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internet.

~ Age 20 am 20 years old.
— Marital status | single | am single.
~ Military status { Not serve I do not serve the military.
— Interests Electronics Technology | am interested in Electronics
Technology.
—~ Date of birth -11 March, 1989. -l was born on the 11 March, 1989.
- 11 Mar,, 1989. -11/03/89

— Place of birth | Chonburi I was born in Chonburi.
~ Religion Buddhism | amn Buddhist./ My religion is Buddhism.
— Nationality Thai I am Thai./ 'm from Thailand.

Height / Weight| 170 cm./70 ks. | am 170 cm. tall and weigh 70 kg..
— Hobbies Reading, and surfing the My hobbies are reading and surfing the

internet.
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2010 - 2011

2007 - 2009

Yogng

Vocationat Diploma in Building Construction Technology,

Thai-Austrian Technical College, Sattahip, Chonburi.

Vocational Certificate in Building Construction,

Chonburi Technical College.
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2.1. Weuanizl Auazlnou wu
2010 — 2011 viuneds WiseulnisAnw 2010 (Sudsuiou May,
2010 &9 March, 2011) wagaumsanwiiudnisane 2011 (FuiFeuiiou
May,2011 £ia March, 2012)
a a A voa o =l = i
2.2, Weuiouwastndnsey wazdouuazUnaunsine L
May, 2010 - March, 2012 wsnefia |iseuAeu May, 2010 uag U
= &
nsAnwludau March, 2012)
A a ) & v o a o 1 o v  w v & | )
3. deInends vseantuiSou dedldle sune wardwiniiaaiuiunted aslume
Py @ Adlildl as at I | o
PANUTD gnvunlravnAuToan Uy
= a o 1 w g Yo et 4 o a o w o )
4. maleu@msnuluisazseaulianisfateansitesdwivreseyavawniziu
nsAnwidullwhusadefu wu Tusgdv Yia. sndeudinsfinunou wdm
v o s a a ) 2 a o ]
fedoanriumsing  msdisudinsdnusedu Yav. deadieuydinsdnuineu
v et o 2 o P oa a
wanIudeudinaniuNsANY WuRe iy
| ) o a1 1 oa a/ a  a o " . . E
5. Yagnvu vuldiige Wy Anendemaiindnitu TWilsuin Thai-Austrian Technical
College, Sattahip, Chonburi. %3ild#aee TATC
0 s = 85 sJ L7 2 = = d‘ 27 1 =y nl
6. dwsunslisuteyaineafiunisane lu CV desliswasidondus Mo WL 9183919

al o o @ 2as al
oy nsedild Tsendidivh seailasuannisSeu se

7. Jopdllusedudsson wazdlseudnuity a¢ld " of " 19y

- UsgmiafleUnsuszaudne
Certificate of Primary Education

- UsgmatloUnsiseudnuimousy
Certificate of Secondary Education %3
Certificate of Lower Secondary Education

vianewe itussaudszaunaciseufnunaudu bidasdaslululudseines

- UsgmatieUnsaiseudnynaulany

Certificate of High School %38

Certificate of Upper Secondary Education
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- drunms@e@ilussiuandafinuiiuasld *in " wu
. . . . =
Vocational Certificate in Electronics vi3aautaue
a o o ot & = v i
- mesihuedhfnutuemansadisuldvansiuy sl
lusedu 1.
L%ulﬁmgﬁtwu = Certificate of Vocational Education in Electronics.

w58 = Vocational Certificate in Electronics

Tuszeu Uaa.
aﬁﬁﬂmgmg‘dtmu = High Certificate of Yocational Education in Electronics
Technology.
b1 = Diploma of Vocational Education in Electronics
Technology.
D) = Vocational Diploma in Electronics Technology.
wia = High Certificate in Electronics Technology

madugdinsngmaavidudneiy Weuned

syduUssnatlisUasIvTn (W) - Certificate of Vocational Education

1. e tanzms (Vocational Certificate in Metallurgical Trade)

1.1 sunsudenlane
Vocational Certificate in Metallurgical Trade (Metal Welding)

P | o 1 o
Z. ﬂ?‘U'TJ“U"ILFIiE)\‘iiJ@ﬂﬁLEﬁ%‘ﬁE}NU’]?G
Vocational Certificate in Machine Tool and Maintenance

2.1 e TRNlavy

Vocational Certificate in Machine Tool and Maintenance (Die-making)
2.2 @ URIRUAWE RN

Vocational Certificate in Machine Tool and Maintenance (Mold-making)

o o
2.3 @ NTUGHULUULATENNG

Vocationat Certificate in Machine Tool and Maintenance (Mechanical Drafting)

A o
2.4 #19uUATeaang
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Vocational Certificate in Machine Tool and Maintenance (Machine Tool)

1 o oA
2.5 a9 MGBHUTY LATBDNHBDNEG

Vocational Certificate in Machine Tool and Maintenance {Machine Toot Maintenance)

& o o
2.6 AT TUAT NN NAINYAT

Vocational Certificate in Machine Tool and Maintenance (Agriculture Machine Tool Parts)

3 arIn1sneas1e (Vocational Certificate in Building Construction)

3.1 @9TUnInNBas 1 Vocational Certificate in Building Construction (Building Construction)
3.2 an99ules Vocational Certificate in Building Construction (Civil Specialization)
3.3 ganuaninenssy Vocational Certificate in Buitding Construction

(Architectural Specialization)

3.4 gnnuediweduaznisanusenely Vocational Certificate in Building Construction

{(Furniture and Interior Decoration}

3.5 #197191ud1399 Vocational Certificate in Building Construction (Surveying Specialization)

4. gduldfinasdidnniaind (Vocational Certificate in Electrical and Electronics )

4.1 ennaulnifianidl Vocational Certificate in Electrical and Electronics.(Etectrical Power)

4.2 arennudidnnsating Vocational Certificate in Electrical and Electronics (Electronics)

4.3 ganaTuLspAmIating Vocational Certificate in Electrical and Electronics (Mechatronics)

4.6 g ulnIALAL Vocational Certificate in Electrical and Electronics
(Telecommunication)

4.7 gnnumailinraufinmes Vocational Certificate in Electrical and Electronics

(Computer Technique)

5. ﬂ’]‘ﬂ'\‘i‘zﬂtﬂ%’mna (Vocational Certificate in Mechanical Trade)

51 @9 EIUEUE Vocational Certificate in Mechanical Trade (Automotive Specification)
5.2 awﬂmut.ﬂ'%'mnaqmamnﬁm Vocationat Certificate in Mechanicat Trade

(Industrial Machinery)
53 ﬁ’mmutﬂ?aqﬂamwm Vocational Certificate in Mechanical Trade

(Agricultural Machinery)
55 AU UL BINAISD Vocational Certificate in Mechanical Trade (Ship Mechanics)

5.6 @1rugaNdItazdsn Vocational Certificate in Mechanical Trade

(Auto Body Repair and Repaint)
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Uszinndvngaanmnsinniivieaiien

1. a'm’l"‘mﬂ'ﬁi‘aqLLm,LazmivimLﬁm (Vocational Certificate in Hotel and Tourism)

1.1 aneunislsaunsy (Winnd) Vocational Certificate in Hotel and Tourism (Hotel)

1.2 a’l‘zj’m’luﬂ’ﬁﬁadtﬁm Vocational Certificate in Hotel and Tourism {Tourism)

sefudszmedioinsiunTngugs (Uad.) - Diploma of Vocational Education
1. @1nduwainlang Vocational Diptoma in Metal Technology

1.1 m"zm'lul,mﬂﬁm’mﬁaﬂaws Vocational Diploma in Metal Technology
(Welding Technigues)

1.2 a’\ﬂuwmr?'j'auqmmwﬂﬁu Vocational Diploma in Metal Technotogy
(Industrial Welding)

13 E’i’l"m\‘}’luﬁaqmﬁ’lﬂﬂi‘m Vocational Diploma in Metal Technology {Industriat Pipe)

2. gURTINSApEsNe Vocational Diploma in Building Construction Technology
2.1 A uwedianisneaing Vocational Diploma in Building Construction Technology
(Building Construction Techniques)
2.2 FAIUNUATINUNDAT I Vocational Diptoma in Building Construction Technology

(Construction Inspection techniques)

3. g1973uIWRIA1&Y (Vocational Diploma in Electrical Power Technology)
3.1 mmmuﬁmﬁ%’tﬂﬁw Vocational Diploma in Electrical Power Technology
(Electrical Installation)
3.2 avnennedasnaluiin Vocational Diploma in Electrical Power Technology
(Etectrical Machines)
4. awﬁmm’%aana (Vocational Diploma in Mechanical Technology)
4.1 nauwmatineueud Vocational Diploma in Mechanical Technology
{Automotive Technique)
4.2 m'?rmumﬂﬁmﬂ%dﬂaq%m%ﬂi‘iu Vocational Diptoma in Mechanical
Technology (industrial Machinery)
43 ﬁ’]‘ti”l\?’lm“/lﬂﬁmﬂ%la\‘iﬂmﬂwm Vocational Diploma in Mechanical Technology

(Agricultural Machinery)
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5. #1UTITNTIULVULATDING (Vocational Diploma in Mechanical Drafting Technology)
5.1 #19NURBNLUULATRELIUUN19HER Vocational Diptoma in Mechanical

Drafting Technology (Production Design and Drawing)

6. anunigmaliansuan (Vocational Diploma in Production Technology)
6.1 anvranuaiesilena Vocational Diploma in Production Technology (Machine Tool)
6.2 anvnauulfismlane Vocational Diploma in Production Technology (Die-making)

6.3 gvnauulRIinaain Vocational Diploma in Production Technology (Mold-making)

7. @1vniunBiannsefing (Vocational Diploma in Electronics Technology)
7.1 ennunailanouiamed Vocational Diploma in Electronics Technology
{Computer Technology)
7.2 @19191sruUIngAsIunAs Vocational Diploma in Electronics Technology
(Telecormmunication System)
7.3 Emm%u@aﬁﬂmaﬁﬂﬁqmmwﬂﬁu Vocational Diploma in Electronics Technology

(tndustrial Electronics)

a 4 A o . . . . .
8. #1U1YATINDIALAZAUAN (Vocational Diploma in Industrial Instrumentation)
8.1 anvanumaluladnisianagauny Vocational Diploma in Industrial instrumentation

(Instrumentation and Control Technology)

9. suisuvnlulalasaund Vocational Diploma in Information and Communication
Technology
9.1 enwneluladiansauwna Vocational Diploma in Information and Communication

Technology (Information Technology)

10. @1v3vnuanwmsaiind (Vocational Diploma in Mechatronics)
10.1 avuusrrmseiing (Vocationat Diploma in Mechatronics)

11. gamivunalingaamngsa (Vocational Diploma in Industrial Technology)

18
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=Y ) d
UssLMItaaaunIINNITNawnen
= 1 =i v ] . +
1. g1739n15lsansusaznsviaaiien Vocational Diploma in Hotel and Tourism

1.1 e TUn1Ilsass Vocationat Diploma in Hotel and Tourism (Hotel)

a v o oy A/L @M v - | =
i lumsidiou CV wefessdiniiGouuasinsaildadiude Tasdenldemzduien

drutu resume ladaauansieian

= Training (NMSANBUTY)
~ u o a w e o it = P o
ﬂ’m‘tlamlagatﬂEJ’Jﬂfum‘i?]ﬂanmaﬂL%u FunmeuANouty, Teusm, ?Iawaﬂ@ﬂﬁumiﬂm:u
dothufidnpuTi Wy
10 - 25 June 2009 Safety Precautions for Employees, organized by Ministry of
L.abours and Social Welfare

ar

d o Lo w o4 = v o
ﬂ'ﬁaﬂﬂ"]u ﬂLUUﬂﬂiaﬂE]U'ﬁJL‘UHLﬂEnﬂu ANV ‘Lmﬁa'lEJLLUTE QU

wuud 1

May-Sep., 2009: In-plant Training at Toyota Motors Chonburi, (18 weeks)
wuudl 2

May-Sep., 2009. an apprentice at Toyota Motors Chonburi (18 weeks)
WUy 3

Course title:  In-plant training

Duration: 18 weeks (May-Sep., 2009)

Location: Toyota Motors Chonburi.,

Position: Apprentice

= Skills {(A7UEITONLAW)

|24 = ] A L] a = i 5 4
ATUFAT A NTONLAY Tildewieitiuse lovisan 15U Lasa NTDMUDUIUY 13U
Computer, Driving, Internet  1ludu waEMITEUAITUBNSEAUMIMENLTDRNY A8l

_ . L. . . o | = £et

Proficient in repairing diesel engines GFglunisdeuaTassunmae)

Good at building web pages (aunsaviniuinalsad)
ar . . =i 19 ar = ar s

Farnitiar with farm machines (ummauLﬂﬂﬂumiawniﬂ%ﬂuwﬁu)

Good at Japanese language (dnwndlyuldd)
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- Experiences (T0yafuuszaunIsMnITiIe)

& o

o w0 2 P ) o [ 9 2 & w o ) o P

nEREugRYaR UL NITUIRYINUNIITYUTEYRINUNTIANYY ABRalTEY Fu/dou/ ARG

o o o 1 o o o o & oo o
waefauUNoaNINLLAY AIRLEIU  FadaudIznouns, sssaMVIUVUY Lasvem ADaN

1 o g e e o o w1 ¥ o < & o s o o a &

weNIUNLwa1sn Wdsusnuiviidagiunouum Feadoyluauteduvusnuimviniauwsndusens
L [
wWiegn Lo
Experiences :

2007-2009  technician assistant at Schiumberger Co, Ltd. (Songkla) (3 years)

2003 - 2006  Auto mechanic at TBX Corp. Thailand, Bangkok (4 years)
Tungdiaimeviauanten Wdewaws nsiinnu whiu Al
Training :

Aug-Oct 2002 apprentice at MOR Etectrical Supply Co, Ltd., Bangkok (9 weeks)

= ol ar ¢ 1) w o o ar ) ar %) & qw
nswesngInuUIEEUNTI LLa%ﬂWiaﬂ@‘U'ﬁﬂJ Tu CV UU fadgdaaun il nau-wad W'ﬁﬂll'ﬂ@l%

(= P et o o eﬁlyv I § =l a o) =4 ar q d\Lﬂlu
$18aZRUAMEINUUTEANTENNU ATTUTURNAYDUNIATU AHMNUL BLAZLNHTAUATVIDIWNIRA N VLRTY

WU

WUl 1

May-Sep., 2009: In-ptant Training at Toyota Motors Chonburi. (18 weeks)
Responsibilities: repaired engines, changed engine oils, and
scheduled cars.

uuudl 2

May-Sep., 2009: an apprentice at Toyota Motors Chonburi (18 weeks)
Responsibilities: repaired engines, changed engine oils, and
scheduted cars.

wuuil 3

Course fitle:  In-plant training

Duration: 18 weeks (May-Sep., 2009)

Location: Toyota Motors Chonburi.

Position: Apprentice

Responsibilities: Repaired engines, changed engine oils, and scheduled cars.
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Mr. Winai Umnuaychai, Personnel Manager, PTI Co, Ltd, Rayong Tel. 038 - 268-784

Mr. Daecha Warangsan, Manager, TAC Co, Ltd. (Ratchaburi Branch) Tel. 032 - 689-854

Mrs. Boonsri Larploi, Accountant, Tanakit Banking Corp. Bangkok Tel. 02- 3652100

6. uuutniia/uuunagau

Pre Unit - Lesson 1 Asking & Giving Personal Information

PRETEST

Instructions: Choose the best answer.

(1 Whatiotis name?
a. My name is Joe.
b. His name is Peter.
c. |lam Robert.

| d. Heis a student.

. 2. Where are you from?

| a. Heis from Mexico.
b. |am Thai.

c. You are from London.

6.

e

When is your birthday?
a. In New York
b. On 5" of May 2002
¢. 101 Main Street, London
d. lam 17 years old.
Where are they studying?
a. At MTC Technical College
b. An Electronics student

c. A3 year Marketing student

de w a a4 wel v a
NéAYNUTENIIAD {NLI1D1909



What is your nationality? 9.
‘; a. |am Japanese.
b. lam single.
c. lam Hindu.
jj d. lam astudent,
i: 5. What is your religion? 10.
a. They are Canadian.
b. He is married.
c. We are Christian.
d. |am female.
ACTIVITY 1

d. 1am from China.

How old is she? 8.

a. Sheis 165 cm. tall.
b. She is young.
c. Sheis 18 years of age.

d. Sheis fine.

d. They are Australian students.

Are you married?

a. Yes, you are.

b. No, you aren't.

c. Yes, lam.

d. No, I'm married.

What is your hobby?

a. Taking photographs

b. Male

c. Korean

d. California

What is your phone number?
a. 081-861-7619.

b. 87 Rama 9 Rd, Bangkok.
c. 10530

d. 22" June 2003.

Use the vocabulary to fill out the blanks in the sentences.

1
2,
3

10.

MY cocrcrrenrersesenneee 15 88/9 Pensiri Village Suwintawong Road.

Hee is 19 years of s

There are six people in her ...
[ 1 R —— is playing football.
BT s omesisiiisimssinimomamunn is married.

QU +oeeeeirreeerisersmeaesiaees are Buddhism.

i 1C) gR———— is 02 - 175 — 4044
VB sesmmeanenssiiiic Eesipumsias is 10510.

TREIN oevirviecine v are Mexican.
MY sscsmonss sumommvesins is in Chiang Mai.

22



ACTIVITY 2

23

Complete the sentences with the correct form of Simple Present: Be

1. 8] - e— the 3" year Accounting student.
7. SRCR—— Mike and Minnie from Mexico?
3 L7 | R single but John and Jim .......c..cc....... married
4. Kang Ji Hwan ..., Chines. He waswsissnsn Korean.
5. My birthday ......c.coeeeee. on 5" of November 2003.
6. 81 tel i ol TTE——— 18 years old. We .......ccccovunne. 19 years old.
T. His telephone number .......coeeen. 086 - 861 - 7619.
8. Their family Names ........cccccveeweeeee. ThOMpPSON.
9. bt 3 Buddhist? Bat | uesuesnans a Christian.
10. Her parents: .. doctors.
ACTIVITY 3
Match the related words.
........ 1.  Address A. Certificate
........ 2. Age B. 181 centimeters high
........ 3.  Birth C. Tokyo, Japan
........ 4.  Education D. Mathew Deans
........ 5. Family E. Muslim
........ 6. Height F. 085-870-2929
........ 7. Hobby G. 50110
........ 8. Hometown H. 14" of February 2001
........ 9.  Marital status I Malaysian
........ 10. Name J. 99 Lincoln Street
........ 11.  Nationality K. 75 pounds
........ 12. Religion L.  Cooking
........ 13. Telephone number M. 20 Years
........ 14, weight N.  Married
........ 15. zip code 0. Parents



ACTIVITY 4

blanks.

WHAT IS YOUR NAME?

24

Listen to the conversation and use the words given below to fill in the

A: Hello. May | introduce myself? My name is ........coovereeeene. Call me Mike.

B: Hello Lars: | @m sussmmmsanas Call me Lara. Nice to see you.

A: Nice to see you too. Where are you from? | am from ......vcenenens | am English.

T 241 o e—— | am American. How old are you?

- 1 Er— old. How about you?

B: lam i oo PR F- [y e eme—— Are you Buddhist?

A: No,lamnot. | am .

B: What is YOUr s ?

A: Itis 081 — 288 - 8797. And you?

B: Itis 093 — 654 — 4939, What is YOUr ... !

7o F\T T [ s] ) | R———

B My hobby s s The teacher is coming. Let’s study!
POSTTEST

Instructions: Choose the best answer.

1. What is your name?

a. My name is Joe.
b. His name is Peter.
c. |lam Robert.
d. Heis a student.
2. Where is he from?
a. You are from London.
b. 1am Thai.

c. Heis from Mexico.

What is her address?

a.
b.
C.

d.

In New York
On 26" of August 2002
999 Main Street, London

| am 19 years old.

Where are you studying?

a.

At ABC Polytechnic College

b. An Accounting student

c. A3year Welding student



d.

d. |am from China.

3. How tall are you? 8.
a. Sheis young.
b. lam 160 cm. tall.
c. Heis 18 years of age.
d. We are fine. Thank you.

4. \What is his nationality? 9.
a. Heis Japanese.
b. Heissingle.
c. Heis Hindu.
d. Heis a student.

5. What is your religion? 10.

a. They are Canadian.
b. He is married.
c. We are Christian.

| am female.

d.

We are Korean students.

Are you single?

a.
b.
C.

d.

Yes, you are.
No, you aren't.
Yes, | am.

No, you are married.

What is her hobby?

a.
b.
&

d.

Drawing pictures
Female
Australian

Washington

What is your zip code?

081 - 861 — 7619.

87 Rama 9 Rd, Bangkok.
10530

22" June 2003,

25
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https://7esl.com/introduce-yourself/

https://www.jameco.com/Jameco/workshop/leaming-center/glossary.html

8. AMANUIN

LRAsLUUEINYIA

Pre Unit - Lesson 1 Asking & Giving Personal Information

PRETEST

Instructions: Choose the best answer.

/1. What is his name?

i a.
| b
G

d.

My name is Joe.
His name is Peter.
| am Robert.

He is a student.

@i 2. Where are you from?

a.
b.
e
d.

He is from Mexico.
I am Thai.
You are from London.

| am from China.

3. How old is she?

a.
b.
c.

d.

She is 165 cm. tall.

She is young.

She is 18 years of age.

She is fine.

' 4. What is your nationality?

a.
b.

C.

2

| am Japanese.
| am single.
I am Hindu.

| am a student.

a.
b.
C.

d.

a.
b.
o}

d.

a.
b.

C.

d.

9.  What is your hobby?
a.

b.

C.

6. When is your birthday?

In New York
On 5" of May 2002
101 Main Street, London

| am 17 years old.

7.  Where are they studying?

At MTC Technical College
An Electronics student

A 3 year Marketing student

They are Australian students.

8. Are you married?

Yes, you are.
No, you aren't.
Yes, | am.

No, I'm married.

Taking photographs
Male
Korean

California

26



‘f 5. What is.your religion? | - 10. What is your phone numbér?

a. They are Canadian. a. 081-861-7619.

b. He is married. b. 87 Rama 9 Rd, Bangkok.
¢. We are Christian. c. 10530
d. lam female. d. 22" June 2003.

ACTIVITY 1

Use the vocabulary to fill out the blanks in the sentences.

11. L) T Aaddress. ... is 88/9 Pensiri Village Suwintawong Road.

12. He is 19 years Of ....cccuu.. T L —

15 There are six people in her ... amily......mmm

14. IS opneesresssasiist OBV .commmse is playing football.

15 5= - marital status........c..cc.e... is married.

16. ]| gommm——— religlon:....w are Buddhism.

17. Your ...............telephone number................ is 02 - 175 — 4044,

18. [ [E— zip code......conunn. is 10510.

19. THEIE wperuesnnssasisiii pnationality.ouawmens: are Mexican.

20. MY corererrrrnernee NOMETOWN.. e is in Chiang Mai.

ACTIVITY 2

Complete the sentences with the correct form of Simple Present: Be

£, LR s i5........ the 3 year Accounting student.

12. i ATEn. Mike and Minnie from Mexico?

13. SUSER s T——— single but John and Jim ......... are.......... married.

14. Kang Ji Hwan .sdS0 s Chines. He ....... 1 Korean.

15. My birthday ........ T on 5™ of November 2003.

16. Cindy-and | s | — 18 years old. We ......... are......... 19 years old.
17.  His telephone number ........... - —— 086 — 861 - 7619.

18.  Their family names ........... are........... Thompson.

19, [— he a Buddhist? But | ........amM.......... a Christian.

27



20.

Her parents ........... IR doctors.

ACTIVITY 3
Match the related words.

1.
2
3
il
5.
6
7
8
9

10.
i1
12,
13,
14,
15.

Address

Age

Birth
Education
Family

Height

Hobby
Hometown
Marital status
Name
Nationality
Religion
Telephone number
weight

zip code

-

T 6 m Mo N B e

oz r xR =

Certificate

181 centimeters high
Tokyo, Japan
Mathew Deans
Muslim

085 - 870 - 2929
50110

14t of February 2001
Malaysian

99 Lincoln Street

75 pounds

Cooking

20 Years

Married

Parents

28
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V.

ACTIVITY 4

Listen to the conversation and use the words given below to fill in the

%
) Il
N blanks.

WHAT IS YOUR NAME?

A:  Hello. May | introduce myself? My name is Barbara Wilson. Call me Mike.
B: Hello Lara. | am Michael Jones. Call me Lara. Nice to see you.
A: Nice to see you too. Where are you from? | am from England. | am English.
B: | am from America. | am American. How old are you?
A: |am 19 years old. How about you?
B: |am 18 years old. | am Buddhist. Are you Buddhist?
A: No, | am not. | am Christian.
B: What is your phone number?
A: Itis 081 - 288 - 8797. And you?
B: Itis 093 — 654 - 4939. What is your hobby?
A: My hobby is reading.
B: My hobby is playing football. The teacher is coming. Let’s study!
POSTTEST
Instructions: Choose the best answer.
| Whatisyourname? 6 Whatis her address?
a. My name is Joe. a. In New York
b. His name is Peter. b. On26" of August 2002
c. |am Robert. c. 999 Main Street, London
d. Heisa student. d. lam 19 years old.
. 2. Where is he from? 7. Where are you studying?
a. You are from London. a. At ABC Polytechnic College
b. | am Thai. b. An Accounting student
. ¢ Heis from Mexico. c. A3 year Welding student
ﬁ d. 1am from China. d. We are Korean students.
3. How tall are you? 8. Are you single?

29
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b.
C.

d.

She is young.

| am 160 cm. tall.

He is 18 years of age.

We are fine. Thank you.

What is his nationality?

a.
b.
B:

d.

He is Japanese.
He is single.
He is Hindu.

He is a student.

What is your religion?

a.
b.

C.

a

They are Canadian.
He is married.

We are Christian.

| am female.

o Yesyouare.
b. No, you aren't.

c. Yes, |am.

d. No, you are married.

9.  What is her hobby?

o

Drawing pictures
b. Female
c. Australian
d. Washington
10. What is your zip code?
a. 081-861-7619.
b. 87 Rama 9 Rd, Bangkok.
c. 10530
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5. asiie Yan wazainsal

5.1 luAnuy

6. dUMAUNTVINNANGTH

6.1 Create a business card. Make a draft below. Try using a computer program to produce

your business card.

It depends on the student.
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1. YunaUNITIMSANY (Making a phone call procedure) 13331NNIINYIY (Greeting)
19y Hello, Good morning/ afternoon/evening Mntulideyavesfyaintlas :nmisana
19U This is Pasakorn from Isuzu company. #58 My name is Cristopher from AlS. 'e‘mﬁ'lEJ
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| want to make an appointment with Ms. Rose. ¥58 | want to speak to the reception,

please. Hudu
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Situations

Greeting Hello/Good morning/afternoon/evening

Inform who you are and where you | This is Pasakorn from Isuzu company.

are from My name is Cristopher from AlS.

Purpose of calling | want to speak to the reception, please.
1. Asking to speak to someone |May | speak to the financial manager?
Can | speak to Mr. Sam, please?

I'd like to speak to Ms. Nuanpan, please.

ls Jeff there?

Sompong, please?




Explaining absence

I'm sorry. He’s not in the office.

He’s/She’s busy at the moment.

He's/She’s on another line / in a meeting / on
holiday.

I'm sorry, he's/she’s out right now.

I'm afraid he/she can’t speak to you.

38

Asking caller to repeat the name /
phone number

Excuse me, what did you say your name is?
| beg your pardon. / Pardon.
I'm sorry. | didn’t hear you.

2. Asking for information

I’'m calling to make an appointment with

Ms. Rose.

Could you tell me something about the new project?
I’'m calling for some information about the new

promotion.

Answering in your own office

Hello, Tony’s speaking.
Good morning, the production department.

Tang's speaking.
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Answering in your own office

Hello, Tony’s speaking.

Good morning, the production department.

Tang’s speaking.

Answering the phone

Jessica’s speaking.

Who's calling, please?

A moment, please. I'll connect you.
I’m on the line.

Pim’s here.

Asking caller to wait

Just a moment, please.
Hold on, please.

Hold the line, please.
Could you hold?




Vocabulary list

cordless phone
leave
hold on
message
mobile phone
extend
answering machine
busy
spell

call

Tnsawntsane
wan
DGALED
b2
YA
nsdwiisione
fo
& o w o
LA DIADUTUDA LULA
laiq4
d¥nn

Tng
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card Phone
indispensable

communicate

o 1

Tnsdwswuulduns
Gavalaild

fnsododns
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step
inform
purpose 5mqﬂszaeﬁ

voice G

promptly LNEE U

pleasant Wutinela
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6. wuunvin/wuunagau
Unit 2 On the Phone

Pretest
Instructioh: Choose the missing words to fill out in the conversation below.
Conversation 1
1. a.saying
b. speaking
c. talking
d. dialing
2. a.lwould like
b. I don’t like
c. | arrive

d. | really like




3.

a. daily

b. likety

¢. really

d. sorry

a. Not really
b. Probably
¢. Possibly
d. Acridly
a. All like
b. Alike

¢. Alright

d. Arrive

Conversation 2

6.

a. it’s good.

b. ’'m sorry.

c. Don’t worry

d. It sounds great!

e. It’s fine.

a. mobile number

b. telephone number
c. my friend’s number
d. correct number

€. wrong number

a. all right

b. ecod

C. Excuse me

d. your mistake

e. great

42



Conversation 3

9. a. Can you speak with Morgan, please?
b. Do you know Morgan?
c. May | speak with Morgan, please?
d. I want to speak to Morgan.
e. Is Morgan in the office?

10. a. Please ask him about Rogers.
b. Please tell him to call Rogers.
c. Please give him a message.
d. Please take a message from him.

e. Please tell him “Rogers” called.

Warm up

Instruction: Match and write the words under each picture.

Phone dial pad Telephone number Country code

Operator Message Mobile phone

093-794-5974 062-269-5909
093-795-0916 062-269-6251
093-794-5452 082-224-5152
093-794-5525 080-787-9905
093-794-5652 080-787-4146

+66
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Activity 1 Instruction: complete the sentences below by using the words given.

I"lL ask her to call you as 500N as ..o,

Okay, I"lL tell him to ......... back you as soon as possible. Thanks for
calling.
I'm so sorry. Mrs. Rebecca’s ling IS .. at the moment. Will you

call her later?

.......................... , my English is not good. Could you speak a little slower?
A: Personnel department, can | help you?

Br s 102, please.

A: Good morning. May | help you?

B: Good morning. May | ...c.ccvvieeeee. 0 the Marketing manager?

A: I’'m sorry. It’s very bad line. Please ... your name again.
8: Takechi. T-A-K-E-C-H-I.

Operator: I'm sorry. He’s out. Would you like to.....cccenne. a message?
Please hold and 'L put You ....coveciivnen

May | speak to Mr. John Doe, ..vvrrnn ?

Activity 2 Instruction: Choose the best answer.

1. Eric: Hello, this is 02 517 7200.

Pat:

Eric: Yes, speaking.

2. Paul:

a. Could Eric and | speak?
b. Can Eric speak, please?
c. Will Eric speak English?
d. May I speak to Eric, please?

Lanna: It is Lanna Tawong.

a. Is that Lanna Tawong?

b. Are you Lanna Tawong?

0

Who's speaking, please?

o

Do you know Lanna Tawong?
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3. What is the suitable sentence to tell someone hold the line?

a. Please get the phone.
b. Please take a minute.
¢. Please hold the line.

d. Wait for me, please.

4. Which sentence can replace the sentence "Can | take a message?"

a. Do you know the message?
b. Can I tell her a message?
c. Will you leave a message?

d. May you take my message?

5. Which choice is "two-four-six-eight-double six-five?"

a. 2648665
b. 2468665
€. 2466685
d. 264866

Activity 3 Instruction: Listen to the conversation. Are the statements true (T) or false (F).

Script

Operator:
Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Good morning, Canal Hotel, how may | help you?
Yes, | would like to speak to Elgin Wilson, please.

I'm sorry, Mr. Elein is out of the office at the moment.
Do you know when to expect him?

He should be back about 3:00. Would you like to leave a message?
Yes. My name is Maria Stetla.

Is that M-A-R--A-M?

ft's M-A-R-I-A.

Okay, and May | tetl him what this is in regards to?
Well, it's a rather personal matter.

That's okay. How can he reach you, Ms. Maria?

At 081 8899344,

081 8899344. Fine. I will give him the message as soon as he returns.



Ms. Maria:

Operator:
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Thank you very much.

You are welcome. Goodbye.

................ 1. The caller and the receiver know each other.

................ 2. Mr. Elgin would like to speak to Ms. Maria.

............... 3. The caller didn’t leave the message.

e 8. The person whom the caller wants to speak is out of the office at the

moment,

............... 5. Ms. Maria’s phone number is 081 8899344.
............... 6. The caller is Ms. Maria.

............... 7. The line is busy while the caller is calling.

............... 8. The caller has an appointment with the receiver.

Activity 4 Instruction: Listen to the conversation again. Then, complete the sentences.

1. Would you like to leave ... .o ?

2. twill give him the message ... ......... he retuns.
3, YOU Are e veverererenne Goodbye.

4. Do you know when to ... ... him?

5. How can he ... you, Ms. Maria?

Activity 5 Instruction: Fill the missing words by using the words given in the box.

Conversation

Receptionist:
Caller:
Receptionist:
Caller:
Receptionist:
Caller:
serinar next week?
Receptionist:
could he give you a
Caller:

Receptionist:

Sinsiri Resort, this is Macha, ... | help you?
Hello, may | please .............. with Stephan?
May | ask who is ...cccvs ?

Yes, this is Cindy from Mahajak Company.

Stephan is not ... at the moment, can | take ......c...... ?
Yes, could you please tell Stephan to send over the .............. for the
Sure, | will let Stephan know. And if Stephan has any.........,
............... ?
Yes, Stephan can call me back at ............ 6 pm today.

Thank you, | will give Stephan your message and he will call you

back if he has any questions.



Caller: Thank youl

Receptionist: You're welcomet

Activity 6 Instruction: Choose the best answer.
1. Hello. Is Nick ......., please? Sorry, he's in another line.
a. now
b. there
C. here
d. free
2. I'm afraid Ajarn Nan has just stepped out. Can you ......  a message’?
a. note
b. take
. write
d. give
3. Can | speak to Anna, please? ..........., please. Anna, phone!
a. Yes
b. Sure
c. Of course
d. Just a moment
4. 1'd like to speak to Paul, please. ... fm sormy.
a. You must have the wrong number,
b. You must call other number.
c. You don’t know his number.
d. Are you sure you dialed the correct number?
5. Hello. This is Wanchai. May | speak with Mr.Somsak, please? ........... Mr. Somsak is
not here right now.
a. Certainly
b. Of course
c. 'm sorry
d. This is
6. Hello. Could | speak to Kathy Wilson, please?...........c.... , please. I'll see if she is in.

a. Hold on
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b. Hang up
c. Call back
d. Pick up

7. I'm sorry. Ms. Lilly can't come to the phone at the moment.............. leave a message?
a. Do you like to
b. Do you want to
c. Have you like to
d. Would you like to
8. Hello! Susan? ..ienvrnnes
a. Saying
b. Speaking
c. Dialing
d. Talking
1 A Peter Smith calling about my appointment next week.
a. This is
b. That is
c. Who is
d. What is
10. Could you ... let her know that | telephoned?
a. help
b. write
c. please

d. mind




. i~ .
Posttest

Instruction: Choose the missing words to fill out in the conversation below.

Conversation 1
Williams: Hello! May | speak to Thomas, please?
Taylor:  Hold on the moment, please.
Williams: All right, thanks.
Thomas: Hello, Thomas speaking. Who's on the line, please?
Williams: Hi, Thomas. It’s me, Williams. Do you remember me?

Thomas:  Of course, Williams. How are you doing?

1. a. May
b. Say
C. Hey
d. Day
2. a.Holdin
b. Hold on
c. Come on
d. Hang on
3. a. like
b. fine
C. nine
d. line
4. a. This’s me
b. This is me
c. I's me
d. It’s mine
5.a. Enforce
b. Oh! Boss
c. Of course

d. Oh! God
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Conversation 2

A: Hello. Is this Baker's 6. please?

B: I'm sorry. This is Benham’s residence.
A: Oh, I'm very sorry to disturb you. [ got the 7.
B: That's 8.

6. a. luggage
b. number
c. telephone
d. residence
e. thing
7. a. mobile number
b. telephone number
c. my friend’s number
d. correct number
e. wrong number
8. a. all right
b. fine
. a good idea
d. your mistake
e. great
Conversation 3

A: Hellol May | speak with Morgan, please?

B: 'm sorry. He’s not in now. 9.

A: Of course. Please tell him “Rogers” called. And ask him to call me back very
SO0N.

B: OK. 10.

A Thank vou.

9. a. Do you want to give a message?
b. Do you want to leave a message?
c. Do you want to get a message?
d. Do you want 1o tell a message?

e. Do you want to read a message?



10. a. He will tell you when he gets back.

b. He will call you back.
c. | will telt him when he gets back.
d. [ will catl you back.

e. You have to call back

51
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7. @NaANTeNB @uniinlu)

https://7esl.com/introduce-yourself/

https://www.jameco.com/Jameco/workshop/learning-center/glossary.html

8. NANUIN

Unit 2 On the Phone
Pretest
Instruction: Choose the missing words to fill out in the conversation below.
Conversation 1

6. a.saying

). speaking

0

. talking
d. dialing
7. a.lwould like

.| don’t like

o

. | arrive

o)

£

. I really like
8. a. daily

b. likely

c. really

d. sorry
9. a. Not really
b. Probably

c. Possibly

d. Acridly
10. a. All like

b. Alike

c. Alright

d. Arrive



Conversation 2

6.

a. It’s good.

b. I'm sorry.

c. Don’t worry

d. It sounds great!

e. It’s fine.

a. mobile number

b. telephone number
c. my friend’s number
d. correct number

e. wrong number

a. all right

b. good

c. Excuse me

d. your mistake

e. great

Conversation 3

28

10.

a. Can you speak with Morgan, please?
b. Do you know Morgan?

c. May | speak with Morgan, please?

d. I want to speak to Morgan.

e. Is Morgan in the office?

a. Please ask him about Rogers.

b. Please tell him to call Rogers.

c. Please give him a message.

d. Please take a message from him.

e. Please tell him “Rogers” called.
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Warm up

54

Instruction: Match and write the words under each picture.

093-794-5974 062-269-5909
093-795-0916 062-269-6251
093-794-5452 082-224-5152
093-794-5525 080-787-9905
093-794-5652 080-787-4146

Y g

Mobile phone

Telephone number

Message Country code

Activity 1 Instruction: complete the sentences below by using the words given.

I’ll ask her to call you as soon as possible.

Okay, Il tell him to call back you as soon as possible. Thanks for calling.
I’m so sorry. Mrs. Rebecca’s line is busy at the moment. Will you call
her later?

Sorry, my English is not good. Could you speak a little slower?

A: Personnel department, can | help you?

Extend 102, please.
Good morning. May | help you?
Good morning. May | speak to the Marketing manager?

I’'m sorry. It’s very bad line. Please spell your name again.

@ @ > @

Takechi. T-A-K-E-C-H-l.

Operator: I'm sorry. He's out. Would you like to leave a message?
Please hold and I’ll put you through.

May | speak to Mr. John Doe, please?



Activity 2 Instruction: Choose the best answer.
1. Eric: Hello, this is 02 517 7200.
Pat:

Eric: Yes, speaking.
a. Could Eric and | speak?
b. Can Eric speak, please?
¢. Will Eric speak English?
d. May | speak to Eric, please?

2. Paul:

Lanna: It is Lanna Tawong.

c. Is that Lanna Tawong?
d. Are you Lanna Tawong?
c.  Who's speaking, please?
d. Do you know Lanna Tawong?

3. What is the suitable sentence to tell someone hold the line?
a. Please get the phone.
b. Please take a minute.
c. Please hold the line.
d. Wait for me, please.

4. Which sentence can replace the sentence "Can | take a message?"
a. Do you know the message?
b. Can | tell her a message?
c. Will you leave a message?
d. May you take my message?

5. Which choice is “two-four-six-eight-double six-five?"
a. 2648665
b. 2468665
C. 2466685
d. 264866
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Activity 3 Instruction: Listen to the conversation. Are the statements true (T) or false (F).

Script
Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

Ms. Maria:

Operator:

M

M

-

Good morning, Canal Hotel, how may | help you?
Yes, | would like to speak to Elgin Wilson, please.

I'm sorry, Mr. Elgin is out of the office at the moment.
Do you know when to expect him?

He should be back about 3:00. Would you like to leave a message?
Yes. My name is Maria Stella.

Is that M-A-R-I-A-M?

It's M-A-R-I-A.

Okay, and May I tell him what this is in regards to?
Well, it's a rather personal matter.

That's okay. How can he reach you, Ms. Maria?

At 081 8899344,

081 8899344, Fine. | will give him the message as soon as he returns.

Thank you very much.

You are welcome. Goodbye.

.......... 1. The caller and the receiver know each other.
.......... 2. Mr. Elgin would like to speak to Ms. Maria.

Frn 3. The caller didn’t leave the message.

we.Tecer 4. The person whom the caller wants to speak is out of the office at the

...... Teoereee 5. Ms. Maria’s phone number is 081 8899344,

-

LG

—

—— 6. The caller is Ms. Maria.
......... 7. The line is busy while the caller is calling.

8. The caller has an appointment with the receiver.
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Activity 4 Instruction: Listen to the conversation again. Then, complete the sentences.

6. Would you like to leave ... a message ...n?

7. 1 will give him the message ..... as SO0N as ......... he returns.
8. You are ..... welcome ............ Goodbye.

9. Do you know when to ... expect ............him?

10. How can he ...... reach ......... you, Ms. Maria?

Activity 5 Instruction: Fill the missing words by using the words given in the box.

Conversation

Receptionist:  Sinsiri Resort, this is Macha, How can | help you?

Caller: Hello, may | please speak with Stephan?

Receptionist: May | ask who is calling?

Caller: Yes, this is Cindy from Mahajak Company.

Receptionist: Stephan is not available at the moment, can | take a message?
Caller: Yes, could you please tell Stephan to send over the program for the

seminar next week?
Receptionist: Sure, | will let Stephan know. And if Stephan has any questions,
could he give you a call back?
Caller: Yes, Stephan can call me back at 081 9764488 until 6 pm today.
Receptionist: Thank you, | will give Stephan your message and he will call you
back if he has any questions.
Caller: Thank you!
Receptionist: You’re welcome!
Activity 6 Instruction: Choose the best answer.
1. Hello. Is Nick ......., please? Sorry, he's in another line.
a. Now
b. there
C. here
d. free
2. I'm afraid Ajarn Nan has just stepped out. Can you ....... a message?
a. note
b. take

c. write
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d. give
3. Can | speak to Anna, please? ............. , please. Anna, phone!
a. Yes
b. Sure
c. Of course
d. Just a moment
4. I'd like to speak to Paul, please. .............. I'm sorry.
a. You must have the wrong number.
b. You must call other number.
¢. You don’t know his number.
d. Are you sure you dialed the correct number?
5. Hello. This is Wanchai. May | speak with Mr.Somsak, please? ............. Mr. Somsak is
not here right now.
a. Certainly
b. Of course
c. I'm sorry
d. This is
6. Hello. Could | speak to Kathy Wilson, please?.........c.cc...... , please. I'll see if she is in.
a. Hold on
b. Hang up
c. Call back
d. Pick up
7. I'm sorry. Ms. Lilly can't come to the phone at the moment............... leave a message?
a. Do you like to
b. Do you want to
c. Have you like to
d. Would you like to
8: Hellol Susan? wassesmuss -
a. Saying
b. Speaking
c. Dialing

d. Talking



T Peter Smith calling about my appointment next week.
a. This is
b. That is
c. Who'is
d. What is
10. Could YoM e let her know that | telephoned?
a. help
b. write
c. please
d. mind

Posttest

Instruction: Choose the missing words to fill out in the conversation below.

Conversation 1

Williams: Hello! May | speak to Thomas, please?
Taylor:  Hold on the moment, please.
Williams: All right, thanks.
Thomas: Hello, Thomas speaking. Who'’s on the line, please?
Williams: Hi, Thomas. It’s me, Williams. Do you remember me?
Thomas:  Of course, Williams. How are you doing?

1. a. May
b. Say
c. Hey
d. Day

2. a Holdin
b. Hold on
c. Come on
d. Hang on

3. a.like
b. fine
C. nine

d. line

59



4, a. This’s me

b. This is me
c. It’s me

d. It’s mine

5.a. Enforce

b. Oh! Boss
c. Of course

d. Oh! God

Conversation 2

6.

A: Hello. Is this Baker's 6.

B: I'm sorry. This is Benham’s residence.

please?

A: Oh, I'm very sorry to disturb you. | got the 7.

B: That's 8.

a. luggage

b. number

c. telephone

d. residence

e. thing

a. mobile number

b. telephone number
c. my friend’s number
d. correct number

e. wrong number

a. all right

b. fine

c. a good idea

d. your mistake

e. great
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Conversation 3

soon.

10.

A
B:
A

A:

Hello! May | speak with Morgan, please?
I’m sorry. He’s not in now. 9.

Of course. Please tell him “Rogers” called. And ask him to call me back very

OK. 10.
Thank you.

a. Do you want to give a message?

b. Do you want to leave a message’

c. Do you want to get a message?

d. Do you want to tell a message?

e. Do you want to read a message?

a. He will tell you when he gets back.

b. He will call you back.

c. | will tell him when he gets back.

d. I will call you back.

e. You have to call back
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RELATIONSHIP NAME AGE ADDRESS QCCUPATION
A dIUS Yo-ana 81y fioy 8w
FATHER
e
MOTHER
I
HUSBAND/WIFE
i/ nTsen
CHILDREN
ok 1.
2.
K3
4,
5.




EDCCATION BACKGROUND
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Usgdinisdnm
EDUCATION NAME OF ATIENDED GRADUATED COURSECOMPLETED
NSANE SCHOOL dndumsfinn | dhdansfinen | wdngmsiidnsa
HaapTunsiing e e mMsAne
PRIMARYSCHOO
L
Usznudnw

HIGH SCHOOOL

GG

COLLEGE

mende
UNIVERSITY
WNANENde

OTHER

Ju
EMPLOYMENT HISTORY (START WITH PRESENT CAREER)
UseiRnavhanu (Bueneugen)
NO NAME OF COMPANY | FROMA-TO | POSITION [ SALARY | REASON FORLEAVING
dud Jouitm Faust/q i | Suhey wiNaTia1oen
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SPECLAL ABILITIES OR SKILLS

ATy vi3aanuE IRy

LANGUAGE LISTENING SPEAKING READING WRITING
AN nafle n15YA 587U MITeU
EXE | GOO | FAIR | EXE. | GOO | FAIR | EXE. | GCO | FAIR | EXE. | GOO | FAR
3 D | wal | # D | wel| @ D | wel | # D | wol
nn | # 4 jwm| @ § [wn| @ § |wn| @ i
ENGLISH
daney
OTHER
LANGUA
G
AT
Hun
TN [ EBGKUH W.PM. (1 THAI
W.P.M
fuvidie SANGY oo A/l Iny
................................................. A1/

COMPUTER PROGRAM

AoNAeas Tuswnsy

OTHER (PLEASE STATE)
Ju 9 (U

MUl
YEAR(A.D) SUBJECT INSTTTUTE YEAR OF GRADUATE

ar a’ ﬁ;
.. VEANENT #ONUY JEELLIAREU
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REFERENCES
Qﬁ'\ﬁsgﬁ’u
NO. NAME AGE ADDRESS OCCUPATION | RELATIONSHIP
i B0 - wwana 91 fiog Gty A ELS
1.
2.

1. RESERVE MILITARY STATUS
195U BTN
Wi ISsunseniiy
2. DRIVING
AETalun U

3. PRIVATE CAR
TOeUREIUR
PRIVATE MOTORCYCLE

SOUBLAES LRGN

GENERAL INFORMATION

%’a;&aﬁl"s‘lﬂ
{2 NOTUABLE [CJ LIABLE 3 EXEMPTED
galsigniness QnLNEU]
J CAR LICENCE NO. e
SOUUA Tududvneay
1 MOTORCYCLE LICENCE NO. ..o
womaslun Tududmneian
RO 113 =1 S
Bu 9
1 YES [J NO
il fail
] YES 1 NO
il laidl

4. ARE YOU NPW. OR HAVE YOU EVER VEEN A MEMBER OF ANY ASSOCIATION.

UNION ETC?

yimupetuanSnusy. annmusanuvsali

5. IF YES. YOUR POSITION I5........

.................... PERIOD OF MEMNER

3 24 a @ 0 o i
vneslaudeminoniumsnseiianguuneniela

[1 NO [[] YES (PLEASE STATE)

alae e (Usalviseazidon)

6. 1S YOUR FRIEND/RELATIVE EMPLOYED IN THIS COMPANY OR TS SUBSIDIARY?
viueeiiitey wiegivhanluudene 4 wislusdaviehi 7

1 NO 1 YES (PLEASE STATE).iveeercris RELATIONSHIP ..o

lsitae wie (selviseasden)

SHIP...coiiiiiiiriees




7. REASON EOR JOINING THIS COMPANY 7 i rmseiosiessms s sssissas s s es
Lﬂ&ﬁwaﬁvﬁ'\uaﬁmﬁwmﬁﬁ
8. CAN YOU GO TO WORK AT OTHER PROVINCES?

viansnsadumsluuiRousinedmisliviol

76

L] YES L) NO [] OCCASIONALLY
i il Wigiundensm
9. REFERENCE (NOT RELATIVES) NAME ..., QCCUPATION. ..o
o v a ! < i =
Pogieda (lailaig i) %8 218
ADDRESS......eo et s TEL oot
=
o Ins.
10.IN CASE OF EMERGENCY : NOTIFY NAME. ..o, RELATIONSHIP......covv...
Tunsdidivngniliu TWsaudsdlsyanasoluiingu e {Aetios
Wu
ADDRESS . oot TEL et
o
o Ins.
NAME OF COMPANY ..ot e TEL oo
ey 3.

11.00 YOU HAVE ANY ABNORMAL CONDITION WITH YOUR PHYSIQUE?
wusifeunnssamaseneviequamvial
(] NO [ YES (PLEASE STATE) . c.oiiivvviaminrenersecrennnns
Tad il (Usnszy)
; 12. HAVE YOU EVER BEEN ADDICTED TO DRUGS. NARCOTICS OR ALCKOHOLISM?
i yapslussaunsivenhuaeteiiuindsn viielsndmviel
| [ NO [ YES (PLEASE STATE).rrrsmrrr
| i 3l (Usnazy)
13. HAVE YOU EVER BEEB ADMITED IN THE HOSPITAL?
suasiuthefenddnvindiululsmeadell
1 NO L1 YES (PLEASE STATE)...ocvvrrnrcecsonmmsereniinnenas
Lad il (Wsaszy)
14. (FOR FEMALE ONLY} ARE YOU PREGNANT NOW?
(avnzand) vhusdadaesaldviol
[} NO L] YES
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Tafla T4

PRE — EMPLOYMENT STATEMENT
| HEREBY CERTIFY THAT THE ANSWERS TO THE ABOVE
QUESTIONS ARF TUER TO THE BEST OF MY KNOWLEDGE.
I VOLUNTARILY GIVE ASIA PACIFIC CHEMICALS CO.,LTD. THE
RIGHT TO CARRY OUT WHATEVER REFERENCE CHECKING IT
MAY CONSIDER. NECESSARY BASED ON THE ABOVE ABSWERS.
AND | UNDERTAKE TO RENDER ANY ASSISTANCE NECESSARY.
FINALLY. | UNDFRSTAND THAT ANY FALSE ANSWERS TO THE
ABOVE QUESTIONS. OR FAISE-STATEMENT IN THE COURSE OF
THE INTERVIEW. WOULD BE SUFFICENT GROUNDS FOR NON-
EMPLOYMENT OR IF ALREADY EMPLOYER. FOR DISMISSAL
FOR JUST CAUSE.
Srndwedusorin Yomnuiinamumimuaiifueiuaie

awysal wazgniafian whildmdmausandesiu Swidbud
W3 = srvasulsyiivosimdmaiidmdlmdoun
afiusEm eudtuaunis FwihBuifesiaueaiuagy
sarthowde aesnduunudems madmdlndaderm
Limsefunundusieiluluatasd wasluvasfdunvel uay
aefhaliimdmueavslunisidsunsfnnsandiduminimuitve
‘w‘%agﬂléaanmwé’aﬁlé’%’unmwf&@uﬁmﬁ% fufle myiiausany

Aavintumendudiulume

SIGNATURE OF APPLICANT

o o v o
aqﬂuaﬂaaﬂﬂﬂiﬁqu
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Admwiiesusuluniansanluadinsay
(Important words and phrases for job application )
1. Applicatino Form
wuunasulusdinseu / Application Letter = ANUIYENATNU
2, Appticant / Candidate
GHGERRY
3. To be completed in own handwriting.
Weulvadinsfeaeilanies
4. Confidential
Humanugu
5. Photo attached here
ﬁﬂgﬂdwmaﬁ
6. Position applied for / Position sought/ Position Desired
fumisiiatag / dwwmisiidiaans
7. Salary expected
Rufauidosnis
8. Personal data (9L5n1)
UsziRdauda
mitulsznasenge 1 Curiculum vitae (CV), bio-data
vwio data sheet Alduasimuaiindaruuneagrafeatudidn “Resume ©
9. Sex
we (418 I Male wdje ¥ Female)
10. Present address
fogilagiiu
11. Permanent address
flagianns
12.Date of birth
Juiauiiiia
13. Age
918
1d.Nationality
doyund



15. Race
Bound

16. Religion AEUN
Buddhism

Christian

[H

WIS
ASee

i

daany

1}

Istam

17. Height
AGA

18. Weight
it

19. Colour of eyes
dm

20. Colour of hair
Y

21. identifiction Card (ID Card)
UnsuszadalssYvy

22. Issued by
aonlvilny

23. Marital status =

]

Single
Married =
Widowed =

Divorce =

FOMUNTWATENTE
Wulae

weag U
Wunsihe

v 8
NH1TN

24, Person to notify in case of emergency

| = i = oo Qe =
fnasinsielunsdifingUivngniau

25. Certificate degree obtained

ADIUATWNIINTIG
26. Military status

A0UAANNNUNG

27. Experience / Previous employrment

UszARNTNIY
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28. Reasons for leaving
m&gmaﬁaaﬂmmw
29. References
yanadede veuidld Referees
30. Applicant signature
anendudading
31. Reserved Officers’ Training Corps Course (ROTC)
WaNgas 3.0
32. No Military Service Obligation
Laifiusznimms
33. Self - employed
e
34. Equivalent qualification
Andifiguh
35. Income
swd
36. Letter of Recommendation
aavaieiuseInsineu vaiild  Employment Certificate TuFusasnsiineu
#sa Testimonial
37. Marriage Certificate
neUguause
38. Birth Certificate
ghdns
39. Occupation / Professino
271N
40. Related Field
grundniliieadios
41. Resume
Useifeo
42. Vocational Certificate
.,




43. Higher Vocational Certificate
Uad.
44. Home Registration Certificate
nedeutu
45.Dependent
odlugunise
46. Extra - curricular Activities
flanssuuenuangns
47. Speciat skills
AT I ALAe
48. Expert in
ﬁmmmﬁ
49. Employment record
Uszainsvineu
50. Negotiable
Aasasld
51, Guarantor
fAnUsziy
52. Fringe benefits
naUszleviignindldsuuenainandreuszsn
53. Semninars and special fraining courses
nsfuNuIkasn1sEnausNvaNgasRLAY
54. Spouse
dausa @fludanssenients)
55. Domicile
uAN
56. Transcript
TunanananIsten U Statement of Marks w38 Mark Sheet AifiiSon
57. Degree Certificate
TutBeyyndng
58, Full - time job
nuindang (uilddsnan W Part - time job )
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59. Date of attending
Fuidou
60. Military Discharge Letter

Tudaanumsuszanns wseenalsendn Certificate of exemption from military service

6. WUURNAR/LUUNAGDU

Unit 3 Online Job Application

Pretest

Instruction: Choose the best answer.

1. What’s the register icon?

[aseas
o
)

a.
2. Once the form is it becomes fillable and editable.

o

registered
b. upload
c. printed
d. edited
3. What is the website you can apply job online?
a. www.gmail.com
b. https://th.jobsdb.com/th
c. www.Facebook.com
d. http://icon-library.com/icon/online-form-icon-14.html
4. You are looking for a job at Land& Houses. How do you choose the right keywords to fill
out online job application?
a. Merchandising/Purchasing
b. Professional Service

c. Property
d. Public/Civil
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5. Eric thinks that working at True Corporation Public Company Limited is suitable for him.
How does he choose the right keywords to fill out online job application?

a. Management
b. Sciences, Lab, R&D
¢. Telecom
d. Transportation& Logistic
6. Before you start to fill forms online, what should you do?
a. Provide your work history
b. Provide your personal details
¢. Provide your education history
d. Gather together all the details you'll need to fill in the application form
7. You will need to include in your personal details.
a. the name of the school you studied with
b. training courses you have completed
c. phone number
d. your transcript
8. You will need to include in your education history.
a. full name
b. driving license details
¢. your qualifications
d. what role you had
9. You will need to include in your work history.
a. your qualifications
b. the name of company you worked for
c. medical certificate
d. resume
10. If you don’t have you cannot start to fill out online application form.
a. website
b. resume
¢. email account

d. vacant position
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1)
£*Vocabulary Practice

Activi ty 1 Instruction: Write the words to complete the sentences below by using the

words given in the box.

1.

2
3
a
5
6.
.
8
9

His has been "soccer" since the fifth grade.
Make sure you before you write e-mail.

| want his on the paperwork.

. Once the form is it becomes fillable and editable.

She the letters of the politician so as to omit the most personal passages.

Most small ship companies allow job applicants to submit their __online.

. All the same, she finally sent her for the job.

She as Mrs. Edith Jones.

with a combination of letters and numbers are difficult to guess.

10. The instrument was to a vote of the people and was adopted, and

a full set of state officers was chosen.

Ac ti\/ii‘y 2 Instruction: Match the online job application icons with the pictures.



6.

JobsDB....
@ttps://www §@

7.

i
@
o
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Activity 3 instruction: Find the meanings of job search keywords when you look

for jobs online.

Job keywords

Meaning in Thal

Job keywords

Meaning in Thai

Accounting

Manufacturing

Admin& HR

Marketing/Public Relation

Banking/ Finance

Media/Advertising

Beauty/Care/Health Medical Service
Building & Merchandising/Purchasing
Construction

Design Professional Service

E Commerce Property

Education Public/Civil

Engineering Management
Hospitality Sciences, Lab, R&D
Information Telecom

Technotogy (IT)

Insurance Transportation& Logistic

Ac tiw‘ty 4 nstruction: Which keywords people have to select when they fill out online

job application.
_____ 1. Palmy is looking for an accountant position at Montri Transport Corporation
Pubtic Co.,Ltd.
2. John graduated with bachelor degree of English Education.
3. Natty graduated with bachelor degree of Interior Architecture. She is looking for
a job now.
4. Eric wants to work for Life Insurance Company.
5. 5Susan said that she is looking for the job at Land& Houses.
6. Patty hopes to work for Sheraton Grand Hotel after she graduated from the

university.
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7. David can produce construction drawing using AutoCAD and Revit,
check drawings correctness and other works as assigned. Now he is  looking for the  job
which related to his expertise.
8. | think that working at True Corporation Public Company Limited is  suitable for
me.
o 9. Her ex-role involved providing financial and administrative support to

colleagues, clients and stakeholders of the business. Now she is looking for the same position

at a new company.

' ACi’fVii)/ 6 Instruction: How do you fill in the online job application below?

1. You should fill in the first row.

a. Paul Smith
b. Paul Smith or Smith Paul
. Mr. Paul

d. Bangkok Thailand

2. You should fitl in the second row.

a. Pim@Facebook.com
b. Pimjai@gmail.com
c. ToyotaThailand.co.th
d. www.jobdb.com

3. You should fitl in the third row.

a. 4896500099775
b. 10530
c. 0932488988
d. AAB 4569875
4. You should filt in the fourth row.

a. One year
b. Technician
¢. CCAuto car
d. 15,000 bant
5. You should fill in the fifth row.

a. 19 October 2020
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b. October 19 2020
c. 2020 October 19
d. October 2020 19
6. What thing you have to upload?

a. Photos

b. Id card

c. Certificate
d. Resume

Posttest

Instruction: Choose the best answer.

1. What’s the code, open, password icon?

2. with a combination of letters and numbers are difficult to guess.
a. Email address
b. Passwords
c. |D card number

d. Telephone number

3 What is the website you can’t apply job online?

a. https://www.jobtopgun.com/?view:index&locale=en_TH

b. https://www.careerjet.co.th/

¢. https://www.jac-recruitment.co.th/

d. http://www.dpb.co.th/faq_process.php

4. Tony graduated from a technical college and experience in the field working on simple and
complex electrical systems. Which keywords he has to select when he fills out online job
application.

a. building & construction

b. engineering

N

o
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4. Tony graduated from a technical college and experience in the field working on simple and
complex electrical systems. Which keywords he has to select when he fills out online job
application.
a. building & construction
b. engineering
c. manufacturing
d. insurance
5. After Natalee graduated in diploma. She has worked for Grand hotel. She is responsible for
cash in and cash out duties. Counting the money, reconciling the receipts and balancing the
cash drawer create an accountability of the day's transactions. Now, she is looking for a new
job. Which keywords she has to select when she fills out online job application.
a. management
b. e- commerce
c. hospitality
d. banking/ finance
6. Before you start to fill forms online, what should you do?
a. Gather together all the details you’ll need to fill in the application form
b. Provide your personal details
¢. Provide your education history
d. Provide your work history
7. You will need to include in your personal details.
a. the name of the organizations you studied with
b. when you started the job
c. when you left the job
d. your date of birth
8. You will need to include in your education history.
a. full name
b. driving license details
c. training courses you have completed

d. the name of organization you worked for



9. You will need to include

in your work history.

a. the name of company you worked for

b. address
c. medical certificate
d. resume
10. If you don’t
a. send
b. edit
C. register

d. choose

you cannot get email account.
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Tufanssu @ 3

|
WuUEN 3

as 4 _a as = a
e 20000-1219 @391 MWIBINGUNDIIUGIND

g d
#ADUATIN 7-9

< 1 = % ad  w o ' o
‘UE)‘WU'JBT’]']‘SLTEJUE UNYINUAMAUINY Job Position)

A = @ o ' "
299U TUNEINUAILKUGIIU Job Position)

e - V.
UAUR 6 .

o o = o a0 oy
1. Nﬂ@Wﬁn’]‘a‘L‘iEIU§ﬂ’l‘3ﬂQ‘Llﬁlﬂ@ﬂ‘ii&l

v o o v ) @ ¢
Ussgndldmuiiiedeasuaznsendeyalunuunesumsaiasiuuazaiasinueaulmi

(Online Job Application)
2. ddanng HuidesTeanguandn
2.1 #1MI§IURNAN (CEFR) 3xiLl B1

1) nadainsUfjaimanw

1.1 Wnnluszsud arwnsaldnim yanazdeuldununnizas etagniawas

1 | r."a/ 5 ] [} 9 Ad d’f J U2
AFRILLARIUN fa‘faummm:-m@::muu,a::‘mPmNwﬂwwm'}mmmmmnwlm

2) M5tsuiiu
2.1 Taaau/MuLNAaaLl

3) wangnun1s1lgjiiReu (Performance Evidence)
3.1 lufansau

4) uﬁngmm’mi’ (Knowledge Evidence)
4.1 Tuaanug

3. dNgTouUzilszannangsy

v o v 3 s s ¢ .
3.1 Uszanamuiieniunsnsendeyalunuurlesunmsainsiuuagalinsauesulad (Ontine

Job Application)

v oo L2 4 1 t @t Y
3.2 Usgsnamnuiineniudeuieinisnsendeyalunvurtesunisaipsiuuasainsauesulal

(Online Job Application)

4. qnilsraaABangAngsn
o o/ & ::I @l at L3
4.1 vanmemn Yszleaeanunsatinsauseulay

4.2 vantusauNsalATIUesulal
4.3 rutunaunsasinsaueaulal
4.4 ﬂ'ian%’a;aa‘lmmuwa%umiaﬁmmu

4.5 asenuuunasunsalinsueaulal



100

5. 1Aasiia Jan wazainsal

5.1 lumaug

8 o o
6. AUARUNITNINAINGTH

_ Listening and speaking

§ }( :\;Listen and repeat the words.
(g

P e ——————— T TR R R R R Rl i

+“Conversation 1

A : What's your job?

B: I'm a plumber. | fix leaking pipes and sinks. What about you?

A : Oh. I'm a technician. | work for SMB company in the I.T. department.
B : That's great.

Conversation 2

A : Excuse me. Are you a mechanic?

B: Yes, | am.

A : Can you check the brakes on my car?

B : Sure, Oh | think you should get a new set of brakes.

A : Really? OK. Can you order those and have it installed?

B

on T Mm mm a N Gm D TE S N R B Gw e e e e R Gm S o,

*.B: Sure | can.
W‘: “Sradlica e eonversansn aBove witn’ yeurnéna. T T T T T T T T T

REEEENET © Write 2 sets of conversations using the samples above and

present to class with a partner.
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7. agluaveiilars

8. niysusziiuNg
= ed
- bUUsesiEnIg s
9. 1ANEN9A198S NANAITAUATANLAN
9.1 widalnaslszneun1sFeu Fnendingmieaugaia
FWADET 20000-1219

9.2 Smart Phone Tunnsduadnundasyaann Website #ing
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WNUNNSIANTSISEUS withed 4
@ o A a o A a &
s9e3v1_30000-1219 %9391 Mwdinguiiteugsng dounian_10-12
Fowbhenaieu] nudsuanmnedidnnseting Vg - .
(Electronic mail) UAUR_6_ 2.
4 o -l a o P ; i
YOIT09/9U  NURPUIARIEBIaNNIaUNd (Electronic mail)

=l 1 s ]

1. WadwsMssEusEiunilen1sho
Ainsgideyanindesineg
v =) 1
2. $rvdanasgrudenleanguendn
IATHIUENEN nseudedimamsannevesannmglsy The Common European
Framework of Reference for Languages (CEFR) 5¢6iU B1
3. susInUsUTEIIMUE

3.1 prusazidsuannunediannsaiingd (Electronic mail)

4. AUTZEIALTINOANTTN

[

4.1 pruaanunesiannsaiing (Electronic mail)
4.2 Weumimyt @1 deruildlunis@euanvanedidnynseiing (Electronic mail)
4.3 Feulassadaamnediannsaiing (Electronic mail)

4.4 \Fyuaanunesidnnsaiind (Electronic mail)

5. #132N19IS0US
5.1 fuanwd  Anwideaiuniadsuremnedidinunseiing (Electronic Mail)

5.2 fiuvinug Bnvinwemufionssy Warm up nsdsudadwiluel (Vocabulary Practice)
ey A & = o 9 LY 1 s = P .
nsEnvinwennsite mameanidlomaid el nsinvinvenise ke nsiindinuen1aieu (Listening,

Speaking, Reading and Writing) 910 Activity Tuntagn1siaeu



6. AansIumsiseud
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NSEUIUNTS RGERHL Y fanssutiniseu do
wissuA e | - susumiuoaminduieu | - lWhGussam -seduiinianeu
A va
Az BT
veaaunausen | lenSeuvuuuneaey | - lUUYRERURau | - wWuuvR@aUnaulEey
Aaudeu Gey - N9EAUAMBUY
LRy - udavhde/gnuseasd
a ¥ ) =
PO - haedAWARIY | -lilaw weh 4
udsy _ussene/au-nau/efusy | UTHIMARE
g _uamemAmdiy | Wudlingde
Ayl asuna athatlmewa
- UDUMHNENY - e
AANT93) Pre-test o
k - LUUVARDUNENT U
e o o N
v o - WinSewhuuunegey | Warm up, Listening,
VRdOUNANTEU , _
v adey Speaking, Reading,
Writing ,Posttest
- afUTBuaAERTY
F2uiy
- LUUNAFDUNS
Beu

' =l o
1. ﬁauamwaenmmug

7.1 wilvdadeuivnmundingudmivging

) o ar ¢ a a e ’ o & . .
7.2 UmﬁﬂﬁlﬁWWLﬂEJ'JﬂUﬂ'ﬁL‘UEJUQWWN’]E’@Lé‘ﬂ'ﬂﬁaUﬂﬁ(EleCtrOﬂIC Mail)

7.3 Hp909a3e un ammnediannietind(Electronic Mait)

d o o =y N N
7.4 BulasAgndunis@vussvniediinnsaiind(Electronic Mail)

8. nsiseus

8.1 wanguA 3

lunu

8.2 wdngumIufURau




9. MSIARASUTZITIUNA

9.1 ineusimIUfuAeu

9.2 35n15Usediu

HanSUGANANTTI Pre-test ,Warm up, Vocabultary practice, Listening, Speaking,

Reading and Writing
HANIVULUUMREBUMNEUNISEUTDIITEU (Posttest)
9.3 infesilavssidiu
1. wuudseiiy
2. wuudaung

LE 1 @ s = o
10. UUVNKEWAINITIANTTIYUZ

10.1 wamdansGeuinfiaduiugiSou

YU

10.2 Yy auassainy

10.3 nrswh bty

salal 1 sﬂ

1) sansudlailymitdanadnsnfdediSou

2) wmanidywiluaisold
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= !
1‘[Jﬂ'3’13J§ [ 9 S— W89 4
o= T
TWEI91_20000-1219 #ouA3v_10-12
d a w < a
P _n18anguiNedugIng
4 ) = 2 a =
FamhensBoud Mudsuanmnediannseing oY - .
(Electronic mail) UfUA__6 .
o a4 =l a & a 5 %
YoL309 MULVBUIRNNLBLANNITOUNE (Electronic mail)

1. wadWSMITEuTszRUMIEN1TRY
Anseiteyanndonie
2. $rdanasguidenlenguaiin
WRTFIWOTTN  N5EUTINBIMLAINTININTYIRsEmnWglTU The Common European
Framework of Reference for Languages (CEFR) J86iU B1
3. aussauzUIEiIviie
3.1 srunazlisuaanuiediinnaeiing (Electronic mail)

4. AUSTEALTINORANTIY
4.1 gruaanunediannsaiing (Electronic mail)

4.2 Weueswy a1y Ternuildlumadeuaaninedidnnseiind Electronic mail)
4.3 Weulassasaaannediannsating (Electronic mail)

4.4 \Feuannunesidnnsating (Electronic mail)
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&
5. amense

i S
5 Steps of writing email : FunBUNSVBUBLNE

aSubject Line mM3@lpusiai3as : The subject line should succinctly summarize the purpose

or topic of the email to grab the recipient’s attention.

Example : “Meeting Agenda for Friday's Presentation”

@Greeting N159NNI8 : Start your email with a polite greeting to address the recipient.

Example : "Dear Mr.Smith,”

& : : : : S

asody o214 : Write a clear and concise message in the body of the email, providing
necessary details or information.

Example : “I wanted to share the updated sales report with you. Please find attached

the latest figures for your review.”

Closlng Aas9ine : End your email with a closing remark or call to action, and include

your signature.

Example : “Thank you for your attention to this matter. Best regards, [Your Name]”
EProofreading A52991UNDUES : Before sending, proofread your email for any errors in

grammar, spelling, or tone to ensure clarity and professionalism.

‘w’ Examples

New Message

To: HRteam112@email.com @

Subject: Meeting Rescheduling Request

Dear Tearn,
| hope this email finds you well. | wanted to inform you that due to unforeseen
circumstances, we need to reschedule our team meeting scheduled for tornorrow at 10:00 AM.
Thank you for your understanding. Please let me know your availability for next week so

we can find a suitable time to meet.

Best regards,

Anna
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How to response the email? : NMsnBUBLIA

. Opening daun3uii ; Begin your email response by acknowledging the original message

and expressing gratitude if applicable.

Example : “Thank you for reaching out to me regarding the project deadline.”

- 2. Addressing Concerns m‘mau%’u"l’faﬁ'lmuﬁszq’tuﬁmaﬁ‘lﬁ%’u . Address any questions,

concerns, or requests raised in the original email.
Example : “I understand your concern about the tight deadline. Rest assured, | am

actively working on completing the tasks.”

) Providing Information or Updates n1sludauaifianfianiodfunlutoymn : Offer relevant

information, updates, or solutions to the recipient’s inquiry or request.
Example: “I have attached the latest progress report for your review. We are on track

to meet the deadline.”

. Closing d@2uagying : Conclude your email with a polite closing remark or any follow-up

actions if necessary.

Example : “Please feel free to reach out if you have any further questions or concems.”

. Signature 84U : Sign off your email with your name and any relevant contactinformation.

Example : “Best regards, [Your Name]”

ples

Hi Max,

Thank you for your email regarding the upcoming team meeting. | understand your
concern about the proposed agenda.

| wanted to inform you that | have reviewed the agenda and made some adjustments
based on your feedback. Please find the revised agenda attached to this email.
If you have any further questions or suggestions, please don't hesitate to let me know. | look

forward to discussing the agenda further in our meeting.

Best regards,

Jane Williamson
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Steps of sending an email : YunBUNTEIDIUA

aCompose New Email Weudiua : Begin by opening your email platform or app and

selecting the option to compose a new email.

@Add Recipients szuflogdiagiiu : Enter the email addresses of the recipient(s) in the

“To™ field. If you want others to receive a copy, you can include them in the “Cc” field.

ECraft Your Message (Wpudioa31y : Write your email, including a clear subject line that
surnmarizes the purpose of your message. Be sure to provide all necessary information

and maintain a professional tone.

Attach Files (if necessary) wuula (674 : If you need to include any files, such as
docurnents, images, or presentations, you can attach thern by clicking on the appropriate

icon and selecting the files from your device.

Eﬂeview and Send SuNUNIULAZEIDIA : Before sending your email, take a moment
to review the content, ensuring there are no spelling or grammatical errors, and that all
attachments are included. Once you're satisfied, click the “Send” button to deliver your

message to the recipient(s).

6. WUURNYIR/LUUNAERU

Unit 5 Electronic Mail

Pretest
Instruction: Read the email below. Then, choose the best answers.

1. Who wrote this email?

a. Susan
b. Ds mail
c. Tom

d. Every one

e. A writer
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2. What is the subject of this email?

a.Thank you

b. Speak soon

c. tomsmudger91@dsmail.com
d. Hi Susan

e. Good luck in your exam

3. What is the salutation of this email?

a. Speak soon

b. Hi Susan

c. You're very kind.
d. Thank you

e. How are you?

4. Who received this email?

a.Susan
b.Ds mail
c.Tom
d.Every one
e.A writer

5. What is the closing word of this email?

a. How are you?

b. Hi Susan

c. You're very kind.
d. Thank you

e. Speak soon

6. What is the email address of the writer?

o

sjbogard@twindle.com

=

sjbogard@dsmail.com

tomsmudger@dsmail.com

n

==

tomsmudger91@dsmail.com

.fD

tomsmudger91@twindle.com



7. What is the webmail of the receiver?

2,

10.

a
b.
&
d.
e
“So it is perfect.” What does the word”it” in this email refer to?
a.
b.
C.
d.

e.

Twindle
Hotmail
Gmail
Msn

ds mail

A present and a game

A birthday present
A computer game
Tom’s birthday

Susan’ present

Who will take the exam?

a.Tom

b.Ds mail

c.Susan

d.Every one

e. A writer

What is the email address of the receiver?

a.sjbogard@twindle.com

b.sjbogard@dsmail.com

c.tomsmudger@dsmail.com

d.tomsmudger9l@dsmail.com

e.tomsmudeerd1@twindle.com
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Warm up

Instruction: Match and write the words under each icon.
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Gmail

Outlook.com

Q

iCloud Mail

Mail fence

Proton Mail

Zoho Mail Tuta AOL Mail
Mail.com Neo Hotmail
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Activity 1 Instruction: Write the words to complete the sentences below by using the words

given in the box.

1.

2
3
4.
5
6

| .....congratulate ... you on graduating in bachelor degree.

At last | have time to ..reply.. to mail that | have received these 3 weeks.

..Salutation ...of a letter is a conventional greeting.

I’'m looking ..forward.. to see you in the near future.

His ..password.. has been "soccer" since the fifth grade.

If you want to send your e-mail to other friend at the same time, you must type in
carbon copy item.

I've made a first draft of my e-mail.

Make sure you sign up before you write e-mail.

Here you go, write your e-mail address down on that and I'll be sure to add you to our

500-hundred-member strong mailing list.

10. | want his signature on the paperwork.

Activity 2 Instruction: Match and write how to send email in Gmail with the pictures.

M Gmaill Q

i

%’ Compose

] ——y

| i u
O k
® Starced EduBirdie

) © Neil Patel
- e Facebook
& prafis |
1. Open Gmail in your computer or 2.Click on compose or new mail button.

mobile phone and log in to your gmail

account,




New Message - WA

(ISR N .. I O] ]

New Message

Subject

Al o s £ |

3.You will see a dialog box in the lower-
right of the page of title “new

messages.”

4.Enter the other person’s Gmail address

that you want to send your message.

New Message e U

A oo@ s BO G ]

Knowledgelingdom@gmail.com
Haw ta send email using amall

Hey there,

| will leamed you how 10 send email using gmait

= |

A eo@aHBED

5.Add a subject.

6.Enter your text message, what you want

to tell something to others.

. Knovidedgekingdom@gmail.com
. How 1o send email using gmail
. Heythere,

1wl learnea you how [0 52nd emall using gmail

@& a8 8D

u

Knovdetgekingdom@gmail com
How ta send emall using gmall
Hzy there,

1 will tlearned you how ta send email using gmail

o @ A MDD . ]
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7.Click on the “attachment”icon to add 8.Click on the send button.
files at the bottom of the box if you

want to add files,

Activity 3 iInstruction: Write the missing statements in the e-mail below using the

words/statements eiven in the box.

To: Oliver Jacobs
Subject: Congratulation on Your Recent Wedding
Dear Oliver,
| am writing to congratulate you on your recent wedding. | was so
happy when | heard this good news. Wishing you lots of happy morents on your
wedding,
God truly made both of you for one another!
Once again, congratulations, and have a wonderful honeymoon.
Best wishes,
Susan Dean
123 ABC Street
DEF CITY,CA,90210

Activity 4 Instruction: Write an email to your friend.

IWaumuaINuARYaINANEILsRTAY

Activity 5 Instruction: Write an email to your close friend telling her/him about your

holidays during school break. Answer those questions will help you.

IRBUNUANNANYD winfnwudazau

Activity 6 Instruction: Write and send an email to your teacher. Tell him/her you cannot go

to his/her class tomorrow. Then, present your sent mail to your teacher.

I EUNUANNARYBINANYILARZAY

Activity 7 Instruction: Write and send an email to the person you want to send it to. The

subject and the content of the email is up to your deciding. Then, present your sent mail to

your teacher.




Instruction: Read the e-mail below. Then, choose the correct answer.

1. Who wrote this e-mail?
a. John Jones
b. ABC sales
¢. Mr. Carey
d. Every one
e. A writer

2. What is the subject of this e-mail?
a.Urgent Business Matter
b.Regards
crcarey@gmait.com
d.Everyoneincreation
e.Mr. Carey

3.What is the salutation of this e-mail?

a. Regards

b. Good afternoon

C. Mr. Carey

d. sexybeast@gmail.com
e. ABC sales

4. Who received this e-mail?
a. Mr. John
b. Mr. Jones
Mr. Carey
d. Sexybeast
e. ABC sales

Posttest

5 What is the closing word of this e-mail?

a. Good afternoon

b. Good afternoon, Mr. Carey
John Jones

d. ABC sales

e. Regards
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6. What is the e-mail address of the writer?

a
b.
C.
d.

e,

. sexybeast@omail.com

sexybeast@hotmail.com

rcarey@hotmailmait.com

rcare mail.co

everyoneincreation@gmail.com

7.What is the webmail of the receiver?

a.
b.
C.
d.

e.

8.“l am writing to introduce myself.” What does the word”myself” in this email refer to?

a
b.
C.
d.
e.

3.Who

a
b.

0

d.
e.
10.What is the e-mail address of the receiver?
a.

b.

2

Yahoo
Hotmail
Gmail
Msn
ABC

. Sexybeast

Mr. Carey
ABC sales
Mr. Jones
Every one
does the writer work for?
Business
25 years
Specialty sales
The community

ABC Sales

sexybeast@email.com
sexybeast@hotmail.com
rcarey@hotmailmail.com
rcarey@gmail.com
everyoneincreation@gmail.com
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7. Wnase1eds @untilml)
https://7esl.com/introduce-yourself/
https://www.jameco.com/Jameco/workshop/learning-center/glossary.html_

8. AANUN

Unit 5 Electronic Mail
Pretest
Instruction: Read the email below. Then, choose the best answers.
1. Who wrote this email?
a. Susan
b. Ds mail
c 1ém
d. Every one
e. A writer
2. What is the subject of this email?
a.Thank you
b. Speak soon
c. tomsmudger91@dsmail.com

d. Hi Susan

e. Good luck in your exam

3. What is the salutation of this email?

a. Speak soon
b. Hi Susan
c. You're very kind.
d. Thank you
e. How are you?
4. Who received this email?
a.Susan
b.Ds mail
c.Tom
d.Every one

e. A writer



What is the closing word of this email?

a. How are you?

b. Hi Susan

c. You’'re very kind.

d. Thank you

e. Speak soon

What is the email address of the writer?

Q

d.

=

sjbogard@twindle.com

sjbogard@dsmail.com
tomsmudger@dsmail.com
tomsmudeer91@dsmail.com

tomsmudger91@twindle.com

What is the webmail of the receiver?

a.
b.
g
d.
e.
“So it is perfect.” What does the word”it” in this email refer to?
a.
b.
.
d.

e.

Twindle
Hotmail
Gmail
Msn

ds mail

A present and a game
A birthday present

A computer game
Tom’s birthday

Susan’ present

Who will take the exam?

a.Tom

b.Ds mail

c.Susan

d.Every one

e A writer
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10. What is the email address of the receiver?

a.sjbogard@twindle.com
b.sjbogard@dsmail.com
c.tomsmudger@dsmail.com
d.tomsmudger91@dsmail.com

e.tomsmudeer91@twindle.com

Warm up

Instruction: Match and write the words under each icon.
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Gmail

Qutlook.com

Yahoo Mail

r

iCloud Mail

Mail fence

Proton Mail

Zoho Mail

Tuta

AOL Mail




120

Mail.com Neo Hotmail

Activity 1 Instruction: Write the words to complete the sentences below by using the words

given in the box.

1

2
3
4.
4
6

| .....congratulate ... you on graduating in bachelor degree.

At last | have time to ..reply.. to mail that | have received these 3 weeks.

_Salutation ...of a letter is a conventional greeting.

I’'m looking ..forward.. to see you in the near future.

His ..password.. has been "soccer" since the fifth grade.

If you want to send your e-mail to other friend at the same time, you must type in
carbon copy item.

I've made a first draft of my e-mail.

Make sure you sien up before you write e-mail.

Here you go, write your e-mail address down on that and I'll be sure to add you to our

500-hundred-member strong mailing list.

10. I want his signature on the paperwork.
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Activity 2 Instruction: Match and write how to send email in Gmail with the pictures.

= M Gmail/ Q

g- ¢
!—~ Compose
——————— et D Primary
3 Inbox 75
4  Starred EduBirdie
© Snoozed Neil Patel
Sent
- Facebook
B Deafts

account.

MHew Message

m"

1. Open Gmail in your computer or

mobile phone and log in to your gmail

» & A R D [

2.Click on compose or new mail button.

[ 1]

messages.”

New Message

m ’.\V

b o0

3.You will see a dialog box in the lower-

right of the page of title “new

M ]

4.Enter the other person’s Gmail address

that you want to send your message.

Knowledgekingdom@gmail.com
How/ ta send email using gmail
Hey there,

1 will i2amned you how to send email using gmiail

Bl . vconmw ;W




5.Add a subject. 6.Enter your text message, what you want

to tell something to others.

o Knowledgekingdom@gmail.com Knowledgekingdom@amail com

. Howtosendemail using gmall How to send email using gmail

. Hey there, Hey thers,

. Iwilifeamed you how 1o send email using gmatl 1 will leared you how to send emall using gmail

B ’-5-13 [ . O H ] I"J- o5
L

Al oA BBD

7.Click on the “attachment”icon to add 8.Click on the send button.
files at the bottom of the box if you

want to add files.

Activity 3 Instruction: Write the missing statements in the e-mail below using the

words/statements given in the box.

To: Oliver Jacobs
Subject: Congratulation on Your Recent Wedding
Dear Oliver,
| am writing to congratulate you on your recent wedding. | was so
happy when | heard this good news. Wishing you lots of happy moments on your
wedding,
God truly made both of you for one another!
Once again, congratulations, and have a wonderful honeymoon.
Best wishes,
Susan Dean
123 ABC Street
DEF CITY,CA,90210
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Activity 4 Instruction: Write an email to your friend.
WHUAINANAAVDIUNANBILHAZAY
Activity 5 Instruction: Write an email to your close friend telling her/him about your
holidays during school break. Answer those questions will help you.
WeuANANUARYRILNANELAAZAY
Activity 6 Instruction: Write and send an email to your teacher. Tell him/her you cannot go
to his/her class tomorrow. Then, present your sent mail to your teacher.
WeumuauAnUaItnAnuILAazAY
Activity 7 Instruction: Write and send an email to the person you want to send it to. The
subject and the content of the email is up to your deciding. Then, present your sent mail to
your teacher.
WeunNANAR Y ILNANILAATAL

Posttest

Instruction: Read the e-mail below. Then, choose the correct answer.
1. Who wrote this e-mail?
a. John Jones
b. ABC sales
c. Mr. Carey
d. Every one
e. A writer
2. What is the subject of this e-mail?
a.Urgent Business Matter
b.Regards
crcarey@gmail.com
d.Everyoneincreation
e.Mr. Carey
3 What is the salutation of this e-mail?
a. Regards
b. Good afternoon

c. Mr. Carey
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d. sexybeast@email.com

e. ABC sales

4. Who received this e-mail?
a. Mr. John
b. Mr. Jones
c. Mr. Carey
d. Sexybeast
e. ABC sales
5.What is the closing word of this e-mail?
a. Good afternoon
b. Good afternoon, Mr. Carey
c. John Jones
d. ABC sales
e. Reegards
6. What is the e-mail address of the writer?
a. sexybeast@gmail.com
b. sexybeast@hotmail.com
c. rcarey@hotmailmail.com
d. rcarey@gmail.com

e. everyoneincreation@gmail.com

7.What is the webmail of the receiver?
a. Yahoo
b. Hotmail
c. Gmail
d. Msn
e. ABC
8.1 am writing to introduce myself.” What does the word”myself” in this email refer to?
a. Sexybeast
b. Mr. Carey
c. ABC sales
d. Mr. Jones

e. Every one
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9.Who does the writer work for?
a. Business
b. 25 years
c. Specialty sales
d. The community
e. ABC Sales

10.What is the e-mail address of the receiver?
a. sexybeast@gmail.com
b. sexybeast@hotmail.com
c. rcarey@hotmailmail.com
d. rcarey@gmail.com

e. everyoneincreation@gmail.com
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v
s

6. AUAAUNITYINNANTTH

. 14: §fH

Listen to the conversation and fill in the blank

Conversation 1: Writing a Formal Email

license client compose subject line closing
appropriate purpose appointment email meeting
Tom: Hey, Sarah. | need to write an email to our ............... , Mr. Johnson. Can you help
me with it?
Sarah: Of course, Tom. What's the ........ ........ of the email?

Tom: | need to confirm the meeting details for next week.

Sarah: Okay, let's start with the ... ........ How about "Confirmation of Meeting
Details for Next Week"?

Tom: Sounds good. Should | address him as "Dear Mr. Johnson™?

Sarah: Yes, that's .....c.cccee.c.. for a formal email. In the body, be concise and clear
about the meeting time, location, and any other important information.

Tom: Got it. And for the ................ ?

Sarah: "Best regards" or "Sincerely" would work well. Don't forget to sign off with your

name.

Tom: Thanks for your help, Sarah. I'll get started on it now.

7. agUuazanilag

8. n1glsziliuna
= =
- UUsEsuN T
9. LANEANFANNAS LANFANTAUAINANLAN
9.1 wisdalenansilsznauniaFen AnEgangmeugsia
3994711 20000-1219

9.2 Smart Phone Tunsduadnundayaain Website 5ind
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anseafey

Meeting

Preparing for the meeting : MINTHNAINDUNITUTSYN

1. Agenda (21352n15U53YA) : The agenda outlines the topics to be discussed during the meeting,
keeping the discussion focused and organized.

2. Meeting materials (1an&150115U524Y3) : These include documents, presentations, or reports
relevant to the meeting's agenda, ensuring all attendees have access to necessary information.

3. Meeting room setup (3nLA3euiasUszys) : The secretary arranges the meeting room and
necessary equipment, such as projectors or conference call systems, to ensure a comfortable and
productive environment.

4. Attendee list (189afidr92mn15Usa) : Maintaining a list of attendees ensures that all

necessary individuals are invited to the meeting and helps coordinate attendance.
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5. Meeting minutes (Jufinnsuseys) : During the meeting, the secretary takes
notes or minutes to document discussions, decisions, and action items, providing a record of
the meeting's outcomes

Steps for conducting a meeting : %gumaum'a'ﬁ%ﬁumsﬂswm

1. Prepare Agenda (#1384152A15U589) Create an agenda to guide the discussion
and keep the meeting on track.

Example : “Let’s review the agenda before we start to ensure we cover all the
important topics.”

2. Start on Time (310531287 Begin the meeting promptly to respect everyone’s time.

Example : “Good morning, everyone. Let’s get started right on time. We have a
lot to cover today.”

3. Discuss Agenda ltems (8AiUs8R518M52198017U5890) Address each agenda
item, allowing relevant participants to provide input.
Example : “Our first agenda item is the marketing strategy. I’d like to hear from the
marketing team about their progress.”

4. Assign Action tterns (UBUWNBATZ4TU) Assign tasks to specific individuats with
deadlines and expectations.

Exampte: “John, could you follow up with the client and provide an update at
our next meeting?”

5. Summarize and Close (ﬂ‘gULLﬂzTJmn'l'i‘dimgu) Summarize key points, decisions, and
next steps before concluding the meeting.

Example: “To wrap up, we've made progress on our marketing strategy and have

actionable steps to move forward
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| / | d How to write meeting minutes : n’lil,%ﬂui’lmﬂuﬂ"l‘jﬂis"qu

What is meeting minutes?
Meeting minutes are notes that someone takes during a meeting to write clown what

happened. They include important points discussed, decisions macde, and tasks assigned.

Think of them like a summary or record of what happened in the meeting, so that people

who weren’t there can know what was talked about and what needs to be done next.

k | |

- - — -

/ \ 7 Steps

1. Take Notes (anuu¥in)

of writng meeting minutes : TUABUNTVEUIIBITUNITUTEYN

During the meeting, take concise notes on key discussions, decisions, and action iterns.

2. Oreanize Information (138URe4)

After the meeting, organize your notes by agenda item for clarity.

3. Draft Minutes (3195103 suszyu)

Wiite up the minutes, summarizing discussions and decisions acclrately.

4. Review and Distribute (#529M1ULAZHEULNS)

; Review the diaft for accuracy before distiibuting the final minutes to attendlees.
)

Common sentences people use in meetings Uiz‘(ﬂa"lumiﬂ‘s:ﬁqﬂ
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Let’s get started. “pnsueuian”
Can everyone hear me okay? "‘Vgﬂﬂu‘lﬁi}'@maUdﬁaxlﬁ'ullmam%’u/mi”
I’d like to propose/agenda item... “Quasnnidus/Saglussidoulinsenisvssy..”

Does anyone have any questions or i 3 T e
TasiiatnuvIamunueslsiaasu/as”
comments?

Let’s go over the agenda. “yngensednfyuessviiouinssnisuszannu”

~ “padnunsoesunsiiuiivisanuaiulalmg
Could you please elaborate on that point?
AIu/AE”
o @ W [ ar At 2/
fuiusiae/biviusenuton e

| agree/disagree with [someone’s] point.
asuranu]”

We need to stay on track. “I3waanisiagyiTlin sussgseuTon”

Let’s table that for now and come back to L. § How N
5 b mmmﬂaaﬂa‘umﬂuLﬁaquﬂulwﬂumawm”
It tater.

We’re running out of time, so let’s wrap up. “lian3siidosaiuim avssginesaiu/ag”

6. WUURNYR/wuUNAsDU
unit 5 Meeting
Pre-test

Instruction: Choose the best answer.
1. What is the main purpose of meeting minutes?

a. To create a record of discussions and decisions

b. To plan a party

c. To choose a meeting venue

d. To showcase artistic skills



2. What does the term “agenda” refer to in a meeting context?
a. A plan outlining topics to be discussed
. A list of meeting attendees
c. A collection of meeting notes
d. A summary of past meetings
3. When someone says “Please take the minutes,” what are they asking you to do?
a. Record what happens during the meeting
b. Plan the next meeting
¢. Share your favorite minutes of the day

d. Bring snacks to the meeting

4, In meeting vocabulary, what does “adjourn” mean?
a. To end or close the meeting
b. To organize
c. To start the meeting
d. To take notes
5. What is the purpose of a “break” during a meeting?
a. To rest and refresh participants
b. To make the meeting longer
c. To create confusion
d. To decide the meeting time
6. When someone says “Let's table that for now,” what are they suggesting?
a. To postpone discussing a topic
b. To bring a table o the meeting
¢. To start a new table tennis game
d. To change the meeting location
7. What does “quorum” mean in meeting terms?
a. The meeting’s starting time
b. A type of meeting agenda

¢. A meeting decoration

135
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d. The minimum number of members reguired for official decisions
8. What is a “mation” in a meeting?

a. A proposal or suggestion made by a participant

b. A physical movement during the meeting

c. A musical interlude during the meeting

d. A meeting location
9. What is the purpose of “introductions” at the beginning of a meeting?

a. To confuse participants

b. To conclude the meeting

c. To share vacation plans

d. To create a friendly atmosphere and know who is present

10. When someone says “Please hold all questions until the end,” what are they asking?
a. To ask more questions immediately
b. To avoid questions completely
¢. To stop tatking altogether

d. To save questions for later

Vocabulary
Exercise: Match the vocabulary with its meaning
1) i Agenda a. Specific tasks or actions that need to be
| completed

following decisions made in the meeting.

2 I Minutes b. A record of the individuals present at the
meeting.

) R Chairperson c. To formally end or close the meeting.

4) Facilitator d. A list or plan outlining items to be discussed or

accomplished during a meeting.
5) s Attendance e. Activities or tasks that need to be carried out
after the meeting to ensure the implementation
of decisions or resolutions.

¢) I Action Items f. A written record summarizing the discussions,
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decisions, and actions taken in a meeting.

) e, Adjourn ¢. Someone who helps guide the meeting process,
ensuring effective commmunication and
participation.

8) e Quorum h. A format where participants engage in open and

collaborative conversation about a topic.

45 J——— Roundtable Discussion i. The person responsible for leading and

overseeing the meeting.

10) RS Follow-up j. The minimum number of members required to

conduct official business in a meeting.
Listening Skill
Exercise: Listen to the conversation below then choose the correct word to complete the

conversation and answer the questions

need team meeting client agenda weekend

Conversation 1:

Kim: Hey, did you see the invite for the ...team meeting... next Monday?

John: Yeah, | did. What's on the ...agenda...?

Kim: Project updates and planning for the ...client.. presentation. Anything specific you want to

bring up?

Questions:
1) What is the main focus of the team
PNEETINGT e reeecrrrimesiersiee st bR bR s b
2) When is the team meeting
SR s emsmsmssrsmassmmnss sl A ST
3) What topics are expected to be discussed during the

MNEEHINGT....onsnssssssissssisisimsissisionsassmsssisasismsasissssisssssenss
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discussion IT manager attending timeline time

Conversation 2:

Thida: | heard there's a meeting about the new software implementation. Are you
..attending...?

James: Yes, I'll be there. Do you know who's leading the ...discussion...?

Thida: It's the ..IT manager... | guess they'll explain the ...timeline... and address any concerns.

Questions:
1) What is the subject of the
Lo SO ——
2) Who is leading the discussion on the new software
IPLENAENEEHIONT ... sensimssssisissssmismmimsint s
3) What do you think will be discussed regarding the

TR AT 1AL [T OO

accountant important follow-ups assign minutes

Conversation 3:

A: | couldn't attend the morning meeting. Anything ...important... discussed?
B: Mainly updates on ongoing projects. They mentioned a new client too.
A: Did they ...assign... tasks or ...follow-ups...?

B: Yeah, | got a few action items. Check your email; they sent out the meeting ..minutes....

Questions:
1) What was the main focus of the morning
MEELINGT...coorurieerririrerierssasinsssesssismmassasisssssssasesisissmenbisissssissassssssassssserns
2) Were there any specific projects discussed during the
mEEtitiel svsmunmummmmmmssmasmesssamsy

3) How can colleagues who missed the meeting catch up on what was discussed?




Postiest

Instruction: Read the conversation. Then, choose the best answer.

Post-test
Choose the correct choices.
1. What is the main purpose of meeting minutes?
a. To plan a party
b. To create a record of discussions and decisions
¢. To showcase artistic skills
d. To choose a meeting venue
2. What does the term “agenda” refer to in a meeting context?
a. A list of meeting attendees
b. A plan outlining topics to be discussed
c. A summary of past meetings
d. A collection of meeting notes
3. When someone says “Please take the minutes," what are they asking you to do?
a. Plan the next meeting
b. Record what happens during the meeting
c. Bring snacks to the meeting
d. Share your favorite minutes of the day
4. In meeting vocabulary, what does “adjourn” mean?
a. To organize
b. To end or close the meeting
c. To take notes
d. To start the meeting
5. What is the purpose of a “break™ during a meeting?
a. To make the meeting longer
b. To rest and refresh participants
¢. To decide the meeting time
d. To create confusion

6. When someone says “Let’s table that for now,” what are they suggesting?

139
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a. To bring a table to the meeting
b. To postpone discussing a topic
¢. To change the meeting location
d. To start a new table tennis game
7. What does “quorum” mean in meeting terms?
a. A type of meeting agenda
b. The meeting's starting time
¢. The minimum number of members required for official decisions

d. A meeting decoration

8. What is a "motion” in a meeting?
a. A physical movement during the mesting
b. A proposal or suggestion made by a participant
c. A meeting location
d. A musical interlude during the meeting
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To conclude the meeting
b. To confuse participants
c. To create a friendly atmosphere and know who is present
d. To share vacation plans
10. When someone says "Please hold all questions until the end,” what are they asking?
a. To avoid questions completely
b. To ask more questions immediately
¢. To save questions for later

d. To stop tatking altogether




= N .
7. 1@NE19591999 @uniln)

https://7esl.com/introduce-yourself/

https://www.jameco.com/Jameco/workshop/learning-center/glossary.html
8. ANANUIN
unit 5 Meeting

Pre-test

Instruction: Choose the best answer.
1. What is the main purpose of meeting minutes?

a. To create a record of discussions and decisions
b. To plan a party

c. To choose a meeting venue

d. To showcase artistic skills

2. What does the term "agenda" refer to in a meeting context?
a. A plan outlining topics to be discussed
b. A list of meeting attendees
c. A collection of meeting notes

d. A summary of past meetings

3. When someone says “Please take the minutes,” what are they asking you to do?

a. Record what happens during the meeting
b. Plan the next meeting
¢. Share your favorite minutes of the day

d. Bring snacks to the meeting

4. In meeting vocabulary, what does “adjourn” mean?
a. To end or close the meeting
b. To organize
c. To start the meeting

d. To take notes

141
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5. What is the purpose of a “break” during a meeting?
a. To rest and refresh participants
b. To make the meeting longer
c. To create confusion

d. To decide the meeting time
6. When someone says “Let’s table that for now,” what are they suggesting?

a. To postpone discussing a topic
b. To bring a table to the meeting
c. To start a new table tennis game
d. To change the meeting location
7. What does “quorum” mean in meeting terms?
a. The meeting's starting time
b. A type of meeting agenda
c. A meeting decoration
d. The minimum number of members required for official decisions
8. What is a “motion” in a meeting?
a. A proposal or suggestion made by a participant
b. A physical movement during the meeting
c. A musical interlude during the meeting
d. A meeting location
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To confuse participants
b. To conclude the meeting

c. To share vacation plans

d. To create a friendly atmosphere and know who is present

10. When someone says “Please hold all questions until the end,” what are they asking?
a. To ask more questions immediately
b. To avoid questions completely

¢. To stop talking altogether

d. To save questions for later



KEY: 1) d 2f 3)i 4g 5Hb

a. Specific tasks or actions that need to be

following decisions made in the meeting.

b. A record of the individuals present at the

c. To formally end or close the meeting.
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d. A list or plan outlining items to be discussed or

accomplished during a meeting.

e. Activities or tasks that need to be carried out

after the meeting to ensure the implementation

of decisions or resolutions.

f. A written record summarizing the discussions,

decisions, and actions taken in a meeting.

g. Someone who helps guide the meeting process,

ensuring effective communication and

participation.

h. A format where participants engage in open and

collaborative conversation about a topic.

i. The person responsible for leading and

overseeing the meeting.

Vocabulary
Exercise: Match the vocabulary with its meaning
|y § p— Agenda
completed
12] soswmas Minutes
meeting.
) RO Chairperson
g (1) ST—— Facilitator
13 J——— Attendance
E1C) S Action Items
[ P— Adjourn
127, —— Quorum
19) s Roundtable Discussion
3 Jr—— Follow-up

conduct official business in a meeting.

6)a T)« 8) j 9h 10)e

j. The minimum number of members required to
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Listening Skill

Exercise: Listen to the conversation below then choose the correct word to complete the

conversation and answer the questions

need team meeting client agenda weekend

Conversation 1:

Kim: Hey, did you see the invite for the ...tearmn meeting... next Monday?

John: Yeah, | did. What's on the ...agenda...?

Kim: Project updates and planning for the ...client.. presentation. Anything specific you want to

bring up?

Questions:
1) What is the main focus of the team
MNEEHINGT ...ttt b
2) When is the team meeting
oo s U11 ¢ U
3) What topics are expected to be discussed during the

MEELING? .ot

discussion IT manager attending timeline time

Conversation 2:

Thida: | heard there's a meeting about the new software implementation. Are you
..attending...?

James: Yes, I'll be there. Do you know who's leading the ...discussion...?

Thida: It's the ..IT manager... | guess they'll explain the ...timeline... and address any concerns.
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Questions:
1) What is the subject of the
PNEETING? ... cvesevrereseeisessenssassssbase bbb bR RS REbRRRss
2) Who is leading the discussion on the new software
1575 (=108 =19 |11 o] [PPSR —————S——
3) What do you think will be discussed regarding the

TINIEUINET oottt aeas

accountant important follow-ups assign minutes

Conversation 3:

A: | couldn't attend the morning meeting. Anything-..important... discussed?
B: Mainly updates on ongoing projects. They mentioned a new client too.
A: Did they ...assign... tasks or ...follow-ups...?

B: Yeah, | got a few action items. Check your email; they sent out the meeting ...minutes....

Questions:
4) What was the main focus of the morning
MNEETING ot
5) Were there any specific projects discussed during the
ITEIBEINGT s s s s oo

6) How can colleagues who missed the meeting catch up on what was discussed?

Post-test

Choose the correct choices.
1. What is the main purpose of meeting minutes?
a. To plan a party
b. To create a record of discussions and decisions
c. To showcase artistic skills
d. To choose a meeting venue
2. What does the term “agenda” refer to in a meeting context?

a. A list of meeting attendees



b. A plan outlining topics to be discussed
c. A summary of past meetings

d. A collection of meeting notes

3. When someone says “Please take the minutes,” what are they asking you to do?

a. Plan the next meeting
b. Record what happens during the meeting
c. Bring snacks to the meeting
d. Share your favorite minutes of the day
4. In meeting vocabulary, what does “adjourn” mean?
a. To organize
b. To end or close the meeting
c. To take notes
d. To start the meeting
5. What is the purpose of a “break” during a meeting?
a. To make the meeting longer
b. To rest and refresh participants
c. To decide the meeting time
d. To create confusion
6. When someone says “Let's table that for now,” what are they suggesting?
a. To bring a table to the meeting
b. To postpone discussing a topic
c. To change the meeting location
d. To start a new table tennis game
7. What does “quorum” mean in meeting terms?
a. A type of meeting agenda
b. The meeting’s starting time
¢. The minimum number of members required for official decisions

d. A meeting decoration
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8. What is a "motion” in a meeting?
a. A physical movement during the meeting
b. A proposal or suggestion made by a participant
c. A meeting location
d. A musical interlude during the meeting
9. What is the purpose of “introductions” at the beginning of a meeting?
a. To conclude the meeting
b. To confuse participants
c. To create a friendly atmosphere and know who is present
d. To share vacation plans
10. When someone says “Please hold all questions until the end,” what are they asking?
a. To avoid questions completely
b. To ask more questions immediately
c. To save questions for later

d. To stop talking altogether
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27
s

6. UUMBUNIFTYINNANTTH

6.1 . Work with the class. Take turns introducing yourself in front of the class. Use the details in

exercise 8 to introduce yourself.

Good morning class. First, let me introduce myself.
My name is Teamthap Suridech. I am a student of

Nakhonsawan Technical College. I study Electronics

Program. I study about the digital circuitry and

technology, and the design of circuits.

Today, | want to make you a short presentation about
smart electronic term in Industry 4.0. This term is “Data
interpretation”. Data interpretation is the process of

reviewing data and arriving at relevant conclusions using

various analytical research methods.

7. aguazanilas

8. mgUszLiung
= =
- UL seduNN SR
9. LANANFAN9AY LANFEITAUATILNNLAYN
9.1 mwisdelanansilsznaunnaen Anmdangmtanugsia
U431 20000-1219

9.2 Smart Phone lunnsduadnundayaann Website ping |
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#1528A6Y
Five simple steps for presenting a report : %‘umaumsﬁnﬁuaswmu
1. Introduction :
« Start by introducing yourself and providing some context about the report.
» Briefly outline the purpose and objectives of the report to give the audience an
understanding of what to expect.
2. Overview :
« Provide a high-level overview of the key points and findings of the report.

« Summarize the main sections or topics that will be covered in more detail

during the presentation.
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3. Main Body :
« Present the main content of the report in a clear and organized manner.
« Break down complex information into smaller, digestible chunks.
« Use visual aids such as slides, charts, or graphs to support your points and
enhance understanding.
4. Discussion :
« Encourage interaction and engagement by inviting questions or feedback from
the audience.
. Address any concerns or clarifications that may arise during the presentation.
« Use examptes or anecdotes to illustrate key points and make the content more
relatable.
5. Conclusion :
» Summarize the key findings and insights presented in the report.
« Reinforce the main takeaways and emphasize the significance of the findings.
« Thank the audience for their attention and invite further discussion or follow-up
if needed.
Charts and Graphs for Report : nsunauadeyalugduuunsmuazuaugl
1. Bar Chart : Compares quantities of different categories with rectangular bars.
2. Line Graph : Shows trends over time or continuous data with connected data
points.
3. Pie Chart ; Displays proportions of a whole with sectors of a circle.
4. Scatter Plot : Visualizes relationship between two variables with individual
data points.
5. Area Chart ; Represents cumutative data or magnitude of change over time
with filled areas below a line.
How to present information from charts or graphs? :msﬁ']LauafﬁayamnnﬂwLLa::Lmunﬁ
1. introduce the Graph or Chart
Example : "Let's take a look at this bar chart, which iltustrates our sales
performance over the past year."

2. Describe the Title and Axes
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Example : "As you can see, the title of the chart is '"Monthly Sales Revenue,’
with the months listed on the horizontal axis and the revenue in dollars on the vertical
axis."

3. Highlight Key Trends or Patterns

Example : "We can observe a steady increase in sales from January to June,
followed by a slight decline in July and August, and then a significant spike in
September."

4. Point Out Specific Data Points or Peaks

Example : "For instance, in May, we reached a peak of $50,000 in sales
revenue, which was our highest month of the year.”

5. Explain Any Fluctuations or Anomalies

Example : "The decrease in sales during July and August can be attributed
to the seasonal slowdown typically experienced during the summer months."

6. Offer Interpretations or Insights

Example : "Overall, this chart indicates that our sales performance has been
generally positive, with a few fluctuations due to seasonal factors."

7. Summarize the Main Points

Example : "To summarize, we've seen a consistent upward trend in sales
throughout the year, with a few expected fluctuations along the way."

8. Invite Questions or Discussion

Example : "Does anyone have any questions or observations about the data
presented in the chart?"

6.1 Speaking Skill: Report presentation

i. Introduction : Begin by greeting the audience and announcing the purpose of your
presentation. This step sets the tone for the meeting and informs attendees about the topic
you'll be discussing.

Examples

“Good morning, everyone. Today, I'll be presenting the quarterly sales report.”
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2. Overview of the Report : Provide a roadmap of what the audience can expect to see in

the report. This step gives context to the presentation and helps the audience understand its

structure.

> Exa mples L e e e

he report is divided into three main sections: sales analysis, market trends, and

ecomrnendations.”

“This report sumrnarizes the data collected over the past quarter and provides insight

J “First, let me give you a brief overview of what you can expect to see in this report.”
{
% into our performance.”

i e e e i i

3. Presentation of Key Findings : Present the main findings and insights from the report. This

step highlights the most important information and provides a summary of the key points,

- ‘{;\ Examples e A A e P et A At
“Our sales have increased by 15% compared to the previous quarter, exceeding our
target.”

“We've identified a erowing trend towards eco-friendly products, which presents new
opportunities for us.”
“The project is on track, with 80% of the milestones completed within the expected

timeline.”

A e T T e T et

e

4. Discussion and Analysis : Open the floor for questions, commments, and discussions about

the finclings presentedl. This step encourages engagement and allows the audlience to analyze

the data further.

.’.-
i 3 Examples e o o A o A A ettt e et e A

o~

“Now, let’s open the floor for questions or comments on the findings presented.”
“lLet’s brainstorm ideas for addressing the challenges highlighted in the customer
feedback section.”

“I'd like to hear your thoughts on how we can capitalize on the market trends iclen-
tified in the report.”

e N NSttt e Nt e et NSl Nt et Nl St Nt e N e N Sttt S St N N



157

5. Conclusion and Next Steps : Surnmarize the presentation and reiterate its significance.
This step reinforces the key takeaways and outlines the next steps or actions to be taken
based on the report’s findings.
Examples
“In conclusion, this report provides valuable insights that will guide our decisionmaking

»

moving forward

6. wuuHnvia/wuunageu
Lesson 6 : Report
Pre-test
Choose the correct choices.
1. What is the purpose of a report presentation?
a. To educate the audience
b. To entertain the audience
c. To perform magic tricks
d. To sell products
2. What do graphs and charts help us do in a report presentation?
a. Make the data easier to understand
b. Make the presentation longer
c. Hide information
d. Confuse the audience
3. Which type of chart shows trends over time or continuous data with connected data points?
a, Line Graph
b. Pie Chart
c. Bar Chart

d. Area chart



4. How do graphs help visualize data in a report?
a. By making the data more confusing
b. By making the data disappear
c. By turning the data into music
d. By making the data easier to understand
5. What is the purpose of using charts in a report presentation?
a. To make the data more complicated
b. To make the audience fall asleep
c. To hide the data from the audience
d. To make the data more visually appealing
6. What do we review in a business meeting report?
a. Sales performance
b. Movie reviews
c. Poetry readings
d. The weather forecast
7. Why is it important to analyze data in a report presentation?
a. Because it's a waste of time
b. Because it's fun
c. Because it's a requirement
d. Because it helps us make informed decisions
8. What do we discuss in a report presentation?
a. The latest fashion trends
b. Qur favorite movies
c. Qur vacation plans
d. The findings of the report
9. What is the purpose of a business meeting report?
a. To inform about company progress
b. To entertain the audience

¢. To recite poetry

158




3

d. To sell products

10. How do we conclude a report presentation?
a. By summarizing the key findings
b. By asking the audience to leave
c. By telling jokes

d. By performing a dance routine

Vocabulary:
Exercise 1: Match the vocabulary with the right chart/graph
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Bar Chart Line Graph Pie Chart
Area Chart

Scatter Plot
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Exercise 2: Categorize the following words according to their meanings.

Higher Increase Lower Decrease Rise
Fall Peak Trough Exceed Fail
Listening Skill

Exercise: Listen to the dialogue below and answer the questions

Conversation 1: Reviewing Sales Performance

Sarah: Hey Mark, have you had a chance to look at the sales report for last quarter?

Mark: Yes, | just finished reviewing it. Our sales have increased by 10% compared to the
previous quarter.

Sarah: That's great news! Did you notice any particular trends or areas for improvement?

Mark: Well, it seems that our online sales have been performing exceptionally well, but there's
been a slight dip in retail store sales. | think we need to focus more on our online marketing
strategies.

Sarah: Agreed. Let's discuss this further in our team meeting later today.

1) What is the percentage increase in sales mentioned by Mark compared to the previous

quarter?

2) Which sales channel has been performing exceptionally well according to Mark's

observation?




161

3) What area of sales has experienced a slight dip, as mentioned by Mark?

4) When do Sarah and Mark plan to discuss the sales performance further?

5) What strategy does Mark suggest focusing on to address the dip in retail store sales?

Conversation 2: Analyzing Market Share

John: Lisa, have you seen the latest market share report?

Lisa: Yes, | took a quick look at it earlier. It seems that our market share has increased by 5%
compared to last year.

John: That's promising. Do you think our recent marketing campaigns contributed to this
growth?

Lisa: Definitely. Our targeted advertising campaigns have helped us gain traction in key
demographics.

John: Excellent. Let's keep up the momentum and continue to innovate in our marketing

efforts.

1) What percentage increase in market share is mentioned by Lisa compared to the

previous year?

2) What factor does John speculate may have contributed to the increase in market share?

3) What type of campaigns does Lisa attribute the growth in market share to?

4) How does John suggest they maintain the momenturn gained in market share?

5) What action does John propose to continue innovation in marketing efforts?
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Conversation 3: Discussing Financial Performance

Emily: Hey James, | wanted to discuss the financial report with you.

James: Sure, what's on your mind?

Emily: Well, it looks like our expenses have increased significantly this quarter, especially in
the operations department.

James: Yes, | noticed that too. We'll need to review our budget and identify areas where we
can cut costs.

Emily: Agreed. Let's schedule a meeting with the finance team to discuss potential cost-
saving measures.

James: Sounds like a plan. I'll get that set up right away.

1) Which department's expenses have increased significantly this quarter, according to

Emily?

2) What action does James suggest they take regarding the increased expenses?

3) What is Emily's agreement with James' suggestion regarding the budget?

4) Who does Emily propose they schedule a meeting with to discuss potential cost-saving

measures?

5) When does James plan to set up the meeting with the finance team?

Post-test
Choose the correct choices.
1. What is the purpose of a report presentation?
a. To entertain the audience
b. To educate the audience
c. To sell products

d. To perform magic tricks
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2. What do graphs and charts help us do in a report presentation?

a. Make the presentation longer
by, Make the dala easier to understand
¢. Confuse the audience

d. Hide information

3. Which type of chart shows trends over time or continuous data with connected data points?

a. Pie Chart
b. Line Graph
c. Area chart

d. Bar Chart

4. How do eraphs help visualize data in a report?

a. By making the data disappear
b. By making the data more confusing
c. By making the data easier to understand

d. By turning the data intc music

5. What is the purpose of using charts in a report presentation?

a. To make the audience fall asleep
b. To make the data more complicated
c. To make the data more visually appealing

d. To hide the data from the audience

6. What do we review in a business meeting report?

a. Movie reviews
b. Sales performance
¢. The weather forecast

d. Poetry readings

7. Why is it important to anatyze data in a report presentation?

a. Because it’s fun
b. Because it’s a waste of time
c. Because it helps us make informed decisions

. Because it’s a requirement
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8. What do we discuss in a report presentation?
a. Our favorite movies
b. The latest fashion trends
¢. The findings of the report
d. Qur vacation plans
9. What is the purpose of a business meeting report?
a. To entertain the audience
b. To inform about company progress
¢. To sell products
d. To recite poetry
10. How do we conclude a report presentation?
a. By asking the audience to leave
b. By summarizing the key findings
c. By performing a dance routine

d. By telling jokes
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a8 i
7. 1@N§15919949 (Aunin )

https://7esl.com/introduce-yourself/ .

https://www.jameco.com/Jameco/workshop/learning-center/glossary. html

8. AMANUIN (Laamwuﬁlﬂﬁ'ﬂ LRABLUUNAFDU 1)
Lesson 6 : Report

Pre-test
Choose the correct choices.
1. What is the purpose of a report presentation?
a. To educate the audience
b. To entertain the audience
¢. To perform magic tricks
d. To sell products
2. What do graphs and charts help us do in a report presentation?
a. Make the data easier to understand
b. Make the presentation longer
c¢. Hide information
d. Confuse the audience
3. Which type of chart shows trends over time or continuous data with connected data points?
a. Line Graph
b. Pie Chart
c. Bar Chart
d. Area chart
4, How do graphs help visualize data in a report?
a. By making the data more confusing
b. By making the data disappear
c. By turning the data into music
d. By making the data easier to understand
5. What is the purpose of using charts in a report presentation?
a. To make the data more complicated
b. To make the audience fall asleep

c. To hide the data from the audience



d. To make the data more visually appealing

6. What do we review in a business meeting report?
a. Sales performance
b. Movie reviews
c. Poetry readings
d. The weather forecast
7. Why is it important to analyze data in a report presentation?
a. Because it's a waste of time
b. Because it's fun
c. Because it's a requirement
d. Because it helps us make informed decisions
8. What do we discuss in a report presentation?
a. The latest fashion trends
b. Qur favorite movies
c. Our vacation plans
d. The findings of the report
9. What is the purpose of a business meeting report?
a. To inform about company progress
b. To entertain the audience
c. To recite poetry
d. To sell products
10. How do we conclude a report presentation?
a. By summarizing the key findings
b. By asking the audience to leave
c. By telling jokes

d. By performing a dance routine
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Vocabulary: Exercise 1: Match the vocabulary with the right chart/graph

Bar Chart - Line Graph Pie Chart Scatter Plot
Area Chart

1. Pie chart 2) Area Chart 3) Bar Chart

Favourite Colour

Children
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4.Scatter Plot 5) Line Graph

Exercise 2: Categorize the following words according to their meanings.

Higher Increase Lower Decrease Rise

Fall Peak Trough Exceed Fail
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Listening Skill

Exercise: Listen to the dialogue below and answer the questions

Conversation 1: Reviewing Sales Performance

Sarah: Hey Mark, have you had a chance to look at the sales report for last quarter?

Mark: Yes, | just finished reviewing it. Our sales have increased by 10% compared to the
previous quarter.

Sarah: That's great news! Did you notice any particular trends or areas for improvement?

Mark: Well, it seems that our online sales have been performing exceptionally well, but there's
been a slight dip in retail store sales. | think we need to focus more on our online marketing
strategies.

Sarah: Agreed. Let's discuss this further in our team meeting later today.

1) What is the percentage increase in sales mentioned by Mark compared to the previous

quarter?

2) Which sales channel has been performing exceptionally well according to Mark's

observation?

3) What area of sales has experienced a slight dip, as mentioned by Mark?

4) When do Sarah and Mark plan to discuss the sales performance further?

5) What strategy does Mark suggest focusing on to address the dip in retail store sales?

KEY: 1) 10% 2) Online sales  3) Retail store sales  4) In their team meeting later today 5)

Focusing more on online marketing strategies
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Conversation 2: Analyzing Market Share

John: Lisa, have you seen the latest market share report?

Lisa: Yes, | took a quick look at it earlier. It seems that our market share has increased by 5%
compared to last year.

John: That's promising. Do you think our recent marketing campaigns contributed to this
growth?

Lisa: Definitely. Our targeted advertising campaigns have helped us gain traction in key
demographics.

John: Excellent. Let's keep up the momentum and continue to innovate in our marketing

efforts.

1)

2)

3)

What percentage increase in market share is mentioned by Lisa compared to the

previous year?

What factor does John speculate may have contributed to the increase in market share?

What type of campaigns does Lisa attribute the growth in market share to?

How does John suggest they maintain the momentum gained in market share?

What action does John propose to continue innovation in marketing efforts?

- 0/
5%

Recent marketing campaigns
Targeted advertising campaigns
3y maintaining momentum and continuing to innovate in marketing efforts

By scheduling a meeting with the finance team to discuss potential cost-saving measures
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Conversation 3: Discussing Financial Performance

Emily: Hey James, | wanted to discuss the financial report with you.

James: Sure, what's on your mind?

Emily: Well, it looks like our expenses have increased significantly this quarter, especially in
the operations department.

James: Yes, | noticed that too. We'll need to review our budget and identify areas where we
can cut costs.

Emily: Agreed. Let's schedule a meeting with the finance team to discuss potential cost-
saving measures.

James: Sounds like a plan. I'l get that set up right away.

1) Which department's expenses have increased significantly this quarter, according to

Emily?

2) What action does James suggest they take regarding the increased expenses?

3) What is Emily's agreement with James' suggestion regarding the budget?

4) Who does Emily propose they schedule a meeting with to discuss potential cost-saving

measures?

5) When does James plan to set up the meeting with the finance team?

1) Operations department

2) Review their budget and identify areas to cut costs
3) Emily agrees with James' suggestion

4) The finance team

5) Right away
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Post-test
Choose the correct choices.
1. What is the purpose of a report presentation?
a. To entertain the audience
b. To educate the audience
c. To sell products
d. To perform magic tricks
2. What do graphs and charts help us do in a report presentation?
a. Make the presentation longer
b. Make the data easier to understand
c. Confuse the audience
d. Hide information
3. Which type of chart shows trends over time or continuous data with connected data points?
a. Pie Chart
b. Line Graph
c. Area chart
d. Bar Chart
4. How do graphs help visualize data in a report?
a. By making the data disappear
b. By making the data more confusing
c. By making the data easier to understand
d. By turning the data into music
5. What is the purpose of using charts in a report presentation?
a. To make the audience fall asleep
b. To make the data more complicated
c. To make the data more visually appealing
d. To hide the data from the audience
6. What do we review in a business meeting report?
a. Movie reviews
b. Sales performance
c. The weather forecast

d. Poetry readings



7. Why is it important to analyze data in a report presentation?
a. Because it’s fun
b. Because it’s a waste of time
c. Because it helps us make informed decisions
d. Because it’s a requirement
8. What do we discuss in a report presentation?
a. Our favorite movies
b. The latest fashion trends
c. The findings of the report
d. Our vacation plans
9. What is the purpose of a business meeting report?
a. To entertain the audience
b. To inform about company progress
c. To sell products
d. To recite poetry
10. How do we conclude a report presentation?
a. By asking the audience to leave
b. By summarizing the key findings
c. By performing a dance routine

d. By telling jokes

172



173

Tufanssu 91 6 e 6
5% 20000-1219 ¥93Y1 MWIDINGUNDIIUGINT doun3an 16-18
Powhensideu; MBI IB9U (Report) e - V.
Fosw Mudeuseay (Report) TN

1. nadwsmMatFauinalinnangsn
Usz&;ﬂﬁ't%’mmé’anqﬂumﬁ‘émqa‘LLazﬂﬁu‘”ﬁmuqa‘ﬁqiﬁgﬂffl’m \WaNZAN 4DAARRANLLNUNY
gnnumsafiazimussuinanane
2. redaanas nuiiteslaangaain
2.1 WmsgueTn (CEFR) 526U B1
1) naginnsdd) e
1.1 Wnnmlusedud gnanaldnnm ﬁmmﬁﬂulr%lmunnﬁm 2t NgNABILAY
ARBILARTIY ﬁ"J&l‘%ﬁﬂ'Wll’l‘é‘ﬂ’ﬂ3'éﬂuLL@$ﬁ’1ﬁ’l’mL°fJ”]sL@‘Ll‘ﬂﬂQﬂNﬁﬁLﬁ’aﬁ’]ﬂﬁﬂ?ﬂ/ﬁlﬁ
2) A51suiiin
2.1 Tagau/uuuNAdaLl
3) ﬁﬁ'ﬂjﬁum?ﬂfjiﬁm’m (Performance Evidence)
3.1 lufansaw
4) wéngnuaug (Knowledge Evidence)
4.1 lupaug

3. angsnuzilszanangs
3.1 gnunsaila ya ans @eudnAned duaulsylaaneaiuseny

4. qmlszasAldawgAngan
= o @ & o o a v v
4.1 venvideussenesdi duau Useleaneafiuseauldegngnaes
4.2 szgnldpanuiizes Report ldgnaamumanniz
=1 k74 a A = el v
4.3 idenliuselonnmundangulunsdeasniaindnlamngs
5. Asasiia 48 wazgingnl

5.1 luaanng



174

6. AUMBUNIFYIINANTTH

6.1
Study the way to write up the work report as shown in the

given example using the information from exercise.

[Example of a Work Report Writing )

@ lob

NAME : Apichart Wanlop  Signature //:’

POSITION : Eflectronic Technician

COMPANY : Globe Electronic Services

DATE : TASKS :
May 15, 2024 Smart switch repair
COMPLETED TASKS 0

-1 finished checking the WIFl adapter.
-1 finished measuring the WIFI signal strength.

ONGOING TASKS o

Checking the wireless network configuration.

Checking all device compatibility requirements,

TASKS FOR NEXT WEEK (/]

Continue checking and deleting unnecessary items from the device,

Continue scanning the computer for malware.

APPROVED BY: % DATE  January 20, 2024

(Henrick Browns)




REPAIR * CONSULTING = SALES

_-"NAME:Z_wygt_iqh#; ,M_él'ﬁqrh:. Signature ... o e : e : G ELECIRDNIC SERVICES INC.

POSITION: Mechatronics Technician
: CDMPANY: Glob Electrq:tlc Services

L
L Jenuary2,2024 (B8 Robotic repair

/APPROVED BY: | s DATE senvaryzo20m

7. agluazaiilae

8. n1gudsziiiung
= =
- wUUL NN
v a [y v o a oa
9. 1ANA152198Y LANAITAUAMNNLAN
9.1 misdalanansilsznaunisiFes AmEgIngmvesugsia
AT 20000-1219

9.2 Smart Phone lunnsAuadrmdayaann Website #ine
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