


QUERIDOS JÓVENES:

Siempre he pensado que la juventud constituye una de las etapas más importantes en el desarrollo del 
ser humano; es la edad donde forjamos el carácter y visualizamos los más claros anhelos para nuestra 
vida adulta. Por eso, desde que soñé con dirigir los destinos de nuestro estado, me propuse hacer 
acciones concretas y contundentes para contribuir al pleno desarrollo de nuestros jóvenes sonorenses.

Hoy, al encontrarme en el ejercicio de mis facultades como Gobernadora Constitucional del Estado de 
Sonora, he retomado los compromisos que contraje con ustedes, sus padres y –en general con las y los 
sonorenses– cuando les solicité su confianza para gobernar este bello y gran estado. Particularmente 
lucharé de manera incansable para que Sonora cuente con “Escuelas formadoras de jóvenes 
innovadores, cultos y con vocación para el deporte”. Este esfuerzo lo haré principalmente de la mano 
de sus padres y sus maestros, pero también con la participación de importantes actores que 
contribuirán a su formación; estoy segura que juntos habremos de lograr que ustedes, quienes 
constituyen la razón de todo lo que acometamos, alcancen sus más acariciados sueños al realizarse 
exitosamente en su vida académica, profesional, laboral, social y personal.

Este módulo de aprendizaje que pone en sus manos el Colegio de Bachilleres del Estado de 
Sonora, constituye sólo una muestra del arduo trabajo que realizan nuestros profesores para 
fortalecer su estudio; aunado a lo anterior, esta Administración 2015-2021 habrá de 
caracterizarse por apoyar con gran ahínco el compromiso pactado con ustedes. Por tanto, mis 
sueños habrán de traducirse en acciones puntuales que vigoricen su  desarrollo humano, 
científico, físico y emocional, además de incidir en el manejo exitoso del idioma inglés y de las 
nuevas tecnologías de la información y la comunicación.  

Reciban mi afecto y felicitación; han escogido el mejor sendero para que Sonora sea más próspero: 
la educación.

LIC. CLAUDIA ARTEMIZA PAVLOVICH ARELLANO
GOBERNADORA CONSTITUCIONAL DEL ESTADO DE SONORA
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El Colegio de Bachilleres del Estado de Sonora (COBACH), desde la implementación de la Reforma Integral de 
la Educación Media Superior en 2007, de forma socialmente responsable, dio inicio a la adecuación de su Plan 
de estudios y a sus procesos de enseñanza aprendizaje y de evaluación para reforzar su modelo de Educación 
Basada en Competencias, y así lograr que pudieran sus jóvenes estudiantes desarrollar tanto las competencias 
genéricas como las disciplinares, en el marco del Sistema Nacional del Bachillerato.

Este modelo por competencias considera que, además de contar con conocimientos, es importante el uso que 
se hace de ellos en situaciones específicas de la vida personal, social y profesional. Dicho de otra forma, el ser 
competente se demuestra cuando, de forma voluntaria, se aplican dichos conocimientos a la resolución de 
situaciones personales o a la adquisición de nuevos conocimientos, habilidades y destrezas, lo que hace que se 
refuerce la adquisición de nuevas competencias.

En ese sentido el COBACH, a través de sus docentes, reestructura la forma de sus contenidos curriculares y lo 
plasma en sus módulos de aprendizaje, para facilitar el desarrollo de competencias. En el caso del componente 
de Formación para el Trabajo, además de las competencias genéricas, fortalece el sentido de apreciación hacia 
procesos productivos, porque aunque el bachillerato que te encuentras cursando es general y te prepara para 
ir a la universidad, es importante el que aprendas un oficio y poseas una actitud positiva para desempeñarlo.

De tal forma que, este módulo de aprendizaje de la asignatura de  Job interview, es una herramienta valiosa 
porque con su contenido y estructura propiciará tu desarrollo como persona visionaria, competente e 
innovadora, características que se establecen en los objetivos de la Reforma Integral de Educación Media 
Superior.

El módulo de aprendizaje es uno de los apoyos didácticos que el COBACH te ofrece con la finalidad de garantizar 
la adecuada transmisión de saberes actualizados, acorde a las nuevas políticas educativas, además de lo que 
demandan los escenarios local, nacional e internacional. En cuanto a su estructura, el módulo se encuentra 
organizado en bloques de aprendizaje y secuencias didácticas. Una secuencia didáctica es un conjunto de 
actividades, organizadas en tres momentos: inicio, desarrollo y cierre.

En el inicio desarrollarás actividades que te permitirán identificar y recuperar las experiencias, los saberes, las 
preconcepciones y los conocimientos que ya has adquirido a través de tu formación, mismos que te ayudarán 
a abordar con facilidad el tema que se presenta en el desarrollo, donde realizarás actividades que introducen 
nuevos conocimientos dándote la oportunidad de contextualizarlos en situaciones de la vida cotidiana, con 
la finalidad de que tu aprendizaje sea significativo. Posteriormente se encuentra el momento de cierre de la 
secuencia didáctica, donde integrarás todos los saberes que realizaste en las actividades de inicio y desarrollo. 

En todas las actividades de los tres momentos se consideran los saberes conceptuales, procedimentales y 
actitudinales. De acuerdo a las características y del propósito de las actividades, éstas se desarrollan de forma 
individual, grupal o equipos.

Para el desarrollo de tus actividades deberás utilizar diversos recursos, desde material bibliográfico, videos, 
investigación de campo, etcétera; así como realizar actividades prácticas de forma individual o en equipo. 
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La retroalimentación de tus conocimientos es de suma importancia, de ahí que se te invita a participar de 
forma activa cuando el docente lo indique, de esta forma aclararás dudas o bien fortalecerás lo aprendido; 
además en este momento, el docente podrá tener una visión general del logro de los aprendizajes del grupo.

Recuerda que la evaluación en el enfoque en competencias es un proceso continuo, que permite recabar 
evidencias a través de tu trabajo, donde se tomarán en cuenta los tres saberes: conceptual, procedimental y 
actitudinal, con el propósito de que apoyado por tu maestro mejores el aprendizaje. Es necesario que realices 
la autoevaluación, este ejercicio permite que valores tu actuación y reconozcas tus posibilidades, limitaciones 
y cambios necesarios para mejorar tu aprendizaje.

Así también, es recomendable la coevaluación, proceso donde de manera conjunta valoran su actuación, con 
la finalidad de fomentar la participación, reflexión y crítica ante situaciones de sus aprendizajes, promoviendo 
las actitudes de responsabilidad e integración del grupo. 

Finalmente, se destaca que, en este modelo, tu principal contribución es que adoptes un rol activo y 
participativo para la construcción de tu propio conocimiento y el desarrollo de tus competencias, a través de 
lo que podrás dar la respuesta y la contextualización adecuadas para resolver los problemas del entorno a los 
que te enfrentes, ya sean personales o profesionales.
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Se trata de la evaluación que se realizará al inicio de cada 
secuencia didáctica y que te permitirá estar consciente de 
tus conocimientos acerca del tema que abordarás.

EVALUACIÓN DIAGNÓSTICA

Es la relación de palabras nuevas o de las cuales pudieras 
desconocer su significado. Es útil para conocer nuevos 
conceptos, ampliar tu vocabulario y comprender mejor 
las lecturas.

GLOSARIO

En este espacio realizarás una evaluación de tu propio 
trabajo, misma que deberá ser honesta para que puedas 
identificar los conocimientos que has adquirido y las 
habilidades que has desarrollado, así como las áreas que 
necesitas reforzar.

AUTOEVALUACIÓN

En este apartado encontrarás el espacio para calificar 
tu desempeño, que será por parte de tu profesor, tus 
compañeros (coevaluación) o tú mismo (autoevaluación).

EVALUACIÓN DE ACTIVIDADES

Durante el semestre, tu profesor te irá indicando qué 
evidencias (trabajos y ejercicios) debes ir resguardando 
para integrarlos en un portafolio, mismos que le 
entregarás cuando te lo indique, a través del cual te 
evaluará.

PORTAFOLIO DE EVIDENCIAS

Son reactivos que aparecen al final de un bloque, al 
realizarlos reforzarás los conocimientos adquiridos 
durante el bloque y desarrollarás tus habilidades.

REACTIVOS DE CIERRE

Esta actividad resume los conocimientos adquiridos 
durante un proceso, ya sea una secuencia didáctica, un 
bloque o lo visto en un semestre completo. Es la suma 
teórica y práctica de tus conocimientos y es útil para 
fortalecer tu aprendizaje.

ACTIVIDAD INTEGRADORA

Este tipo de evaluación se hace con uno o varios de tus 
compañeros, en ella tú los evalúas y ellos a ti. Les permite, 
además de valorar sus aprendizajes, colaborar y aprender 
unos de otros.

COEVALUACIÓN

Es el listado de referencias que utilizaron los profesores 
que elaboraron el módulo de aprendizaje, contiene la 
bibliografía, las páginas de internet de las cuales se tomó 
información, los vídeos y otras fuentes que nutrieron los 
contenidos. Te permite también ampliar la información 
que te proporcione tu profesor o la del módulo mismo.

REFERENCIAS

La rúbrica es una tabla que contiene niveles de logro 
o desempeño especificados en estándares mínimos 
y máximos de la calidad que deben tener los diversos 
elementos que componen un trabajo. Sirve como guía 
para saber qué debe contener un trabajo y cómo debe 
ser realizado. 

RÚBRICA DE EVALUACIÓN

El glosario icónico es la relación de figuras que encontrarás en diversas partes de tu módulo. Enseguida, se 
muestran junto con su definición, lo que te orientará sobre las actividades que deberás realizar durante el 
semestre en cada una de tus asignaturas.

ACTIVIDAD 1
SD1-B1

Con este gráfico identificarás la Actividad dentro del texto, 
incluyendo la indicación y especificando si debe realizarse 
de manera individual, en equipo o grupal.

Individual

Equipo Grupal
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“Una competencia es la integración de habilidades, conocimientos y actitudes en un contexto específico”. 

Para dar continuidad a los trabajos propuestos por la Dirección General de Bachillerato (DGB), en los 
programas de formación para el trabajo de la Capacitación de Inglés para Relaciones Laborales y con el 
propósito de responder a las necesidades de información que requieres como estudiante, el presente módulo 
de aprendizaje tiene como objetivo acercarte, en un solo documento, tanto a contenidos y elementos teóricos 
como a ejercicios y proyectos prácticos para dotarte de los conocimientos y competencias que hoy en día se 
requieren en el sector productivo y de servicios, y de esta manera, integrarte al mercado laboral conforme 
a las exigencias de la globalización, o bien, continuar con su formación profesional en una institución de 
educación superior.

En este contexto, tu módulo de aprendizaje fue rediseñado por docentes del Colegio de Bachilleres del Estado 
de Sonora, para lograr elaborar un documento que articulara los contenidos propuestos por la DGB para 
el componente de formación para el trabajo  con las Normas Técnicas de Competencia Laboral (NTCL), del 
Consejo de Normalización y Certificación de Competencia Laboral (CONOCER), dando como resultado este 
material acorde con las tendencias de las competencias laborales que demanda el empleo en Sonora y el país.

En cuanto a su estructura, el módulo de aprendizaje aporta los elementos necesarios para adquirir los 
conocimientos y desarrollar las habilidades, actitudes y valores en ti que, en conjunto, te hagan ser competente 
en un determinado oficio que los sectores productivo o de servicios demanden, y que se determinen con base 
en estándares nacionales e internacionales de calidad; te provee de herramientas para lograr que adquieras 
los conocimientos necesarios y nuevos; te apoya en tu crecimiento y desarrollo. Por otra parte, es también 
un instrumento de gran utilidad para los docentes que imparten la capacitación de Inglés para Relaciones 
Laborales, pues estandariza los contenidos en todos los planteles del Colegio.

En resumen, los módulos de la capacitación para el trabajo de Inglés para Relaciones Laborales, están diseñados 
para formarte en un proceso de mejora continua de calidad educativa, y de los elementos necesarios para 
que te dediques y desempeñes de forma óptima a un oficio o, si así lo decides, continúes una profesión.
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COMPETENCIAS PROFESIONALES DE EGRESO

Durante el proceso de formación de los dos módulos, el estudiante desarrollará las siguientes compe-
tencias profesionales, correspondientes a la capacitación de Inglés para Relaciones Laborales: 

1

2

3

4

5

6

Identifica y emplea diversos tipos de documentos oficiales para el intercambio 
de información en una empresa.

Emplea técnicas de lectura para una mejor comprensión de documentos  
oficiales y todo lo que esta requiera para un buen funcionamiento de ella.

Utiliza correctamente frases formales, para desenvolverse en el ámbito labo-
ral, y en situaciones diversas.

Utiliza sus habilidades auditivas y comunicativas para entablar conversaciones 
reales y por vía telefónica.

Analiza los diversos problemas que pueden ocurrir en el ámbito laboral y 
propone soluciones efectivas.

Demuestra sus conocimientos al desenvolverse efectivamente en una 
entrevista de trabajo.
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Objetos de aprendizaje

al finalizar el bloque
Competencias a desarrollar

 ■ Identifica sus habilidades, valores y 
fortalezas para elaborar un resume.

 ■ Identifica las diferencias entre un Resume 
y un Curriculum Vitae.

 ■ Reconoce que las diferencias culturales, 
y costumbres laborales internacionales, 
pueden dar lugar a que el Resume y el CV 
sean considerados de manera indistinta, 
o tengan una aplicación diferente.

 ■ Elabora su propio resume siguiendo sus 
características.

 ■ Utiliza sus habilidades de escritura para 
redactar una carta de presentación que 
acompaña a su resume.

 ■ Completa una solicitud de empleo 
correctamente.

 ■ Maneja correctamente la expresión 
verbal y no verbal durante una entrevista 
de trabajo.

Tiempo asignado: 20 horas

 ■ La importancia de reconocer las 
habilidades, valores y fortalezas de 
un estudiante durante el proceso que 
conlleva a la búsqueda de un empleo.

 ■ Diferencia entre un Resume y un 
Curriculum Vitae y su aplicación.

 ■ El resume y la carta de presentación 
dirigida al potencial empleador.

 ■ El llenado correcto de una solicitud de 
empleo.

 ■ La entrevista de trabajo.

 ■ Produce textos con base en el uso 
normativo de la lengua, considerando la 
intención y situación comunicativa.

 ■ Expresa ideas y conceptos en 
composiciones coherentes y creativas, con 
introducciones, desarrollo y conclusiones 
claras.

 ■ Argumenta un punto de vista en público 
de manera precisa, coherente y creativa.

 ■ Valora el pensamiento lógico en el 
proceso comunicativo en su vida cotidiana 
y académica.

 ■ Identifica e interpreta la idea general 
y posible desarrollo de un mensaje 
oral o escrito en una segunda lengua, 
recurriendo a conocimientos previos, 
elementos no verbales y contexto cultural.

 ■ Se comunica en una lengua extranjera 
mediante un discurso lógico, oral o escrito, 
congruente con la situación comunicativa.

Desempeño del estudiante

Job Interview
BLOCK 1
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DIAGNOSTIC EVALUATION

Underline the correct answer.

1. Transferable skills are not formally ‘taught’.
a. True
b. False

2. A curriculum and a resume are the same in the United States.
a. Yes
b. No

3. A strong resume may be the sole difference in getting a call for an interview or simply having your resume 
tossed into the proposed employer’s sludge pile.
a. True
b. False

4. On the day of my interview I should wear:
a. Jean shorts
b. Formal clothes
c. My shortest skirt

5. On the day of my interview I should:
a. Shower, brush my teeth, put on deodorant, and comb my hair.
b. Roll out of bed and catch a bus to the interview.
c. Dye hair orange, paint my nails to match hair, put on chain, and show off tattoos.

6. To the interview I should bring:
a. My girlfriend/ boyfriend and my nephews or niece.
b. Copies of my resume, pen, notebook, and ID.
c. Cigarettes and cell phone.

7. I should arrive at my interview:
a. Right when it is supposed to start.
b. 15 minutes late. It is good to be fashionably late.
c. 5-10 minutes before it starts.

8. On the day of my interview, I should wear:
a. Tennis shoes
b. Dress shoes
c. Sandals
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9. During my interview, I should:
a. Answer my cell phone when it rings.
b. Keep my hat on and use slang and curse words.
c. Give clear answers. Sit up straight. Make eye contact with my interviewer.

At the end of this block you will create a video in which you will show all the preparation before an interview 
and how to handle it successfully.
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Didactic Sequence 1
WRITING A RESUME

Start Up Activities

ACTIVITY 1
SD1-B1

Complete the following sentences with the correct option.

in the end            look up          reasonable                       blooming      leads

1. I didn’t think the questions in the interview were ___________________. I 
mean they were asking all kinds of personal questions.

2. I know searching for a job is hard work, but __________________, your 
efforts will pay off.

3. Jobs in computer science are really ___________________, so you shouldn’t 
have a problem finding work after you graduate.
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5. I suggest you take the time to _______________ some information on the 
company before your interview.

4. My father gave me a few job _______________ that I need to follow up on.

Development Activities

Read the following article and discuss the following questions:

Do you know what skills are?
Do you know what transferable skills are?
What skills do you think an employer expects from a job hunter?

Career Skills

You might be surprised to know that you already have many of the skills which are essential for employment in the 
modern workplace. These are not the specific knowledge based skills you would learn during an apprenticeship, 
in college or at work, but the ‘transferable skills’ which we all need to use when we work with other people, on projects 
or even by ourselves. You develop these skills simply from being involved in everyday activities. They are not formally 
‘taught’ in school, but they may develop there, at home, or through your hobbies, activities, and friendships.

ACTIVITY 2
SD1-B1
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The skills we are talking about are quite ordinary, that’s why we don’t usually notice them. These ‘ordinary’ skills 
are so taken for granted that we seldom make any effort to improve or develop them. Terms such as ‘communication 
skills’, ‘people skills’ and ‘organization skills’ are just some of the many skills which most people develop without 
even knowing about it.

Why are they important?

Let’s put it this way. Two equally qualified people have applied for a job as a scientist. At the job interview, 
each is asked if they think that they would be good at the job. The first person answers with a simple “yes”, the 
second one also answers “yes”, and continues to discuss why he or she thinks is good at. Both are well qualified 
for the job, but the second candidate has better ‘communication skills’. The candidate is simply better able to 
communicate when asked for information. Both may have honor degrees; but the better developed ‘ordinary’ skill 
of communication gives the edge to the second candidate.

Chances are the first candidate thought that having the right qualification was all that was needed to get the job. 
Big mistake! It’s safe to assume that for every job you apply for there will also be several others who will have the 
same or better qualifications. So it is not necessarily the qualifications that win the job contract! More often, it is 
the ‘ordinary’ skills, and the evidence that you have developed them that counts.

ACTIVITY 3
SD1-B1

Read and complete the following exercise.

This activity will be helpful to discover the skills you have developed and the ones you need to develop. Read each 
of the skills and draw a checkmark to rate how well or bad you are at each of them. By rating yourself on these 
skills, you can see where your strengths and weaknesses may lie. Then, you can look for opportunities to develop 
and practice your underdeveloped skills so that regardless of your academic achievements, you will be able to 
show others just how skillful you are.

Career Skills Self-Assessment Exercise

Well Developed
I show this skill often, and others know I can be relied upon         
to use this skill effectively when needed.

Some Experience
I have had opportunity to develop this skill and have used it in     
a work, home, or school/college environment in a small way.

Undeveloped
I have not had the opportunity to develop this, or have not
taken opportunities to develop this.
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PEOPLE SKILLS                                                                                       
Sensitivity to others:                                                                               
Ability to maintain a deep interest in the concerns and feeling of others. Inclined 
to find ways to help people. 

Insight into others:
Has developed an understanding of what makes people do what they do, and is 
tolerant of the actions of others. Good at reading the moods of others.

Openness:
Is open, and encourages communication with all people at all levels. Inclined to 
share personal experiences and trust people.

Respect:
Takes the feelings, needs, thoughts, wishes and preferences of others (including 
other cultures and races) into consideration, and gives them worth and value.

Speaking:
Can present information clearly and confidently to other individuals and groups. 
Maintains good eye contact and can keep the attention of an audience or indivi-
dual.

Writing: 
Possess good to excellent writing skills. Able to create business or technical do-
cuments, correspondence, and other effective written communications. Enjoy 
creative writing.

Active listening:
Gives full attention to what other people are saying, takes time to understand the 
points being made, asks questions as needed, and does not interrupt inappropria-
tely.

Conversation:
Speaks clearly and listens attentively. Attends to the other person, not to oneself. 
Seeks clarification where necessary and attends to body language appropriately.

Persuasion:
Shows ability to influence peoples beliefs and actions. Easily wins people’s 
co-operation and support for ideas or activities.

Team membership:
Works easily with groups of people and shows loyalty and commitment to the 
teams’ objectives. Attends to each member’s views equally.
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Team participation:
Openly expresses views and opinions within a group. Shows willingness to take 
on tasks and responsibilities as appropriate to one’s experience.

Leadership:
Has the ability to communicate a vision or goal to others and lead them towards 
achieving it. Pushes for action and results, and wins the support and help of others.

TASK SKILLS

Planning
Creates clear goals, identifies and finds the resources (e.g. time, people, materials)
needed to achieve them, and schedules tasks so that work is completed on time

Time management
Takes the time to organize events and tasks carefully so as to use time efficiently. 
Uses a diary/planner to ensure tasks are undertaken.

Practical 
Uses equipment, tools or technology effectively. Easily follows instructions and 
shows willingness to use whatever tools or technology is required. 

Computing
Confidently uses a computer to write documents, browse the internet and use 
email programs. Can save files, locate them efficiently and print them.

Problem solving
Seeks to find the cause of problems, find and choose effective solutions and take 
the necessary action to resolve them.

Business awareness
Understands the main business activities of a company/organization. Has a good 
sense of the business opportunities available, and the primary competitors.

Customer focus
Shows understanding and concern for customers’ needs, is helpful and friendly to 
them, and deals with any questions or complaints they may have.

PERSONAL SKILLS

Learning
Seeks and willingly takes opportunities to learn. Shows interest in personal lear-
ning and development. Looks for feedback to improve understanding.



Job Interview

21
BLOCK 1     Writing a Resume

21

Undev
elo

ped

Som
e e

xp
er

ien
ce

W
ell

 dev
elo

ped

Adaptability
Adapts easily to new challenges and is open to new ways of doing things. Effec-
tive at changing plans or actions to deal with changing situations.

Goal setting
Ability to make a decision about what is wanted, and determine when it is to be 
achieved. Stays committed to the goal, and deals with setbacks realistically.

Initiative
Takes the initiative to improve a situation. Seeks opportunities to influence events, 
or make decisions.

Independence
Able to perform tasks effectively with minimum help or approval, or without 
direct supervision. 

Achievement motivation
Has the drive to succeed and excel at tasks. Strives to exceed expectations. Shows 
confidence in abilities and expects to succeed at all tasks agreed on.

Dependability
Reliable, responsible and dependable in fulfilling duties. Carefully checks work 
to ensure all details have been considered.

Professionalism
Remains calm and self-controlled under stressful situations. Works to deliver the 
best interests of the organization at all times, and maintains appropriate dress 
code.
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Now that you are familiar with some of the most important transferable skills desired by employers, it is a good 
idea to take notes of those you have developed the most. These will be some of the things you would mention 
when writing your Resume, along with some examples of how they were developed or used. You can also use this 
information when preparing for an interview. An employer will be looking to see what skills you have, and for 
evidence of how you have actually applied them. They won’t accept that you have them just because you say so. 
Fill in the section below to summarize your most developed skills.

Career Skills - Summary and Action Plan

ACTIVITY 4
SD1-B1

MOST DEVELOPED SKILLS How did I develop this? Where did  I use it?       
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ACTIVITY 5
SD1-B1

SKILLS TO DEVELOP:  What activities can I get involved in to develop this?

1

2

3

What about those skills you have not yet been able to develop? These could go against you when looking for a job. 
Remember, most employers want just about all of the skills mentioned in this exercise, and they may well ask you 
if you have had any experience of using such skills. So why not set targets for developing some of your weaker 
skills? Start by listing three of the skills you would like to get more experience with, and then note some of the 
activities you could become involved in to help develop them. Ask for suggestions from friends and advisors if 
you can’t think of activities yourself.
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Read and  then complete practice A, B and C.

List of the Top 5 Values Employers Look for in Employees

 In addition to relevant skills, employers seek employees who have the personal values, characteristics, and 
personality traits that spell success. Good personal values are what makes the foundation for a good employee. 
Here is a list of top 5 values employers look for in employees:

1. Strong Work Ethic

Employers value employees who understand and possess a willingness to work hard. In addition to working 
hard it is also important to work smart. This means learning the most efficient way to complete tasks and finding 
ways to save time while completing daily assignments. It’s also important to care about your job and complete 
all projects while maintaining a positive attitude. Doing more than is expected on the job is a good way to show 
management that you utilize good time management skills and don’t waste valuable company time attending to 
personal issues not related to the job.

2. Dependability and Responsibility

Employers value employees who come to work on time, are there when they are supposed to be, and are responsible 
for their actions and behavior. It’s important to keep supervisors abreast of changes in your schedule or if you are 
going to be late for any reason. This also means keeping your supervisor informed on where you are on all projects 
you have been assigned. Being dependable and responsible as an employee shows your employer that you value 
your job and that you are responsible in keeping up with projects and keeping them informed of the things that 
they should know about.

3. Possessing a Positive Attitude

Employers seek employees who take the initiative and have the motivation to get the job done in a reasonable 
period of time. A positive attitude gets the work done and motivates others to do the same without dwelling on 
the challenges that inevitably come up in any job. It is the enthusiastic employee who creates an environment of 
good will and who provides a positive role model for others. A positive attitude is something that is most valued 
by supervisors and co-workers and that also makes the job more pleasant and fun to go to each day.

4. Adaptability

Employers seek employees who are adaptable and maintain flexibility in completing tasks in any workplace. 
Being open to change and improvements provides an opportunity to complete work assignments in a more 
efficient manner while offering additional benefits to the corporation, the customer, and even the employee. While 
oftentimes employees complain that changes in the workplace don’t make sense or makes their work harder, 

ACTIVITY 6
SD1-B1
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oftentimes these complaints are due to a lack of flexibility.

Adaptability also means adapting to the personality and work habits of co-workers and supervisors. Each person 
possesses their own set or strengths and adapting personal behaviors to accommodate others is part of what it 
takes to work effectively as a team. By viewing change as an opportunity to complete work assignments in a more 
efficient manner, adapting to change can be a positive experience. New strategies, ideas, priorities, and work habits 
can foster a belief among workers that management and staff are both committed to making the workplace a better 
place to work.

5. Honesty and Integrity

Employers value employees who maintain a sense of honesty and integrity above all else. Good relationships are 
built on trust. When working for an employer they want to know that they can trust what you say and what you do. 
Successful businesses work to gain the trust of customers and maintain the attitude that “the customer is always 
right”. It is the responsibility of each person to use their own individual sense of moral and ethical behavior when 
working with and serving others within the scope of their job.

http://internships.about.com

Practice A. Add to the following list 3 more values you know. 

1= Not important at all, 2 = Somewhat important, 3 = Quite important, 4 = Important, 5 = Very important

1 2 3 4 5

Generosity

Self-fulfillment

Respect

Autonomy

Honesty

Humbleness

Friendship
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Discipline

Trust

Responsibility

Freedom

Practice B. Once you have given the grades, select your five key values and describe how they have been evident 
in your choices and actions.

Five key values How can it be evident in your choices and actions?

1.

2.

3.

4.

5.
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Practice C. Select five values that you wish to develop in yourself and explain why.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Read  the following information  then, work with practice A, B and C.

Your personal characteristics and strengths will affect your job opportunities; identifying them will allow you to 
see yourself in the right perspective and also strengthen your self-respect and self-confidence. You can develop 
your strengths, but it always requires commitment, self-discipline and effort.

What are your strengths?
Find your positive attributes

 
Your strengths are a mixture of your talents, knowledge and skills. The theory behind strengths is based on positive 

ACTIVITY 6
SD1-B1
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Psychology: everyone has strengths they are born with but few people know what these are. By identifying your 
strengths and matching yourself to the role, you will enjoy it more and perform better than those who have to try 
hard to fill the role.

When involved in enjoyable activities:
• You have a sense of energy and engagement.
• You often lose your sense of time because you are so engrossed in the task.
• You rapidly learn new information and approaches.
• You show high levels of performance.
• You want to do things that use your strengths: even when you are tired or stressed.
 
High achievers spend most of their time using their strengths. They focus on developing strengths and managing 
weaknesses. They may not have more strengths than the average individual, but they HAVE learned to utilize 
them better and to apply them to new situations.

Practice A. Be honest and grade the strengths as follows:

1 = Does not describe me at all, 2 = Describes me poorly, 3 = Describes me fairly well, 
4 = Describes me well, 5 = Describes me extremely well

1 2 3 4 5

Hardworking

Unselfish

Caring

Mature

Flexible

Active

Clever

Energetic

Enthusiastic
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Autonomous

Polite

Creative

Broadminded

Thoughtful

Trusting

Adaptable

Sociable

Punctual

Tolerant

Practice B. Once you have given the grades, select your five key strengths and explain the situations in which 
they have been manifested.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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Practice C. Select five strengths that you wish to develop in yourself and explain why. In what ways can you 
develop them?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Discuss the following questions. Then, read the information below.

What is the difference between a resume and a curriculum?
Is a resume and a curriculum the same in your country?
Have you ever created your own resume or CV? What did you include?

ACTIVITY 7
SD1-B1

CURRICULUM VITAE

• What is it?  A summary of your educational and academic backgrounds as well as 
teaching and research experience, publications, presentations, awards, honors and affi-
liations.

• How long should it be?  There is no page limit but employers expect more than two 
pages.

• What is it used for?  Typically for graduate school and academic positions including 
faculty openings, assistantships, and internships; also grant, scholarship and fellowship 
applications.

DIFFERENCE BETWEEN A CURRICULUM VITAE ( CV) 
AND A RESUME
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ACTIVITY 8
SD1-B1

RESUME

• What is it?  A synopsis of the most relevant professional experiences you have for the 
particular job for which you are applying.

• How long should it be?  One to two pages long.

• What is it used for?  Typically, you will use a resume when you apply for business, 
industry, governmental, and non-profit jobs.  The main purpose of the resume is to help 
you get an interview.  A polished resume is your chance to make a good first impression 
with potential employers.

The information that you have just read, refers to the difference between a CV and a 
Resume in the United States, but this differences vary in another countries for example 
in Europe. It is acceptable to include personal information such as marital status, age, or 
number of children in a European CV. On the other hand, sharing any type of personal in-
formation on a resume, CV, or cover letter is considered very unprofessional in the US.

In order to have a clear idea of these differences, you are going to investigate deeply about these differences.  Write 
your notes or make a chart to organize your information in the next page. A comparison and contrast chart may be 
useful for this activity

Assistantships: A paid appointment awarded annually to a qualified graduate student that requires part-time 
teaching, research, or residence hall duties. 
Internships: A period in which a student or a recent graduate undergoing supervised practical training 
Grant: To give the possession or title. 
Fellowship: The relationship of people who share interests or feelings. 
Synopsis: A short description of the most important information about something.

GLOSSARY
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__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________
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ACTIVITY 9
SD1-B1

Group Activity. Since our purpose is to get an interview, we are going to elaborate a resume ( according to the US 
format) that will include the following information. Read carefully the following text.

PREPARING YOUR RESUME

Your resume is a vital part of your job search. It is the document that markets you and your credentials to a 
prospective employer. It is an invitation for potential employers to learn about your skills and qualifications. A 
resume can also be used as a “calling card” when you meet people who might be valuable contacts in your field. 
Submitting a resume and cover letter together is one of the first steps in the job application process. Your goal 
in writing an effective resume is to describe your key experiences and accomplishments in a way that resonates 
with employers and other readers. Applicants who best communicate their past experiences, education, and skills 
related to the content and functions of the available position, or applicants who demonstrate that they can fill a 
specific need of an employer will receive further consideration. As you begin to construct your resume, work on 
the content and composition, then decide on a format that highlights your strengths and career goals. Expect to go 
through several drafts in this process.

CONTENT: WHAT TO INCLUDE AND WHAT NOT TO INCLUDE

What you choose to include in your resume will paint a picture of you. It will often lead interviewers questions, 
so be prepared to talk about, expand on, and articulate clearly everything on your resume. Your resume should 
include: 

• Identifying Information
Include your name, address, phone numbers, and e-mail address. Do not include personal information such as age, 
gender, ethnicity, health, height, weight, marital status, or a photo of yourself.

• Job Objective
Writing a Job Objective is a smart way to capture the attention of the hiring manager, if written correctly. Unfor-
tunately, most people misunderstand what the Job Objective is supposed to say.

What the Job Objective IS supposed to say:
A short description telling the hiring manager what skills, knowledge, and abilities you have that will help the 
company achieve its goals.

What the Job Objective IS NOT supposed to say:
A short description telling the hiring manager what you want from the company, and in terms of how it will help 
your own career.

• Education
List your institution´s name(s) and degree(s) in reverse chronological order and include the month and year you 
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expect to or did receive your degree. 

o Include special programs of study, such as study abroad or other off-campus study experiences. 

o Include honors and awards. You might put a tag phrase after an award that is not self-explanatory. For example, 
“The John and Caroline H. Smith Prize, awarded for outstanding academic achievement and leadership.”

• Work Experience/ Employment/Experience
 This is one of the most important content areas on your resume. Include research projects, your full-time and 
part-time work experience. Use the heading “Work Experience” or “Employment” for paid positions. Non-paid 
experiences can also be included here for example internships, community service positions, and some undergra-
duate leadership positions. Use the “Experience” heading if you list both paid and unpaid positions in the same 
section.

o Both paid and non-paid experiences should be described and formatted in the same way. Treat a non-paid, 
volunteer experience as you would a paid position. Do not reference your volunteer work as “non-paid,” as this 
devalues it. 

o It is important to note that not all experiences are relevant for each position. Your resume must be targeted to 
the employer´s needs. 

o This section is the one that will require the most work on your part. Be sure to carefully reflect on your positions 
and accurately describe them.

• Other categories
You can also include other sections such as “Skills,” “Interests,” or a specific functional heading such as “Lan-
guages” or “Computer Skills.” Create whatever categories market your background best, and break it into several 
sections if necessary. 

o Skills: How specific you are depends largely on your goals and the level of expertise an employer is seeking. 
Furthermore, you will learn how to write about your skills.

o Languages: Include your level of proficiency, but do not stretch it. Some employers will test your professed lan-
guage skills in an interview. Examples: “native Turkish,” “fluent in spoken Cantonese,” “conversational German,” 
“Japanese: intermediate spoken, basic Kanji,” “Trilingual: French, English, German,” “Fluency in American Sign 
Language.

o Citizenship: If you are a foreign national, we encourage you to list your citizenship(s) if you are seeking emplo-
yment either in or outside the United States. Employers are often looking for candidates who are work authorized 
in countries other than the U.S. Alternatively, if you are a U.S. citizen with extensive schooling or experience 
abroad, there is a possibility that an employer will think you are not a U.S. citizen. If you want to stay in the U.S., 
list your citizenship.
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STYLE: CHRONOLOGICAL VS. FUNCTIONAL

 A chronological resume, in which your experience is presented in reverse chronological order, is the most strai-
ghtforward and easiest to assemble. A functional resume, in which your experience is clustered by skill, is a bit 
more difficult to create, but does have advantages for some individuals. 

Chronological 
One clear advantage of the chronological style is that many employers prefer it. It is straightforward, easy for 
them to read, and easy to see how all the pieces of your background fit together. It also shows continuity and pro-
gression, and details all of the responsibilities you held that are related to one position. On the down side, it points 
out gaps in your employment history and background. It also indicates your age more obviously than a functional 
resume.

Functional 
This style places more visual emphasis on the skills you have developed than on the positions you have held. It 
can be a useful tool in pointing out your transferable skills, such as analytical, team leadership, technical, or com-
munication skills. The key to crafting a strong functional resume is to make sure the skill clusters you highlight 
are those required by the employers in your intended field.

Reasons you might choose not to use this style: Many employers, particularly those in business, find it difficult to 
skim and say they have to work too hard to see how all the pieces of your background fit together. 

RESUME FORMAT SPECIFICATIONS
Overall, you want to make your resume the most readable document that you can. Keep it clean and simple. 

General Guidelines
There are a number of good resume formats. The key is to pick one and stay with it. Keep in mind that you may 
need to create several different resumes – one polished resume that you would submit by mail or in person and 
one that is ready for electronic transfer or scanning.

• Think of your resume as an outline: there should be consistent formatting among items that relate to each other, 
such as major headings or job titles.
• Headings should intuitively indicate the content in each section and should stand out from the body text. Think 
of the headings as clear signposts to indicate the path through your resume. 
• Use bold type to highlight schools, titles, or employer names in a consistent way throughout your resume. Used 
selectively, it can add to the readability of your text; overused, it decreases impact. Do not use underlining – it 
clutters the text and does not scan well. 
• Put cities, states, and dates in the same place consistently throughout the resume. They do not have to be in an 
attention-grabbing position, just easy to find when the employer looks. 

Size and length – Use standard 8.5” x 11” paper, and limit your resume to one page. Some employers do not mind 
two-page resumes; however, the majority of employers say they want one-page documents.

Paper – Be careful with paper color. Because your resume may be faxed, e-mailed, scanned, or copied by an 
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employer, we suggest you stay with a white or cream colored paper, and avoid texture. Use a high-quality bond 
resume paper. 

Font – Use the same font style throughout your resume. Changing fonts decreases the readability and clutters the 
text. It is acceptable only when done effectively by those seeking graphic design jobs. Use CAPITAL LETTERS 
or bold or italic font to emphasize information on your resume.

 Margins –The minimum is ½ inch on all four sides. If you can expand the margins to ¾ inch or 1 inch, all the 
better. Overall, you want everything to be balanced on the page.

ACTIVITY 10
SD1-B1

In this activity we will create a resume step by step. Follow the instructions below.

1 Make a list of all the jobs or positions that you think you´d like to apply for. Include jobs that 
call for the skills, values and strengths you discovered while doing the previous exercises. 
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Choose one job from your list above, and write a Job objective.

You can do it by including in the Job Objective the following:
1st: Self introduction mentioning your strongest skills.
2nd: Telling the hiring manager which role you want to fill.
3rd: Emphasizing that you are reliable, and have company goals in mind.

This is an example:

Hard-working student with proven leadership and organizational skills, and minute attention to 
detail. Seeking to apply my abilities to fill the internship role in your company. I am a dedicated 
team player who can be relied upon to help your company achieve its goals.

Write your objective

Learn the requirements of that job.
Find out what education, skills, and experience are needed to do the job you chose, then write 
that on the spaces below.

Writing the education section

How can you do that?
1. Look in the Internet.
2. Talk with several people already working at a similar job as the one you chose.
3. Read a classified ad of a job similar so that you can look at the education requirements.

2

3

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 
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Education

Degree                                  Name of the School                        City                     Year

__________________________________________________________________________________________
(College/University)

Any other relevant information

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Writing about skills

It is simply a one-line sentence  ( one-liner) describing how you have already used the skills and abili-
ties you plan to use in your job (the one you chose).

Tips to write good one-liners
1. Rather than just claiming you have a skill, you can demonstrate that skill by describing specific ex-
periences and achievements where you used or acquired the skill.

2. Describe each experience or achievement in a simple action statement, referred as “one-liner”. 
Examples:
Good: Developed cutting-edge app for smokers trying to quit.
Bad: I worked on a cutting-edge app for smokers trying to quit.

3.Put action words at or near the beginning of the line. ( There´s a list at the end of this submodule in 
appendix 1)

4. Be sure to mention specific, successful results that would interest your future employer. Sometimes 
the result is implied rather than stated. 
Putting these points together, here are some examples of one-liners:

Reorganized the filing system in my department, resulting in improved efficiency of information flow.
Advised customers of alternatives to brand-name products, which increased customer satisfaction.

4
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List your work experience
Make a list of any work you´ve done or jobs you´ve held including any jobs created by your-
self. List your most recent work first (chronological style). If you haven´t worked yet, write any 
job related to the option you chose on step 2 or any other job.  Include the dates of the work or 
employment, your job titles, and your employers.
Example:
2014-  2015                       Counter Sales                        Starbucks Coffee, Berkeley CA.
2010-2014                         Camp Counselor                    Camp Otsego, Cooperstown NY.

Now, list your work experience.

5

A one-liner in some cases might not be an action statement, but instead might be a detailed listing of 
all the equipment or tools you know how to use, that relate to your job objective. For example, all the 
computer programs, systems, hardware and software you´re familiar with. In that case, list all those that 
apply to your job objective. For example:

Computer knowledge: Word, Excel, PageMaker for the Mac.

Now, write two skills needed for the job position you chose as in the following example:

Skill: Safety Awareness
Completed Safe Driving Course at DMV obtaining near-perfect score on the test.

Skill: _____________________________________________________________________________________
(one-liner)

Skill: _____________________________________________________________________________________
(one-liner)

WORK EXPERIENCE/EMPLOYMENT
     Years                                Position or Job Title                        Company´s name                        City

    Answer

PORTFOLIO 1 

at the end of 

this 

submodule
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Closing Activities

ACTIVITY 11
SD1-B1

Write a complete resume in this part.  Start with your identification information and then continue with steps 1 to 
5. You can start with your first draft. Then, follow the format of the General Guidelines  and hand in your printed 
final draft to your teacher.

Your resume will be graded according to the following checklist:

Criteria Yes No

Contact Information

Includes:

Name

Address

Phone

E-mail

Job Objective

It mentions his/her strongest skills.

Tells the hiring manager which role he/she wants to fill.

Emphasizes that he/she is reliable, and have company goals in mind.

Education

Each institution attended includes:

Degree

School

Location

Date

Institutions are listed in reverse chronological order.
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Skills

One-liners start with action verbs.

All verbs reflect the correct tense.

One-liners mention specific, successful results.

Work Experience/ Employment

It lists his/her most recent work first (chronological style).

It includes:

Year

Position or job title

Company´s name

City

Overall

Style/Appearance

Fills one page without overcrowding.
 
Order of information presented is consistent within each section.

Consistency in formatting (use of bold, italics) 

Organization of Sections

Section headers accurately reflect content.

Spelling, Punctuation and Mechanics

Resume has no errors (spelling is correct, punctuation and spacing 
are consistent).
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__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

First draft.
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Didactic Sequence 2
WRITING A COVER LETTER

Start Up Activities

ACTIVITY 1
SD2-B1

Complete the following map with the information you already know. Then, try to define a cover letter.

RESUME
CV

Cover 

  letter
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Development Activities

Read aloud the following information that will be useful when writing your own cover letter.

Importance of Cover letters
Most people know they need a resume for their job search. However, you might be wondering do I really need a 
cover letter? The answer is unequivocal. Yes you do!

Every resume you send out should be accompanied with a cover letter. Most job listings will not specifically ask 
for one, but a cover letter is always expected. You might be thinking this is very old school; in this day and age 
effective job search strategies involve online job boards, social networking sites, and emails. While it is true, 
today’s successful job search does require incorporation of these new strategies, a well written cover letter still 
makes you stand out among the candidates.

Some employers see red flags when there is no cover letter along with a resume. The absence of a cover letter can suggest 
that your heart really isn’t into getting the job or you are sending resumes in mass, rather than targeting their specific com-
pany. Unfortunately, even terrific candidates with great credentials and experiences are not asked to interview because they 
have submitted such poorly written letters (even when the “letter” is an email) the hiring agent cannot imagine that their job 
performance will be up to the company’s standards. Basically, if you really want the job an excellent cover letter is vital.

Think of your cover letter as a personal conversation with the hiring agent. The cover letter focuses on the emplo-
yer, in contrast to the resume that focuses on you. The cover letter should clearly articulate why you are the ideal 
person for the job.

The key to an effective cover letter is focusing on what the employer – the buyer – wants. Good sales know people 
will pay for what benefits them. A simple list of features alone is not enough to get people to buy. This means you 
must scrutinize the job listing or job description and understand what the employer is seeking. These documents tell 
you, explicitly, what the company’s needs are. Typically, the job responsibilities and qualifications listed in the job 
listing or job description are the criteria the hiring agent will use to evaluate whether you are suited for the job. Use 
your cover letter to explain precisely how you fit the criteria.

Formatting Guidelines
1. A cover letter should never be more than one page.
2. Keep your average sentence from ten to twenty words. Shorten any sentence with more than twenty words or 
break it into two sentences.
3. Describe yourself in the first person (I). Your cover letter has a different writing style than your resume.
4. Keep every paragraph short, ideally under three lines.
5. Make sure your sentences begin with or contain powerful action verbs and phrases.
6. Use a reasonable font size; don’t go below 12. You are weakening your chances at a positive response if the 
hiring agent cannot read it without reading glasses. Remember text is often blurred when it is faxed. Small and 
blurry is unreadable. 

ACTIVITY 2
SD2-B1
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There are a number of different types of cover letters. But the Executive Brief gets the best results. In other words, 
people who use the Executive Brief style of cover letter tend to get the most interviews.  It takes more effort than 
other types of cover letters but it is well worth it. 

Executive Brief Components

Your Identifying Information

You would be surprised by the number of people who don’t provide their identifying information on their cover 
letter. Don’t assume that your cover letter will remain with your resume. If the hiring agent doesn’t know who 
wrote the letter it will not help you get an interview.

You should include:
• Your name
• Address
• Home or cell phone (it is best not to list work phone number). If you provide your
cell phone make certain to screen your calls. It is important not to be caught at
an inopportune time.
• Email address (an email you will actually read.)

Tip—copy and paste your identifying information from your resume. Using the same
formatting on both documents makes for a very polished look.

Date

People want to know when a letter was handed in, so don't forget to include TODAY’S DATE. The date is placed 
on the left margin, then enter two blank lines. If your cover letter is an email, you do not need to include the date. 
The date is automatically part of the email.

The Recipient’s Identifying Information

Any business letter needs to include the recipient’s name (check the spelling), his or her title, the company name 
and address, including city, state and zip.
 
Put the recipient’s identifying information after the date. The recipient's information is placed on the left margin. 
Then enter two blank lines.

If your cover letter is an email, reference the specific position and the recipient’s name in the Subject line.

If your supervisor greeted you each morning by saying, “Hello, employee,” you wouldn’t like it. You would think 
he or she couldn’t be bothered to learn your name.

Cover letters beginning “Dear Sir or Madam” and “To Whom It May Concern” are the same type of greeting.
If the job posting does not specify who will receive your application, find out!
There are many ways to find out who the letter should be addressed to.
• If you are responding to a job listing send the letter to the person listed in the ad.
• Call up the company and ask for the name (it can be that simple).
• Review the company’s Website.



Capacitación para el Trabajo: Inglés para Relaciones Laborales

Colegio de Bachilleres del Estado de Sonora
4646

• Ask the people in your network if they know anyone at that company.

Opening Salutation

All letters need an OPENING SALUTATION, which is the introductory greeting.
Use Dear Mr. Smith, Dear Ms. Smith, Dear Dr. Smith. Follow with a colon (:). A colon is more formal than a 
comma.
Make sure you know the person’s gender. 
Getting the gender correct is important, addressing a letter Mr. Smith when it is really Ms. Smith does not make 
you look good.
Don’t use a generic greeting, like Dear Employer. Remember without the recipient's name you have decreased 
your chances for an interview. It is really worth your time to do a little digging for a name.

Opening Paragraph

The opening paragraph is where you state the PURPOSE OF YOUR LETTER. If the reader cannot determine the 
purpose of your letter quickly, they probably will not continue reading it.

A strong opening sentence is critical; hit them with your best shot! “I’m applying for the position I saw on the 
Chicago Tribune online classifieds on July 7” is NOT a strong opening. However, do add where you saw the job 
listing and any identifying information such as job number in the second sentence.
The first sentence advises the reader of the purpose of your letter. It should be something that grabs the reader 
and makes them want to read on.

Example:

• Ten years of experience in collections, credit, and accounting, with more than six years at a managerial level 
in credit, plus proven expertise in collecting funds while building and maintaining positive relationships with 
customers and staff, are just part of what I would furnish in your position of Credit and Collections Manager.

If the intended reader suggested you contact them, or if you have recently spoken with the person, or if someone 
suggested you submit your resume to the reader, say it in the first sentence. Follow with the sentence that grabs.

Examples:

• We met at the Conference on Aging in Chicago in January. At that time you suggested I follow up at the begin-
ning of May.
• Having received your name from Janet Peabody, I am writing to you to discuss how the talents I developed 
during my 15 years in pharmaceutical sales could be utilized at Majestic Pills.

Main Body

To this point, all the components for an Executive Brief Cover Letter are no different than any type of cover letter. 
The main body is what makes an executive brief so special and so effective.
To create an Executive Brief main body you will need either the job description or position advertisement. What 
you are going to do is deconstruct the job description or advertisement to understand the desired requirements 
and qualifications and spell out for the reader how you meet them.
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By telling the reader how you meet their needs, you are making it very easy for the person reviewing the appli-
cations to put you in “yes, interview” pile. The less effort the hiring agent needs to put in to considering your 
candidacy the more likely you are to get an interview.

If you are thinking this is going to be a lot of work, you are correct. The first couple of executive brief cover letters 
you write will probably take you some time to create. However, as with any new skill once you are practiced at 
them, executive brief cover letters will take less and less time to write.

Read the following Job Advertisement

Cambridge University is looking for an exceptional Curriculum Designer

This position will allow candidates to work remotely from any US location.

The Curriculum Designer is expected to manage the development and plan production Cambridge 

University authoring tool and create interactive components for the courses.

Minimum Qualifications:

Master’s Degree (M.A./M.S.) Instructional Design, Curriculum, Educational Media, 

Graphic Design. Two to four years experience and/or training. Knowledge of HTML, web-

page development and web-authoring tools, Lectora preferred, Illustrator, Captivate, Flash 

Knowledge of HTML, MS Office, web-page development and web-authoring tools. Strong 

communication skills and computer skills. Project management and time management skills, 

works well both individually and as a member of a team. Adaptable and flexible, attention 

to detail, dependable, shows initiative, organized and knows how to plan, creative and able 

to put content into engaging activities. Can prioritize and problem solve, online experience, 

eCollege experience, Lectora experience.

In this advertisement, the information that is underlined is the one that the job seeker possesses. Remember you 
must get the company’s needs down to their essence (in other words short and to the point).

M.A: Master of Arts in which it is taught humanities studies like history, education, human resources, social and 
political sciences, or fine arts among others. 
M.S: Master of Science based on scientific learning like medicine, accounting, engineering, aviation, 
environmental studies among others. 
Lectora: Electronic learning (e learning) development tool, also known as authoring software, developed by 
Trivantis Corporation. Lectora is used to create online training courses, assessments, and presentations.

GLOSSARY
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Now it is your turn. This is the same advertisement; underline the one that best fit on you. It doesn´t have to be 
necessary true. This is just practice.

ACTIVITY 3
SD2-B1

Cambridge University is looking for an exceptional Curriculum Designer

This position will allow candidates to work remotely from any US location.

The Curriculum Designer is expected to manage the development and plan production Cam-

bridge University authoring tool and create interactive components for the courses.

Minimum Qualifications:

Master’s Degree (M.A./M.S.) Instructional Design, Curriculum, Educational Media, Graphic 

Design. Two to four years experience and/or training. Knowledge of HTML, web-page deve-

lopment and web-authoring tools, Lectora preferred, Illustrator, Captivate, Flash Knowledge 

of HTML, MS Office, web-page development and web-authoring tools. Strong communi-

cation skills and computer skills. Project management and time management skills, works 

well both individually and as a member of a team. Adaptable and flexible, attention to detail, 

dependable, shows initiative, organized and knows how to plan, creative and able to put con-

tent into engaging activities. Can prioritize and problem solve, online experience, eCollege 

experience, Lectora experience.

Main body continued

In a new paragraph, explain what you are going to do.
For example:

While my attached resume will provide you with a general outline of my history, my 
problem-solving abilities and some achievements, I have taken the liberty to list your 
current specific requirements and my applicable skills in those areas. Then insert a table, 
with no table border.

On the left you will list the company’s needs. Edit the company’s needs to their essence. 
It is okay to combine items when it makes sense to do so. On the right show how you 
meet those needs. Be careful not to simply restate the company’s needs with the preface 
“I have.” Explain why you believe you meet their needs. 



Job Interview

49
BLOCK 1     Writing a Resume

49

Your needs

• M.A/M.S in Instructional Design.

• Knowledge of web-page development 
and web-authoring tools.

• Project management and time manage-
ment skills, works well both individually 
and as a member of team.

• Adaptable and flexible, attention to de-
tail, dependable, shows initiative, organi-
zed and knows how to plan.

• Creative and able to put content into 
engaging activities.

• Can prioritize and problem solve.

My Skills and Experience

•M.S. in Adult and Corporate Instructional Management.

•Proven track record of 10 years teaching in the classroom 
and online, as well as curriculum development at the college 
level.

•Adept with HTML; Dreamweaver; Adobe Illustrator, Flash 
and Photoshop; and WebCT. Familiar with Adobe Captivate.

•Sought out by colleagues for committees; partnered with a 
World Wide Web instructor to develop a new online cour-
se utilizing WebCT: Building a Web Page for Your Small 
Business.

•Successful history of working concurrently at three colleges 
as an adjunct instructor.

•Skilled at making the complex simple; receive accolades 
for innovative course activities; and student evaluations are 
consistently excellent.
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ACTIVITY 4
SD2-B1

Read the following Job Advertisement. Imagine that you are interested in this position. Underline the qualifica-
tions that you possess. Then, complete the two columns as shown before.

Job Description Junior Events Planner, Neartown, IL

Department: US Private Banking Marketing

Position Title: Junior Event Planner, Midwest Region

Location: Neartown, IL

Junior planner will assist in all aspects of client event activities with a focus on the 

Midwest region of Proud Bank’s Private Banking division. Planner will work with a 

variety of types of events, ranging from 300 person multi-day conferences to small 

dinners, with supporting participation in global events, sponsorships, and ticket 

opportunities. The planner will work on multiple event projects at one time. The 

planner’s goals are to help the Midwest Region of Private Banking drive prospecting, 

deepen existing client relationships create and drive efficiencies for all internal partners 

while maintaining Proud Bank’s brand standards in all events.

Qualifications

Skills required:

• 2-4 years prior experience in event management, including vendor contract 

negotiations and processes, is required. Applicants without this experience will not be 

considered.

• Experience in financial services.

• Must be detail-oriented and able to multi-task and work under tight deadlines.

• Prior experience in data and budget management.

• Excellent oral and written communications skills.

• Discretion around private client information.

• Ability to work late hours and travel (30%)

• Strong proficiency in Excel, Word & Power Point.

• BA degree.
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Your needs My Skills and Experience
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The close
The closing paragraph is your last opportunity to spell out how your experiences, skills 
and talents match what the employer is looking for. State when you are available for an 
interview and how you can be contacted.

Example
It would be a pleasure to meet with you to discuss my qualifications for this job. I´m 
available for an interview any time. You can contact me at the above numbers.

Closing Salutation
Deciding on the right closing salutation for a business letter or professional email can 
be tricky. You need to find a balance between overly used salutations and the formality 
of the correspondence.

Some examples:
• Sincerely,
• Best regards,
• Confidently yours,
• Thank you,
• Yours respectfully,
• Enthusiastic about joining your team,
• Thankfully yours,
• With appreciation,
• With anticipation,

In a paper letter you leave 4 lines blank and type your name. Sign between the closing 
salutation and your typed name.

In an email, type your name on the line following the salutation.
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Closing Activities

ACTIVITY 5
SD2-B1

Imagine that six years ago you graduated from nursing school, and since then you have been working at a private 
hospital. Read the following job advertisement posted on goodjobs.com website (job 012945BR) and underline 
the qualities that you think you may possess (even though it is not true). Then, complete the following cover letter 
on the next page with the information asked. Finally, hand in to your teacher a printed final draft of your cover 
letter.

Grant Hospital is  looking for a: Clinical Coordinator

Department: Emergency Department

Schedule: Full-time

Job details: 5+ years of experience required.

Responsible for the coordination of delivery of patient care and monitoring plan of care. 

Responsible for specific personnel management functions for an assigned unit as delegated 

by manager. Works under general supervision.

QUALIFICATIONS: Graduation from an accredited school of nursing. Current Illinois RN 

licensure. CPR certification required. Minimum of 4 full-time equivalent years in an acute 

care setting, (inclusive of 1 year in ER). 1 year’s leadership experience required. Knowledge 

base consistent with specialty practice, certification desirable. 

Key skills include: effective communication, assessment, effective follow-through, decision 

making, independent judgment.

Ability to relate as a team member. Experience with patient and/or staff education. Ability 

to communicate in English, both verbally and in writing. Ability to use various instru-

ments, machines, tools, equipment and work aids as necessary to perform job duties.
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Executive Brief Cover Letter Template

You will notice that this template is two pages. It is only two pages to give you room to write.

Remember your actual cover letter should never be longer than ONE page.

Your Name ________________________________________________________________________

Mailing Address ____________________________________________________________________

City, State, Zip _____________________________________________________________________

Telephone _________________________________________________________________________

Email _____________________________________________________________________________

Present this information in the same way as on your resume for the look of letter head. Leave two 
blank lines after.

Date _____________________________________________________________________________

Spell out the month and include the day, followed by a comma and the year. Leave two blank lines 
after.

Hiring Agent’s Name and Title _______________________________________________________

Make every effort to locate the person’s name.

Company´s Name __________________________________________________________________

Company´s/Mailing Address _________________________________________________________

City, State, Zip _____________________________________________________________________

Leave two blank lines after recipient information.

Salutation              Dear __________________________________:

If the person’s gender is unknown (don’t assume) leave off the Ms. or Mr. Use the full name instead. 
Leave one blank line.
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Opening Paragraph

The first sentence advises the reader of the purpose of your letter. It should be something that grabs the 
reader and makes them want to read on. In the second sentence make sure to include the position for 
which you are applying, where you found the advertisement and any job number.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Main Body

Tell the reader your intention.

Examples:

I have listed your current specific requirements and my applicable skills and experiences in those areas:

or

My experience so closely parallels your requirements that I have listed your current specific requirements 
and my applicable skills and experiences in those areas.

To keep formatting clean on a paper cover letter, it is best to insert a table with no table border. Lines are 
only drawn here to make your writing easier.

Your needs My Skills and Experience
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Closing Paragraph
The last paragraph should give the reader some information about the company. Let them know you did your 
research.
In addition, state when you are available for an interview and how you can be contacted.
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Closing salutation __________________________________________________________________________

Your signature

Your typed name ___________________________________________________________________________
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Didactic Sequence 3
FILLING OUT EMPLOYMENT APPLICATION FORMS 

Start Up Activities

ACTIVITY 1
SD3-B1

Circle the correct option for each sentence.

1. Please give the name of your current or most recent ________________.
A. workplace
B. employer
C. employee

2. Please provide your full current address and _______________.
A. postcode
B. postal
C. postage

3. What is your current ______________?
A. job’s name
B. job’s function
C. job’s title

4. Write your ________ status.
A. maritial
B. marital
C. martal

5. What is your ____________?
A. birthday
B. date of birth
C. birth month

6. How did you learn about this ____________?
A. application
B. vacancy
C. vacation

    Answer

PORTFOLIO 2 

at the end of 

this 

submodule
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Development Activities

Discuss the following questions. Then read the text below.
What is an employment application? What is it used for? Have you ever filled out one?

Employment Application

The job or employment application is the official form that employers ask all applicants for a position to fill out. 
It is filled out offline in a pen / paper format or, increasingly, online. It provides a consistent format with the same 
questions that must be answered by each person who applies for an open position. It is a legally defensible lis-
ting of your job applicant’s employment history, educational background, degrees, qualifications, references, and 
more.

Unlike the resume and cover letter that are written and formatted to highlight the applicant’s most significant and 
impressive credentials, the job application is a listing of questions that require factual responses. Dates of emplo-
yment, positions held, names and contact information for supervisors, dates of degrees, name, address, and phone 
number are examples of facts required on the job application.

The job application is used for assorted reasons by employers. It allows the employer to collect the potential 
employee’s signature verifying that all statements on the application are true. The applicant’s signature allows 
the employer to verify the truth of all content and gives permission for reference checking, background checking, 
criminal history checking.

Furthermore, it also provides names and contact information of references and employers, especially direct su-
pervisors. Depending on the application, it may ask for the applicant’s social security number and the applicant’s 
available work schedule.

Finally, it asks if the potential employer can contact the applicant’s current employer for information. It ends with 
the applicant’s signature certifying that all stated is true and granting the potential employer broad permissions to 
check the applicant’s suitability for employment and to check the applicant’s veracity.

The next step an applicant should expect is either a rejection letter or a request for an interview or phone screen. 
But sometimes you may not receive anything, neither a call.

ACTIVITY 2
SD3-B1
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ACTIVITY 3
SD3-B1

Circle “T” for true if you believe the person would make a good employment reference candidate. Circle “F” for 
false if you believe the person would make a bad employment reference candidate and explain why. 

1. A supervisor from a job you worked for less than 6 months.T or F 

2. One of your former high school or college teachers. T or F 

3. Your grandmother. T or F 

4. A supervisor from a job you worked for over a year. T or F 

5. A manager from a job you were fired from. T or F 

6. Your parole officer. T or F 

7. Your cousin’s husband’s great aunt. T or F 

8. Your former coworker. T or F 

9. Your kindergarten teacher. T or F 

10. Your priest or religious leader. T or F 

11. The head of the organization you regularly volunteer with. T or F 

12. Your social worker. T or F 

13. Your Alcoholics Anonymous sponsor. T or F 

14. Your elderly neighbor whose leaves you rake. T or F 

Parole officer: Supervise offenders who have been released from prison on parole to ensure that they comply 
with the conditions of their parole. 
Parole: Permission given to a prisoner to leave prison before the end of a sentence usually as a reward for 
behaving well. 
Sponsor: One who assumes responsibility for another person or a group during a period of instruction, 
apprenticeship, or probation. 
Rake: To gather or move with or as if with a rake. To rake leaves into a pile.

GLOSSARY

    Find the  

ANSWER KEY  

at the end of 

this 

submodule in

Appendix 2
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ACTIVITY 4
SD3-B1

Fill out the following application as you would if you were actually applying for a job.
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I hereby certify that all of the information provided by me in this application (or 
any other accompanying or required documents) is accurate and complete to the 
best of my knowledge. I understand that the falsification, misrepresentation, or 
omission of any facts in said documents will be cause for denial of employment or 
immediate termination of employment, regardless of the timing or circumstances 
of discovery. 

In consideration for employment with *company,* if employed, I agree to comply 
with the rules, regulations, policies, and procedures of *company* at all times 
and understand that such obedience is a condition of employment. 

I understand that if offered a position with *company,* I will be required to submit 
to a pre-employment medical examination, drug screening, and background check 
as a condition of employment. I understand that unsatisfactory results, refusal to 
cooperate with, or any attempt to affect the results of these pre-employment tests 
and checks will result in withdrawal of any employment offer or termination of 
employment if already employed. 

BY SIGNING BELOW, I ACKNOWLEDGE THAT I HAVE READ, UNDERS-
TOOD, AND AGREE TO THE ABOVE STATEMENTS 

_________________________                                          ______________________
Date                                                                                                                Signature
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ACTIVITY 5
SD3-B1

ACTIVITY 6
SD3-B1

To  understand more about US military service, investigate in the internet 
about its branches, ranks and  special trainings. Compare it with a Mexican 
military service. In teams of 3 gather all the information and summarize it. 
Present it in a creative way to your teacher. Share it with your classmates 
and discuss about the most significant differences of U.S and Mexican Mi-
litary Service.

Present Address: Temporary address (usually for those who live in a foreign country). 
Permanent Address: The one where you receive official documents and correspondence. Also called mailing 
address. 
Felony: One of several serious crimes, such as murder, rape, or robbery, punishable by a more stringent 
sentence than that given for a misdemeanor. 
Misdemeanor: A criminal offense that is less serious than a felony and generally punishable by a fine, a jail 
term of up to a year, or both. 
Branch: Subdivision 
Rank: Position within a group.

GLOSSARY

Complete the gap in each sentence with one of the following words in the correct form (you can change the verb 
tense):

ACCEPT   | SIGN   |   SEND |   ATTEND |   APPLY |   FILL |   OFFER |   CALL

1. Nearly 200 people  ________________ for the job that was advertised in the local newspaper.

2.  Before you ______________the contract make sure you have read it through carefully.

3.  You should always ____________ in the application form as honestly as possible.

4. Do you know that job I applied for? Well, I've been_____________ for an interview.

5. I've _______________ 5 interviews so far and still haven't been _______________ a job.

6. In the end I decided to ________________the job and started last week.

7. This job looks interesting. I think I'll ______________off for more information.



Capacitación para el Trabajo: Inglés para Relaciones Laborales

Colegio de Bachilleres del Estado de Sonora
6464

What are the normal steps we go through when finding a job? On this activity you will learn the vocabulary to 
describe the whole process. 
Put the following actions into the correct order: 

A) _____accept the job

B) _____find an interesting post

C) __4___apply for the job

D) _____sign a contract

E) _____ be called for an interview

F) _____ look through job adverts

G) _____ fill in the application form

H) ____be offered the job

I) _____attend the interview

ACTIVITY 7
SD3-B1

ACTIVITY 8
SD3-B1

Fill in the gaps with the correct options. Then, write the definition for each word.

EMPLOYMENT        EMPLOY          UNEMPLOYMENT          EMPLOYEES          EMPLOYER           

1. Some companies prefer to_____________ people with experience rather than better qualified graduates.

2. We can see from this chart that the rate of ______________ fell in the third quarter.

3. Some companies do not reward their ________________as well as others do.

4. In this situation it is the duty of the _________________ to ensure that female workers are not discriminate 

against.

5._________________is a serious problem in some countries in Europe.
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ACTIVITY 9
SD3-B1

Employment: 

Employ:

Unemployment:

Employees:

Employer:

Fill in the gaps with the words provided. 

 TRAINING               RESIGNATION            QUALIFICATION           RETIREMENT          PROMOTING     
CANDIDATES                EXPERIENCE

1. These companies need to change the interview process so that they hire the right __________________.

2. It is not always the case that a university degree is the best ________________ in the world of finance.

3. Some graduates find it difficult to find a job because they do not have any relevant work 
___________________.

4. Employers need to provide _____________to ensure that their staff are able to adapt to these new technolo-
gies.

5. In many countries the age of _______________ is now 68 or even 70.

6. There is a danger that employees will hand in their ____________________and look for a new job.

7. There is an argument for__________________ employees who show the most potential.
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Fill in the gaps with the words given.

 PERK          WAGE      PENSION       FULL-TIME       INCENTIVE      SALARY      PERK        PART-TIME

Not everyone though is primarily interested in the _______________ on offer when they choose a job.

The government needs to ensure that all employers offer  their staff a fair _____________, no matter how unski-
lled they are.

Some people prefer  _________________  work even though the pay is less than for ________________emplo-
yment.

One solution is to offer workers a bonus as an  _________________to make them work more efficiently.

Nowadays it is much less common for companies to offer a company car as a_______________

Many people are returning to work after they have retired because their _______________ does not meet their 
needs.

ACTIVITY 10
SD3-B1

ACTIVITY 11
SD3-B1

Match the following columns.

One of the most rewarding aspects of the job and offers little variety

While the job is challenging, there is no doubt that it can be equally rewar-
ding

A great deal of office work is repetitive would suit an ambitious university graduate.

It is the type of opportunity that

One of the most stressful aspects of the mo-
dern workplace

is the threat of losing your job.

is that it gives you the chance to work with 
children
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ACTIVITY 12
SD3-B1

Closing Activities Fill out this employment application. Look up in the dictionary the 
words that you don’t understand and write it in the space given.
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Word Definition

Unknown Vocabulary Words
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Didactic Sequence 4
HANDLING A JOB INTERVIEW

Start Up Activities

ACTIVITY 1
SD4-B1

Group Work Discussion. Discuss and answer the questions below.

Now, in your experience when you handled a job interview….

What was the worst thing about it? _____________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

What difficult questions were you asked? _________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Why do you think you were successful, or unsuccessful? ____________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Were you  completely honest? Do  you always have to  be completely honest? ___________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

What impression did you try to give? ___________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

If you could go through it again, what would you do differently? ______________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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If you haven’t had a job interview or you did have one… 

What are some things you should take into account to be successful in a job interview? 
Complete the following image and include more ideas. This is a brainstorm.
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Development Activities

Read aloud the following Information.

ACTIVITY 2
SD4-B1

JOB INTERVIEWING
GETTING DOWN TO BASICS

A job interview is your chance to show an employer what he or she will get if you’re hired. That is why 
it is essential to be well prepared for the job interview. There are five basic types of interviews:

1. The Screening Interview
This is usually an interview with someone in human resources. It may take place in person or on the 
telephone. He or she will have a copy of your resume in hand and will try to verify the information on 
it. The human resources representative will want to find out if you meet the minimum qualifications for 
the job and, if you do, you will be passed on to the next step.

2. The Selection Interview
The selection interview is the step in the process which makes people the most anxious. The employer 
knows you are qualified to do the job. While you may have the skills to perform the tasks that are 
required by the job in question, the employer needs to know if you have the personality necessary to “fit 
in.” Someone who can’t interact well with management and co-workers may disrupt the functioning of 
an entire department. This ultimately can affect the company’s bottom line.

3. The Group Interview
In the group interview, several job candidates are interviewed at once. The interviewer or interviewers 
are trying to separate the leaders from the followers. The interviewer may also be trying to find out if 
you are a “team player.” The type of personality the employer is looking for determines the outcome of 
this interview. There is nothing more to do than act naturally.

4. The Panel Interview
The candidate is interviewed by several people at once. It can be quite intimidating as questions are fired 
at you. You should try to remain calm and establish rapport with each member of the panel. 

Make eye contact with each member of the panel as you answer his or her question.

5. The Stress Interview
It is not a very nice way to be introduced to the company that may end up being your future employer. It 
is, however, a technique sometimes used to weed out those that cannothandle adversity. The interviewer 
may try to artificially introduce stress into the interview by asking questions so quickly that the candidate 
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doesn’t have time to answer each one. The interviewer may also ask weird questions, not to determine what 
the job candidate answers, but how he or she answers.

Preparing for the Interview
Before you begin to think about how you will dress for the interview, or answer questions, you should gather 
as much information about the employer as you can. Not only will you appear informed and intelligent, it will 
also help you make a decision if a job offer is eventually made.

You might also want to prepare for answering questions by listing some of your attributes. Talk to former 
co-workers with whom you worked closely. Ask them to list some traits  about you that they most admired - 
work related, of course.

You want to seem somewhat spontaneous, but you also want to appear self confident. The way to do that is 
to rehearse, not exactly what you will say, but how you will say it. A great method is  to rehearse in front of a 
video camera. Study your posture, the way you make eye contact, and 
your body language.

Dressing for the Interview
Appearance is very important and whether we like it or not, it is the first thing people notice about us. You 
should match your dress to employees in the workplace in which you are interviewing and probably take it up 
a notch. If dress is very casual, those being interviewed should wear dress pants and dress shirts or skirts and 
blouses. Don’t choose a Friday, since many offices have “casual Fridays.”

Your hair should be neat and stylish. Your nails should be well manicured and clean. Men’s nails should be 
short. Women’s nails should be of a reasonable length and polished in a neutral color. Also for women, makeup 
shouldn’t be heavy. Perfume or cologne should be avoided as some people find certain scents offensive. 
Remember to be on time, five to ten minutes early.

Establishing Rapport
Since the interviewer’s job is to make sure that not only your skill, but your personality as well, is a good 
match, you must establish rapport with the person or persons interviewing you. That begins the instant you 
walk in the door. Let the interviewer set the tone. Nothing is as awkward as offering your hand and having 
the gesture not returned by the other person. Therefore you should wait for the interviewer to offer his or her 
hand first, but be ready to offer your hand immediately.

Body Language
They say that body language gives more away about us than speech. Eye contact is very important but make 
sure it looks natural. A smiling, relaxed face is very inviting.

Hands resting casually in your lap rather than arms folded across your chest also is more inviting.

Answering Questions
When it comes down to it, isn’t this the main point of the interview? Speak slowly and clearly. Pause before 
you answer a question. Your answers will seem less rehearsed and it will give you a chance to collect your 
thoughts.

Asking Questions
Usually at the end of the interview, the person conducting it will ask you if you have any questions. You 



Capacitación para el Trabajo: Inglés para Relaciones Laborales

Colegio de Bachilleres del Estado de Sonora
7474

should have some. You should ask about what a typical day would entail. You could also ask what special 
projects you would be working on. As in every other aspect of the job search, you are trying to show the 
employer how you can fill their needs.

Inappropriate Questions
Employers cannot discriminate based on race, color, national origin, religion, gender, sexual orientation, age 
or disability. Still, some interviewers might ask related questions. These questions should not be asked, but it 
is up to you whether to answer them.

Try and be polite and steer the conversation back to more appropriate topics. Here's a couple of examples of 
how to answer inappropriate questions:

 "I don't think we need to talk about this. I'd prefer to talk about things that are relevant to the job and your 
organization."

"I don't see why that question is relevant to the job, or my ability to do that job. Could you explain why you 
think it's important? I'll try to answer in a way that's relevant to the job"

Money Questions
Money is a very sensitive topic. The candidate shouldn’t bring it up. However, the interviewer may bring it up 
first. He or she may ask what salary you hope to earn. You must prepare for this question before the interview. 
Find out what others in the same position are earning. Always give a range, not an exact number. This will 
help keep you from pricing yourself out of a job. You don’t want the employer to think they can’t afford you, 
but you also don’t want them to think you are a cheap commodity.

ACTIVITY 3
SD4-B1

The following sentences were taken from the previous text. Match the underlined word with its correct meaning. 
Write the correct option in the parenthesis.

1.(______) Someone who can’t interact well with 
management and co-workers may disrupt the func-
tioning of an entire department.

2.(______) You should try to remain calm and esta-
blish rapport with each member of the panel.

3.(______) It is, however, a technique sometimes 
used to weed out those that cannot handle 
                  adversity.

4.(______) A great method is to rehearse in front of 
a video camera.

5. (______) You should match your dress to emplo-
yees in the workplace in which you are interviewing 
and probably take it up a notch.

A) digging deep in yourself to apply more effort toward 
achieving a goal; increasing effort.

B) Relation; connection, especially harmonious or sym-
pathetic relation.

C) Mess up; to radically change.

D) To remove as being undesirable, or  inefficient.

E)  Practice
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ACTIVITY 4
SD4-B1

Here are some tips relating to your appearance and body language. For each one underline the correct missing 
word from the options below:

1. Make sure your clothes are clean, but ________ wear obvious logos or designer names.
a. do
b. don’t
c. must

2. Don’t use __________ much deodorant or perfume!
a. to
b. too
c. two

3. Wear _______ that are smart, but comfortable.
a. cloths
b. clothes
c. covers

4. Arrive well __________ the interview time.
a. before
b. after
c. later than

5. Make eye ________ with the interviewer when you are introduced.
a. contactation
b. contiction
c. contact

6. Give a firm handshake, and make sure you ___________!
a. snarl
b. smile
c. snigger

7. Don’t ________. This will distract the interviewer from what you’re saying.
a. fidget
b. figgit
c. fijit

8. Don’t appear over-confident, for example by leaning too far back in your chair, but do try to __________.
a. relax
b. relapse
c. collapse
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ACTIVITY 5
SD4-B1

The following movements are examples of body language. Check all the examples of body language that we 
should display during a job interview. 

 Smile 

 Arms folded 

 Eye contact 

 Arms unfolded 

 Body turned away from interviewer 

 Head tilted back 

 Head tilted down 

 Head tilted to one-side 

 Eye roll 

 Firm handshake 

 Sit tall 
    Find the  

ANSWER KEY  

at the end of 

this 

submodule in

Appendix 3

Tilt: To move; incline.

Roll: To move as in a cycle (usually followed by round or around).

GLOSSARY
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ACTIVITY 6
SD4-B1

Read the following  text. 

Good interviewers prepare their questions carefully in advance according to the candidate’s application 
and Resume. So candidates need to be prepared.

What will they ask? How should I answer? The key is to give better answers than anyone else. To do 
this, you must:

1. Think of the likely questions.

2. Develop excellent answers.

3. Practice!

Most questions will relate either to your ability to do the job or to the type of

employee you will be. Here are some sample questions you might get:

1. Tell me a little about yourself.

Focus on both your personal and professional values.

“I am a very conscientious person and I like to do a good job both at home

and at work. I like to work with others and enjoy working as part of a team on a project. I respect others’ 
opinions and like to give my own input into a project too. I work well in a fast-paced environment and 
work well under pressure. I always have a smile for people at work – either co-workers or the public 
that I am dealing with.”

2. What is your greatest strength?

This is a great chance to highlight your best skills. Don't pick just one, focus on your top three or four. 
Determine which strengths would fit best with the position for which you are applying. For example, if 
the job announcement stresses the ability to handle multiple tasks, you could say:

"I have excellent organizational skills and work well under pressure. But my greatest strength is my 
ability to handle multiple projects and deadlines effectively."

3. What is your greatest weakness?

Tell the interviewer a true weakness, but then say what you've done to overcome it. For example:

“Sometimes I struggle with the math involved in carpentry. I always make sure that I check my 
work with another co-worker or the boss before I make that first cut.”
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ACTIVITY 7
SD4-B1

4. How do you handle stressful situations?

Give some examples of stressful situations you've dealt with in the past. Tell how you use time 
management, problem-solving or decision-making skills to reduce stress. For example,

“I often make a to-do list if I am feeling overwhelmed at work. This really helps me focus on what needs 
to be done. I also feel really good when I cross off each item on the list.”

5. Why do you want this position?

Here's where your research about the company or organization will help you stand out among the other 
candidates. Explain how you've always wanted the opportunity to work with a company that provides 
(for example) a vital public service. Or you can say something about the position that you find interesting.

“I really enjoy working with my hands. I have always wanted to be a carpenter and I hope this 
is the first step to that goal. I have also heard really good things about your company and hope 
to learn some new skills and use the skills that I already have.”

Let´s Practice!
In your notebook answer the following questions as you would during an interview. Then look at the advices on 
the next page, to see how well you did. Then, improve your answers. Finally practice your corrected answers out 
loud with proper body language.

1. Tell me about yourself.
2. What kind of job are you interested in?
3. Why are you interested in working for this company?
4. What experience or training do you have for this position?
5. What are your strengths?
6. What are your weaknesses?
7. What do you like best about your most recent job? Least?
8. How would you handle conflict with your supervisor or coworkers?
9. What hour do you want to work? Are you willing to work weekends?
10. Tell me how you would handle an angry customer.
11. Tell me about an accomplishment you are most proud of.
12. Describe your best boss.
13. Describe your worst boss.
14. Give me an example of how you solved a problem in the past.
15. Where do you see yourself in a year?
16. Give me an example of time you showed leadership.
17. Describe a time you had to ask questions and listen carefully to clarify a customer’s problem.
18. Tell me about a time when your job required high attention to detail.
19. Describe a work decision you have made that you wish you could do over.
20. Do you have questions for me?
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Advices from previous exercise on how to answer each of the job interview 
questions.

1. You need to mention 2 or 3 skills and include a real-life example of them from a 
previous job.

2. Be specific so that employer can picture you at the job. Research the job before the interview.

3. Make sure to research the company before the interview and give specific reasons.

4. Read the job description prior to the interview. Describe the skills you have that 
match the job.

5. Determine which strengths would fit best with the position for which you are applying.

6. Be brief and general. Start by saying something positive, followed by what your 
weakness is. End your answer by stating what you are doing to correct that weakness 
and improve yourself. For example, “I am very ambitious, but sometimes I do so much 
it is hard to stay organized. However, I now keep a planner so all my tasks and goals are 
in order and get accomplished.”

7. Answer should relate to the job you are interviewing for.

8. You may want to consider delaying your response to the conflict to allow your emo-
tions to calm. Recognize that you are part of the problem. Own your part and seek way 
to improve your relationship by asking what you can do.

9. Be as flexible as possible. Only express limits when absolutely necessary.

10. Stay calm, listen carefully, and manage the situation with confidence and respect

11. The answer should be work-related and is an example of going above and beyond 
what was expected. When you are explaining the story, begin by describing the situation 
then describe what you personally did. End your answer by explaining what the end 
result was.

12. Do not use specific names. Instead, describe the positive traits of your best supervi-
sor or your ideal supervisor. For example, you may want a boss who treats his emplo-
yees fairly.

13. Do not say anything negative. Pick a work-related characteristic that can be stated 
in a positive way. For example, “I had a supervisor who was vague when giving assign-
ments. I learned to ask questions so that I knew what was expected”.

14. Be specific. Describe the problem in detail followed  by explaining what action you 
took to solve the problem. Finally, clarify what the outcome of your action was. 
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15. The interviewer is checking on your maturity and whether you are someone who 
likes to grow and learn. Examples might include; learned my job well enough to teach 
others, looking forward to another year, getting a chance at advancement, etc. 

16. Be specific. Describe the situation then your action followed by the outcome of your action. 

17. Be specific. Describe the situation then describe your action followed by the outcome. 

18. Think of a specific example that required accuracy, special skills, and failure to use 
these skills would have led to problems from your employer. 

19. Be specific, but do not pick anything too negative. Begin by describing something 
positive you normally do. Then describe a time that you might have done the opposite. 
Finally, end by saying something positive by explaining what you learned from your 
mistake. 

20. Always come prepared with at least two questions for the employer. Do not ask 
questions about salary or benefits. Ask questions such as, “How would you describe 
a typical day on the job?,” “Will there be opportunities for advancement and ongoing 
trainings?” and “What kind of person are you looking for?” 

ACTIVITY 8
SD4-B1

1.(          ) Chances of future success in your career.

2.(           ) The direction you hope your career will take.

3.(           ) A change you make in order to  progress.

4.(           ) Time when you are not employed, perhaps when travelling or  
                 looking after children.

5.(           ) A series of promotions towards more senior positions.

You may hear some of the following terms in a job interview. Match the definitions from the left column with its 
correct word on the right. Write the correct letter in the parenthesis.

A. career move

B. career break

C. career prospects

D. career ladder

E. career plan

    Answer

PORTFOLIO 3 

at the end of 

this 

submodule
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Closing Activities

ACTIVITY 9
SD4-B1

Take turns to carry out the interview. The  following rubric will be used to grade your performance.

Student A:
You are applying for the position of a manager at a famous manufacturing company. You have exactly five minutes 
to find out if it is the right job for you. Prepare your questions on the five features of character which you consider 
the most important.

Student B:
You are the chair of the manufacturing company. You have exactly five minutes to find out whether the candidate 
you are interviewing is the right person for the job. Prepare questions on the candidate’s experience, character and 
qualifications.
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JOB INTERVIEW SCORING RUBRIC

Name:__________________________ Date:_____________________ 

Time of Interview:_________________ Time Arrived:_______________

Position:________________________ Interviewed by:______________

Competency
Needs Work 

_____ POINTS

Better

______ POINTS

Best

______ POINTS

First Impressions

Shows up late for the 
interview, does not 
shake hands, and/or 
chews gum; does not 
bring a copy of the 
resume.

Shows up on time for 
the interview with a 
copy of the resume in 
hand.

Shows up early for the 
interview with a copy 
of the resume in hand.

Preparation

Knows nothing 
about the company 
or seems to make up 
information as he/she 
goes along.

Knows some general 
information about the 
company and/or its 
purpose.

Has researched the 
company and the 
position thoroughly 
and is apparent by 
answers given in 
response to questions.

Personal Attributes

Overbearing, 
overaggressive, 
egotistical; or shy, 
reserved, and overly 
nervous.

Somewhat nervous, 
some lapses in eye 
contact; speaks too 
loudly or softly.

Good eye contact 
and poise during 
interview; confident.

General Attitude

Lack of interest and 
enthusiasm about the 
position; passive and 
indifferent; or overly 
enthusiastic.

Seems interested in 
the position but could 
be better prepared or 
informed on certain 
topics.

Interested in 
the position and 
enthusiastic about the 
interview.
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Personal Appearance

Dressed way below 
what is expected 
for someone in that 
position or "overdoes 
it" (too much makeup, 
jewelry, cologne, etc.)

Dressed similar to 
what employees in 
that position would 
wear or in business 
casual clothes.

Dressed in appropriate 
business attire; no 
sandals, tennis shoes, 
t-shirts, shorts, short 
skirts, etc.

Responses

Answers with "yes" 
or "no" and fails to 
elaborate or explain; 
talks negatively about 
past employers

Gives well-
constructed responses, 
but sounds rehearsed 
or unsure

Gives well-
constructed, confident 
responses that are 
genuine

OVERALL    

Now, you will gather and put into practice all the 
knowledge you gained from this block.

Create a video in which you will show all the prepara-
tion before an interview and the moment when you are 
handling an interview successfully. The number of stu-
dents in each team will depend on the type of interview 
you choose.

INTEGRATING ACTIVITY

aSimulate a situation similar like in the previous activity.

aCreate a resume and a cover letter.

aPrepare the questions according to the resume and cover letter.

aChoose a type of interview (group interview, panel interview, etc.)

aHandle a job interview successfully.

aTake into consideration all the tips in each didactic sequence.
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Objetos de aprendizaje

al finalizar el bloque
Competencias a desarrollar

 ■ Identifica las características y  partes de 
un ensayo: introducción, desarrollo y 
conclusión.

 ■ Distingue las diferentes formas de or-
ganizar el cuerpo de un ensayo: lógica 
división de ideas, comparar/contrastar y 
orden cronológico.

 ■ Diferencia el uso de los diferentes tipos 
de conectores “ transition signals” en un 
ensayo.

 ■ Utiliza el formato APA para citar autores 
dentro de un ensayo.

 ■ Elabora el esquema “outline” de un en-
sayo.

 ■ Utiliza sus habilidades de escritura para 
redactar un ensayo.

Tiempo asignado: 20 horas

 ■ Características de cada una de las partes 
de un ensayo (introducción, desarrollo y 
conclusión).

 ■ Tipos de organización de un ensayo: 
Lógica división de ideas, comparar/con-
trastar y orden cronológico.

 ■ Uso de conectores en un ensayo.
 ■ Formato APA
 ■ Elaboración de un esquema “outline” de 
un ensayo.

 ■ Produce textos con base en el uso nor-
mativo de la lengua, considerando la in-
tención y situación comunicativa.

 ■ Expresa ideas y conceptos en compo-
siciones coherentes y creativas, con in-
troducciones, desarrollo y conclusiones 
claras.

 ■ Argumenta un punto de vista en público 
de manera precisa, coherente y creativa.

 ■ Valora el pensamiento lógico en el pro-
ceso comunicativo en su vida cotidiana y 
académica.

 ■ Identifica e interpreta la idea general y 
posible desarrollo de un mensaje oral 
o escrito en una segunda lengua, recu-
rriendo a conocimientos previos, ele-
mentos no verbales y contexto cultural.

 ■ Se comunica en una lengua extranjera 
mediante un discurso lógico, oral o escri-
to, congruente con la situación comuni-
cativa.

Desempeño del estudiante

Academic Writing
BLOCK 2
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DIAGNOSTIC EVALUATION

Answer the following questions.

1. What is an essay? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

2. Which are the parts of an essay?

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

3. What are transition signals and what are they used for? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

4. What is a thesis statement and where can you find it?

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

5. What is an outline of an essay? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

At the end of this block, you will follow all the process to write a successful academic essay.
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Job Interview

Didactic Sequence 1
WRITING AN ESSAY

Start Up Activities

Considering the importance of writing as an important tool in business and as an ability 
that is required in certain jobs, we are going to learn how to write an essay. In business, 
writing must be concise, informative and easy to read as both an informative and ins-
tructional tool.

In foreign universities, students have to write an essay before being accepted as part 
of their applications. Once accepted, they continue writing essays in courses. They are 
assigned by instructors as a method for measuring critical thinking skills, understanding 
of course material, and writing skills.

Therefore, in this block we are going to learn how to write an essay correctly.

Make a brainstorm in the tree below about the importance of writing an essay. Include the information given and 
add more from your own.

ACTIVITY 1
SD1-B2
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Read the following information.

An essay

An essay is a piece of writing several paragraphs long. It is about one topic, just as a paragraph is. However, 
because the topic of an essay is too complex to discuss in one paragraph, you need to divide it into several para-
graphs, one for each major point. Then you need to tie the paragraphs together by adding an introduction and a 
conclusion.

Writing an essay is no more difficult than writing a paragraph except that an essay is longer. The principles of 
organization are the same for both, so if you can write a good paragraph, you can write a good essay.

Three parts of an essay

An essay has three main parts: an introduction (introductory paragraph), a body ( at least one, but usually two or 
more paragraphs), and a conclusion ( concluding paragraph).

The following chart shows you how the parts of a paragraph correspond to the parts of an essay.

Development Activities

ACTIVITY 2
SD1-B2
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The introductory paragraph

An introductory paragraph has two parts, general statements and the thesis statement.

General statements:
• Introduce the general topic of the essay.
• Capture the reader´s interest.

The thesis statement
• States the specific topic.
• May list subtopics or subdivisions of the main topic or subtopics.
• May indicate the pattern of organization of the essay.
• Is normally the last sentence in the introductory paragraph.

Funnel Introduction Type

Reveals background information leading to a focused thesis statement. It is called like this because it is shaped 
like a funnel ---wide at the top and narrow at the bottom. It begins with one or two general sentences about the 
topic. Each subsequent sentence becomes increasingly focused on the topic until the last sentence, which states 
very specifically what the essay will be about: your thesis statement.

General statements

Thesis statement

The funnel introduction is the most common type used in essays. However, if you want to make it different there 
are other ways you can do it such as using : Dramatic, interesting or a funny story, surprising statistics or facts, 
you can start with quotations or even questions.

The body paragraphs

The body consists of one or more paragraphs. The body is the longest part of the essay and can contain as many 
paragraphs to support the controlling ideas of your thesis. Furthermore, you can organize the paragraphs in an 
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essay just as you organize your ideas in a paragraph, by chronological order, logical division of ideas, comparison 
and contrast, etc.
 
 Read the following thesis statements that indicate you the type of method of organization the essay will have.

Logical division of ideas method of organization

The status of woman in Xanadu has improved remarkably in recent years in the areas of economic independen-
ce, political rights, educational opportunities, and social status.

Chronological order method of organization

Beginning in World War II and continuing through the period of economic boom, the status of women in Xana-
du has changed remarkably.

Comparison and contrast method of organization

 Although the status of woman in Xanadu has improved remarkably in recent years, it is still very low when 
compared to the status of woman in the countries of the industrial world.

Logical division of ideas method of organization

A basic pattern for essays is logical division of ideas. In this pattern, you divide your topic into subtopics and then 
discuss each subtopic in a separate paragraph. Logical division is an appropriate pattern for explaining causes, 
reasons, types, kinds, qualities, methods, advantages and disadvantages, etc.

Read the following introductory paragraph. 

(1) When the first Europeans came to the North American continent, they encountered 
the completely new cultures of the Native American peoples of North America. (2) 
Native Americans, who had highly developed cultures in many respects, must have 
been as curious about the strange European manners and customs as the Europeans 
were curious about them. (3) As always happens when two or more cultures come 
into contact, there was a cultural exchange. (4) Native Americans adopted some of 
the Europeans´ ways, and the Europeans adopted some of their ways.
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Notice how the general statements in the introductory paragraph introduce the topic. The first sentence is about 
the arrival of the Europeans and their encounter with new cultures. The second sentence points out that there 
were large differences between European and Native Americans. The third sentence says that two-way cultural 
exchange happened, and the fourth sentence continues with the same idea but doesn´t specify which Native 
Americans and Europeans cultural aspects they adopted.

Oshima, A & Hogue A. Writing Academic English Third Edition. Longman

What do you think this essay will talk about? 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

The thesis statement is the most important sentence in the introduction. It states the specific topic and often lists 
the major subtopics that will be discussed in the body of the essay. In the previous paragraph, the thesis state-
ment doesn´t give the direction of the exchange or specify the subtopics.

Which is the thesis statement? 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Now, let´s read an example of a thesis statement with subtopics mentioned.

As a result, Native Americans have made many valuable contributions to modern U.S culture, particularly in the 
areas of language, art, food, and government.

In the previous paragraph, the thesis statement is specific; it gives the direction of the exchange (Native American 
influences on modern U.S culture) and lists the subtopics (language, art, food, and government). Therefore, this 
essay will be structured by an introduction, four body paragraphs (one for each subtopic) and the conclusion.

When listing two or more subtopics in a thesis statement, a colon (:) is often useful:

Prejudice arises from three basic causes: childhood conditioning, ignorance, and fear.

Also, when listing two subtopics in your thesis statement, you can use the following correlative conjunctions
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CONJUNCTION FUNCTION EXAMPLE

both….and Addition Puppies, like children, need both love and discipline to 
become responsible citizens.

not only…. but also Addition
Young people in my culture have less freedom than 
young people in the United States not only in their 
choice of life-style but also in their choice of careers.

neither….nor Alternative
If neither industry nor the public works toward 
reducing pollution problems, future generations will 
suffer.

either ….or Alternative
Air pollutants may come either from the ocean as 
natural contaminants given off by sea life or from the 
internal combustion engines of automobiles.

Common problems in thesis statements

Problem 1. The thesis is too general.

TOO GENERAL: A college education is good investment.
IMPROVEMENT: A college education is good investment for four reasons…

Problem 2. The thesis makes a simple announcement.

ANNOUNCEMENT: I´m going to write about how to prevent sports injuries.
IMPROVED: Avoid sports injuries by taking a few simple precautions.

Problem 3. The thesis states an obvious fact.

OBVIOUS FACT: The internet is a communication superhighway.
IMPROVED: The explosion of the internet has both positive and negative consequences.

Logical division of ideas transition signals 

TRANSITION WORDS COORDINATORS OTHERS
First, first of all, second, third 
etc.

Next, last, finally

Also, in addition, moreover, 
furthermore

And

Both…and

Not only… but also

The first cause, reason, factor etc.

Another way, reason etc.

An additional problem, result, etc.

In addition to….
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ACTIVITY 3
SD1-B2

ACTIVITY 4
SD1-B2

Write in the blanks “S” for specified, if the subtopics are specified in the following thesis statements or  “NS” for 
not specified if there are no subtopics specified.

1.________ The large movement of people from rural to urban areas has major effects on cities.

2. ________ The disadvantages of using credit card are overspending, and paying high interest rates.

3._________A new law provides the means for both regulating pesticides and ordering their  removal if they are 

dangerous.

4. ________ Being the oldest son has more disadvantages than advantages.

5. ________ The causes of the U.S Civil War were as follows: the economic domination of the North, the slavery 

issue, and the issue of states´ rights versus federal intervention.

Now, by analyzing the thesis statements from the previous activity, indicate how many probable paragraphs in 
total is each essay going to have. If subtopics are not specified, there´s no way you can know the number of para-
graphs, so leave the space in blank.

1. _________ probable paragraphs.

2. _________probable paragraphs.

3. _________ probable paragraphs.

4. _________probable paragraphs.

5. _________ probable paragraphs.
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ACTIVITY 5
SD1-B2

ACTIVITY 6
SD1-B2

Complete the following thesis statements by using the correct correlative conjunctions.
Use each option two times.

Neither …nor
Not only… but also  

1. Young people buy computers ______________ to do schoolwork______________ to play games.

2. Old typewriters are____________ fast ______ reliable.

3. At the present time, air pollution is controlled through laws passed _____________ to reduce the pollutants as 

their sources __________ to set up acceptable standards of air quality.

4.  ________ Hermosillo ________ Mexicali are good places to live because of the hot weather.

Complete the following thesis statements by adding subtopics to them.

1. A computer is necessary for college students for three reasons: 

__________________________________________________________________________________________

__________________________________________________________________________________________

2. International students have a difficult time taking notes in class due to: ________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3. Successful students have the following qualities: _________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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4. A generation gap exists in my home because of _________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

5. Drug and alcohol abuse among teenagers can be traced to the following causes: 

__________________________________________________________________________________________

__________________________________________________________________________________________

6. In choosing a career, a student has to consider various factors, such as ______________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

7. To survive a major disaster such as an earthquake we require ______________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

8. My two sisters are different as day and night not only in ___________________________________________

but also in _________________________________________________________________________________.

9. Living in a large city has certain advantages over living in a small town: 

__________________________________________________________________________________________

__________________________________________________________________________________________

10. Woman generally live longer than men for two main reasons: 

__________________________________________________________________________________________

__________________________________________________________________________________________

Generation gap: Difference in attitudes and values between generations, especially between parents and 
children. 

GLOSSARY
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Chronological order method of organization

As you already know, chronological order is order by time. It is used in almost all 
academic fields. One of its primary uses is to explain processes such as how to plan 
a community meeting, how to perform a physics experiment, or how to play a game. 
Even when giving directions for someone to come to your house or when you write a 
recipe, you use chronological order. In addition to explaining processes, it is also used 
to describe events over a period of time, Biography, history, a narrative story; all of them 
use chronological order.

A thesis statement for a chronological order essay or also called process essay in some 
way indicates the time order. Expressions such as the process of, the procedure for, the 
period, the steps, plan, develop, evolve, five stages, and several phases etc. indicate that 
time order will be used. Here are some examples:

Follow these steps to make a beautiful ceramic vase for your home.

A child learns to share over a period of time.

Sometimes the thesis statement tells the number of steps in the process. For example:

The process of heating water by solar radiation involves three main steps.

The thesis statement may even name the steps. For example:

The main steps in the process of heating water by solar radiation are trapping the sun´s 
energy, heating and storing the hot water, and disturbing the hot water to its points of 
use.

Chronological order transition signals

Transition signals are especially important in chronological paragraphs. They include 
the following:

TRANSITION WORDS AND PHRASES SUBORDINATORS OTHERS

First, second…

then, next, now

first of all, after that, finally, last

soon

gradually

meanwhile

After

As

As soon as

Before

Since 

Until

When

while

The first step…

In the second step…

On the third step…

During the eight…

Oshima, A & Hogue A. Writing Academic English Third Edition. Longman
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Put a check in the space to the left of every thesis statement suggesting that a process essay will follow.

1. _______ A person´s intelligence is the product of both heredity and environment.

2. _______ The life cycle of the Pacific salmon is a fascinating phenomenon.

3. _______ The preparation of the poisonous puffer fish for eating is not for amateur chefs.

4. _______ The two most publicized holidays in the United States are first, Christmas and second, 
                    Thanksgiving.

5. _______ In the past sixty years, developments in the field of electronics have revolutionized the 
                   computer industry.

ACTIVITY 7
SD1-B2

Puffer: A type of poisonous fish that can inflate its body with air so that it forms a ball. 
 
Amateur: A person who does something for pleasure and not as a job.

GLOSSARY
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ACTIVITY 8
SD1-B2

Write a thesis statement for a process essay on the following topics.

1. How to perform a particular chemistry or physics experiment.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2. How to overcome a fear.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3. How to raise a perfect child.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Comparison and Contrast method of organization

Comparison and contrast involves analyzing the similarities and differences between 
two or more items. Almost every decision you make involves weighting similarities and 
differences. Every time you decide which jacket to buy or which apartment to rent, you 
compare and contrast features and prices. In the business world, employers compare job 
applicants, proposals from different advertising agencies, and employee health insuran-
ce policies from competing companies. Job applicants compare job offers in terms of 
salary, responsibilities, and benefit packages. In college classes, professors frequently 
test students´ understandings of material by asking them to compare and contrast two 
theories, two methods, two economic policies, two historical periods, or two characters 
in a play or film. 

The keys to writing a comparison and contrast essay are to put the ideas in some kind of 
order and use appropriate transition signals. 

There are at least two ways to organize a comparison and contrast essay. You may use 
point by point organization or block organization.
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Point by point organization

One way to organize a comparison/contrast essay is to use point-by-point organization.
Suppose you need to compare two jobs. You might compare them on these points: sa-
lary, fringe benefits, opportunities for advancement, commuting distance from home, 
workplace atmosphere among others. Each factor, or point of comparison, is like a sub-
topic in a logical division essay.

In your essay, each point of comparison becomes a topic of a paragraph. You can put the 
paragraphs in any order you wish. If you want to use point-by-point organization, your 
outline may look as the following:

Point-by-point organization model (topic sentences and conclusion are not included)

Outline: Is a tool used to organize written ideas about a topic or thesis into a logical order. Outlines arrange 
major topics, subtopics, and supporting details.  Writers use outlines when writing their papers in order to know 
which topic to cover in what order.

GLOSSARY
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Block organization

The other way to organize a comparison/contrast essay is to arrange all the similarities 
together in a block and all the differences together in a block. You could discuss either 
the similarities first of the differences first. 

Block organization model (topic sentences and conclusion are not included)

Oshima, A & Hogue A. Writing Academic English Fourth Edition. Pearson Longman

Comparison and Contrast transition signals

The second key to writing successful comparison/contrast essay is the appropriate use 
of signal words.

The following table lists some of the words and phrases used to discuss similarities.

 COMPARISON STRUCTURE WORDS

SENTENCE 
CONNECTORS SUBORDINATORS COORDINATORS/CORRELATIVE 

CONJUNCTIONS OTHERS

Similarly

Likewise

Also

Too

As

Just as

And

Both….and

Not only… but also

Neither…nor

Like

Just like

Similar to

(be) the same

These are some examples:

Human workers can detect malfunctions in machinery; likewise/similarly, a robot can 
be programmed to detect equipment malfunctions.
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Robots can detect malfunctions in machinery, as/just as human workers can.

Not only robots but also human workers can detect malfunctions in machinery.

In their ability to detect malfunctions in machinery, robots and human workers are the same.

ACTIVITY 9
SD1-B2

Write five sentences of your own comparing two things with which you are familiar. Use a different comparison 
signal in each sentence. Possible topics: bicycles and motorcycles, two cities, two siblings, two cars, two sports, 
two restaurants, etc.

1.________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

2.________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

3.________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

4.________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

5.________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________
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ACTIVITY 10
SD1-B2

                                          To introduce an opposite idea, and to contrast things use:

CONTRAST STRUCTURE WORDS

SENTENCE 
CONNECTORS SUBORDINATORS COORDINATORS/CORRELATIVE 

CONJUNCTIONS OTHERS

However

In contrast

Instead

In/by comparison

Nevertheless

On the contrary

On the other hand

Still

But

Although

Even though

Though

While

In spite of

Differ (from)

Compared to/
with

(be) different 
from

Examples:

Rock music is primarily the music of white performers; however/in contrast/ 
in comparison/ on the other hand, jazz is performed by both white and black 
musicians.

Present-day rock music differs from early rock music in several ways.

Osbima, A & Hogue A. Writing Academic English Third Edition. Longman

Add contrast signal words to connect the following items. 

Example:

 The government of the United States/ the government of Great Britain/ dissimilar in several aspects.

The government of the United States and Great Britain are dissimilar in several aspects.

1. The chief executive in Great Britain is called the prime minister. The chief executive in the United States is 
called the president.

__________________________________________________________________________________________

__________________________________________________________________________________________



103BLOCK 2  Academic Writing
103

Job Interview

ACTIVITY 11
SD1-B2

2. In the United States, the president fulfills the functions of both political leader and head of state. These two 
functions are separate in Great Britain.

__________________________________________________________________________________________

__________________________________________________________________________________________

3. The United States has a written constitution. Great Britain has no written constitution.

__________________________________________________________________________________________

__________________________________________________________________________________________

4. In the United States, elections are held on a regular schedule, no matter how popular or unpopular the govern-
ment is. In Great Britain, elections are held whenever the prime minister loses a vote of confidence.

__________________________________________________________________________________________

__________________________________________________________________________________________

5. The members of the U.S Senate are elected. The members of the British House of Lords are appointed or their 
positions are inherited.

__________________________________________________________________________________________

__________________________________________________________________________________________

Write five sentences of your own, contrasting two things with which you are familiar. Use a different contrast 
signal in each.

Suggested topics
Computers/humans
Family life in two cultures
Taking public transportation/driving your own car
Public schools/ private schools
Living in a small town/ living in a large city

1.________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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2.________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3.________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

4.________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

5.________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

The Concluding Paragraph

The conclusion is the final paragraph in an essay. It has three purposes:

1. It signals the end of the essay. To do so, begin your conclusion with a transition signal.
2. It reminds your reader your reader your main points, which you can do in one of two ways:
• You can summarize your subtopics.
• Paraphrase your thesis.
3. It leaves your reader with your final thoughts on the topic. This is your opportunity to convey a strong, effective 
message that your reader will remember.

CONNECTORS OTHERS

All in all,
In brief,
In conclusion,
In short,
In summary,

It is clear that…
We can see that…
The evidence suggests that…
These examples show that…

CONCLUDING STRUCTURE WORDS
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Read the following “skeleton” essay. Only the introductory paragraph and topic sentences for the body paragraphs 
are given. Write a concluding paragraph for it.

ACTIVITY 12
SD1-B2

Controlling Stress

 The busy schedules that most adults face every day have created a growing health pro-
blem in the modern world. Stress affects almost everyone, from the highly pressured execu-
tive to the busy homemaker or student. It can cause a variety of physical disorders ranging 
from headaches to stomach ulcers and even alcoholism. Stress, like common cold, is a pro-
blem that cannot be cured; however, it can be controlled. A person can learn to control stress 
in four ways.

Topic sentences for body paragraphs
A. Set realistic goals
B. Take up a hobby.
C. Exercise regularly.
D. Maintain close relationships with family and friends

Conclusion

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________
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Prewriting
Prewriting exercises provide structure and meaning to your topic and research before 
you begin to write a draft. Using prewriting strategies to organize and generate ideas 
prevents a writer from becoming frustrated or stuck. Just as you would prepare to give 
a public speech on note cards, it is also necessary to write ideas down for a rough draft. 
After all, your audience is counting on a well - organized presentation of interesting 
facts, a storyline, or whatever you are required to write about. Prewriting exercises can 
help you focus your ideas, determine a topic, and develop a logical structure for your 
paper. 

Prewriting exercises 
Brainstorming: It's often helpful to set a time limit on this; plan to brainstorm for ten 
minutes, for example. This will help you focus and keep you from feeling overwhelmed. 
This is especially helpful when you're still trying to narrow or focus your topic. You'll 
start with a blank page, and you'll write down as many ideas about your topic as you 
can think of. Ask yourself questions as you write: Why am I doing this? Why do I like 
this? Why don't I like this? What is the most interesting thing about this field or issue? 
How would my audience feel about this? What can we learn from this? How can we 
benefit from knowing more? When time is up, read over your list, and add anything else 
that you think of. Are there patterns or ideas that keep coming up? These are often clues 
about what is most important about this topic or issue.

Freewriting: A time limit is also useful in this exercise. Using a blank piece of paper or 
your word - processing program, summarize your topic in a sentence and keep writing. 
Write anything that comes to your mind and don't stop. Don't worry about grammar or 
spelling, and if you get stuck, just write whatever comes to mind. Continue until your 
time limit is up, and when it's time to stop, read over what you've written and start un-
derlining the most important or relevant ideas. This will help you to identify your most 
important ideas, and you'll often be surprised by what you come up with. 

Listing: In this exercise, you'll simply list all of your ideas. This will help you when 
you are mapping or outlining your ideas, because as you use an idea, you can cross it 
off your list. 

Clustering: This is another way to record your thoughts and observations for a paragra-
ph or essay after you have chosen a topic. First draw a circle near the center of a blank 
piece of paper, and in that circle, write the subject of your essay or paragraph. Then in 
a ring around the main circle, write down the main parts or subtopics within the main 
topic. Circle each of these, and then draw a line connecting them to the main circle in the 
middle. Then think of other ideas, facts, or issues that relate to each of the main parts/
subtopics, circle these, and draw lines connecting them to the relevant part/subtopic. 
Repeat this process with each new circle until you run out of ideas. This is a great way 
of identifying the parts within your topic, which will provide content for the paper, and 
it also helps you discover how these parts relate to each other. 

https://www.umuc.edu/writingcenter/writingresources/prewriting_outlining.cfm
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Practice one of the prewriting exercises in the space given below. Your topic is: “ The Evolution of Computers”

ACTIVITY 13
SD2-B2
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Essay Outline
An outline is a plan for the paper that will help you organize and structure your ideas 
in a way that effectively communicates them to your reader and supports your thesis 
statement.
A formal outline has a system of numbers and letters such as the following. In other 
fields of study, different systems are used.

Roman numerals I, II, and III number the major sections of an essay which are the in-
troduction, body and conclusion).

Capital letters A, B, C, D, and so on, tells the topic sentence of the paragraph. 

A topic sentence is the most important sentence in a paragraph. Sometimes referred to 
as a focus sentence, the topic sentence helps organize the paragraph by summarizing 
the information in the paragraph (it states the main idea). In formal writing, the topic 
sentence is usually the first sentence in a paragraph and often starts with a transition.

Arabic numerals 1, 2, 3 and so on, number the subtopics in each paragraph.

Small letters a, b, c, and so on, label the specific supporting details.

Look at the following example:

Modern Technology

I. Introduction
   Thesis statement: The most recent significant discoveries to benefit humankind in modern times 
are in the fields of television and computer technology

II. Body
    A. A popular form of instant communication all over the world is television.
         1. Witnessing important events
              a. Destruction of the Berlin Wall
              b. Launching of spacecraft
          2. Long-distance medicine by two-way video
              a. Patient and doctor conferences
              b. Special equipment to monitor patient
    B. Moreover, in the last few decades, computer technology has made tremendous progress in 
        the world communication to benefit humankind.
        1. Long distance communication
        2. Information superhighway
        3. Global computer networks
    C. Furthermore, technology has contributed enormously to advances in computer medicine, 
         which has benefited both doctors and patients.
         1. Rural doctors and medical information
             a. Less access in past
             b. Immediate access today
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          2. Rural doctors and urban medical centers
              a. Use computer to prescribe treatment
         3. X-ray pictures of body parts
             a. Diagnoses of diseases and disorders
             b. Necessary treatments
         4. Computer-aided diagnosis
             a. Example of woman with headaches

III. Conclusion
     To conclude, scientific research and experiments have certainly opened the doors to faster, 
more easily accessible information worldwide on television and the computer. Many of these 
discoveries have changed our lives for the better and have made the people of the world closer.

Oshima, A & Hogue A. Writing Academic English Third Edition. Longman

ACTIVITY 14
SD2-B2

Complete the following outline with the information provided and add a title in the space given.

HOLIDAY BONUS           HELPFUL CO-WORKERS       FLEXIBLE HOURS     
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ACTIVITY 15
SD2-B2

Notice that in the previous activity, the topic sentences are not complete. Write complete topic sentences. Remem-
ber a topic sentence is a complete sentence; that is, it contains a subject, a verb and a complement. Then, add a 
conclusion. 

Rewrite the complete outline below.
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In Text Citation

APA (American Psychological Association) style is most commonly used to cite 
sources. APA format is one of several different writing formats used for publications, 
papers, essays and books today. This particular style is established by the American 
Psychological Association, and used by professionals in psychology and many other 
sciences.

Specifications regarding things like formatting, punctuation choices, structure of papers, 
spacing requests, and word use, are all a kind of style preference. Therefore, the APA 
format will guide you on how to write an academic essay.

According to the APA format this is a general guideline for referring to the works of 
others in your essay.

APA citation basics

When using APA format, follow the author-date method of in-text citation. This means 
that the author's last name and the year of publication for the source should appear in 
the text, for example, (Jones, 1998), and a complete reference should appear in the 
reference list at the end of the essay.

If you are referring to an idea from another work but NOT directly quoting the material, 
or making reference to an entire book, article or other work, you only have to make 
reference to the author and year of publication and not the page number in your in-text 
reference. All sources that are cited in the text must appear in the reference list at the 
end of the essay.

In-text citation capitalization, quotes, and italics/underlining

• Always capitalize proper nouns, including author names and initials: D. Jones.

• If you refer to the title of a source within your paper, capitalize all words that are 
four letters long or greater within the title of a source: Permanence and Change. 
Exceptions apply to short words that are verbs, nouns, pronouns, adjectives, 
and adverbs: Writing New Media, There Is Nothing Left to Lose. 

(Note: in your References list, only the first word of a title will be capitalized: 
Writing new media.)

• When capitalizing titles, capitalize both words in a hyphenated compound 
word: Natural-Born Cyborgs.

• Capitalize the first word after a dash or colon: “Defining Film Rhetoric: The 
Case of Hitchcock’s Vertigo.”

• Italicize or underline the titles of longer works such as books, edited collections, 
movies, television series, documentaries, or albums: The Closing of the 
American Mind; The Wizard of Oz; Friends.

• Put quotation marks around the titles of shorter works such as journal articles, 
articles from edited collections, television series episodes, and song titles: 
“Multimedia Narration: Constructing Possible Worlds”; “The One Where 
Chandler Can’t Cry.”
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Short quotations

If you are directly quoting from a work, you will need to include the author, year of 
publication, and the page number for the reference (preceded by “p.”). Introduce the 
quotation with a signal phrase that includes the author’s last name followed by the date 
of publication in parentheses.

Long quotations

If the quotation has more than 40 words, use a block quotation. Begin the quotation on a 
new line and indent a half-inch from the left margin. Double-space the entire quotation, 
and at the end of the quotation, provide citation information after the final punctuation 
mark.

Paraphrase

If you are paraphrasing an idea from another work, you only have to make reference 
to the author and year of publication in your in-text reference, but APA guidelines 
encourage you to also provide the page number (although it is not required.)

Jones’s (1998) study found the following: 

 
           Students often had difficulty using APA style, especially when it was their first time

           citing  sources. This difficulty could be attributed to the  fact that many students 

           failed to purchase a style  manual or to ask their teacher for help. (p. 199)

According to Jones (1998), APA style is a difficult citation format for first-time learners. 

APA style is a difficult citation format for first-time learners (Jones, 1998, p. 199).

According to Jones (1998), “Students often had difficulty using APA style, especially when it 

was their first time” (p. 199). 

https://owl.english.purdue.edu/owl/resource/560/02/
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https://owl.english.purdue.edu/owl/resource/560/02/

The previous information is just a general guideline. Therefore you will search in the internet (Purdue Online 
Writing Lab webpage) how to cite the following cases according to the APA format:

Citing a work by two authors

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

A work by three to five authors

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Six or more authors

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Unknown author

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 16
SD2-B2

Reference List
Your reference list should appear at the end of your paper. It provides the information 
necessary for a reader to locate and retrieve any source you cite in the body of the paper. 
Each source you cite in the paper must appear in your reference list; likewise, each entry 
in the reference list must be cited in your text.

Your references should begin on a new page separate from the text of the essay; label this 
page "References" centered at the top of the page (do NOT bold, underline, or use quota-
tion marks for the title). All text should be double-spaced just like the rest of your essay.
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Investigate in the Purdue Online Writing Lab webpage how to write your reference list of the following:

Basic format for books

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Electronic books

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Article in a magazine

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Article in a newspaper

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Article from an online periodical

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 17
SD2-B2



115BLOCK 2  Academic Writing
115

Job Interview

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________
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Complete the following essay by adding supporting sentences to each topic sentence.

Violent Drivers
The number of vehicles on freeways and streets is increasing at an alarming rate. This increase of motor vehicles 
is creating hazardous conditions. Moreover, drivers are in such a rush to get to their destinations that many be-
come angry or impatient with other motorists who are too slow or who are in their way. Aggressive drivers react 
foolishly toward others in several dangerous ways.

One way an angry driver may react is to drive in front of another motorist. 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Another way is to drive closely behind the other car. 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Moreover, aggressive drivers often use rude language and gestures to show their anger. 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Even though law enforcement authorities warn motorists against aggressive driving, the number who acts out their 
angry impulses has not declined. 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

To conclude, aggressive drivers are endangering everyone because they create hazardous conditions by acting and 
driving foolishly. They should control their anger and learn to drive safely. After all, the lives they save could be 
their own.

Adapted from Oshima, A & Hogue A. Writing Academic English Third Edition. Longman

ACTIVITY 18
SD2-B2

Closing Activities
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Now, it is time to put into practice everything seen in this block. You already gained the knowledge, not it is time 
to demonstrate that you understood. Of course you are going to write an essay by following all the information 
previously provided.

1. Choose a topic for you essay you feel comfortable writing about. 

2. Start with a prewriting exercise (brainstorming, listing, clustering or free writing)

3. It is a good idea to investigate more about your topic. Search in the internet, books, magazines etc. for more 
information if necessary.

4. Think about what type of essay organization type is adequate (logical division of ideas, process, or comparison 
and contrast).

5. Continue with your outline
• Think on your thesis statement carefully.
• Think on your topic sentences.
• Organize your ideas.

 6.  Write your first draft essay.
• Include transition signals.
• Indent at the beginning of each paragraph.
• Cite authors to give support to your essay (use APA format).
• Include your reference list, in case you cite any author (use APA format).

7. Your essay will be evaluated by a peer. Exchange your essay with your peer. Use the Peer Editing Checklist 
from the next page to evaluate your peer´s essay. Give honest and useful feedback.

 8. Rewrite your essay considering your peer´s feedback.

9. Give your second draft to your teacher for feedback.

10. Correct your errors and consider your teacher´s feedback. Type it and hand in your final draft.

INTEGRATING ACTIVITY
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Peer Editing Checklist

PEER EDITOR´S COMMENTS AND 
SUGGESTIONS

ESSAY ORGANIZATION

1. Introduction: Does the introductory 
paragraph have both general sentences and a 
clear thesis statement?

2. Body: Is the method of organization 
(chronological order, comparison/contrast, 
logical division of ideas) appropriate for the 
topic?

3. Conclusion: Is there a concluding 
sentence that is either a paraphrase 
of the thesis or summary of the main 
points? Is there a final comment (if one is 
appropriate)?

4. Reference list: Is there a reference list? Is 
it written according to the APA format?

PARAGRAPH ORGANIZATION

5. Topic sentences: Does each paragraph 
have a topic sentence? Does each topic 
sentence have a controlling idea?

6. Supporting sentences: Do the supporting 
sentences flow smoothly? Are there 
sufficient concrete details to support each 
point? Are transition signals used effectively 
both within and between paragraphs? 

7. In-text citation: Are authors cited 
correctly (according to the APA format)?

8. Concluding sentences: Are concluding 
sentences used?
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SENTENCE STRUCTURE

9. Are there any unclear sentences? Can you 
suggest a way to improve them?

GRAMMAR AND MECHANICS

10. Are there any errors in grammar and 
mechanics?

Additional comments: _______________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________.
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Porfolio

& aPPENDIX
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Appendix 1
Resume Action Words
Use the list below to help you get started thinking about action words to use on your resume.

Achieved Adapted Addressed Administered

Advised Analyzed Arranged Assembled

Assessed Assisted Attained Audited

Budgeted Calculated Classified Coached

Collected Communicated Compiled Composed

Computed Conducted Consolidated Constructed

Consulted Coordinated Counseled Created

Critiqued Defined Designed Detected

Determined Devised Diagnosed Directed

Discovered Displayed Earned Edited

Eliminated Enforced Established Estimated

Evaluated Examined Expanded Explained

Experimented Financed Formulated Gathered

Generated Grossed Guided Handled

Hypothesized Identified Illustrated Implemented

Improved Increased Influenced Initiated

Inspected Installed Instituted Instructed

Interpreted Interviewed Invented Investigated

Lectured Managed Marketed Mediated

Modeled Monitored Motivated Negotiated

Obtained Operated Ordered Organized

Oversaw Performed Persuaded Photographed
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Planned Prepared Presented Printed

Processed Produced Projected Promoted

Proofread Provided Publicized Purchased

Received Recommended Reconciled Recorded

Recruited Reduced Referred Refined

Rehabilitated Repaired Reported Represented

Researched Resolved Responded Restored

Retrieved Reviewed Scheduled Selected

Solved Sorted Studied Summarized

Supervised Supplied Surveyed Tested

Trained Transcribed Translated Traveled

Tutored Upgraded Utilized Wrote
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Appendix 2
Employment References: Answer Key

1. False. A good reference candidate should know you for at least a year, preferably more.

2. True. A good reference candidate should be able to discuss your work habits and quality. A former teacher 
would be able to do this.

3. False. Although your grandmother may know you well, it is recommended that you avoid family members as 
reference candidates. An employer may view a family member as subjective.

4. True. A good reference candidate should be able to objectively discuss your skills and the quality of your work. 
A former supervisor from a job you held for a long time would be able to do this.

5. False. A manager who fired you would more than likely give you a poor reference. Thus, you would be less 
likely to get hired for a new job.

6. True and False - This is dependent upon your relationship with your P.O.

7. False. It is likely that your cousin’s husband’s great aunt does not have a close enough relationship with you 
that they would be able to discuss your moral character.

8. True. It is better to have a reference candidate that is in a leadership position; however, a coworker would be 
able to discuss your work habits, skills, duties, and moral character.

9. False. Your kindergarten teacher does not know the person you have grown to be well enough to be a good 
reference candidate.

10. False. Avoid reference candidates that could be controversial.

11. True. A volunteer leader is able to discuss work skills, duties, and moral character.

12. False. Avoid reference candidates that may create concern for a potential employer.

13. False. Avoid reference candidates that may create concern for a potential employer.

14. True. Although this reference candidate should supplement more professional reference candidates, your 
elderly neighbor could verify your moral character and work ethic.
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Appendix 3

1. Smile: Smiling shows that you are a friendly person who can get along well with others. 
2. Eye Contact: Having poor eye contact can be interpreted by the employer as you are trying to hide something. 
3. Arms unfolded: arms folded shows lack of interest or unfriendliness. 
4. Head tilted to one side: shows you are interested. Head tilted down or back shows superiority and negative 
attitude. 
5. Firm handshake.
6. Sit Tall: shows you are interested and taking the job seriously

Portfolio 1
Read each of the information below and indicate the heading for each one.

                     Skills                                   Education            Job Objective

1.___________________________
Determined special assistance needs of passengers such as small children, the elderly, or disabled persons to en-
sure their comfort and safety.

2._____________________________
Highly motivated and driven professional seeking Pharmaceutical Sales Representative position to accelerate 
sales growth through effective product education and extensive relationship building.

3.______________________________
Business Administration, Human Resources Emphasis, Henderson Community College, Henderson, KY. Antici-
pated graduation May 2015.

4._______________________________
Saved $5,000 annually on office supplies by negotiating with outside supply company for best prices.

5.________________________________
Medical Terminology Certification, Ivy Tech Community College, Evansville, IN. Summer 2014.

6.__________________________________
Utilized consultative sales approach to educate customers on service packages, emphasizing benefits and features.
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Punctual

Portfolio 2
Write the correct option in the blanks.

1._________________ Things you have done (in a work situation) which have been very  successful.

2._________________ A printed document with details of exams you have passed and/or your qualifications.

3. ________________ To arrive on time.

4. ________________ When you are made to leave your job.

5. ________________ When you have left your job because your employer no longer has any work for you.

6._________________ Someone who gives you a reference.

7. ________________ A confirmation of your work history, personal qualities, and abilities by someone who 
knows you very well ( usually a previous employer).

8. ________________ Something you do very well.

9. ________________ Something you don’t do very well.

10. _______________ Someone who works hard , and pays attention to what he/she does.

Referee
Diligent

Achievement

Skill
Fired (informal)

Weakness

(Made) redundant
Certificate

Reference
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Portfolio 3
Below you will see some common expressions during a job interview that you might find useful. Put each 
expression into the correct box according to the function of that expression.

1. May I think about that for a moment?

2. In short, ...

3. What I’m trying to say is...

4. To sum up, ...

5. What are your views on...?

6. Would you mind repeating that?

7. How can I put this?

8. In other words...

9. Sorry to say but...

10. Well, as a matter of fact...

11. I’m not so sure about that

12. Pardon?

13. I can’t help thinking the same

14. What are your feelings about...?

15. So in conclusion, ...

16. I see things rather differently myself

17. True enough

18. That’s right 

19. I don’t entirely agree with you

20. Perhaps I should make that clearer by saying...

21. How can I best say this?

22. Could you repeat what you said?

23. I couldn’t agree more

24. Actually...

25. To put it another way...

26. That’s just what I was thinking

27. In brief, ...

28. Could I just say that ...

29. Well, my own opinion is that...

30. That’s my view exactly

31. To summarise, ...

32. What was that?

33. I must take issue with you on that

34. Let me get this right

35. Sorry to interrupt, but...

36. I’m afraid I didn’t catch that

37. What’s your opinion?

Examples:

Agreeing with someone Yes, I agree.
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Disagreeing with someone I’m afraid I disagree.

Interrupting Excuse me for interrupting.

Asking somebody for their opinion What do you think about..?
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Giving yourself time to think Let me see

Aksing for clarification or repetition. I’m sorry? 

Saying the same thing but in other 
words.

What I mean is
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Summing up So basically.....
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