (if you don’t know the recipient)

o w o Xy £ v oy o y A yw
ANNNIEY ANVUAUIANNY JUAUAIY Dear Ms. %38 Mr. AMUABVETU

NIANLIMINVYBLAE IWAKSU Innsueniztaualinsuinagiu 19 Dear
Yy A 'Y v yo v .. =
AanIBYBLAzUINENa winli3yerTuaunsa 19 Dear Hiring Manager, %38

To whom it may concern,

GRDYNY

Dear Mr. Michael Miller,

Dear Hiring Manager,

To whom it may concern,

Hiﬁenygm/_/
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. 3.3 Body

3.3.1 Paragraph 1: Introduce yourself and name the position you
are applying for. Mention where you saw the job listing — or if you were
referred by someone - and why you are interested in the position.

dovidusn  wusthdaeuasssuiisnuialies  szyidiulszniau
adasy Mnuvadla Wy wudssnasuadasuwiulednaunseldasudeya
NyAAaLA wazwin lanndsaula Auvain

3.3.2 Paragraph 2: Talk briefly about why you are qualified to fill
the job vacancy. This could include your education, your job

experience, and/or skills that are relevant to the position. The key

word here is “briefly” - don’t repeat everything in your CV, just the

two or three most important points.

- Fuo
. - ‘! “




080 /3
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dovithiiaes \Beumauadu q dvinlundensuifuunzauiudums Z g%
nuiiasing Tag Weunisinen Uszaunsalnsineu waz/vsevinusi et
gadasfiudumissuiiading esndeudiiu deyafiedlu Cv vaus (Fen
\esapsvizasuUssIAuRdAryiige

3.3.3 Paragraph 3: Mention any attachments you are sending (e.g.,
your CV or any other documents the job listing asks for) and offer to
provide further information (e.g., references) if needed.

' Yy o Yy 1y ¢ " = = =

dontniany wdedlauwuulg 1wy Resume %3e CV #3BL@nansissy
A1ASUAILALS  UNELATUIAUBILAENATIURUUTIRIUIDELET  LAZLIIUIEN
NIAIABINTTVBLALNULAY

GnoYy

I’m sending you... as a pdf file.

For your consideration, enclosed is ...
For your consideration, attached is ...

Please find enclosed ...



3.4 Closing line: Express appreciation to the recipient for

considering your application.

Uszleatnludwasinsanunwdanguiivainvang gadnsaiunsaiaenly

Uszlaan1wndenge Nurdulala

GnoYny

Thank you for your consideration, and | look forward to the opportunity to discuss my
application further.

Thank you for your time and consideration and | look forward to hearing from you soon!
Thank you for considering my application, and | look forward to hearing from you soon.
Looking forward to hearing from you soon.

Thank you for taking the time to consider my application!

Thank you for your time and consideration.

Hiénygﬁ/_,
,%g



3.5 Polite closing salutation: We recommend “Sincerely,” or

“Best regards,”

=)

Aasngludaniwdaingeiiunn gadasaunlsiaenldmngnin

]
Best regards

Best wishes

Sincerely

- 3.6 Your signature and contact information

wana Nl au1sald Email Signature ialande WuYe wuana was
Insdwn azvilviusen nsudeyanndenaundasinsladneyu

G9e1g

[Your Name]

[Your Phone Number]
[Your Email]

[Social Media Links]

-  rudl -- =
. )



g -1

AANYN L lun1sIWeugalasIUNIBannsatindiua (e-mail)

as

]

Attached File

ANUNUY

a1 o v
Inandseanlunsounudua

Compose

Mssenlamdslunisasiuaianisings danununedelnu NEW MAIL

Email Address /

Email Account

P P @ Y . Y a
Yonegduaveus IWdwiuszysinureus1 Email Address wW3gulaiutnuaui
nlddmiunsdnmnedidnvsedng

a4 4 a aal a4 0w
Inbox VRYNNULIAVNAUBUFILUIUN
Reply m3meunduianlasu Tudsddsiagivingy
- a ! d @ @
Sent Items Taweiniulwddwaiigndseanty wislddmiunisnsivaeudounds
5 o o = ) a o  w 1 =i a 1 4 1
Signature AawhgluBuansdeu mngdmiunsldveuazneglumsnderiunsenildde
<@ & v a E 2 5 CZ) 4% = 5
Vuledsneg Tagunfvianisnasha Signature isnsinivualiuans Signature 1nASY
a . -
MINTgUA R UIIMBUNTUBNAE
vo & v | o = P BT vo o & |
To ASU Mdeamsddwaly lngaziinmsldvenegsuavesdiunives To 1 nsld

aunsatdleuinninniiedia Ineagldia3aamuneg semi-colon () Tun1sAusENINg
dua

Unread / read

= v vo 5 V1 ! 1% 4 dy 4" [ A !
danlasu undsladlaeu / DIUMAY U WL TUNSVTIVANNULTDILAUY f

° ' o oA o oo "
wilsivhmsguudvieds Wedudtiglumnmaseuwafidafinegtiues

Webmail

o 1 1 =3 & @ 1 1 " 3 o
mssudsuantumaiuled feg1agu Gmail Wuay




Activi y2/ Instruction: Find the following words in Thai meaning.

1. Resume .

2. Human Resources department (HR)

3. Curriculum Vitae (CV)

. 4. Attach

5. Consideration

Z00

6. Interest

7. Experience

8. Qualification

rudi
.




9. Opportunity

10. Position

11. Internship

12. Contact information

13. A job application email

14. Organization

15. Interpersonal skills




(Subject Line) (" Salutation ) (Body Paragraph ) (Body Paragraph)

(Body Paragraph ) (Closing line) ( Closing saluta- )

)@
)
DR ;.

C jeqat
A )R ;.
Yo s=an

A YERYES

Adison,

Dear Hiring Manager,
Sincerely

Thank you for considering my application. | have
attached my resume, and | would be happy to

additional information or references upon

If you have any questions, please don’t hesitate to

contact me.

Dear Mr. Robert

Hrélrygw.(/

B o ) . - Z @




) ° Application-Shelley Bailey- Director of Marketing

position

) a | recently came across your job opening at
Aiwa Engineering on your website.

) Q Application: Graphic designer, Pensiri Kittiwat

N N Y )

) ° My name is Chaiya Wangsee and | have over ten years o

experience strategizing, creating, and revising compellin

copy for an array of e-commerce brands.

)

) @ | am a recent graduate from ABAC university with a

bachelor’s in marketing.

) @ My skills, education and experience would

make me a valuable asset to your company.

Hiénygﬁ/_,

/’,‘ﬂ



( ) @ | look forward to hearing from you soon

about this opportunity, and | thank you for o
your time and consideration in this matter.
C ) @ With more than 8 years of experience in both
traditional and online marketing, | have
gained extensive knowledge and expertise in the
most important marketing strategies used
C de@ Best regards
C ) @ I’ve attached my CV to this email. You can find

details of my previous roles, experience, and

achievements.

¥



missing statements in the job application email below
e words given.

Attached _ Information _ Team leader




Jlgb\gijy _5)‘/ Instruction: Choose the word to fill in each blank.

Subject: Job Application for (1) - (2
(3) Hiring Manager,

I am writing to express my interest in the (4) role advertised on
(5) 's website. As a recent graduate in (6) from
@) , | am excited about the opportunity to apply my skills and knowledge

in a professional environment.

During my academic career, | have gained valuable (8) through various

internships and volunteer work. | have developed a strong work ethic, attention to detail,
and the ability to work well under pressure. Additionally, my excellent problem-solving and
communication skills have helped me build strong relationships with clients and colleagues.
| am confident that my academic achievements, coupled with my work experience, make
me an ideal candidate for this position. | am a quick learner and passionate about
contributing to the success of 9 . | am excited to have the
opportunity to work with a team of professionals and to learn from the best in the industry.

Please find (10) my resume and other necessary (11)

for your consideration. | look forward to the opportunity to discuss my qualifications and
experience further. (12) for considering my application.
(13) ,
Sandee Pattawee
(14)

San99@gmail.com




a. Dear
c. Royce Garcia

a. Dear

C. secretary

a. Dear

c. Good morning

. experience

. SV Electric company
a. experience

c. SV Electric company
a. Electrical Power

c. Bachelor degree

a. Electrical Power

©EC0CO6

c. Bachelor degree

R B | O O BRI N B

Production manager
Thank you
Royce@gmail.com
Sandee Pattawee
Hello

Hi

electrician

Patrick Nwanze
electrician

Business computer
electrician

Institute of Vocational Education, Bangkok
electrician

Institute of Vocational Education, Bangkok




¢c€C€6€E6CE

. experience

. impression

. Bachelor degree
. Mechanic

. sent

. attached

. documents

. things

. lake care

. Appreciation

. Pay respect

. Talk to you soon
. 18/1 Ramintra rd.
. 061-8869988

S O B O C B B

knowledge

idea

Toyota Motor Thailand
Oxford University
set

copied
information

files

Good chance
Thank you
Sincerely

With love
4950700088935
AB 1298



Jlg—,t;L\thjy @j/ Instruction: Read the passage below then, answer the questions. g
%o w§ 5566&00

Tipsjforysending)an)application) via email|

Use the following tips to write a professional email that makes a positive impression on

1. Find an actual person to address in your email b

Take a look at the company website to identify the name of a supervisor or director who
oversees the department you would most likely work in. This is a technique that you can use to

appeal as a personable individual to an employer. By directly addressing an individual by name,

. you are demonstrating that you have completed company research which further demonstrates

your enthusiasm for the job.

2. Use the right email address

Z00

Make sure that you are using a professional email address. Sending an email
application from an email address such as dolphinlover875@email.com can be seen as an
immediate disqualification because it's unprofessional. Consider using an email that uses

your first and last name or initials only, such as jsmith@email.com.

e rudi
tourheprex TR ‘ ‘ - OFFICE




3. Add the recipient's email address last

This is important in preventing you from clicking send before you have thoroughly

checked for mistakes. Only add the email address once you are sure that your message is

free of grammar and punctuation errors and you have the appropriate documents attached.

4. Keep your message short

A proper application email should be short and direct, only including the most relevant
information. Employers might be deterred by long and wordy messages when they have other

applications to review.

5. Check your attachments' names

Make sure that the file names for your attachments are appropriate and correctly labeled.
Consider placing your last name in front of the document title, such as Smith Resume and

Smith Cover Letter. This can appear more professional and it can be helpful for employers to

reference, should they download and save your application documents for further review.




6. Consider converting attachments to PDF

When you convert word documents into PDFs, you can increase the likelihood of a

clear, easy-to-read application. It is important to do this as your recipient might have a
different type of computer or software program that might alter how your documents

appear when they are opened on their computer.

1. How many tips are there in writing a professional email that makes a positive impression on

employers?

2. What are they?

Hiﬁenygml_/
,%u
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[
. Why do you should take a look at the company website to identify the name of a supervisor 0? g
5

or director who oversees the department you would most likely work in?

. How can you demonstrate using email professionally?

. Why do the applicants add the recipient's email address last?

. Employers have a lot of application emails to consider, so how should you write your job

application email?

HRING_ /s

ore || I N




5080 /5
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7. How can the applicants do with the file names for their attachments appropriately and @g g}
correctly labeled? O}"Ows- a@&(@

8. Why the applicants should convert word documents into PDFs?




Ag—,tjgijy?/ Instruction: Richard wrote a job application email, but her young niece cut

it up! Help Susan to put it back together.

Richard Johnson

Johnson.333@gmail.com
091-8899928

In my position as an Assistant Communications Director for ABC Company,
| wrote articles for the company website, edited and posted contributed
articles, managed the company's social media presence, and wrote and sent Sincerely,

out a weekly email newsletter to subscribers. | also implemented an automated

email tool that grew the company's subscriber base by 40% within six months. Oear ring Manager,

Subject line: Assistant Communications i Your job posting on Craigslist for an Assistant Communications

Director — Richard Johnson Director piqued my interest. Your description of the work

responsibilities for the Assistant Director role closely matches

M i hed. If | i ith ; :
y resume s attached. If | can provide you wit my experience, and | am excited to submit my resume to

any further information on my background and . .
you for your consideration.

Z00 qualifications, please let me know.
While Assistant Communications Director for Assemblyperson Janet Brown, | researched, §
drafted, and amended legislation, wrote press releases, and was responsible for office

communications and correspondence.

JULE iR
N STATION

| Formere nfo and o spply. pesseemal

L , o
&m b | ‘ - OFFICE



» Rewrite Richard’s job application email

HRING_ /s




Jlgﬂ\gijy 8}/ Instruction: Write your own information and your imagination in the body

of a job application email.

Question Answer

Paragraph 1

1. Introduce yourself

2. Name the position you are applying for

3. Mention where you saw the job listing

Paragraph 2

Your education

Your job experience

Skills that are relevant to the position

Paragraph 3

Mention any attachments you are sending

Other documents the job listing asks for

l - FFICH .--




I . . )
struction: You are interested in applying for a job according to the job
advertisement below. Write a job application email based on

the position you are interested in.

WE ARE &
c@ HIRING!

ELECTRONIC AND
ELECTRICAL SERVICE
TECHNICIAN

This position requires the techniclan to

diagnoses and makes repairs to:
« electric-powered tools, such as waterjets,
band saws, drills, grinders and etc

« home appliances such as rice cookers,
ovens, fans and etc

Interested candidates are invited to J O B VA CZ :

submit their CV to:
Email: hr@infostar.com.my

Attach together | SeCreta ry

_ Current and Expected Salary
- Recent Photograph

Application Deadline: 29th Feb 2024 T_ I !g cQ!g'g‘!
) CQmmunigy Council
Duties jnc,
P ; ude:
ttin:mg monthly Mmeetings and
M;;no ucing accurate minutes
= age email correspondenc.e
Updepare meeting paperwork '
ate and n'manage website a‘nd
social media
5 ’
! Hours: A
% = Approx, 5
Pay: £10 per hourper mohth

SOl HiEwe.

Hours: Approx. 5 per menth
Pay: £10 per hour

OFFICE

rudi ‘ .



v New message

Subject line:

=0 @ =0 *x @ . HRING,_ /7
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