Prof. Anabel Montero P.
Primero Medio — Examenes Libres
Inglés

Unit 1, Lesson 3

LESSON 3 Apply in writing
You will... What for?
« read and identify purpose and general information in * To understand general and specific information in an
a leaflet. informative text.
« study how to express quantities. * To express your ideas in a coherent and organized way.
« write a brochure with tips.
o /

Preparing to read

1. Look at the job application form below. Fill it out as accurately as possible.

PERSOMNAL DATA

. Name| | . 5um3me|

= Date of I::irrj1| | = Place of birth / Nationality|

« Address (number and street, city, postal code)

| + Phone M®

POSITION YOU ARE APPLYING FOR

» Full-time I:I » Part-time I:I = Temporary I:I

EDUCATION

« Mame and address of school |

« Special skills and qualifications

EMPLOYMENT HISTORY: (start with present or last position)

« Employer: |

= Address / phcme:|

= Position title: | | From: |

« Duties




B0 Look at these pictures and answer questions (a - d). Exchange opinions with another pair.
. What positions do you think these people are applying for? How do you know?
. What interests or skills do you think they have?

a
b
c. Do you think it is necessary to dress formally for a job interview? Why? / Why not?
d. What different factors should you consider when applying for a job?

4. Answer these questions on your own.

a. Do you think it is necessary to dress formally for a job interview? Why"? Why not?
b. What other different factors should you consider when applying for a job?



Eay words
+ baing fired
*+ [EsUMma

im

Focusing on reading

1. Look at the structure and the title of the text, read the first lines and
find out what the text is about. Highlight or underline the main idea.

Btrategy in mind

* Analyzing text structura
Identify how tha
information is organizad.

Applying for
your FIRST JOB

Having the reading strategy e e
in mind, scan the text R —
and circle the comect
= —————————
a. What kind of text s it? . —— . .
i Anardice. Be sure to bring your resume, identity card, driver’s
ii. A brochune. license, etc. You will probably also need the addreszes
fii.. A postar. and phone numbers of previous employers. Do not
b. What is the pu of put too much information in your application form,
" the text? but make sure you put enough.
i. Toinform.
ii. To instruct.
iil. To defina.

Always take a few minutes to review the application.
Some applications azk for information differently - and
all have specific spaces in which yvou are expected to
ancwer quettions. Think of the application as vour first
test in following instructions.

Remember how important handwriting was in
school? Make a little extra effort to write legibly - the
application is a reflection of you. If completing it by
hand, make sure you use only blue or black ink. Do
not fold, bend, or damage the application.




Your analysis

1. Choose a heading
(a - f) for each paragraph
(I - VI). Write them in the
comresponding place in
the text.

a. Do not provide any
negative information.

b. Do not leave any
blanks.

c. Come prepared with
the information you

NEW TO JOB-HUNTING? This brochure need.

will help you with the most important d. Read and follow
information you need to successtully instructions carefully.

complete your first job application. 8. Pk your

application before
submitting it.
f. Complete the

application as neatly

as possibla.

One of the reasons employers want you to complete an
application is because they want the same information
from all job applicants. Answer all the questions. 2. Identify in which
However, if some of them do not apply to you, simply )
respond with “not applicable,” or “n/a.”

paragraph you can find a
reference to...

a. giving the
employer a reason for
not interviewing you.
It is better not to offer too much negative information.

v i : ; 2% s 2 b. information that
our goal is to get an interview. If vou provide a lot of i
negative information (such as being fired from a job) it has no relation to you.

just gives the employer a reason not to interview you.

C. the importance of
fidiness and order.

d. the documents

TG Sty

you.

Once you have completed the application, sit back
and take a few moments to read the document,
checking for all errors - especially typos and spelling
mistakes.




After reading
Work it out! Expressing quantities

EAnaIyze these examples from the text paying attention to the expressions in bold.

Do not put too much information, but make sure you put enough.
Always take a few minutes to review the application.
Make a little extra effort to write legibly.
If vou provide a lot of negative information, it just gives the employer a reason not to interview you.
a. ldentify which expressions refer 1o...
countablenouns _ uncountablenouns _ bath
b. Find and underline more examples in the text. Use a colour code to identify them.

Vocabulary in context

1. Read these sentences from the text and pay special attention to the words in bold.
a. Be sure to bring your resumé, identity card, driver’s license, etc.

b. One of the reasons employers want you to complete an application is because they want the
same information from all job applicants.

c. Do not fold, bend, or damage the application.
d. Once you have completed the application, sit back and take a few moments to read the
document, checking for all errors - especially typos and spelling mistakes.
2. “Analyze the meaning of the words in bold according to the context in which they are used.
Circle the correct alternative for each one.

a. i. asummary of your academic and work history

ii. to begin again, to recommence
b. i. an official request for something, usually in writing

ii. acomputer program designed for a particular purpose
c. i. to make something become curved

ii. to move the body

d. i. typographical error, error of printing
ii. the small metal blocks used for printing letters and numbers




