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PREFACE 

 This instructional material was developed to support a general English 

course, Reading and Writing English for General Purposes (GE10003). Its 

objective is to enhance students’ reading and writing abilities. Its contents are 

divided into six units. The first to fourth units deal with using English-English 

dictionaries, word formation and context clues, reading signs, notices and labels, 

and reading instructions. These were written to focus on student reading skills. 

Furthermore, writing about oneself and other people covered in the fifth unit 

and writing about career goals in the sixth unit were designed to enhance 

student writing capabilities. 

 The author has a great hope that this instructional material is 

advantageous for both lecturers and undergraduate students. Comments or 

other valuable observations related to this instructional material are useful for 

the author to strengthen and make it more effective.  

 

 

Sarawadee Na Nongkhai 

      September 9, 2017       
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COURSE SYLLABUS 

Reading and Writing English for General Purposes 

Course Code: GE10003            Credit: 3(3-0-6) 

Course Description 

 Enhancing students’ reading skills through utilizing English-English 

dictionaries, deducing meanings of unfamiliar words by using techniques of 

word formation and context clues, learning to comprehend different signs, 

notices and labels to acquire meanings and know regulations, and understanding 

stages of multi-step instructions through sequential transitions; additionally, 

developing students’ writing abilities through writing about themselves, other 

people, and their career goals are also enhanced 

 

Objectives 

 After the course, students will be able to: 

1. Identify functions and components of English-English dictionaries, 

2. Deduce the meanings of unfamiliar words utilizing word parts and 

context clues, 

3. Describe meanings of different signs, notices and labels, 

4. Indicate stages of activities through sequential transitions, 

5. Write about themselves and other people, 

6. Create a résumé, interpret qualifications stated in job advertisements, 

construct a cover letter, and complete a job application form.  
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2 Using an English – English Dictionary 

UNIT 1 

Using an English – English Dictionary 

Course Code: GE10003          Hours: 6 

Objectives:  After the course, students will be able to: 

1. Take advantage of alphabetical order in finding specific words 

in an English - English dictionary, 

2. Correctly identify an English – English dictionary’s components, 

e.g., guide words, stylistic values, pronunciation, entry words, 

abbreviations and symbols, derivatives, definitions, synonyms 

and antonyms, word origins and parts of speech, 

3. Differentiate parts of speech,  

4. Take advantage of using stress mark in pronouncing English 

words clearly, 

5. Indicate number of syllables in each word properly, 

6. Construct various types of sentences using parts of speech.  

Contents: This unit is focused on the components of English – English 

dictionaries and identifying usage of each component.  

Activities: Four important activities in this unit are comprised of: 

1. A Pretest 

2. Learning “Using English – English Dictionaries” 

3. Doing exercises 

4. A Posttest 

Teaching Materials:   The materials employed in this course consist of: 

1. Instructional materials  

2. English - English dictionaries. 

Evaluation: Students are evaluated from:  

1. Class participation  

2. Classroom exercises  

3. A pretest and a posttest 

4. Midterm and final tests.   

 

 

 

 

 



 

3 Using an English – English Dictionary 

PRETEST 

Use this dictionary page to answer the questions on page 4. 

 

Figure 1.1:  A Page of a Dictionary 

Source: A sample page of Collins dictionary (2013) 



 

4 Using an English – English Dictionary 

PRETEST (Cont.) 

Instructions:   Using the dictionary on page 3, read the following statements.    

  Mark a statement T if it is true and mark F if it is false. 

1. _____________ There are three syllables in the word “acrobatics”. 

2. _____________ The phrase “across the board” is the guide word of this page. 

3. _____________ The phrase “across the board” is the first entry word of this  

page. 

4. _____________ The word “acquisition” has stress placed on the third syllable. 

5. _____________ The word “across” is preposition. 

6. _____________ The word “acquisitiveness” is derived from “acquisitive”.  

7. _____________ The antonym of “acquittal” is “conviction”.   

8. _____________ There are 17 entry words on this page. 

9. _____________ The origin of “acronym” is Latin.  

10. _____________ The usage label of “acrimony” is formal.  

11. _____________ The word “acrobatics” is a plural form of “acrobatic”. 

12. _____________ The word “acreage” is an uncountable noun. 

13. _____________ The abbreviation “sth” stands for “someone”.  

14. _____________ The phrase “across the board” is used only before a noun. 

15. _____________ A unit for measuring areas of land is called “acre”.  

 

 

 

 

 

 

 

 

 

 



 

5 Using an English – English Dictionary 

UNIT 1 

Using an English – English Dictionary 

A dictionary is defined as a book of words listed alphabetically, in one or 

more specific languages (Wikipedia: The free encyclopedia, 2013). It also provides 

usage information, definitions, phonetics, pronunciations, etymologies and other 

information. A dictionary is a valuable tool which helps students to understand 

the meanings of words. For this reason, learning to utilize a dictionary is essential. 

To start learning about using an English – English dictionary, it is necessary 

to understand the different components of a dictionary. They are in alphabetical 

order, with guide words, stylistic values (usage labels), pronunciation, entry 

words, abbreviations and symbols, derivatives, definitions, synonyms and 

antonyms, word origins, and parts of speech. Each of these is described below. 

1.1 Alphabetical Order 

  Taking advantage of alphabetical order assists students in finding specific 

words in a dictionary. Generally, words contained in a dictionary are arranged 

according to the sequence of the English alphabet (a, b, c, d, e, f, …, x, y, z). The words “begin” and “began”, for example, are sought differently. The word “began” 
is first found, while the word “begin” comes later because the fourth letter of the word “began” is “a”, and the fourth alphabet of the word “begin” is “i”. As we all 

know, the letter “a” always comes before “i”. Consequently, the word “began” is listed in a dictionary before the word “begin”. Here are some examples of words 
which are in alphabetical order. 

Table 1.1  Examples of Words in Alphabetical Order Letter “c” Letter “f” Letter “g” Letter “i” Letter “k” Letter “o” 

comfort fair gems illegal keen occupy 

command fare gemstones immense keep odds 

communicate fear giraffe immoral  key offence 

conjunction 

contain 

fever 

forever 

give 

given 

implicate  

implication 

kick 

kickoff 

offer 

offering 

contract 

contradict 

forth 

four 

giving 

gum  

imply 

import 

kid 

kill 

opinion 

oppose  

contrast frame gummy importance kind opposite 

convenient 

conversation 

converse 

convey 

convoy 

front 

frost 

frosted 

fruit 

fruited 

gun 

gunner 

gunning 

gust 

gym 

important 

induce 

induct 

insert 

invent 

kindness 

king 

kiss 

knee 

know 

optician 

orchestra 

organ 

ostrich 

oven 
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Exercise 1.1 

A: Rearrange the following words so that they are in alphabetical order. 

comparable seasoning zinc psychology interrogative 

derive sprinkle thumping comfortable squint 

repatriate inclination punishment toddler downloadable 

thyme zipper wreath spring board reorganize 
 

1) ____________________  8) ____________________  15) ____________________ 

2) ____________________  9) ____________________  16) ____________________ 

3) ____________________  10) ____________________ 17) ____________________ 

4) ____________________  11) ____________________ 18) ____________________ 

5) ____________________  12) ____________________ 19) ____________________ 

6) ____________________  13) ____________________ 20) ____________________ 

7) ____________________  14) ____________________ 

B: Find words beginning with the given letters and arrange them 

alphabetically. 
 

Letter “b” Letter “e” Letter “h” Letter “m” 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 



 

7 Using an English – English Dictionary 

1.2  Components of an English – English Dictionary 

 

 
Figure 1.2:  Components of a Dictionary Page 

Source: A sample of Longman dictionary page (2012a) 

Part of Speech 

Entry 

Word 

Stylistic 

Value 

Part of 

Speech 

Definition 

Abbreviation 

Countable 

Noun and                  

Uncountable 

Noun 

Plural 

Form 
Antonym 

Synonym 

Guideword Pronunciation 
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1.2.1  Guide Word 

  A guide word is a bolded word printed on top of a dictionary page 

indicating the first or last words of a dictionary page. A word appearing at the top 

left of a dictionary page shows it is the first entry. Conversely, a word at the top 

right of a dictionary page means it is the last word on a dictionary page. Guide 

words also help students find the words they are seeking, using their knowledge 

of alphabetical order to rapidly determine if a particular word is shown on the 

page they are viewing (Case, 2008).  Samples of guide words are shown below. 

 

 

 

 

 

 

 

 

 

Figure 1.3:  A Dictionary Page Indicating Guide Words 

Source: A sample of Longman dictionary page (2012b) 

The top left guide word “decision-making” is the first 
entry word of this page. 

The top right guide word “career” is the last entry 
word of this page. 
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Exercise 1.2 

If the guide words of a dictionary page are “embellish” and “emeritus”, which 

of the following words are seen on that page? Tick  if the word is seen and 

place the  mark in the blank if it is not. ……… 1. Embrace ……… 6. Emblem ……… 11. Emotive ……… 2. Empirical ……… 7. Empathy ……… 12. Emblem ……… 3. Embryo ……… 8. Emend ……… 13. Emolument ……… 4. Emergency ……… 9. Ember ……… 14. Embezzle ……… 5. Embolden ……… 10. Eminent ……… 15. Emerge  

 

1.2.2  Pronunciation 

  Pronunciation enables students to accurately know how a word is pronounced. It usually comes with “phonetic symbols” and “stress” which is 

always between slash marks, i.e., /…../. Samples of pronunciation are as follows. 

 

 

 
 

Figure 1.4:  A Dictionary Page Specifying Pronunciation 

Source: A sample of Longman dictionary page (2012b) 

 

  To correctly pronounce different words, it is necessary for the 

students to quickly understand phonetic symbols. The phonetic symbols are of 

three types: 1) consonants, 2) vowels, and 3) diphthongs. Samples of consonants, 

vowels and diphthongs are as follows. 

Pronunciation 
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Consonants 

/b/     as in     bank /dʒ/     as in     jam /ŋ/     as in     song 

/d/     as in     date /l/        as in     lion /p/     as in     put 

/ɡ/     as in     game /r/       as in     red /t/      as in     time 

/v/     as in     verb /j/        as in     yes /k/     as in     king 

/ð/     as in     them /w/      as in     watch /f/      as in     food 

/z/     as in     zoom /m/      as in     mine /s/      as in     sun 

/ʒ/     as in     vision /n/       as in     nurse /θ/     as in     thin 

/ʃ/      as in     show /tʃ/       as in     chin  

   

Vowels and Diphthongs ɪ          /rɪtʃ/          rich ɑː           /kɑːd/         card 

e         /ɡet/          get  ɜː            /blɜːr/         blur 

æ        /fæn/         fan  eɪ           /spreɪ/         spray ɒ         /kɒt/          cot əʊ          /rəʊl/           role ʌ         /flʌd/         flood aʊ          /aʊt/             out ʊ        /pʊt/           put ɪə           /jɪər/             year 

iː        /friː/            free eə          /heər/           hair 

uː       /ruːl/           rule ʊə         /tʊər/            tour ɔː       /lɔː/              law aɪ           /baɪ/             buy ə        /əbaʊt/       about ɔɪ           /dʒɔɪn/         join 

 

Note. Adapted from Pronunciation guide for English dictionary, 2012, 

 http://www.oxfordlearnersdictionaries.com/about/pronunciation_english 

 

Exercise 1.3 

A: Match the following phonetic symbols with words they depict.  

 ___________ 1.  /kənˈtrækt/   (a) ability 

 ___________ 2.  /ˈpri:viəs/   (b) contract 

 ___________ 3.  /əˈbɪlɪti/   (c) create 

 ___________ 4.  /kriˈeɪt/    (d) previous 

 ___________ 5.  /ˈveri/    (e) very 

 ___________ 6. /əˈbaʊt/    (f) free 

 ___________ 7. /blɜːr/     (g) flood        

 ___________ 8. /flʌd/            (h) about 

___________ 9. /rəʊl/              (i) rule 

___________ 10. /tʊər/               (j) blur 

___________ 11. /friː/               (k) tour 

http://www.oxfordlearnersdictionaries.com/about/pronunciation_
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Exercise 1.3 (Cont.) 

B: Write phonetic symbols for each of the following words. 

1. federal  ________________________________ 

2. haddock  ________________________________ 

3. Europe  ________________________________ 

4. command  ________________________________ 

5. euphoria  ________________________________ 

6. hello   ________________________________ 

7. communication ________________________________ 

8. lecture  ________________________________ 

9. combat  ________________________________ 

10. lucky   ________________________________ 

  In addition to phonetic symbols, stress is also important. The stress 

mark shows the syllable of a word that should have greater emphasis when it is 

spoken. Normally, there are two positions at which the stress mark appears – over 

the word ( ˈ ) and under the word ( ˌ ). The stress mark over the word is called “primary stress”, and the latter is called “secondary stress”. English pronunciation 

usually focuses on the primary stress like /ˈkɒntent/. This has two syllables and 

the first syllable is stressed. The word, /kənˈsjuːmər/, has three syllables, and the 

second syllable is stressed. Students with correct pronunciation form words easily 

and speak more clearly. 

Exercise 1.4 

A: Put a stress mark on the correct syllable of the following words. 

 1. technique   6. university  11. window 

 2. global   7. internet       12. excel 

 3. twilight   8. transformer  13. priority 

 4. centralize   9. frightening  14. gruel 

 5. certainly   10. futile   15. inhabit 

B: How many syllables are there in each of the words below? 

 __________ 1. communication   __________ 6. rapprochement 

 __________ 2. interested   __________ 7. athlete 

 __________ 3. jewelry    __________ 8. asymptomatic 

 __________ 4. comfortable   __________ 9. asymmetrical 

 __________ 5. rarefied    __________ 10. bravery  
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1.2.3  Parts of Speech 

  A part of speech is a functional category of a word. It indicates the 

correct placement of a word in a sentence. Generally, there are eight parts of 

speech, i.e., nouns (n.), pronouns (pron.), verbs (v.), adjectives (adj.), adverbs 

(adv.), prepositions (prep.), conjunctions (CON.J) or (CNJ.) and interjections 

(INT.). Examples of parts of speech for individual words are shown below. 

 

 

 

Figure 1.5:  A Dictionary Page Containing Parts of Speech 

Source: LONGMAN: Dictionary of contemporary English (4th ed.), by Summers D., Bullon    

   S., Fox C., Manning E., Murphy M., Urbom R., et al. (2005) 

 

Exercise 1.5 

What is the part of speech of these words? Remember that a word may be 

used as more than one part of speech. 

 1. Ounce ________________________________________________________ 

 2. Practice ________________________________________________________ 

 3. Ragged ________________________________________________________ 

 4. Ouch ________________________________________________________ 

 5. Seemingly ________________________________________________________ 

 6. Seesaw ________________________________________________________ 

 7. Use  ________________________________________________________ 

 8. Above ________________________________________________________ 

 9. Beside ________________________________________________________   

 10. Lucky ________________________________________________________  

 

 

Parts of Speech 
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1.2.4  Definitions 

  An English-English dictionary always gives definitions or meanings 

of each word listed. Frequently, words have more than one definition. In this case, 

the definitions are numbered, as shown below. 

 

 

 

 
 

Figure 1.6:  A Sample of a Dictionary Page Specifying Definition 

Source: LONGMAN: Dictionary of contemporary English (4th ed.), by Summers D., Bullon    

   S., Fox C., Manning E., Murphy M., Urbom R., et al. (2005) 

 

 

Exercise 1.6 

How many definitions are there in these words? 

___________ 1. Ought to (modal verb)   ___________ 11. Certainly (adv)  

___________ 2. Rationale (n)     ___________ 12. Bleat (v)  

___________ 3. Shaker (n)    ___________ 13. Awake (adj)  

___________ 4. Supply (n)    ___________ 14. Avatar (n)  

___________ 5. Support (v)    ___________ 15. Flood (v) 

___________ 6. Academic    ___________ 16. Like (adj) 

___________ 7. Memory (n)    ___________ 17. Take (v) 

___________ 8. Direct     ___________ 18. Correct (v) 

___________ 9. Management    ___________ 19. Type (n) 

___________ 10. Receive     ___________ 20. Think (v)  

 

Definition 
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1.2.5  Synonyms and Antonyms 

  A synonym is defined as a word or phrase that has the exact or close 

meaning to the word or phrase students are seeking (Merriam-Webster, 2013). 

Alternatively, an antonym is a word or phrase that means the opposite of the word 

or phrase students are examining. The symbols of synonyms are “Syn” or “=” while 

antonyms denoted by “OPP”, “A.” or “≠” (Full definition of synonym, 2012). 

Examples of synonyms and antonyms are shown below. 

 

 

 

 

  

 

  

 

 

 

 

 

Figure 1.7:  A Dictionary Page with Synonyms and Antonyms 

Source: Oxford advanced learners’ dictionary (5th ed.), by Rollings M., Hornby A.S.,  

  Crowther J., Bradbery J., Ashby M., Turnbull J., et al. (2003).   

 

Exercise 1.7 

What is the synonym and antonym of these words? 

    Synonym   Antonym 

1. Ugly   ____________________________ _____________________________ 

2. Win   ____________________________ _____________________________ 

3. Sagacious  ____________________________ _____________________________ 

4. Healthy  ____________________________ _____________________________ 

5. Renowned  ____________________________ _____________________________ 

6. Famous  ____________________________ _____________________________ 

7. Rich   ____________________________ _____________________________  

 

Synonym 

Antonym 
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1.2.6  Derivatives 

  A derivative is a word that comes from another word (base word). 

It is compounded to form a new word, with a new meaning, and perhaps become 

a new part of speech (Carr, 2013). Derivatives are used to extend meaning of a 

word. Examples of derivatives are shown below. 

 

 

 

 

 

 

 

 

 

 

 

Figure 1.8:  A Dictionary Page Specifying Derivatives 

Source: How to learn English effectively, by Ashley B.E. (2012) 

 

Exercise 1.8 

Give a few derivatives of these words. 

1. Gregarious _______________________________________________________________ 

2. Hysteria _______________________________________________________________ 

3. Joy  _______________________________________________________________ 

4. Jubilant _______________________________________________________________ 

5. Mean (adj.) _______________________________________________________________ 

6. Sweet (adj.) _______________________________________________________________ 

7. Forget  _______________________________________________________________ 

8. Create  _______________________________________________________________ 

9. Care   _______________________________________________________________ 

10. Perfect _______________________________________________________________  

 

Derivatives 
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1.2.7  Usage Labels or Stylistic Values 

  A usage label refers to words only in describing particular things or 

events. Some of these labels are as follows: 

approving a word used to praise someone or something 

disapproving a word used to show disagreement 

figurative a word which shows an imagined meaning. It not the literal 

meaning of the word  

formal a word used in serious or official language 

informal a word used in a relaxed or non-official situations  

ironic a word which implies the opposite meaning like “You are a great help, I must say!” which means “no help at all” 

literary a word used to describe written work, such as novels 

technical  a word used by professional people in particular subject 

areas 

slang very informal language used by people in a particular group  

taboo a very rude word that should not be used (offensive) 

humorous a word used when one is trying to be funny  

old-fashioned a word which is not used in modern English 

old use a word used in other countries very long time ago 

trademark a word used for a product’s official name 

saying a sentence/phrase that gives an opinion, advice, or comment. 

not standard a word in general use but is not grammatically correct  

legal special language used in law documents or law courts 

biblical religious language derived from the Christian Bible 

written a word/phrase that is always used in written English 

medical a word which has particular meanings and used by doctors 

spoken a word only used in spoken English 

Abbreviations and Symbols 

sb = somebody   sth = something   

IDM = idiom    … = an omitted part of a quotation 

esp = especially   [T]= transitive verb    

etc = et cetera    [ ] = surrounds an editorial insertion 

[C] = countable noun   [I] = intransitive verb  

pl = plural noun   [often plural] = always plural nouns 

[U] = uncountable noun  sing = singular noun   

OE = old English   eOE = early old English   

ME = middle English   lOE = late old English 

+that = can be followed by a clause beginning with that   

+(that) = can be followed by a clause beginning with that but can miss out that 
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Figure 1.9:  A Dictionary Page Showing Stylistic Values  

Source: A sample page of Collins dictionary (2013) 

Stylistic Values or Usage Labels 
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1.2.8  Word Origins 

  The word origin signifies terms which are spoken or written only or 

mainly in particular areas, regions or countries. Examples include:  

BrE/UK British English spoken and written in the United Kingdom;  

NAmE/US North American English used in North America; 

AusE Australian English used in Australia; 

SAE South African English used in South Africa; 

NZE New Zealand English used in New Zealand; and 

CanE/CE Canadian English used in Canada. 

 

 

 

 

 

 

 

Figure 1.10:  A Dictionary Page Specifying Word Origins  

Source: Oxford advanced learners’ dictionary (5th ed.), by Rollings M., Hornby A.S.,  

 Crowther J., Bradbery J., Ashby M., Turnbull J., et al. (2003)  

 

 

 

 

Word Origins 
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1.2.9  Entry Words 

  Entry words (or just entries) are a list of alphabetized words in a 

dictionary. Examples of entries are circled in the figure below. 

 

Figure 1.11:  A Dictionary Page with Entry Words   

Source: Dictionary skills, by Butler S. (2011)     
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POSTEST 

Use this dictionary page to answer the questions on page 21. 

 

Figure 1.1:  A Page of a Dictionary 

Source: A sample page of Collins dictionary (2013) 
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POSTTEST (Cont.) 

Instructions:   Using the dictionary on page 20, read the following statements.    

  Mark each with a T if the statement is true and F if it is false. 

1. _____________ There are three syllables in the word “acrobatics”. 

2. _____________ The phrase “across the board” is the guide word of this page. 

3. _____________ The phrase “across the board” is the first entry word of this  

page. 

4. _____________ The third syllable of “acquisition” is stressed. 

5. _____________ The word “across” is a preposition. 

6. _____________ The word “acquisitiveness” is derived from “acquisitive”.  

7. _____________ The antonym of “acquittal” is “conviction”.   

8. _____________ There are 17 entry words on this page. 

9. _____________ The word origin of “acronym” is Latin.  

10. _____________ The usage label of “acrimony” is formal.  

11. _____________ The word “acrobatics” is a plural form of “acrobatic”. 

12. _____________ The word “acreage” is an uncountable noun. 

13. _____________ The abbreviation “sth” stands for “someone”.  

14. _____________ The phrase “across the board” is used only before noun. 

15. _____________ A unit for measuring areas of land is called “acre”.  
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Unit 2 

Word Parts and Context Clues 

Course Code: GE10003          Hours: 9 

Objectives:  After the course, students will be able to: 

1. Differentiate between root words and base words,  

2. Deduce the meaning of a word using root words, prefixes and 

suffixes,  

3. Identify four types of suffixes, e.g., noun, verb, adjective and 

adverb, 

4. Select suitable prefixes to match various base words, 

5. Differentiate base words from prefixes and suffixes, 

6. Give some examples of words included prefixes and suffixes, 

7. Identify eight types of context clues, e.g., definition, synonym, 

antonym, comparison, example, cause and effect, series, and 

inference, 

8. Differentiate various types of clues or signal words, 

9. Deduce the meaning of a word using clues. 

Contents: This unit is focused on prefixes, suffixes and using context clues to 

find the meaning of unknown words. 

Activities: The four types of activities in this unit are: 

1. A pretest 

2. Learning “Prefixes, Suffixes and Context Clues” 

3. Doing exercises 

4. A posttest. 

Teaching Materials:    The materials employed in this course are: 

1. Instructional material  

2. Worksheets. 

Evaluation: Students are evaluated on the basis of their:  

1. Class participation 

2. Exercises  

3. A pretest and a posttest   

4. Midterm and final tests.   
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PRETEST 

A: Choose the best answer to fill in the gap. (1-10) 

1. Nobody likes his ______________ actions. 

a. child    b. children   

c. childish   d. childhoods 

2. Her favorite puppy died yesterday, so she looked ____________. 

a. unhappiness  b. unhappy   

c. unhappily   d. full of unhappy 

3. He was ____________ for the second time because he passed the exam. 

a. successful   b. success   

c. succeeds   d. succeed 

4. He supported that football team because he thought they were able to win 

the _____________, 

a. champion   b. championship  

c. champing   d. champed 

5. The road was so narrow that I have to ____________ it.  

a. wide   b. width   

c. widely   d. widen 

6. They suggested you to ____________ your decision because it might not be a 

good idea for you to do so. 

a. unconsidered  b. consideration  

c. reconsider               d. consider 

7. The teacher suggested that I should ___________ my paper if I wanted to pass 

the exam.  

a. rewrite   b. unwritten   

c. write   d. writing 

8. Everyone feels ____________ when sitting among nosy people. 

   a. comfortable  b. uncomfortable  

c. comfortably  d. uncomfortably   

9. She has become _____________ since she has never done what she had said. 

   a. reliable   b. unreliable   

c. reliability   d. unreliability 

10. The project was at risk, so he ____________ to continue doing it. 

    a. agreed   b. disagreed   

c. agreement   d. disagreement 
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PRETEST (Cont.) 

B: Choose the best answer for each term in bold print. (11-20) 

11. Cotton gin makes removing seeds from cotton plants faster. 

     a. a book   b. a cloth   

c. a machine   d. a drink 

12. In order to inhibit the infection, you need to put this medicine on your arm 

and rub it into your skin until it is invisible. 

   a. to burn   b. to hurt 

   c. to block   d. to spread 

13. It is such rash behavior to speak rudely to the judge. Your chance of 

winning has gone! 

a. polite   b. funny  

c. with little thought  d. serious 

14. Before 1920, only men in America could vote in an election because they did not believe in women’s suffrage. 

a. right to vote  b. thoughts 

c. beauty   d. freedom 

15. The esteemed Dr. Bryan is always applauded for his great innovation of 

motors wherever he goes. 

a. creating   b. speaking rudely 

c. greatly admired  d. invention 

16. Everyone calls her a selfless woman since she has worked hard to buy food 

for the poor living near her house. 

a. a working woman      b. cares for other people  

c. loves to see other people happy    d. likes talking to other people 

17. Dr. Ragan is the foremost expert in Chemistry, so a lot of students wanted 

to have him as their thesis advisor. 

a. lovely   b. interesting 

c. kind    d. most keen 

18. Curtail your spending or you will become broke soon!  

a. to reduce   b. to buy 

c. to increase   d. to hide 

19. The motor show has an extensive collection of cars. Everyone enjoys 

purchasing amazing cars that they love. 

a. not enough   b. expensive 

c. large amount  d. cheap 

20. His story was a fabrication. Nobody believes him.  

a. fake    b. full of long words 

c. rude    d. crazy 
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UNIT 2 

Word Parts and Context Clues 

 Examining word parts and context clues are important techniques that 

assist students to acquire the meanings of unknown words (Kirp, 2011). The word 

parts are primarily consisted of root words, prefixes and suffixes. The context 

clues are divided into eight types, namely definition, synonym or restatement, 

antonym or contrast, comparison, example or explanation, cause and effect, list or 

series, and inference or general context. Each section is portrayed respectively. 

2.1 Root Words 

 Many English words are based on other languages such as Latin and Greek 

(Rasinski, Padak & Newton, 2008). Root words are the certain original words that 

form their basic linguistic unit. They are base elements of a word that deliver the 

original meaning of the word. Examples of root words are shown in Table 2.1. 

Table 2.1  Root Words 

Root English Meaning Origin Language Sample Words 

aqua water Latin aquarium, aquatic  

bene good Latin beneficial, benevolent 

chron time Greek synchronize, chronology    

cycl round Greek unicycle, encyclopedia 

dem people Greek democracy 

dic, dict say Latin predict, dictionary 

dom home Latin domestic, domicile  

fact, fect make Latin manufacture, effect 

fract, frag break Latin fragment, fracture  

gen birth, race Greek generation, genetic  

ject throw, cast Latin eject, rejection 

log study, word Greek zoology, sociology  

medi, midi middle Latin intermediate, medium 

meg great, large Greek megaphone, megacycle 

min tiny, small Latin minute, miniature  

mit, miss send Latin transmit, mission 

psych mind Greek psychology, psychiatrist 

scop view, observe Greek telescope, microscope  

stru, struct build Latin structure, construction 

tac, tic be silent Latin taciturn, reticent  

tele distant Greek telegraph, telepathy 

trans, tra across Latin transit, transcontinental 

voc voice, call Latin advocacy, convocations 
 

Note.  Adapted from The reading puzzle: word analysis, by McEwan E.K., 2008, Thousand Oaks, 

CA: Corwin Press. 
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Exercise 2.1 

A: Underline the root within these words.  

1. Instruction 

2. Anachronism  

3. Benefit 

4. Electroscope 

5. Fragment 

6. Domesticity 

7. Television 

8. Transliterate 

9. Commitment 

10. Aquaponics 

11. Demographic 

12. Dictation 

13. Infraction 

14. Terminology  

15. Minority 

16. Megalopolis 

17. Homogenize 

18. Adjectival 

19. Meditation 

20. Psychoanalysis

 

B: Choose the most appropriate answer. 

1. The third grade students are going to the aquarium. An aquarium is a place 

where creatures are _____________. 

a) in the air  b) in water  c) on a boat  d) living 

2. Studying hard will be beneficial to my future.  

a) good results b) difficult  c) not too bad  d) easy 

3. How can I measure the circumference of this circle? 

a) size   b) around  c) smoothness d) area 

4. Chronology is the study of ______________. 

a) animals  b) water  c) colors  d) time 

5. A fragment is _______________. 

a) frozen food b) circular things c) broken stuff d) glass 

6. Biology, anthropology, and sociology are all __________ of different areas. 

a) sports  b) studies  c) animals  d) plants 

7. The students become taciturn when the teacher comes in. 

a) quiet  b) noisy  c) cheerful  d) sad 

8. Their vocals turned bad when they drank cold water. 

a) mouths  b) throats  c) lips   d) sounds 

9. The construction of this house is standardized. 

a) roof  b) yard  c) building  c) room 

10. We have a domestic flight from Udon Thani to Phuket. 

a) inside  b) outside  c) abroad  d) airport 
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2.2 Prefixes   

 A prefix is a syllable placed in front of base words and becomes a word 

which can stand on its own and has meaning. This is done to alter or extend 

meaning (Kesler, 2010). Common prefixes are shown in Table 2.2. 

Table 2.2  Lists of Common Prefixes 

Prefix Meaning Examples 

anti- against, opposite of antibody, antioxidant, antisocial 

auto- self, same automobile, autopilot, autofocus 

bi- two bisexual, biannual, bilingual 

co- with, together copilot, coworker, coauthor 

de- down, off, away from devalue, degrade, deduce 

dis- not, apart, away disappear, disagree, disconnect 

en- put into, cover with enclose, encase, entangle 

ex- out of, from, former exhale, excavate, ex-president 

extra- outside, more than extracurricular, extramarital 

fore- before forecast, forehead  

homo- same, alike homosexual, homophone 

hyper- over, more hyperactive, hypersensitive 

im-, in-, il- not, without illegal, immoral, inconsiderate 

im-, in- in, into insert, inspection, infiltrate 

inter- between, among internet, intersect, interdental 

intra-, intro- within, inside intravenous, introvert  

macro- large 
macroeconomics, 

macrostructure 

micro- very small microscope, microphone 

mid- middle midfielder, midway 

mis- wrongly mistake, misinterpret 

mono- one, single, alone monologue, monotone, monorail 

non- not, without nonfiction, nonessential, nonstop 

over- above, too much overlook, overweight  

post- after, behind postseason, postscript, posttest 

pre-, pro- before, forward predict, prologue, precede  

re- again, back, backward  rebuild, recall, rerun, rewrite 

semi- half semicircle, semi-final 

sub- under, lower substandard, subway, subtitle 

super- larger, greater, powerful supermarket, superman  

trans- across, beyond, through transmit, transfer, translate 

tri- three, every third tricycle, triangle,   

un- not, lacking, opposite of unfriendly, unskilled, unfinished  

under- below, under undersea, understatement  
 

Note.  Adapted from The key vocabulary routine, by Sedita J., 2009, Danvers, MA: Keys to Literacy.    
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Exercise 2.2 

A: Differentiate the prefix and base word in the following items. 

         Prefix          Base Word 

1. Bicycle  ………………….  ………………….…………. 
2. Supernatural  ………………….  ………………….…………. 
3. Extraordinary ………………….  ………………….…………. 
4. Foreshadow  ………………….  ………………….…………. 
5. Rediscover  ………………….  ………………….…………. 
6. Postgraduate  ………………….  ………………….…………. 
7. International  ………………….  ………………….…………. 
8. Nonformula  ………………….  ………………….…………. 
9. Untouchable  ………………….  ………………….…………. 
10. Transformer  ………………….  ………………….…………. 
11. Displacement  ………………….  ………………….…………. 
12. Hypertension  ………………….  ………………….…………. 
13. Macrobiotic  ………………….  ………………….…………. 
14. Nonsense  ………………….  ………………….…………. 
15. Semiconscious ………………….  ………………….…………. 
16. Subtropical  ………………….  ………………….…………. 
17. Expose   ………………….  ………………….…………. 

B: Write down three base words that can be used with the following prefixes. 

1. un- ………………………………………………………………………………………………… 

2. dis- ………………………………………………………………………………………………… 

3. re- ………………………………………………………………………………………………… 

4. super- ………………………………………………………………………………………………… 

5. inter- ………………………………………………………………………………………………… 

6. over- ………………………………………………………………………………………………… 

7. im- ………………………………………………………………………………………………… 

8. in- ………………………………………………………………………………………………… 

9. non- ………………………………………………………………………………………………… 

10. auto- ………………………………………………………………………………………………… 



 

31 Word Parts and Context Clues 

Exercise 2.2 (Cont.) 

C: Use the following prefixes to fill in the gap. 

 

  

1. Nobody believes in him. He is             believable.  

2. Check your answer again. It is                correct. 

3. It is a good idea if you could                view the information before the test.  

4. Oh, I’m sorry! It was my                 take to break your sunglasses.  

5. It’s such a/an                 forgettable time! I will never forget it. 

6. Some customers                  like durian because of its smell. 

7. Catherine is my               wife. We got divorced since I retired from work. 

8. The room here is                 standard. It’s so dirty and smelly. 

9. A subway is different from other trains because it doesn’t run on land. It 
runs                    ground.  

10. Schools are places where                  smoking areas are enforced.  

11. An             edible food is the food which cannot be eaten. 

12. People who cannot read and write are called              literate. 

13. It is            legal to bring drugs into this country. 

14. Japanese consider that blowing one’s nose in public is very             polite.  

15. Smoking in an air-conditioned room is           responsible and puts the others 

at risk of cancer.  

16. After failing a drugs test, the boxer was        qualified from the competition. 

17. Frequent           expected visitors in this class makes the teacher feel awful. 

18. His                 honest behavior has affected his work, and he tends to be fired 

soon. 

19. With his             experienced driving, he failed the job. 

20. Shouting while eating is                acceptable. 

21. Many countries are facing a major problem of         adequate nutrition. 

22. There was a/an                     tone of sadness in her letter.  

23. These postcards have been               touched to cover the grey skies. 

24. Plato believed that the soul is                 mortal.  

25. Companies can be prosecuted for             compliance with the law.   

 un-     dis-     re-     under-     mis-     ex-     non-     in-     il-     ir-     im-    sub- 
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2.3 Suffixes 

 A suffix is a letter or a group of letters added at the end of base words to: 

1) alter its meaning, 2) form new words, and 3) change its part of speech (Marzano 

& Simms, 2012). There are four types of suffixes, i.e., noun, verb, adjective, and 

adverb suffixes. Lists of suffixes are shown in Tables 2.3-2.6.  

Table 2.3  Noun Suffixes 

Suffixes Meanings Sample Words 

-acy state, quality accuracy, privacy, legacy, fancy 

-age action, process passage, voyage 

-aholic one with an obsession for workaholic, shopaholic 

-al act, process of natural, chemical, arrival, signal   

-ance, -ence state, quality of acceptance, violence, existence  

-ant one who assistant, applicant, accountant  

-cide act of killing homicide, suicide 

-cracy rule, government, power bureaucracy, aristocracy  

-dom place, state of being freedom, kingdom, wisdom 

-ee receiver, performer employee, retiree 

-er, -or, -ist  one who trainer, visitor, artist 

-ess 
female lion or female 

doing something 
lioness, actress, seamstress   

-hood state, condition, quality childhood, neighborhood  

-ism belief tourism, socialism, alcoholism  

-ty, -ity quality of safety, poverty, unity, activity  

-ment, ness 
condition of, state of 

being 
disagreement, happiness 

-phone sound microphone, homophone 

-ship position held friendship, leadership 

-sion, -tion state of being discussion, selection  

-ware same type, material kitchenware, software 
 

Note. Adapted from Affix concentration, by The Florida Center for Reading Research, 2007, 

http://www.fcrr.org/curriculum/PDF/G4-5/45VPartTwo.pdf  

  

 

Table 2.4  Verb Suffixes 

Suffixes Meanings Sample Words 

-ate become activate, associate, coordinate    

-ade act, process, product blockade, cavalcade   

-en become awaken, widen, strengthen  

-ify, -fy make, become modify, purify, personify  

-ish make demolish, punish, publish  

-ize, -ise become memorize, personalize, advertise 
 

Note.  Adapted from Vocabulary through morphemes, by Ebbers S.M., 2009, 

http://www.fcrr.org/curriculum/PDF/G4-5/45V 
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Table 2.5  Adjective Suffixes 

Suffixes Meanings Sample Words 

-able capable of being drinkable, remarkable    

-ac pertaining to cardiac, maniac 

-al pertaining to regional, professional, personal   

-ant performance indicator pleasant, important  

-ar of, relating to, being molecular, lunar 

-ate state, quality of affectionate, desolate 

-ent performance indicator Excellent, different 

-ed receiving effect excited, shortened 

-en receiving effect frozen, taken, written 

-ful full of cheerful, colorful 

-ible capable of being flexible, credible 

-ic pertaining to basic, graphic 

-ical pertaining to musical, magical 

-ive causing effect creative, imaginative 

-ing causing effect amusing, exciting, relaxing 

-ous characterized by dangerous, famous 

-ious characterized by mysterious, victorious 

-ish having the quality of childish, womanish, boyish 

-ive having the nature of creative, active, productive  

-less without colorless, meaningless, seedless 

-ly like friendly, daily, monthly, costly 

-y characterized by silky, sunny, hairy, rainy, windy  
 

Note.  Adapted from Spelling, by The Study & Learning Centre RMIT, 2005, 

https://www.dlsweb.rmit.edu.au/lsu/content/4_WritingSkills/writing_tuts/spelling_LL

/rules3.html 

 

 

Table 2.6  Adverb Suffixes 

Suffixes Meanings Sample Words 

-ly related to, quality quickly, slowly, faithfully, truly    

-ily in what manner happily, easily, busily, crazily  

-ally related to classically, magically, musically    

-ward, -wards direction upward, forward, backward 

-ways in this/that way sideways, edgeways, lengthways  

-wise in this/that way clockwise, lengthwise, likewise   
 

Note.  Adapted from Learn that word, by Learn That Foundation, 2005, 

https://www.learnthat.org/pages/view/roots.html 
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Exercise 2.3 

A: Specify the suffix and base word in the following items. 

              Base Word           Suffix 

1. Security  …………………..…………….    …………………. 
2. Stylist   …………………..…………….    …………………. 
3. Discovery  …………………..…………….    …………………. 
4. Harmless   …………………..…………….    …………………. 
5. Creation   …………………..…………….    …………………. 
6. Beautiful   …………………..…………….    …………………. 
7. Scientist  …………………..…………….    …………………. 
8. Electronic  …………………..…………….    …………………. 
9. Wooden   …………………..…………….    …………………. 
10. Shipment   …………………..…………….    …………………. 
11. Qualification   …………………..…………….    …………………. 
12. Organizer   …………………..…………….    …………………. 
13. Simplify   …………………..…………….    …………………. 
14. Traditional   …………………..…………….    …………………. 
15. Livelihood  …………………..…………….    …………………. 
16. Popularize  …………………..…………….    …………………. 
17. Carelessness   …………………..…………….    …………………. 
18. Analytic   …………………..…………….    …………………. 
19. Airhostess    …………………..…………….    …………………. 
20. Medicate   …………………..…………….    …………………. 

B: Write three base words suitable for the following suffixes. 

1. –ful ………………………………………………………………………………………………… 

2. –less ………………………………………………………………………………………………… 

3. –er ………………………………………………………………………………………………… 

4. –able ………………………………………………………………………………………………… 

5. –en ………………………………………………………………………………………………… 

6. –ize ………………………………………………………………………………………………… 

7. –ly ………………………………………………………………………………………………… 

8. –hood ………………………………………………………………………………………………… 
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2.4 Base Words Including a Prefix and Suffix 

 One base word can have both a prefix and a suffix. Generally, when a base 

word has both, its meaning is usually changed by the prefix rather than the suffix.     

 

 

 

 

 

Exercise 2.4 

Differentiate the prefix, suffix, and base word in the following items. 

    Prefix     Base Word     Suffix 

1. Unacceptable            …………….          ………………………..         ……………… 

2. Miscalculation          …………….          ………………………..         ……………… 

3. Forerunner                …………….          ………………………..         ……………… 

4. Immeasurable          …………….          ………………………..         ……………… 

5. Retirement            …………….          ………………………..         ……………… 

6. Homochromatic       …………….          ………………………..         ……………… 

7. Triangular            …………….          ………………………..         ……………… 

8. Biannually             …………….          ………………………..         ……………… 

9. Subatomic            …………….          ………………………..         ……………… 

10. Overproduction       …………….          ………………………..         ……………… 

11. Superimposition      …………….          ………………………..         ……………… 

12. Nonexistent            …………….          ………………………..         ……………… 

13. Extraordinarily         …………….          ………………………..         ……………… 

14. Cooperative            …………….          ………………………..         ……………… 

15. Transcontinental     …………….          ………………………..         ……………… 

16. Decentralize            …………….          ………………………..         ……………… 

17. Distasteful            …………….          ………………………..         ……………… 

18. Hypercritical            …………….          ………………………..         ……………… 

19. Prearrangement      …………….          ………………………..         ……………… 

20. Postmodernism       …………….          ………………………..         ………………     

undrinkable 
 

                    prefix   base word  suffix 

 Undrinkable means cannot be drunk. 
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2.5 Context Clues 

 Context clues are defined as hints that appear in a sentence that help the 

students understand the meanings of unknown words, unusual phrases, or 

difficult content (Greenwood & Flanigan, 2007). Context includes the words 

and/or sentences surrounding unfamiliar words. A clue consists of words, marks 

or a group of words that signal and help the student understand the meanings of 

unknown words. Students who understand the context and can find the clues 

usually comprehend the overall meaning of the sentence/text easily. Examples of 

finding the meanings of unknown words from clues are shown below.  

1. “The patient was lethargic in that he did not have the energy to get out of 

bed”. The word “lethargic” is an unfamiliar word. To find its meaning, the 

students must be able to find a clue by considering the modifier, which is the word “that”. The word “that” is a relative pronoun with the function of modifying 

preceding words or phrases. Consequently, the clause “he did not have the energy 

to get out of bed” gives the definition of lethargic. 

       

-The patient was lethargic that he did not have the energy to get out of bed. 

 

      the clue 

2. “Schools, colleges, and kindergartens are called pedagogical institutions”.  

In this sentence, the group of words “are called” is the clue, so schools, 
colleges, and kindergarten are examples of pedagogical institutions. In this case, 

students can comprehend that “pedagogical” is about education.  

 

-Schools, colleges, and kindergartens  are called   pedagogical institutions. 

 

        the clue 

 

There are eight types of context clues. They are definition, synonym or 

restatement, antonym or contrast, comparison, example or explanation, cause and 

effect, list or series, and inference or general context (Montelongo, Hernandez, 

Herter & Cuello, 2011). To differentiate the categories, finding signal words (clues) 

in a sentence also helps students to comprehend the meaning of a sentence. 

Consequently, identifying signal words and considering context of unfamiliar 

words are the heart of using context clues.  
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2.6 Types of Context Clues 

2.6.1 Definition 

Definitions provide direct meaning of an unfamiliar word within a 

sentence. Useful signal words for definitions are:  

is/are   is/are called  refers to 

means   is known as  is defined as 

  (…….)   , (a comma)  ,…., (commas)   

- (a dash)  -…..- (dashes)  

The following sentences show definition type of context clues. The 

unfamiliar word is bolded. The signal word (clue) is italicized, and the definition 

of the unfamiliar word is underlined.  

- A person who looks after a museum’s collection is known as a 

curator. 

- Entomology is defined as the study of insects. 

- Hitchhiking which means traveling to places by getting free rides 

from drivers or passing cars is popular in America.  

 

2.6.2 Synonym or Restatement 

The synonym or restatement type uses other words that have the 

same meaning or are close in meaning to the unfamiliar words to describe 

meanings of the unknown words. Signal words of this type are: 

 ; (semicolon)  - (a dash)  , (a comma) 

 (……….)  or      that is    

in other words 

Example sentences of synonym or restatement are as follows. 

- After punishing the boy, Jeff felt compassion or pity for him. 

- Carnivores that is meat eaters, are still at the top of the food chain. 

- Sandra became taciturn. In other words, she did not like to talk at 

all after her father passed away. 

  

2.6.3 Antonym or Contrast 

This type of context clue contains words, a group of words or 

phrases which have meanings opposite of the unfamiliar words. The useful signal 

words for antonyms are: 

 but   however  although 

 otherwise  on the contrary instead of 

 while   unlike/unless  on the other hand 
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The followings are example sentences of antonyms. 

- The rich live in big houses while the poor are in a ghetto. 

(A ghetto is a place where poor people live. Their houses are usually 

small and rundown.) 

- Nicky is indolent unlike his brother who always studies hard. 

(Indolent means lazy because it is opposite of studying hard.) 

- My puppy is portly, but hers is thin. 

(Portly means fat because it is opposite of thin.) 

 

2.6.4 Comparison 

The comparison type involves words or phrases which have similar 

meaning as an unfamiliar word. The signal words for comparison are: 

 like    as   similar to 

 in the same way  likewise  resembling 

 too/either   also   just as 

  by comparison  similarly  as……..as 

Examples of sentences making comparisons are as follows. 

- The old teacher’s empathy with her class was like that of a mother 

for her children. 

- Those puppies enthralled my children similar to the way your 

daughter was fascinated by flowers.  

- The washing machine was faulty, and the other machines do not 

work, either.  

 

2.6.5 Example or Explanation 

This type includes examples of words or additional explanation to 

clarify unfamiliar words. Their use is denoted by noticing the following signal 

words, e.g., 

 for example  for instance  including 

  such as  specifically  to illustrate 

The followings are sentences using examples.  

- Her improper behavior such as smoking in the class, wearing short 

skirts, and stealing the teacher’s money made the class ban her from 

school.  

- Everyone refused to visit that town because it was full of criminals 

including drugs sellers, bank robbers, mafia, and international 

terrorists.    
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2.6.6 Cause and Effect 

The cause/effect relationship between words give the meanings of 

unknown words or phrases. Some signal words of this type are: 

 as a result  accordingly  because 

 since   consequently  for this reason 

  hence   if…….then  so 

Examples of sentences using cause and effect are shown below. 

- A lot of colleagues claimed he missed many important 

appointments because he was non punctual. 

- The seminar was tedious; consequently, most of the attendees felt 

sleepy. 

- I think that she is anorexic since she has not eaten any food for days. 

 

2.6.7 List or Series 

The list or series type contains a series of related words to show the 

meaning of an unfamiliar word. The signal words in this type are not indicated 

because the reader must look for a list of words in a sentence like the following 

sample sentences:  

- Transportation in this small town is rare. We do not see any cars, 

trucks, motorcycles, or vans passing nearby.  

- Auntie Susie felt so delightful to see her two younger sisters and 

their husbands, two cute nephews, and three pretty nieces at her 

70th birthday celebration. They were her adorable relatives. 

- Many entrepreneurs met with much success in running their 

businesses. Some of them were jewelry traders, property sellers, 

automobile dealers, and tourism business owners.        

 

2.6.8 Inference or General Context 

Like the list or series, inference or general context does not use any 

signal words. The students must read the whole context or other sentences to 

consider the meaning of an unknown word. Example sentences using inference 

are:   

- Brenda’s belligerence shocked everyone in the classroom by 

glaring at Matthew, throwing a book at his head, and shouting at 

him. 

- Everyone warned her not try to be a fashionista at work. However, 

she did not care and still wore high-heel shoes, heavy made up, 

fashionable clothes, and colorful hair to work. 
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Exercise 2.5 

A: Choose the best meaning of the bold word. 

1. It is raining now, so his mother forbids him to play outside. 

a) controls  b) forces  c) disallows  d) lets 

2. When the light turned dim, the children started to sleep. 

a) dark  b) quiet  c) scary  d) over 

3. The diamond ring on her finger was shining radiantly. 

a) hardly  b) barely  c) really  d) brightly 

4. We went to the emporium to buy shampoo, soap, and toothbrushes. 

a) bathroom  b) store c) library  d) cinema 

5. The sun makes the water of the lake shimmer. 

a) dangerous  b) dirty  c) sparkle  d) flowing 

6. The room was illuminated by candles, lamps, and flashlights. 

a) weakened  b) lightened up c) darkened  d) lower 

7. It took many years to build important edifices like Paragon Building or 

Emporium Building. 

a) shopping malls b) houses  c) large buildings d) shops 

8. A lot of children agree the movie Harry Potter is favorable. Many of them 

watch it three times without boredom. 

a) positive  b) negative  c) happy  d) clear 

9. The student was penalized for not wearing a helmet while riding a 

motorcycle. She had to pay 200 Baht for breaking the rule. 

a) informed  b) controlled  c) hit   d) fined 

10. The summit of Mount Everest is so high that every mountaineer must take 

an oxygen tank with them while climbing on it. 

a) bottom  b) beside  c) back  d) top 

11. The general apparatus for fishing includes rods and reels, hooks, sinkers, 

bobbers, swivels, and bait. 

a) food  b) tools  c) water  d) boat 

12. Although my dog has eaten a lot, it is still lanky. 

a) thin   b) short  c) big   d) fat 

13. After getting up, the cat felt fresh and quickly scurried outside to play with 

the boy at the playground. 

a) eat   b) play   c) scream  d) run 

14. His disposition to help the poor by giving them some money or food made 

him well-known for kindness. 

a) way   b) show-off  c) pleased  d) happy 

15. The little blithe girl always greets me with smile and happy feeling. 

a) cry   b) cheerful  c) laugh  d) smiley 
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Exercise 2.5 (Cont.) 

B: Write the meaning of the bolded word in the following sentences. 

1. A heavy book had hit on her head. Consequently, she winced in pain. 

- _________________________________________________. 

2. The children have been told to take a parasol because it is going to rain 

soon.  

- _________________________________________________. 

3. Brendon is argumentative. He often fights with the boy next door and 

speaks rudely to him. 

- _________________________________________________. 

4. Sherlock Holmes is a good example of a sleuth who solves crimes. 

- _________________________________________________. 

5. She finally took a nap on the chaise instead of going to the bedroom to 

sleep on the bed. 

- _________________________________________________. 

6. After winning the competition, they felt elated. In other words, they always 

smiled, had a happy face, and became cheerful. 

- _________________________________________________. 

7. The baby’s bottles are always sterilized (cleaned) by her mother. 

- _________________________________________________. 

8. While his friends were feeling anxious about the examination, he did not 

seem to worry at all.  

- _________________________________________________. 

9. Julia was reluctant to play outside since the weather became cold and the 

snow began falling.  

- _________________________________________________. 

10. Migrating birds like ducks or geese always leave their home in winter.  

- _________________________________________________. 
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POSTTEST 

A: Choose the best answer to fill in the gap. (1-10) 

1. Nobody likes his ______________ actions. 

a. child    b. children   

c. childish   d. childhoods 

2. Her favorite puppy died yesterday, so she looked ____________. 

a. unhappiness  b. unhappy   

c. unhappily   d. full of unhappy 

3. He was ____________ for the second time because he passed the exam. 

a. successful   b. success   

c. succeeds   d. succeed 

4. He supported that football team because he thought they were able to win 

the _____________, 

a. champion   b. championship  

c. champing   d. champed 

5. The road was so narrow that I have to ____________ it.  

a. wide   b. width   

c. widely   d. widen 

6. They suggested you to ____________ your decision because it might not be a 

good idea for you to do so. 

a. unconsidered  b. consideration  

c. reconsider               d. consider 

7. The teacher suggested that I should ___________ my paper if I wanted to pass 

the exam.  

a. rewrite   b. unwritten   

c. write   d. writing 

8. Everyone feels ____________ when sitting among nosy people. 

   a. comfortable  b. uncomfortable  

c. comfortably  d. uncomfortably   

9. She has become _____________ since she has never done what she had said. 

   a. reliable   b. unreliable   

c. reliability   d. unreliability 

10. The project was at risk, so he ____________ to continue doing it. 

    a. agreed   b. disagreed   

c. agreement   d. disagreement 
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POSTTEST (Cont.) 

B: Choose the best answer for each term in bold print. (11-20) 

11. Cotton gin makes removing seeds from cotton plants faster. 

     a. a book   b. a cloth   

c. a machine   d. a drink 

12. In order to inhibit the infection, you need to put this medicine on your arm 

and rub it into your skin until it is invisible. 

   a. to burn   b. to hurt 

   c. to block   d. to spread 

13. It is such rash behavior to speak rudely to the judge. Your chance of 

winning has gone! 

a. polite   b. funny  

c. with little thought  d. serious 

14. Before 1920, only men in America could vote in an election because they did not believe in women’s suffrage. 

a. right to vote  b. thoughts 

c. beauty   d. freedom 

15. The esteemed Dr. Bryan is always applauded for his great innovation of 

motors wherever he goes. 

a. creating   b. speaking rudely 

c. greatly admired  d. invention 

16. Everyone calls her a selfless woman since she has worked hard to buy food 

for the poor living near her house. 

a. a working woman      b. cares for other people  

c. loves to see other people happy    d. likes talking to other people 

17. Dr. Ragan is the foremost expert in Chemistry, so a lot of students wanted 

to have him as their thesis advisor. 

a. lovely   b. interesting 

c. kind    d. most keen 

18. Curtail your spending or you will become broke soon!  

a. to reduce   b. to buy 

c. to increase   d. to hide 

19. The motor show has an extensive collection of cars. Everyone enjoys 

purchasing amazing cars that they love. 

a. not enough   b. expensive 

c. large amount  d. cheap 

20. His story was a fabrication. Nobody believes him.  

a. fake    b. full of long words 

c. rude    d. crazy 
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Unit 3 

Reading Signs, Notices and Labels 

Course Code: GE10003          Hours: 6 

Objectives:  After the course, students will be able to: 

1. Correctly distinguish various types of signs and notices, e.g., 

signs giving information, signs issuing warnings, signs 

containing prohibition, signs containing requests, hybrid signs, 

signs in public transportation, signs on product containers, 

traffic signs and writing on walls which are slogan and graffiti, 

2. Properly describe the meaning of each sign and notice, 

3. Match various signs with their corresponding descriptions,  

4. Specify where these signs and notices are placed, 

5. Accurately differentiate several types of labels, e.g., clothing 

labels, cosmetic labels, food labels and medicine labels, 

6. Indicate the parts of each label, 

7. Correctly explain the details and uses indicated on each label.   

Contents: This unit is focused on reading the signs and notices generally seen 

in daily life and comprehension of the details of each label to 

ensure the correct use of the products described.  

Activities: Four important activities in this unit are: 

1. A pretest 

2. Learning about signs, notices and labels 

3. Doing exercises 

4. A posttest. 

Teaching Materials:   The materials employed in this course are: 

1. Instructional materials  

2. Worksheets 

Evaluation: Students are evaluated on the basis of:  

1. Class participation  

2. Doing exercises 

3. A pretest and a posttest 

4. Midterm and final tests.   
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PRETEST 

A: Choose the best answer to the following questions. (1-5) 

1. What type is this sign? 

a. Information sign  b. Warning sign 

c. Request sign  d. Hybrid sign 

e. Traffic sign 

2. What should you do when you see this sign? 

a. Keep going straight. 

b. Stop your car and let other cars overtake. 

c. Drive your car carefully. 

d. Reduce your car speed. 

e. You cannot do overtaking.  

3. What does this sign on an automatic teller machine mean? 

a. The machine is broken. 

b. The machine temporally cannot work. 

c. The machine needs to be repaired. 

d. The machine is in order. 

e. The machine is expired.  

4. Which sign tells you the road ahead is under construction? 

                                                                                                                  
                      (a)        (b)          (c)                       (d)           (e) 

5. Which is a warning sign? 

                          

               (a)                         (b)                   (c)                      (d)                       (e) 

6. What should not you do according to this clothing label? 

 

 

 

 

 

a. Separate this garment from those with unlike colors. 

b. Do ironing when needed. 

c. Iron with high heat. 

d. Tumble dry at a medium heat setting. 

e. Wash in a washing machine.  

 

 

 

 

- MACHINE WASH COLD WITH LIKE COLORS 

- TUMBLE DRY MEDIUM 

- WARM IRON IF NEEDED 
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PRETEST (Cont.) 

B: Use this label to answer questions 7-8. 

Gentle Rain         Antibacterial 

 

Bathing & Hand Washing 

Antibacterial 

Moisturizing Body 

Wash, Shampoo & Hand Wash 

  

For Full-Body Bathing  

& Antiseptic Hand Washing 

Coloplast Co., Ltd. 

  4 FL.OZ. (118 ml.) 

 

7. Which product would this label not appear on? 

a. Body wash  b. Shampoo   c. Hand wash   

d. Body lotion  e. Liquid soap 

8. What does this product help protect the user from? 

a. Gentle rain  b. Muddy hands  c. Bacteria  

d. Dirty hair  e. Unclean body 

9. What symptoms is this medicine supposed to relieve?  

 

 

 

 

 

 

10. Which is a correct statement about this medicine? 

 

 

 

 

 

 

 

a. This medicine can be taken over three times a day. 

b. Alcohol is contained in this medicine. 

c. This medicine should be kept in a place where children can reach. 

d. A patient can take one or two tablets per time.  

e. This medicine should be taken with food.  

a. Colds 

b. Stomachache 

c. Backache 

d. Toothache 

e. Headache 

 
 

Multi-Symptom 

NIGHTTIME 
COLD & FLU RELIEF Acetaminophen……...Aches, Fever Dextromethorphan HBr………...Cough Doxylamine Succinate………..Sneezing, Running Nose 

Pain Reliever, Fever Reducer, Cough Suppressant, Antihistamine 

10% Alcohol GLUTEN FREE 

10 FL OZ (296 ml) 

KEEP OUT OF SIGHT AND REACH OF CHILDREN 

TAKE WITH FOOD 

1 TABLET 

3 TIMES PER DAY 

AVOID ALCOHOL Lonsdale’s 

67 Andrew Rd, Halesowen, B63 4TT 0121 456 7854 
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UNIT 3 

Reading Signs, Notices and Labels 

 Signs, notices and labels are acknowledged as a fundamental tool to assist 

students to develop reading comprehension. The information on signs and 

notices mostly appear in the form of words, phrases or short sentences. They are 

different from labels. The label wordings are longer than on signs and notices 

because it is necessary to describe details or give information of different 

product uses (Kreighbaum, 2013). All of the data on signs, notices and labels are 

related to our daily lives; consequently, it is useful for students to learn about 

them. 

3.1  Reading Signs and Notices 

 Signs are words or pictures written on a piece of paper, wood, wall, or 

other surface to give information about something (Brady Australia Pty Ltd. – Seton 

Australia, 2013). Notices contain information mostly in the form of written text to 

inform or warn readers that something is going to happen (Maconnachie, 2013). 

General signs and notices are divided into nine categories as discussed below.  

3.1.1 Signs giving information 

These signs contain information which aims to inform readers of an 

objective (British Council, 2013). They are seen in public places such as schools, 

hospitals, and shopping malls, among others. Examples of these signs are: 

 

                             
 

                  

 

               

 

 

Figure 3.1: Signs Giving Information 

Source: Information signs stocks photos and images, by Fotosearch (2013) 
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3.1.2 Signs issuing warnings 

Warning signs are to warn readers to be careful when they are going 

to do something (Flyte So Fancy, 2013). Health & Safety Executive (2013) states 

that generally, these signs usually contain words like caution, warning, mind, 

danger, be careful, and beware of, among others. 

 

                            

                          

 

Figure 3.2: Signs Issuing Warnings 

Source: Warning sign stock photos and images, by 123RF Stock Photos (2013c) 

 

3.1.3 Signs containing prohibition 

Prohibition signs inform readers that they are not allowed to do 

something. These signs usually begin with the word “No” and “Do not” (Seton 

Australia, 2013). The word “No” is used with “nouns” while “Do not” is used with “verbs”.  
 

                                         

                              

 

Figure 3.3: Signs Containing Prohibition 

Sources: Prohibited sign stock photos and images, by 123RF Stock Photos (2013)   
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3.1.4 Signs containing requests 

The purpose of these signs is to ask readers for help doing something 

or not to do something. They usually contain the words “please” or “help”.  
 

                              

                       

 

Figure 3.4: Signs Containing Requests 

Source: General signs, by Siam Traffic (2011) 

 

3.1.5 Hybrid signs 

Hybrid signs indicate two or more objectives. Generally, these signs 

contain warnings or prohibitions followed by different forms of punishment if 

the directives given on the signs are violated. 

 

                           

                            

 

Figure 3.5: Hybrid Signs 

Source: Signs & symbols, by Russel M. (2012) 
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3.1.6 Signs in public transportation 

Places of public transportation include airports, bus terminals, train 

stations, sky trains, subways, among others. Signs in these places vary according 

to the system of transportation (Federal Aviation Administration, 2013). 

However, all these signs have the same goal, to give useful information to 

passengers when they are travelling (AOT Suvarnaphumi Airport, 2013). 

 

                     

                    

                   

  

Figure 3.6: Signs in Public Transportation 

Source: Airport signs, by Shutterstock (2013a)     

  

3.1.7 Signs on product containers 

Containers are objects used for holding materials. They are made of 

paper, wood, plastic, metal or glass (My Free Photoshop, 2013). They might be 

boxes, bottles, bags, cans, among others. The labels on these containers usually 

tell the readers how to keep or use the products safely (Depositphoto, 2013). 

 

                   

 

                                      

 
Figure 3.7: Signs on Product Containers 

Source:  Container icon stock vectors, clipart and illustrations, by 123RF Stock Photos (2013a) 

    Hazard signs, by Shutterstock (2013b)  
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3.1.8 Traffic signs 

Traffic signs are used for giving information, giving instructions, and 

warning drivers while they are on road. These signs are divided into five 

categories (Denver The Mile High City, 2013) as shown below: 

1) Signs giving directives: 

                  

2) Warning signs: 

              

3) Signs giving directions: 

        

4) Signs giving information: 

              

5) Road work signs  

               

Figure 3.8: Traffic Signs 

Source: Road symbol signs, by Brima Industries (2013) 

 Public places information signs icon set, by Shutterstock (2013c)  
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3.1.9   Writing on walls: slogan and graffiti 

Writing on walls include slogans and graffiti. They are usually used as 

signs or notices for reminding, requesting, or persuading people to do or not to 

do something. These signs are often followed by drawings to attract people. 

Sometimes these pictures show ironic situations (Graffiti Studio, 2013). 

Examples of slogans and graffiti are shown as follows: 

 

     

         

 

             

 

                        

 

 

Figure 3.9: Slogan and Graffiti 

Source: Intriguing street arts quotes that inspire and make us think, by Gray S. (2013)  
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Exercise 3.1 

A: Match the following signs with their corresponding descriptions. 

 

 

                                       

                           (A)                  (B)         (C)                    (D)               (E) 

                                                    

                        (F)                     (G)                  (H)                    (I)                  (J) 

                                            

                        (K)                     (L)                 (M)                   (N)                  (O) 

                                        

                       (P)                    (Q)                    (R)                       (S)                (T) 

 

1. _______ shows where the restroom is. 

2. _______ warns you not to take photographs here. 

3. _______ requests you to always keep this place clean. 

4. _______ suggests you to fasten your seatbelt. 

5. _______ informs that it is illegal to fish here. 

6. _______ asks you to turn off the water faucet. 

7. _______ indicates where the way out is. 

8. _______ indicates that WiFi is available here. 

9. _______ means the product is poisonous. 

10. _______ helps you find a train station. 

11. _______ points out that there is a food court nearby.  

12. _______ advises where you can relax after long journey. 

13. _______ warns that you will be fined if you litter here. 

14. _______ specifies that you cannot go into this place. 

15. _______ recommends that it is better not to put litter in this bin. 

16. _______ advises you to watch the step because the floor is slippery. 

17. _______ displays a location of a hospital. 

18. _______ does not allow dogs in this place.  

19. _______ suggests you not to hitchhike here. 

20. _______ warns you that this product is flammable. 
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Exercise 3.1 (Cont.) 

B: Match the following traffic signs with their meanings. 

 

                                          

                   (A)                    (B)                  (C)                      (D)                    (E) 

                                         

                    (F)                     (G)                     (H)                       (I)                      (J) 

                               

                     (K)                    (L)                      (M)                      (N)                   (O) 

                                      

                    (P)                     (Q)                      (R)                       (S)                     (T) 

 

Note. Adapted from Road symbol signs, by Brima Industries, 2013, 
 http://www.safetysign.com/road-symbol-signs 

 

1. _______ Men at work. 

2. _______ Intersection 

3. _______ Speed limit 40 

4. _______ Road narrows 

5. _______ No entry 

6. _______ Junction 

7. _______ Two way traffic 

8. _______ Slippery road 

9. _______ No horn 

10. _______ Pass either side 

11. _______ Pedestrian crossing 

12. _______ No parking 

13. _______ Rough road 

14. _______ School zone 

15. _______ Bridge  

16. _______ Divided highway end 

17. _______ Winding road 

18. _______ No overtaking 

19. _______ No left turn 

20. _______ Roundabout     

http://www.safetysign.com/road-symbol-signs
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3.2  Reading Labels 

 Labels are in the form of a piece of paper or other materials which are 

attached to products to describe details of the products such as uses, ingredients, 

types of products, its manufacturer, product advantages, among others. Four 

types of labels are described. They are clothing, medicinal, food and cosmetic 

labels. 

3.2.1 Clothing labels 

A clothing label is a tag on clothes giving information through words 

and symbols. These symbols are primarily related to laundry care. Moreover, 

types of garments, manufacturers, sizes, and other information are also given.  

                            

 

Laundry Care Symbols 

                                                                                
              Machine wash      Cold          Warm          Hot         Hand wash      Do not machine wash 

                                                                                           
                    Iron            Low heat          Medium heat        High heat          No iron            No steam 

                                                                                   
             Bleach as needed         Only non-chorine bleach       No bleach  

                                                                                                              
               Tumble dry        Low tumble dry          Normal tumble dry         No tumble dry 

                                                                                                                                                                       
                      Dry                                    Dry flat                            Line dry                        Drip dry     

                                                                                                                    
            Dry in the shade         Line dry in the shade        Line flat in shade        Drip dry in shade 

 
 

Figure 3.10: Clothing and Laundry Care Symbols 

Source: Laundry guide to common care labels, by Textile Industry Affairs (2013) 

 Wash care symbols, by Persil O. (2013)  

Old cars weekly car show sign download, by Old Cars Weekly News & Marketplace (2008)  
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Exercise 3.2 

Read the following statements on clothing labels. Mark T if the statement is 

true and mark F if it false. 

                                                                        

      

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Custom clothing labels and cloths tags, by Clothing Labels 4 U, 

2004, http://www.clothinglabels4u.com/custom_clothing_labels.html 

  

1. _______ Garment A has the smallest size. 

2. _______ Garment C was made in China. 

3. _______ Bleach can be used with all garments. 

4. _______ Garment A can be ironed. 

5. _______ Garment B should be washed by hand. 

6. _______ Only garments A and C must be dried in the shade. 

7. _______ Garment C is bigger than garment A. 

8. _______ Garment B and C are made of natural fiber. 

9. _______ Garment A is all made of synthetic fiber. 

10. _______ Garment C should be washed gently.  

11. _______ Flat drying should be done with garment C. 

12. _______ Only garment A and B were produced in Asia. 

13. _______ Non-chlorine bleach can be used with garment A. 

14. _______ Garment A can be ironed with high heat.  

15. _______ Drying garment B should be done under direct sunlight. 

16. _______ Hanging garment C for drying can be done.  

17. _______ One-fifth of garment A is made of natural fiber. 

18. _______ Garment B can be wringed.  

19. _______ Garment B can be washed with non-chlorine bleach. 

20. _______ Size L is the biggest size of these garments. 

 

Garment A 
 

 
 

80% Rayon 

20% Cotton 

- Machine wash cold  

   with like colors 

- Only non-chlorine  

   bleach as needed   

- Tumble dry low 

- Hang to dry in  

  shade  

- Low heat iron 
 

M 

Made in Thailand 

 

 

 

Garment B 
 

 
 

100% Leather 

- Hand wash with  

   cold water 

- No bleach 

- Do not wring 

- Drip hang to dry  

  without direct   

  sunlight 

- No iron 
 

XL 

Made in Vietnam 

 

 

 

Garment C 
 

 
 

80% Cotton 

20% Wool 

- Machine wash cold  

   gentle with like  

   colors 

- Bleach as needed 

- Tumble dry low 

- Dry flat in shade 

- No iron 
 

L 

Made in China 
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3.2.2 Cosmetic labels 

Cosmetics are any substances that include lotions, creams, gels, 

essences and powders used on different parts of one’s body to make a person 

better looking (Schneider, 2013). Details indicated on cosmetic labels consist of 

types of cosmetics, usages, ingredients, warnings, weights of product in the 

package, manufacture and expiration dates, manufacturer’s name and address, 
among others (U.S. Food and Drug Administration, 2012d).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Reading a cosmetic label – things you should know, by Consolidated Label, 2012, 

http://www.consolidatedlabel.com/label-articles/reading-cosmeticlabel-things-know/ 

Hada Labo  

AHA/BHA Face Wash 

A combination of AHA & BHA provide clarity, 

brightness and promote healthy skin by preventing dead skin cell buildup. The skin’s surface is improved 
with a smoother texture. 

 Gently exfoliates skin to remove impurities, dirt & 

oil trapped within pores. 

 Polishes away dullness and refines skin’s texture 
for visibly clear, smooth and radiant skin. 

 Skin pH balanced. Low irritation. 

 Free of fragrances, mineral oil, alcohol & colorant. 

This product should be used with a sunscreen product. 

Directions: Use twice a day. Squeeze sufficient amount 

onto your palm. Lather with water and massage onto 

face, using gentle circular motions. Rinse thoroughly 

with lukewarm water. 

Ingredients: Water, Butylene Glycol, Potassium 

Myristoyl Glutamate, PEG-450, Lauramidopropyl 

Betaine, Stearic Acid, Lauric Acid 

Imported by: 

Zuelling Pharma Pte Ltd 

15 Changi North Way #01-01 

Singpore 498770 

Tel: 6546 8188 

Net wt: 130 g   

Licensed by Rohto Pharmaceutical Co. Japan 

Manufactured by Mentholatum (China) Pharmaceutical 

 

         

 

Product’s name and type 

Product’s indications 

Warning 

How to use the product 

Product’s ingredients 

Name and address of the 

company that imported 

this product  

Product’s net weight 

Name of the company 

produced this product 

How long the product will stay 

good after unsealing the 

package 

The container of this product 

is made of recycled material. 

This company contributes to European programs for 

the proper disposal and recycling of all package 

components. 
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Exercise 3.3 

Read the details of the cosmetic label below. Then, answer the questions.  
 

ORIENTAL PRINCESS BLOOMING VIOLET BODY LOTION 

  A gentle and nutritive body lotion packed with the goodness of Vitamin C and the    

natural extracts of Bearberry and Cherry to help combat free radicals and maintain your skin’s natural balance.  

Directions: Apply daily after a shower and anytime during the day to keep your skin 

soft and smooth. Suitable for all skin types. 

Ingredients: Water, Propylene Glycol, Isopropyl Alcohol, Palmitate, Mineral Oil,   

Fragrance, Methyl paraben, Ethyl Hexyl Stearate 

Keep Out of Reach of Children                                                                  13.5 fl. oz. / 400 ml  

Avoid Use If Skin Is Irritated                  Made in Thailand 

www.orientalprincess.com              O.P. NATURAL PRODUCTS CO., LTD. 
 

Note. Adapted from How to read a cosmetic label, by Burks K., 2013, 

http://www.ecocenter.org/how-read-cosmetic-label 
  

1. What is the product’s name? 

__________________________________________________________________________________ 

2. What kind of product is this? 

__________________________________________________________________________________ 

3. What is this product made from? 

__________________________________________________________________________________ 

4. How often should you use this product? 

__________________________________________________________________________________ 

5. What should you do if your skin is irritated? 

__________________________________________________________________________________ 

6. Where this product should be kept? 

__________________________________________________________________________________ 

7. What are the extracts in this product? 

_____________________________________________________________________________________ 

8. When should this product be used? 

_____________________________________________________________________________________ 

9. Who produced this product? 

_____________________________________________________________________________________ 

10. How much is this product weigh? 

_____________________________________________________________________________________ 

http://www.orientalprincess.com/
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3.2.3 Food labels 

Every food packaged in containers must include details on labels. 

These details (Center for Food Safety & Applied Nutrition. 2012 ; National Health and 

Medical Research Council Australian Government. 2012) are:  

1) Product name which tells the type of the food  

2) Date marking known as Expiry, Use by, or BBF (best before) 

indicating how long the food is good and can be safely consumed 

3) Ingredient list showing all the ingredients used in making the food 

4) Usage instructions indicating how to cook, consume, and store 

the food 

5) Net weight telling exact quantity of the food in the package  

6) Manufacturer’s details includes the name, address, and phone 

numbers of the company that made the food 

7) Nutritional information revealing the nutritional profile. This 

includes the number of calories, vitamins, protein, fat, sugar, or 

sodium found in the food in a single serving 

 

 

 
   

 

Figure 3.11: Food Label 

Source:  Food labeling guide, by U.S. Food and Drug Administration (2012a) 

  

Net weight 
Usage 

instructions 

Type of the food Name of the food 

Name and address of the 

company making this food 

Nutrition information List of ingredients 

BBF 2014/13/01 

Date 

marking 
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Exercise 3.4 

Read the details on the food label below. Mark  if the statement is true 

and mark X if it is false.  

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Labeling & nutrition, by U.S. Food and Drug Administration, 2012b,  

http://www.fda.gov/Food/Ingredients-Packaging-Labeling/Labeling-Nutrition  

 

1. .................. This product is chocolate. 

2. …………… This product is made in Canada. 

3. …………… Only one person can have this product. 

4. …………… This package contains one piece of product. 
5. …………… People eating this product get five grams of protein. 

6. …………… Tree nuts and peanuts are the main ingredients. 
7. …………… This product weighs 45 grams per piece. 

8. …………… Egg, soy, and milk are also in this product. 

9. …………… The extract ingredient used in the product is vanilla. 

10. …………… General salt is also an ingredient. 

11. …………… Carb stands for carbohydrate. 
12. …………… The cashews in the ingredients are non-chemical. 

13. …………… Totally 90 calories are in this product. 

14. …………… Over 80% of the ingredients are organic. 
15. …………… A consumer does not get any vitamins from this product. 
16. …………… This product does not contain sugar. 

17. …………… This product was produced in June of 2013. 

18. …………… It is not good to eat this product after July of 2014. 

19. …………… There are totally 90 calories from the fat in this product. 

20. …………… The recommended daily allowance (RDA) values of this product 

are based on a 2,000 calorie diet.  

 Nutrition Facts 
Serving Size 1 bar          (45 g) 

Serving Per Container            1 

Calories  190 

Calories from Fat                  90 

 

*Percent Daily Value are 

based on a 2,000 calorie diet 

Amount per Serving           %Daily Value* 

Total Fat        10g           15% 

   Sat Fat             2g           10% 

   Trans Fat        0g             0g 

Cholesterol     0mg          0% 

Sodium           70mg          3%    

Amount per Serving           %Daily Value* 

Total Carb   23g             8% 

   Fiber              3g          12% 

   Sugars         15g             0g 

Protein            5g          11% 

    

Vitamin A  0%    Vitamin C  0%    Calcium  4%    Iron  3% 

INGREDIENTS: Organic Dates, Organic Cashew Butter, Organic Peanut Butter, Organic 

Cashews, Organic Cocoa, Organic Agave Nectar, Organic Vanilla Extract, Sea Salt, Natural 

Flavors   

CONTAINS TREE NUTS, PEANUT 

May contain traces of EGG, SOY, MILK 

May contain shell and/or pit 

fragments. 

Mfg. 2013/21/06 

Exp. 2014/20/06 

 Manufactured for: 

Maze Bar, Toronto Ontario 

M4L 2X1 CHOCOLATE PEANUT BUTTER       YB-CPB-92414-HGF 

http://www.fda.gov/Food
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3.2.4 Medicine labels 

Understanding descriptions on medicine labels is essential because it 

helps students select the right medicine to relieve sickness. The details on 

medicine labels are as follows: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from How to read medicine labels, by Tylenol, 2013, 

https://www.tylenol.com/safety-dosing/usage/how-to-read-medicine-labels 

 

Drug Facts 

Active ingredient (in each tablet)                                                                       Purpose 
Ranitidine 150 mg (as ranitidine hydrochloride 168 mg)………………………………… Acid reducer 

Uses 
 Relieves heartburn associated with acid indigestion and sour stomach 

 Prevents heartburn associated with acid indigestion and sour stomach brought on by 

eating and drinking certain foods or beverages 

Warnings 
Allergy alert: Do not use if you are allergic to ranitidine or other acid reducers 

Do not use 

 If you have trouble or pain swallowing food, vomiting with blood, or bloody or black 

stools. These may be signs of a serious condition. See your doctor. 

 With other acid reducers 

 If you have kidney disease, except under the advice and supervision of a doctor 

 Ask a doctor before use if you have 

 Had heartburn over 3 months. This may be a sign of a more serious condition 

 Heartburn with lightheadedness, sweating or dizziness 

 Chest pain or shoulder pain with shortness of breath; sweating; pain spreading to arms, 

neck or shoulder; or lightheadedness 

 Fluent chest pain  

Stop use and ask a doctor if your heartburn continues or worsens 

If pregnant or breastfeeding, ask a health professional before use. 

Keep out of reach of children. In case of overdose, get medical help. 

Directions 
Adults and children 12 years and over:  

 to relieve symptoms, swallow 1 tablet with a glass of water 

 to prevent symptoms, swallow 1 tablet with a glass of water 30 to 60 minutes before 

eating food or drinking beverages that cause heartburn 

 can be used up to twice daily (do not take more than 2 tablets in 24 hours) 

Children under 12 years: ask a doctor 

Other information 
 Store at 20oC -25oC (68oF – 77oF) 

 Avoid excessive heat or humidity 

 Do not use if printed foil under bottle cap is open or torn 

Inactive ingredients 
Hypromellose, magnesium stearate, microcrystalline cellulose,  

synthetic red iron oxide, titanium dioxide, triacetin 

Questions? 
Call 1-888-265-9123, or visit www.zinctacote.com 

 

 

1 

2 

3 

4 

5 

6 

7 
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1) Active Ingredient and Purpose: The active ingredient part 

shows the quantity of the therapeutic ingredient used in the medicine, and the 

purpose indicates the specific way in which it works.  

 2) Uses: This section indicates the symptoms the medicine helps 

relieve and prevent in detail.  

 3) Warnings: This section tells: 1) which patients should not take 

the medicine, 2) which patients should consult a doctor before taking the 

medicine, 3) situations in which patients should stop taking the medicine, and 4) 

where to keep the medicine.           

 4) Directions or Usages: This describes how much medicine a 

patient can take and how often she/he can do so. 

 5) Other Information: This segment informs patients to refuse 

the medicine if its package is damaged or opened, how to store the medicine, and 

other qualities of the medicine.     

 6) Inactive Ingredients: Details of the ingredients that have no 

therapeutic role. These ingredients are fillers, colors, and flavorings. 

 7) Manufacturer’s Information: This includes the name, address, 

phone numbers, or website for patients to ask question or make comments about 

the medicine. 

  Besides the details indicated on the labels, medicine labels also 

show prescription drug warning labels (PWLs). It contains safety instructions for 

patients before taking the medicine. 
 
 

Prescription Drug Warning Labels (PWLs) 

 

                  

                     

                    

                            

 

Figure 3.12: Prescription Drug Warning Labels 

Source: OCT drug fact labels, by U.S. Food and Drug Administration (2013e) 
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Exercise 3.5 

Read details of the medicine label. Then, answer the following questions. 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Nutrition facts label images for download, by U.S. Food and Drug 

Administration, 2012c, http://www.fda.gov/Food/IngredientsPackagingLabeling/ 

LabelingNutrition/ucm114155.htm 

  

1. What is this medicine supposed to relieve?  

___________________________________________________________________________________ 

2. What type of medicine is this? 

___________________________________________________________________________________ 

3. What are ingredients in this medicine? 

___________________________________________________________________________________ 

4. How much medicine can adults take per time? 

___________________________________________________________________________________ 

5. How often can adults take this medicine? 

___________________________________________________________________________________ 

6. How much medicine can adults take per day? 

___________________________________________________________________________________ 

7. How much medicine is in the package? 

___________________________________________________________________________________ 

8. At which temperatures should this medicine be kept?  

___________________________________________________________________________________ 

9. Where was this medicine manufactured? 

___________________________________________________________________________________ 

10.  When does this medicine expire? 

___________________________________________________________________________________ 

Each tablet contains: 

Hydrocodone Bi-tartrate……10 mg 

Acetaminophen……………….325 mg 

USUAL ADULT DOSAGE: 

One tablet every four to six hours, as needed 

for pain. Total daily dosage should not exceed 

6 tablets. See insert for full prescribing 

information. 

Keep this and all Medication out of the Reach 

of Children 

Dispense in a tight, light-resistant container as 

defined in the USP using a child-resistant 

closure. 

Manufactured by: Amneal Pharmaceuticals, 

Hauppauge, NY 11788 

Repacked & Distributed by: Apotheca, Inc 

Pheonix, AZ 85006 

NDC: 53746-110-05 

 

 

25 Tablets    NDC 12634-144-79 

Hydrocodone  

Bi-tartrate  

and Acetaminophen 

10 mg/325 mg 

Tablets, USP 

Rx Only 

EXP: 2014/17/11      LOT: 

Store at 20-25°C (68-77°F) 

See USP Controlled Room Temperature 

Protect from light and moisture. 
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POSTTEST 

A: Choose the best answer for each of the following questions. (1-5) 

1. What type is this sign? 

a. Information sign  b. Warning sign 

c. Request sign  d. Hybrid sign 

e. Traffic sign 

2. What should you do when you see this sign? 

a. Keep going straight on. 

b. Stop your car and let other cars overtake. 

c. Drive your car carefully. 

d. Reduce your car speed. 

e. You cannot overtake other vehicles.  

3. What does this sign on an automatic teller machine mean? 

a. The machine is broken. 

b. The machine cannot work temporally. 

c. The machine needs to be repaired. 

d. The machine is in order. 

e. The machine has expired.  

4. Which sign tells you the road ahead is under construction? 

                                                                                                                  
                      (a)        (b)          (c)                       (d)           (e) 

5. Which is a warning sign? 

                          

               (a)                         (b)                   (c)                      (d)                       (e) 

6. What should not you do according to this clothing label? 

 

 

 

 

 

a. Separate this garment from those with other colors. 

b. Do ironing when needed. 

c. Iron with high heat. 

d. Tumble dry at a medium heat setting. 

e. Wash using a washing machine.  

 

 

 

 

- MACHINE WASH COLD WITH LIKE COLORS 

- TUMBLE DRY MEDIUM 

- WARM IRON IF NEEDED 
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P0STEST (Cont.) 

B: Use this label to answer questions 7-8. 

Gentle Rain         Antibacterial 

 

Bathing & Hand Washing 

Antibacterial 

Moisturizing Body 

Wash, Shampoo & Hand Wash 

  

For Full-Body Bathing  

& Antiseptic Hand Washing 

Coloplast Co., Ltd. 

  4 FL.OZ. (118 ml.) 

 

7. Which product would this label not appear on? 

a. Body wash  b. Shampoo   c. Hand wash   

d. Body lotion  e. Liquid soap 

8. What does this product help protect the user from? 

a. Gentle rain  b. Muddy hands  c. Bacteria  

d. Dirty hair  e. Unclean body 

9. What symptoms is this medicine supposed to relieve?  

 

 

 

 

 

 

10. Which is a correct statement about this medicine? 

 

 

 

 

 

 

 

a. This medicine can be taken over three times a day. 

b. Alcohol is contained in this medicine. 

c. This medicine should be kept in a place where children can reach. 

d. A patient can take one or two tablets per time.  

e. This medicine should be taken with food.  

a. Colds 

b. Stomachache 

c. Backache 

d. Toothache 

e. Headache 

 
 

Multi-Symptom 

NIGHTTIME 
COLD & FLU RELIEF Acetaminophen……...Aches, Fever Dextromethorphan HBr………...Cough Doxylamine Succinate………..Sneezing, Running Nose 

Pain Reliever, Fever Reducer, Cough Suppressant, Antihistamine 

10% Alcohol GLUTEN FREE 

10 FL OZ (296 ml) 

KEEP OUT OF SIGHT AND REACH OF CHILDREN 

TAKE WITH FOOD 

1 TABLET 

3 TIMES PER DAY 

AVOID ALCOHOL Lonsdale’s 

67 Andrew Rd, Halesowen, B63 4TT 0121 456 7854 
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Unit 4 
Reading Instructions 

Course Code: GE10003          Hours: 6 

Objectives:  After the course, students will be able to: 

1. Specify infinitive verbs correctly, 

2. Form sentences using infinitive verbs, 

3. Indicate sequential transitions properly,  

4. Accurately explain the steps of sequential instructions, 

5. Match pictures with the steps of sequential instructions, 

6. Put the steps of sequential instructions in the correct order, 

7. Select transitions to add to each step of sequential instructions, 

8. Form complete sentences using sequential transitions.   

Contents: This is focused on learning infinitive verbs used as instructions and 

acknowledging various sequential transitions in passages 

containing sequential instructions.  

Activities: The four primary activities in this unit are: 

1. A pretest 

2. Learning how to read instructions” 

3. Selected exercises 

4. Pair work 

5. Group work 

6. Presentation in front of the class 

7. A posttest. 

Teaching Materials:   The materials employed in this unit are: 

1. Instructional materials   

2. Worksheets 

3. Computer notebook 

4. Projector 

5. Authentic sources such as magazines and newspaper 

Evaluation: Students are evaluated on the basis of:  

1. Class participation  

2. Their success in completing exercises 

3. Doing a pretest and posttest 

4. Midterm and final tests.   
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PRETEST 

A: Read the sequential passage and answer questions 1-5. 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from Alternative passage reading procedures, by Archer A.L. & Hughes C.A., 

2013, http://explicitinstruction.org/video-elementary/elementary-video-2/ 

  

1. How many steps are required for brushing teeth? 

a. 3  b. 4  c. 5  d. 6  e. 7 

2. What is the third step of brushing teeth? 

a. Moving the toothbrush in a back and forth motion 

b. Repeatedly moving the toothbrush in a back and forth motion for each 

tooth 

c. Brushing the inside surface of each tooth 

d. Brushing the chewing surface (top) of each tooth 

e. Using tip of brush to brush behind each tooth 

3. What should you do with the toothbrush before moving it in a back and 

forth motion? 

a. Place the toothbrush at a 45°angle along the gum line 

b. Brush the inside surface of each tooth 

c. Use the tip of brush to brush behind each tooth 

d. Repeatedly brush each tooth 

e. Use a back and forth technique to brush your teeth 

4. Why is brushing the tongue necessary? 

a. To whiten the teeth   

b. To make the mouth cleaner 

c. To freshen the breath   

d. To reduce good smells from the mouth 

e. To reduce odor 

5. Which causes bacteria to grow in a person’s mouth? 

a. A dirty toothbrush   b. Odor 

c. An expired toothpaste  d. Smelly breath 

e. Unclean tongue 

Brushing Your Teeth 

 Brushing your teeth correctly is not too difficult to learn. First, place 

the toothbrush at a 45° angle along the gum line. Next, move the toothbrush 

in a back and forth motion and repeat for each tooth. Then, brush the inside 

surface of each tooth, using the same back and forth technique. After that, 

brush the chewing surface (top) of each tooth. Now, use tip of brush to brush 

behind each tooth — front and back, top and bottom and up and down 

strokes. Last, be sure to brush your tongue to remove odor-causing bacteria. 
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PRETEST (Cont.) 

B: Match the following instructions with the corresponding pictures. 

                             

              (a)                          (b)                           (c)           (d)  (e) 

___________ 1.  Take the cap off the toothpaste. Put toothpaste on  

the toothbrush. Replace the cap. 

___________ 2.  Turn on the water, put your toothbrush under the water,  

and turn off the water. 

___________ 3.  Brush your teeth – both the top and bottom teeth. 

___________ 4.  Spit the toothpaste into the sink, turn on the water and  

rinse out your mouth. 

___________ 5.  Turn off the water and dry your hands and face. 

 

Note. Adapted from Brushing and Flossing, by Colgate Oral Care Centre, 2013, 

http://www.colgate.com/en/us/oc/oral-health/basics/brushing-and-

flossing/article/how-to-brush  

 

C: Using the passage below, put the following statements in the correct 

order. 

 

   

 

  

 

 

Note. Adapted from Hand-washing: Do’s and don’ts, by Mayo Clinic Staff, 2013, 

http://www.mayoclinic.org/healthy-lifestyle/adult-health/in-depth/hand-washing/art-

20046253 

 

_____________ (a) Rinse your hands under running water 

_____________ (b) Wet your hands with water 

_____________ (c)  Rub your hands and wrists and get soap under your fingernails 

for at least 15 seconds 

_____________ (d) Dry your hands with a paper towel and turn off tap with the  

                             towel 

_____________ (e) Add soap and rub briskly to lather 

Washing Hands Properly 

Frequently washing hands prevents you from infection. First, wet 

your hands with water. Then, add soap and rub briskly to lather. Next, 

rub your hands, wrists and get soap under fingernails for at least 15 

seconds. Now, rinse your hands under running water. Finally, dry your 

hands with a paper towel and turn off the tap with the towel. 
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UNIT 4 

Reading Instructions 

The term instructions in this unit refers to sentences or statements 

showing the steps of doing something. Generally, they include infinitive verbs 

and sequential transitions to indicate the action of each step. Learning how to 

use these helps students know steps of doing something correctly. 

4.1  Infinitive Verbs 

 Infinitive verbs used in reading instructions are like those used in 

command sentences. The verbs are infinitive and do not use the word ‘to’. For 

example, these verbs include light, close, heat, reduce, add, pour, fill, leave, 

among many others. Examples of infinitive verbs are shown as bolded text in the 

following statements and sequence passages.  

-  Leave liquid ingredients (such as wine, broth, juices) in a measuring 

cup. 

- After searing the pork chops, transfer them to a plate. 

- Reheat the pan and mix all the ingredients thoroughly. 

- When the meat becomes well-done, add some pepper and salt. 

- Insert your card into the ATM machine as shown by the arrow on the 

face of the card.  

- While playing, point the foot in the direction you would like the ball to 

go. 

 

  

 

 

   

 

 

 

 

 

 

 
Note. Adapted from Perfect Sautéed Potatoes, by Good Food Magazine, 2013, 

http://www.bbcgoodfood.com/recipes/2832/perfect-sauted-potatoes  

 

Perfect Sautéed Potatoes 
Methods: 

1. Cut the potatoes into chunks. Bring a large pan of water to a boil, then 

cook the potatoes for 3 mins. Drain, shake onto a kitchen paper-lined 

tray and leave to cool. 

2. When ready to serve, heat oil in a large non-stick frying pan until you can feel a strong heat rising. If your pan isn’t large enough, fry the 

potatoes in two batches – rather than crowding them. Have kitchen 

paper ready to drain them on. Add the potatoes in a single layer, not 

too tightly packed. Turn the heat to medium-high, so that the potatoes 

sizzle, but don’t stir until they start to brown. 

3. Turn them all evenly 2 or 3 times until nicely browned all over – this 

can take about 7 mins. Then, remove them using a fish slicer or large 

slotted spoon to drain on more kitchen paper. Sprinkle with sea salt. 

 

 

http://www.bbcgoodfood.com/recipes/2832/perfect-sauted-potatoes
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Note. Adapted from Thai sweet sticky rice with mango, by Michelle A., 2013, 

http://allrecipes.com/recipe/150313/thai-sweet-sticky-rice-with-mango-khao-neeo-

mamuang/  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from Spicy pork with mint leaves, 2013, http://www.food.com/recipe/laab-muu-

spicy-pork-with-mint-leaves-406246 

  

Thai Sweet Sticky Rice with Mango 
Ingredients: 

1 ½ cups sticky rice   2 ripe mangoes    

½ teaspoon salt   ½ cup palm sugar     

1 ½ cups coconut milk 

Methods: 

Soak the rice for 20 minutes to 4 hours in water. Drain and cook either by 

steaming in a rice cooker or cook on the stovetop. While the rice is cooking, 

warm the coconut milk in a saucepan on low-medium heat until it is hot, but do not 

let it boil. Remove from heat, and gently whisk in the sugar and salt. When the rice 

is cooked, transfer it to a bowl. Pour 3/4 cup of the coconut milk mixture over the 

rice; keep the rest to the side. Stir to ensure the rice and milk are evenly mixed, then 

let it sit for 20-30 minutes to allow it to absorb the milk and let the flavors blend. 

Peel and slice the mango into thin, long portions. Now, it's time to assemble. Place a 

scoop of sticky rice on each plate or bowl, and place a few slices of mango on top or 

on the side. Stir the remaining coconut milk, and drizzle it on top to taste. 

 

Spicy Pork with Mint Leaves 
Ingredients: 3 tbsp uncooked rice    1 stalk lemongrass  

3 sliced galangal root  2 garlic cloves   

3 sliced shallots   1 tbsp oil 

  1 lb boneless pork     1 tsp red chilies  

1 green minced onion  1 tbsp cilantro leaf   

½ cup mint leaves  

Directions: 

Dry-fry the rice in a skillet over low heat for about 10 minutes and stir from 

time to time until the rice turns brown. Remove and grind to a powder in a blender. 

Set aside. Dry-fry the lemongrass, galangal, garlic and shallots in a skillet over low 

heat for 5-7 minutes, until fragrant and golden brown. Remove from the heat and 

set aside to cool. Grind in a blender until a fine paste. Combine the dressing 

ingredients in a small bowl and mix well. Heat the oil in a wok or skillet over 

medium heat and stir-fry the pork and lemongrass paste for 5-7 minutes, until the 

pork is fully cooked. Remove from the heat. In a large bowl, toss the cooked pork 

mixture with the other non-dressing ingredients (rice powder included) until 

thoroughly combined, then mix with the Dressing mixture until thoroughly 

combined. Transfer to a serving platter and serve with raw vegetables and cooked 

rice, as desired. 
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Exercise 4.1 

Underline the infinitive verbs used as instructions in the passages below. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
Note. Adapted from Intangible culture heritage, by United Nations Educational, Scientific and 

Cultural Organization, 2013,  

http://www.unescobkk.org/culture/ich/children-games/games/a-z/ 

  

 

 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from Effective reading instruction, by International Dyslexia Association, 2013, 

https://dyslexiaida.org/effective-reading-instruction/ 

  

Making a Traditional Diamond Kite 

Flying a kite is still popular among children and adults all over 

the world. It is widely played in winter time because the wind is the 

most important factor to make a kite fly more higher. This play is fun, 

and everyone can enjoy playing together. Nowadays, kites are 

designed in various forms, but a diamond-shaped kite is still popular. 

Consequently, flying a kite made by your own hands will make you 

smile. 

1. Use paper to form the body of your kite.  

2. Cut the 4 corners off to make a diamond shape.  

3. Tie two sticks together.  

4. Pierce 4 holes in the diamond-shaped paper at each corner.  

5. Tie a string to the right and left hand sides of the horizontal 

stick.  

6. Tie on paper or ribbon to the corners to form the tail.  

7. Find a breeze or some light wind.  

8. Fly your kite.  

How to Play Tug of War 
Tug of war is one of the most ancient games on Earth, and it is 

still seen playing by adults and children in every part of the world. 

Playing tug of war is easy. Firstly, take your rope and lay it out in a 

straight line on the ground. Next, stand at opposite ends of the rope. 

Then, have all of the players pick up the rope and grip it tightly with 

both hands. After that, have the judge stand in the center of the rope. 

Now, have the judge signal the start of the game so that the players will 

know when to start pulling. Later, try to use your body weight and leg 

strength to pull the rope back and away from the other team. Lastly, 

keep pulling the marker or flag past the center point until there is a 

victor. 
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Exercise 4.2 

Choose the correct infinitive verbs to fill in the gaps in the given passages. 

Thai Deep Fried Bananas 

add sprinkle heat cut drain pour peel mix fry dip whisk 

Ingredients: ½ cup tapioca flour           4 tsps rice flour    4 tsps sugar 
1 tsp salt            4 firm bananas    ¾ cup water 

½ cup grated coconut      vegetable oil    

Directions: 

First, ________________ tapioca flour, rice flour, sugar and salt in medium bowl. 

Second, _______________________ water and coconut and mix until well blended. Third, 

__________________bananas. Slice each banana lengthwise, then ________________ into 3 

to 4 inch pieces. Fourth, _______________ oil into deep fryer or large heavy skillet, 

filling no more than 1/3 full. Fifth, __________________ to 350°F on medium heat. Sixth, 

_______________ bananas slices in the batter. Seventh, _________________ bananas, several 

pieces at a time, until golden brown, turning once. Eighth, _________________ on paper 

towel. Finally, ______________ additional grated coconut over bananas before serving.  

 

Note. Adapted from Thai deep fried bananas, by Suwannachart M., 2013, 

http://www.thaikitchen.com/Recipes/Desserts/Deep-Fried-Bananas 

 

  

How to Win at Tug of War 

hold use move let put keep 
 

To begin, _______________ the strongest person in the back so that he can use 

his strength the most and will have the least chance of slipping. Then, _____________ 

the rope with an underhand grip, keeping your arms as extended as you can so 

you can lean back most effectively. Next, _______________ in small baby steps so that 

both of the strongest muscles in the body (the thighs) can keep the rope on their 

side. Now, ___________________ all your leg muscles; arms should be locked out; don’t 
waste energy trying to pull with your arms or you will quickly run out of energy 

and will lose your grip. After that, ________________ team work pull at the same time. 

Finally, _____________ practicing more as a team, you will find the best coordination 

and the best order of team members that will lead to your success. 

 

Note. Adapted from Reading instruction in kindergarten: Little to gain and much to lose, by Carlsson-

Paige N., McLaughlin G.B., & Almon J.W., 2013,  

http://www.allianceforchildhood.org/sites/allianceforchildhood.org/files/file/Reading_Instructi

on_in_Kindergarten.pdf 
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4.2  Sequential Transitions 

 Sequential transitions are like connectors which link steps of doing 

something. There are three types of these transitions to indicate the first step, 

subsequent steps, and the final step of instructions (Learning Disabilities 

Association of America, 2013). Some common sequential transitions are shown 

in Table 4.1. Additionally, a comma is always placed after these transitions.   

Table 4.1  Common Sequential Transitions 

First Step In-between Step Last Step 

First Second, Secondly Next Finally 

Firstly Third, Thirdly Then Last 

To begin Fourth, Fourthly Now Lastly 

For a start Fifth, Fifthly After that In the end 

To begin with Sixth, Sixthly After (this) At last 

To start with Seventh, Seventhly Afterwards In the end 

First of all Eighth, Eighthly   Before (this) As a final point 

In the first place  Subsequently As a final step 

At first  Later As a final part 

  Another  
 

Note. Adapted from Reading instruction: Tips for teachers, by Learning Disabilities Association of 

America, 2013, https://ldaamerica.org/reading-instruction-tips-for-teachers/ 

 

 Examples of sequential transitions used in sequential passages are shown 

in bolded words as follows. 

 

 

 

 

 

 

 

 
 

Note. Adapted from What is differentiated instruction?, by  Tomlinson C.A., 2013, 

http://www.readingrockets.org/article/what-differentiated-instruction 

 

 

Blindfolded Pot-hitting 

 Blindfold pot-hitting is one of the traditional Thai games which 

always makes both players and spectators laugh. Playing blindfolded pot-

hitting is not difficult. To start with, find a number of pots which are equal 

to the number of players. Next, put the pots into a row with appropriate 

spacing. After that, blindfold the players. Now, have them stand facing the 

pots at an appropriate distance. Then, turn them around once. In the end, 

let them walk forward to strike their corresponding pots. Anyone who 

misses his pot loses the game.  
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Note. Adapted from Reading instructions for English language learners, by Bank Street College of 

Education, 2013, https://www.bankstreet.edu/literacy-guide/english-language-learners/reading-

instructions-english-language-learners/ 

   

 

 

 

 

 

 

 

 

 

 
 
 

Note. Adapted from Follow instructions?, by  Brain Bashers, 2013, 

https://www.brainbashers.com/follow.asp 

Preventing Tinnitus 
 Tinnitus causes problem with noise perception through 

ears. There are many researches revealing that one five of 

people is found to have tinnitus problem. This symptom is 

related to underlying condition like age-related hearing loss, 

ear injury or a circulatory system disorder. Since tinnitus is 

not a condition itself, protecting from it is advantage. First of 

all, protect your ears from loud noises because these can 

cause tinnitus or make existing symptoms worse. Next, reduce 

stress because stress tends to aggravate tinnitus. Therefore, 

you should always take time to relax and enjoy the company of 

your loved ones. After that, avoid using cotton swabs to clean 

the ears. Cotton swabs can merely push earwax further into 

the ear canal where it can harden and form blockages which 

lead to tinnitus. Finally, exercise. Regular cardiovascular 

exercise - such as walking, running and swimming - increases 

blood flow in the system, which reduces the possibility of 

some kinds of tinnitus that are linked to blood 

vessel/circulation deficiency. 

  

How to Use Facial Mask Sheet 
 Facial mask sheets have become one of the must-have 

items that every women uses instead of facial massage. Its 

effectiveness is close to that of facial massaging, but takes a 

shorter time. Moreover, using a facial mask sheet is not 

complicated. To start with, cleanse your face thoroughly and 

let it dry. Next, open the package to take out the mask and 

unfold it carefully. Now, adjust the top and bottom of the 

mask to fit the outline of your ears, nose and mouth. Then, 

press the mask on your face so that the slits are closed. After 

that, take off the mask after 10 – 15 minutes. Finally, pat the 

remaining essence on your face to allow your skin to fully 

absorb nutrients.   

 

http://www.wikihow.com/Improve-Cardiovascular-Fitness
http://www.wikihow.com/Improve-Cardiovascular-Fitness
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Exercise 4.3 

Underline sequential transitions in the following passages. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Note. Adapted from Effective reading instruction, by National Institute for Literary, 2013, 

http://www.readingrockets.org/article/effective-reading-instruction 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from 11 methods for teaching reading, by The Understood Team, 2013,  

https://www.understood.org/en/school-learning/partnering-with-childsschool/instructional- 

strategies/11-methods-for-teaching-reading 

 

Walking on Coconut Shell Sandals 
This game was widely played by Thai children in the 

past. The children were happy to make their own coconut shell 

sandals. To start, cut the coconut-shells into halves. Then, 

discard the bottom half. Next, bore a hole with a nail at the 

dimple of the shell where the coconut root stalk should emerge. 

After that, pass a string of about 1.5 meters through it. Now, 

make a knot at the proximal end to hold the string in place 

when pulled. Afterwards, have the players stand on the shells, 

griping the string between the big and the second toes just as 

she would when wearing a pair of sandals. Subsequently, have 

them stand in a line ready for the race. For fun, have a referee 

blow her whistle and let the players start walking as fast as they 

can. The first person to the finish-line wins the race. 

           

Blowing the Rubber Ring Game 
This old Thai traditional game is still played by children in every part of Thailand. It’s an easy game. First, divide four 

players into two pairs. Then, have each pair get down on the 

floor close to one of their own rubber rings. Next, tell the 

players on one side kneel on the floor stooping forward on 

both arms like frogs. Now, let them blow once strongly at their 

own rubber rings so that their counterparts take turn to blow. 

Last, the game continues until one side has lost all of their 

rubber rings. 
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Exercise 4.4 

Fill in the gaps with suitable sequential transitions. 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from How to remove chewing gum from clothes in 9 steps or less, 2013, 

https://www.cleanipedia.com/gb/laundry-washing/remove-chewing-gum-from-clothes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note. Adapted from Pigtails hairstyle for fall, by Barton R., 2013, 

https://www.thebeautyinsiders.com/pigtails-hairstyle-for-fall.html 

 

How to Create Perfect Pigtails 

Pigtails are not difficult to do. ____________ part the hair off to one side 

in the front. ___________ part into two even sections, directly down the back. 

__________ pull one section of hair temporarily out of the way by securing it 

with an elastic band. ____________ take a small top section and flip it over to 

other side of the head. ____________begin to tease the hair gently with a rat-tail 

comb. __________ bring the top, flipped section back over and use it to hide 

any teasing you created. ____________ pull out a few wispy strands in the front 

to frame the face and soften the look. ___________ throw the hair back  secure 

it with an elastic band. To make the style look more mature, feel free to tug 

on a few sections above the elastic band. _____________ repeat Step 4-10 on the 

other side of the head. ____________ spritz with hairspray. _____________ add any 

ribbons, bows, headbands, or other accessories to your liking. 

           

Removing Chewing Gum from Clothes with the Freezing Method 

A freezing method helps you remove chewing gum from your 

clothes. This method can be applied to all fabrics. ____________ place the clothing item in a freezer bag, making sure that the chewing gum doesn’t 
stick to the bag. ___________ seal the bag tightly. _____________ place the garment 

in your freezer. ___________ leave the bag in the freezer for a minimum of two 

hours. _____________remove the bag from the freezer. ________________ take your 

garment from the freezer bag and place it on a sturdy surface. _______________ 

peel the chewing gum off the clothing as soon as possible to prevent the 

chewing gum from warming up and reattaching to the fabric. 
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Exercise 4.5 

Match the following instructions with the corresponding pictures. 

 

How to Tie a Head Wrap 

        

 

 

1. Clench your wrap firmly and place it evenly on your head. 

2. Cross the wrap in the back of your head and tug firmly. 

3. Let go of the left side. Now, wrap the right side around the left side  

(about three times) so that it makes a bun. Then, tug the right side  

into the bun.  

4. Now, grab the left side and wrap it around the bun and tuck. 

5. Now, both sides are tugged into a bun and your head wrap is secure.   
 

Note.   Adapted from How Do You Tie a Doo Rag?, by Vardavas S., 2013, 

https://www.quora.com/How-do-you-tie-a-doo-rag 

 

How to Tie the Four-in-Hand Necktie Knot 

                                                

                           

1. Start with narrow side nearly to the waist. Cross wide side over. 

2. Cross the wide side underneath the narrow side. 

3. Cross over the narrow side again; bring wide side up under the chin. 

4. Push wide side into loop made from the crosses.    

5. Tighten and strengthen your tie. Pin the tie under the knot (optional).    
 

Note.  Adapted from How to Tie a Tie: Different Way to Tie a Necktie, by The Dark Knot, 2013, 

https://www.thedarkknot.com/pages/how-to-tie-a-tie-3-different-ways-to-tie-a-

necktie 
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Exercise 4.5 (Cont.) 

Match the following instructions with corresponding pictures. 

 

How to Use An AVA Barber’s Razor 

             

 

 

1. Open the sliding blade clip. 

2. Separate the blade arms. 

3. Align the blade against the pins. Use either a single edge half blade  

or snap a double edged blade in halves. 

4. Join the two arms and close blade clip to hold the blade securely.  

Note.  Adapted from Ava Barber Razor by the Case, by Avatar Direct, 2013, 

http://www.avatardir.com/ava-barber-straight-razor-wholesale.aspx 

 

How to Use Dental Floss 

                              

 

1. Use about 18 inches of floss wound around one of your middle  

fingers, with the rest wound around the opposite middle finger. 

2. Hold the floss tightly between the thumbs and forefingers  

and gently insert it between the teeth. 

3. Curve the floss into a “C” shape against the side of the tooth. 
4. Rub the floss gently up and down, keeping it pressed against  the tooth. Don’t jerk or snap the floss. 
5. Floss all your teeth. Don’t forget to floss behind your back teeth. 

 

Note. Adapted from Brushing and Flossing, by Colgate Oral Care Centre, 2013, 

http://www.colgate.com/en/us/oc/oral-health/basics/brushing-and-

flossing/article/how-to-brush  
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Exercise 4.6 

Rearrange the instructions below so that they match the following passage. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Note. Adapted from How to get gum off shoes, by Adams J., 2013, 

http://www.howtocleanstuff.net/how-to-remove-gum-from-shoes/ 

  

_______ a. Removing the shoe from the plastic bag 

_______ b. Press the plastic bag firmly against the piece of gum for several  

                  seconds 

_______ c. Take your gum-ridden shoe and put it in a plastic bag 

_______ d. Clear a space in your freezer for the plastic-covered shoe 

_______ e. Leave the shoe in the freezer for an hour or two 

 

How to Remove Gum from a Shoe 

Everyone has stepped on gum at some point 

in their life -- it's not a fun experience, especially if 

your shoes are brand new. Luckily, there are 

several easy hacks for removing gum from the sole 

of your shoe. First of all, take your gum-ridden shoe 

and put it in a plastic bag, such as a large food 

storage bag or a grocery bag. It doesn't matter if the 

entire shoe doesn't fit in the bag, just make sure the 

part with the gum is pressed against the plastic. 

Then, press the plastic bag firmly against the piece 

of gum for several seconds. You need the gum to 

stick to the plastic before freezing, otherwise this 

method won't work. Now, clear a space in your 

freezer for the plastic-covered shoe. If the shoe is 

not fully inside the plastic bag, you may want to 

keep it away from any food items, to avoid 

spreading any germs. Next, leave the shoe in the 

freezer for an hour or two. This will give the gum a 

chance to freeze onto the plastic bag. Once frozen, 

remove the shoe and the bag from the freezer. 

Lastly, remove the shoe from the plastic bag. The 

gum should stick to the plastic bag instead of your 

shoe, leaving your shoe gum-free.  
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Exercise 4.6 (Cont.) 

Rearrange the following instructions according to the given passage. 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Note. Adapted from Preventing shoe odor, by Schdovina P. & Makovit V., 2013, 

http://www.wikihow.com/Prevent-Smelly-Feet 

  

_______ a. Let  your feet be bare when at home 

_______ b. Sprinkle baking soda or talcum powder onto the soles 

_______ c. Washing your shoes regularly 

_______ d. Do not wear the same pair of shoes two days in a row 

_______ e. Avoiding getting your shoes wet 

_______ f. Spray some deodorizing or disinfecting spray into your shoes 

_______ g. Wear the right shoes 

 

Preventing Shoe Odor 

First of all, don't wear the same pair of 

shoes two days in a row. This reduces moisture, 

which is where the odor causing bacteria 

dwells. Secondly, sprinkle baking soda or 

talcum powder onto the soles when you are not 

wearing your shoes. Baking soda is believed to 

be effective in neutralizing odors. Thirdly, spray 

some deodorizing or disinfecting spray into 

your shoes to cut the odor. You might also try 

washing out the soles and insides of your shoes 

with rubbing alcohol. Fourthly, let your feet be 

bare at home. Don't wear socks or shoes unless 

you have to. Fifthly, wear the right shoes. When 

choosing shoes, select ones that breathe. Steer 

clear of plastic and rubber shoes because they 

do not breathe. Sixthly, wash your shoes 

regularly. Add some baking soda to the wash to 

help with the odor. Last, avoid getting your 

shoes wet. When you go out into the snow or 

rain, make sure to wear proper shoes to avoid 

soaking your shoes. If you get your shoes wet, 

make sure to dry them properly. Otherwise, the 

shoes might sour. 
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Exercise 4.7 

Answer the questions according to the given passage. 

 

 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from How to prevent smelly feet, by Johan B.O., Zinhu X. & Vienhi C., 2013, 

http://www.wikihow.com/Prevent-Smelly-Feet 

 

1. How many steps are there in preventing smelly feet? ……………………………………………………………………………………………………………… 

2. What are the main causes of foot odor? ……………………………………………………………………………………………………………… 

3. What should you do first to get rid of foot odor? ……………………………………………………………………………………………………………… 

4. What kind of water is suitable for washing feet? ……………………………………………………………………………………………………………… 

5. Why is it necessary to control foot sweat? ……………………………………………………………………………………………………………… 

6. What is a pumice stone used for? ……………………………………………………………………………………………………………… 

7. What should you do after scrubbing your feet’s dead skin? ……………………………………………………………………………………………………………… 

8. What are advantages of wearing socks according to the passage? ……………………………………………………………………………………………………………… 

9. What should be used on your feet before going to bed? ……………………………………………………………………………………………………………… 

10. Which part of feet does sweat accumulate and odors begin? ……………………………………………………………………………………………………………… 

How to Prevent Smelly Feet 
Having smelly feet is a common problem that is embarrassing for you 

and those around you. Foot odor is mainly caused by sweat and shoes, so 

controlling foot sweat can be a daunting task. To begin, wash your feet every day 

with warm water and soap. This removes dirt, sweat, and odor causing bacteria. 

Then, get rid of the dead skin by scrubbing your feet at home with an exfoliating 

scrub or a pumice stone to reduce the smell. Next, dry your feet really well after 

you shower and wipe between your toes with rubbing alcohol after drying them. 

Now, wear socks with your shoes when you can. Socks absorb moisture, so when 

you skip them, the sweat transfers to your shoes or gets trapped between your 

toes. Afterwards, always wear a fresh pair of socks; do not wear socks multiple 

days in a row. At last, spread antiperspirant on your feet before you go to bed. 

This allows the product enough time to soak into your skin so it will start to 

work the next day. Don't forget to place it between your toes, where a lot of 

sweat and odor begins.    
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Exercise 4.8 

Write in the box provided below following these instructions: 

1. Draw a medium-sized circle in the middle of the box. 

2. Draw a medium-sized square below the circle but with the top of it 

touching the bottom of the circle. 

3. Draw a medium-sized heart in the square. 

4. Draw two smaller rectangles, one on each side of the square. They 

should be wider than they are tall. They should touch the sides of the 

square. Also, the top of each rectangle should line up with the top of 

the square. 

5. Draw a medium-sized triangle above the circle. The bottom of the 

triangle should touch the top of the circle. 

6. Draw three small stars anywhere inside the triangle. 

7. Draw a small triangle in the center of the medium-sized circle. 

8. Draw an arc which curves up below the small triangle. 

9. Draw two small circles above the small triangle, one slightly to the 

right and the other slightly to the left. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Reading instructions in construction, by Skillswise – BBC, 2013, 

http://www.bbc.co.uk/skillswise/factsheet/jo03cons-l1-f-reading-instructions 

Your Answer Here! 

http://www.bbc.co.uk/skillswise/factsheet/jo03cons-l1-f-reading-instructions
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POSTTEST 

A: Read the sequential passage and answer questions 1-5. 

 

 

 

 

 

 

 

 

 
 

 

Note. Adapted from Alternative passage reading procedures, by Archer A.L. & Hughes C.A., 

2013, http://explicitinstruction.org/video-elementary/elementary-video-2/ 
 

1. How many steps are there for brushing one’s teeth? 

a. 3  b. 4  c. 5  d. 6  e. 7 

2. What is the third step for brushing one’s teeth? 

a. Move the toothbrush in a back and forth motion 

b. Repeatedly moving the toothbrush in a back and forth motion for each  

     tooth 

c. Brush the inside surface of each tooth 

d. Brush the chewing surface (top) of each tooth 

e. Use tip of brush to brush behind each tooth 

3. What should you do with the toothbrush before moving it in a back and 

forth motion? 

a. Place the toothbrush at a 45°angle along the gum line 

b. Brush the inside surface of each tooth 

c. Use tip of brush to brush behind each tooth 

d. Repeatedly brush each tooth 

e. Use a back and forth technique to brush your teeth 

4. Why is brushing tongue necessary? 

a. To whiten the teeth   

b. To make the mouth cleaner 

c. To freshen the breath   

d. To reduce good smell from the mouth 

e. To reduce odor 

5. Which causes bacteria to grow? 

a. A dirty toothbrush   b. Odor 

c. An expired toothpaste  d. Smelly breath 

e. Unclean tongue 

Brushing Your Teeth 

 Brushing your teeth correctly is not too difficult to learn. First, place 

the toothbrush at a 45°angle along the gum line. Next, move the toothbrush 

in a back and forth motion, and repeat for each tooth. Then, brush the inside 

surface of each tooth, using the same back and forth technique. After that, 

brush the chewing surface (top) of each tooth. Now, use tip of brush to 

brush behind each tooth — front and back, top and bottom and up and 

down strokes. Last, be sure to brush your tongue to remove odor-causing 

bacteria. 
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POSTTEST (Cont.) 

B: Match the following instructions with the corresponding pictures. 

                              

                    (a)                          (b)                       (c)             (d)   (e) 

___________ 1.  Take the cap off the toothpaste. Put toothpaste on  

the toothbrush. Replace the cap. 

___________ 2.  Turn on the water, put your toothbrush under the water  

and turn off the water. 

___________ 3.  Brush your teeth – both the top and bottom teeth. 

___________ 4.  Spit the toothpaste into the sink, turn on the water  

and rinse out your mouth. 

___________ 5.  Turn off the water and dry your hands and face. 

 

Note. Adapted from Brushing and Flossing, by Colgate Oral Care Centre, 2013, 

http://www.colgate.com/en/us/oc/oral-health/basics/brushing-and-

flossing/article/how-to-brush  

 

C: Using the passage below, put the following statements in the correct 

order. 

 

   

 

  

 

 
 

Note. Adapted from Hand-washing: Do’s and don’ts, by Mayo Clinic Staff, 2013,  

http://www.mayoclinic.org/healthy-lifestyle/adult-health/in-depth/hand-washing/art-

20046253 

 

_____________ (a) Rinse your hands under running water 

_____________ (b) Wet your hands with water 

_____________ (c)  Rub your hands and wrists and get soap under your fingernails 

for at least 15 seconds 

_____________ (d) Dry your hands with a paper towel and turn off tap with the  

                             towel 

_____________ (e) Add soap and rub briskly to lather 

Washing Hands Properly 

Frequently washing hands prevents you from infection. First, wet 

your hands with water. Then, add soap and rub briskly to lather. Next, 

rub your hands, wrists and get soap under fingernails for at least 15 

seconds. Now, rinse your hands under running water. Finally, dry your 

hands with a paper towel and turn off the tap with the towel. 
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Unit 5 

Writing about Oneself and Other People 

Course Code: GE10003          Hours: 9 

Objectives:  After the course, students will be able to: 

1. Distinguish characteristics of appearance, personality and 

hobbies, 

2. Correctly write their individual information in personal data,  

3. Properly describe themselves in writing using given examples, 

4. Accurately describe other people’s information in writing using 

given examples,  

5. Precisely fill in the gaps with other people’s data, 

6. Match characteristics of different people with given 

descriptions, 

7. Completely answer questions about other people’s information,  

8. Make sentences to create a short paragraph describing 

themselves,  

9. Make sentences to create a short paragraph describing other 

people.  

Contents: This unit focuses on learning how to give written personal 

information about oneself and other people. Practicing sentence 

construction through writing is also enhanced.    

Activities: The four important activities in this unit are: 

1. A pretest 

2. Learning how to write about oneself and other people 

3. Completion of selected exercises 

4. Group discussion  

5. A posttest. 

Teaching Materials:   The materials employed in this course are: 

1. Instructional materials  

2. Computer notebook 

3. Projector  

4. Authentic sources like magazines and posters 

5. Flip charts  

6. Worksheets 

Evaluation: Students are evaluated on the basis of:  

1. Class participation 

2. Correct completion of exercises 

3. Group discussion 

4. Doing a pretest and a posttest  

5. Midterm and final tests 
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PRETEST 

A: Fill in the gaps with appropriate choices and answer the questions.  

     (1-10)  

 

 

 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from 9 famous people who will inspire you to never give up, by Wilton R.J., 2013, 

https://www.themuse.com/advice/9-famous-people-who-will-inspire-you-to-never-

give-up 

1. a. filmed b. born c. famous   d. shown      e. a star  

2. a. import b. imports c. importing   d. importer      e. imported 

3. a. act  b. acts  c. acting   d. acted      e. actor 

4. a. meeting b. meet c. meets   d. met      e. have met 

5. a. hear  b. hearing c. hears   d. has heard      e. heard 

6. What does Robert Pattinson do? 

a. Athlete b. Actor c. Musician   d. Director      e. Cameraman  

7. What did Robert do when he was fifteen? 

a. Owned the Barnes Theatre Company b. Played the guitar and piano 

c. Joined amateur plays   d. Worked about vintage cars 

e. Enjoyed music 

8. What role did Robert play in Harry Potter? 

a. Goblet of Fire  b. Giselher  c. Mike Newell 

d. Edward Cullen  e. Cedric Diggory 

9. What is Robert’s first film? 

a. Kingdom of Twilight b. Harry Potter c. Twilight 

d. How to Be   e. Little Ashes 

10. In which film is Robert’s music included? 

a. Kingdom of Twilight b. Harry Potter c. Twilight 

d. How to Be   e. Little Ashes 

Robert Pattinson 

 
 

 

 

 

 

 

 

 

Robert Douglas Thomas Pattinson was _____(1)_____ on May 

13, 1986 in London, England. His mother Clare worked at a modeling 

agency, and his father Richard was a vintage car _____(2)_____. In his 

leisure time, he likes playing the guitar and piano. He also enjoys 

music. Robert started _____(3)_____ in amateur plays with the Barnes 

Theatre Company when he was fifteen. 

In 2004, he took a screen role as Giselher for a famous film Kingdom of 

Twilight. In 2005, after ______(4)______ Mike Newell, Robert took on the role of Cedric 

Diggory in Harry Potter and the Goblet of Fire. Afterward, he was casted as Edward 

Cullen in the famous film Twilight launched in 2008. He also joined two films - 

Little Ashes and How to be – in the same year. Robert was good at composing 

songs, and his created song was also shown in the film Twilight that everyone had 

already _____(5)_____.   

 

http://www.imdb.com/name/nm0001565?ref_=nmbio_mbio
http://www.imdb.com/title/tt0330373?ref_=nmbio_mbio
http://www.imdb.com/title/tt1099212?ref_=nmbio_mbio
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PRETEST (Cont.) 

B: Choose the best answers to fill the gaps in the story below. (11-15) 

 

 

 

 

    

    

 

 

 

 

11.  a. come b. turn  c. have    d. look     e. will be 

12.  a. white b. black c. gray    d. little     e. long 

13.  a. choosing b. cutting c. washing   d. changing     e. wearing 

14.  a. cheerful b. scary c. boastful   d. untidy     e. nervous  

15.  a. let  b. selected c. joined   d. threw     e. allowed 

C: Choose the best answer to complete the following statements. (16-20) 

16. Becky is from Malaysia. She is _________, and everyone __________ her Beck. 

a. Malay, call   b. Malay, calls   c. Malay, calling 

d. Malaysian, call  e. Malaysian, calls 

17. Her _____________ hair interests everyone in the classroom. 

a. blond long wavy  b. long wavy blond   

c. wavy long blond  d. wavy blond long   

e. long blond wavy  

18. The teacher doesn’t talk to her because _______________. 

a. she is stingy    b. she always has untidy looking 

c. she talks too much   d. she is forgetful    

e. she is always aggressive 

19. John’s hobbies are _________ tennis, _________ magazines, and __________. 

a. to play, reading, shopping  b. playing, reading, shopping 

c. playing, to read, to shop  d. to playing, to reading, to shopping 

e. to play, to read, to shopping 

20. Which contains a word that isn’t related to the other two?  
a. parachuting, snorkeling, diving            

b. cheerful, good-tempered, diligent 

c. obese, bald, hazard eyes             

d. attractive, chubby, careless 

e. oval face, moustache, complexion        

Mickey Mouse 

 

 

 

 

 

 

 

 

 

 

My name is Mickey Mouse. I ____(11)     80 years old 

today, and there's not a _____(12)  _    hair on my head. I am a 

little rounder, a little squatter, and I have been _____(13)____       

the same clothes for decades, but all in all, I look pretty good. I haven’t had a movie in two years (my last one went direct-to-video), 

but my _____(14)       face remains one of the most recognizable images in the 

world, even beating out Santa Claus. Disney _____(15)       a big party for my 

75th birthday, so this year's festivities will be comparatively subdued. 
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UNIT 5 

Writing about Oneself and Other People 

 Recently, writing has taken a more important role in educational systems, 

particularly with undergraduate students. Students with good writing abilities 

have a better chance to be selected to work in well-known workplaces than those 

who do not. Moreover, students who can describe themselves well also found 

work first. Therefore, learning to describe oneself and other people is essential.     

5.1  Fundamental Grammar 

 To start writing, it is necessary for students to gain knowledge about 

fundamental grammar. Fundamental grammar is a basic grammar that assists 

and guides students to write efficiently. Generally, when mentioning to a 

complete sentence, students should comprehend and be able to distinguish five 

factors which are subjects, finite verbs and nonfinite verbs, predicates, phrases, 

and clauses (McBee & Melinda, 2012).  

 5.1.1   Subjects 

  Subjects in this part refer to subjects of a sentence. They are 

consisted of persons, animals, things, places, ideas, action, etc., that function in 

doing or being something. Subjects are always a noun and usually seen at the 

beginning of sentences; however, they sometimes are in the middle of a sentence. 

The following sentences show subjects labeled in bold print. 

- People in this village are sensitive to hear about this news. 

- Reading and writing Japanese is quite complicated. 

- Although his grandma had passed away for many years, the 

boy was still sorrowful.  

- When the couple reached home, they found that some of their 

property had been stolen.  

     5.1.2   Finite Verbs and Nonfinite Verbs 

  Finite verbs are a form of verbs indicating what a subject does or 
what situation of a subject is. Finite verbs always belong to a subject, and it can 
stand with a subject as a complete sentence. Samples of verbs are bold as follows. 

- It rained immediately after the thunder and the lightning. 
- All of them felt excited to sightseeing here.  
- The students are thinking how to begin their essays.  

(**The word are in this sentence is a helping verb functioning 
to make people know when the event happens.**) 

- The government launched a megaproject to facilitate people’s 
transportation.  

- After waiting for a bus for over thirty minutes, the boy scouts 
decided to walk instead. 

Sometimes, there are two verbs in a sentence. The first verb, 
except a helping verb, is definitely a finite verb, and the second verb is called a 
nonfinite verb. A nonfinite verb functions like a finite verb, but it is the second 
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action of a subject. Moreover, the nonfinite verb helps modify meanings of a 
sentence more completely (Zuckermann, 2007). Generally, nonfinite verbs are in 
the form of: 1) infinitive verbs with to, e.g., to eat, to have, to be, to go, to study, 
etc., and 2) gerund verbs, e.g., hearing, making, reading, eating, running, studying, 
etc. Nonfinite verbs are shown below. 

- They prefer to drink coffee before having breakfast. 
- He dreams to be a famous artist like his father. 
- We go jogging every evening. 
- She loves shopping very much. 
- The girl is finding something to approve that she is right.  
Relation between finite verbs and nonfinite verbs are as follows. 

 
We need to know why you went into that place last night. 

 
 
                                        finite verb         nonfinite verb 
 

We do not like getting up early. 
 

 
                                           finite verb        nonfinite verb 
 

5.1.3   Predicates 

 Predicates are words, phrases, or clauses functioning to modify subjects’ situation or action. They are mostly in terms of objects, complements, 
and modifiers.   

1) Predicates as objects 
- The boy brought some gifts to his mother on her birthday. 
- The girl has long dark brown hair.  
- They are unpacking a heavy light blue passel.  
- Most of our customers had claimed that the goods were 

too expensive. 
- She still recognizes where she came from. 
- He gave me a large box of chocolate last Valentine’s Day.   

2) Predicates as complements 
- They became serious when were asked about the news. 
- It is impossible to see the moon in the afternoon. 
- Today economy is in crisis. 
- The living of these villagers is still under standard. 
- The show was so boring that everyone turned slumberous.   

3) Predicates as modifiers 
- The resume was attached with a two inch photo.  
- He stood on the table to attract everyone’s sight. 
- The cruise went along Chao Phraya River. 
- The boy jumps over the bush. 
- We are walking into the forest to discover new flora. 
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Relation between subjects, finite and nonfinite verbs, and predicates are 
shown as follows.  

 
People in this village are sensitive to hear about this news. 

 
 
                                           subject           finite verb     nonfinite verb      predicate 
 

We are walking into the forest to discover new flora. 
 
 
                  Subject       finite verb       predicate       nonfinite verb       object 
 

It is impossible to see the moon in the afternoon. 
 
 

       Subject     finite verb     nonfinite verb      object      predicate 
 

5.1.4   Phrases 

  A phrase is a group of words gathered to produce meaning. A 
phrase is not a sentence, so only itself cannot stand alone as a complete sentence. 
The phrase can function as subjects, objects, or predicates. The followings show a 
character of phrases. 

- People in this country 
- Travelling for a long time 
- Studying at Udon Thani Rajabhat University 
- To separate primary data  
- At four in the afternoon 
- Long straight black hair with blue eyes 

5.1.5   Clauses 

  A clause is a sub sentence which is primarily comprised of a 
subject and a finite verb. A clause is divided into two categories – dependent 
clauses and independent clauses.  

1) Dependent clauses 
A dependent clause is a part of a sentence. It is consisted of a 

subject and a finite verb, but it always has coordinating conjunctions like where, 
what, which, that, how, before, after, however, moreover, but, or, for, and, etc., at 
the beginning of the clause. A dependent clause cannot stand alone because it 
must be along with an independent clause to form as a complete sentence. 
Samples of dependent clauses are as follows. 

- After she watched a series 
- As soon as he went into the castle 
- Where she came from 
- Since he resigned from work 
- Or you need to do it again 
- But it is impossible 
- So they missed the bus  
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2) Independent clauses 
An independent clause is also a part of a sentence. It primarily 

has a subject and a finite verb. An independent clause is different from a 
dependent clause that: 1) the independent clause can stand alone as a complete 
sentence, and 2) it does not have coordinating conjunctions at the beginning of 
the clause. Samples of independent clauses are below. 

- We try to find her everywhere 
- They have just arrived home 
- She prefers to work here 
- The products are not qualified  
- The tax is increasing 
In fact, the independent clause is always along with the 

dependent clause because the independent clause helps transform the 
dependent clause, when they are gathered, as a complete sentence. Relationship 
between a dependent clause and an independent clause is shown below.   
    

After she watched the series, my daughter paid more attention to homework. 
 
 

                a dependent clause                                an independent clause 

 

 

My daughter paid more attention to homework after she watched the series. 

 

 

                                an independent clause                               a dependent clause 

 

 Students should remember that a complete sentence must comprise of a 

subject and a finite verb as a main structure, except a command sentence that a 

subject is omitted. Predicates might or might not add into a sentence depending 

on verbs. Some verbs need objects while others do not. The following sentences, 

e.g., we walk, I run, they sit, he jumps, it hops, etc., are completely a complete 

sentence; even though, it does not have predicates. However, students can add 

predicates to extend their meanings like we walk into the forest, I run quickly, 

they sit on the chair, he jumps over the bush, etc. (McBee & Melinda, 2013). 

Notice the following sentences. It indicates how the sentences are right or wrong. 

a.    Do not park here.         

- It is a command sentence which the subject can be omitted. 

b.  It difficult to win the game without practice. 

- It does not have a finite verb. The correct sentence should be 

as It is difficult to win the game without practice. 
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c.  I am have breakfast. 

- This sentence has two verbs – am and have. The first verb am 

is a helping verb, so students should add –ing with the second 

verb have to make them as a finite verb. The correct sentence 

should be as I am having breakfast.  

d.  I forget tell him where the key is. 

- This sentence has two verbs – forget and tell. The first verb 

forget is absolutely a finite verb, so students should change the 

second verb tell as a nonfinite verb by adding to before it. The 

correct sentence should be as I forget to tell him where the key 

is.   

 

Exercise 5.1 

A: Read the following sentences. Underline a subject of each sentence. 

1. Udon Thani Rajabhat University is a nice place to study. 
2. Thinking about traveling abroad always encourages him to work hard. 
3. Before he goes to school, the boy never forgets to give his mom a kiss. 
4. Those places are dangerous to visit. 
5. Whenever he tells about the abandoned castle, everyone turns scared. 
6. In 2012, Maria got a scholarship to study in Canada. 
7. What she had done broke the rich’s rules. 
8. To strengthen the project, you must search for some more data.  
9. The villagers are helping each other to develop the village. 
10. After having studied for a long time, the students turn exhausted. 

B: Underline a finite verb of the following sentences. 

1. They prefer to catch a train to the village. 
2. We have not seen him for a long time. 
3. The budget was reduced because of the economic crisis. 
4. My son brought me a new wallet. 
5. The food smells terrible. 
6. The baby’s itch symbolizes the weather allergy. 
7. You need to grow some plants to freshen the air. 
8. After waking up, the puppy ran quickly to play with the ball. 
9. We cannot assume when the project will be launched.  
10. Many students are nervous to stand on the stage.  

C: Underline a predicate of the following sentences. 

1. The boy was so stubborn that everyone ignores him. 
2. The foreign customers felt appreciated with our products. 
3. Sufficient economy is advantageous for all Thai people. 
4. It takes so long time to finish painting the sculpture.  
5. Having lost in the jungle made her cried and hopeless. 
6. The rice storage was covered with dried straw. 
7. The rich are facing a problem of increasing tax. 
8. The journey to Paris impressed us with its spectacular scenery.   
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Exercise 5.1 (Cont.) 

D: Separate dependent clauses and independent clauses from the following 

sentences. 

1. He likes to live here because it is peaceful. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

2. When he goes home, he never forgets to buy some snacks for his dog. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

3. Because he got up late, he missed the bus. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

4. Tom had studied hard, so he got a good grade. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

5. It is still a secret why he has moved to live abroad. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________  

6. I came from a small town where nobody has heard before. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

7. The materials are useless because they are expired. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

8. He always turns off the TV and locks the door before he goes to bed. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

9. I do not know where his house is. 
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

10. The result did not reveal why the weather changed.  
- An independent clause: ____________________________________________________ 
- A dependent clause: ________________________________________________________ 

E: According to the following sentences, tick  if it is a complete sentence 

and tick  if it is an incomplete sentence.  
1. The agriculturists are discussing why their rice export is decreased. 

 a complete sentence   an incomplete sentence 
2. The government are try to solve a problem of economic crisis. 

 a complete sentence   an incomplete sentence 
3. Because he is an open-minded person. 

 a complete sentence   an incomplete sentence 
4. The village’s economy depends on middle men. 

 a complete sentence   an incomplete sentence 
5. Some clients still misunderstand about our company’s campaign. 

 a complete sentence   an incomplete sentence 
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Exercise 5.1 (Cont.) 

6. They started compose their essays 10 minutes ago. 
 a complete sentence   an incomplete sentence 

7. It necessary to lock the door before leaving home. 
 a complete sentence   an incomplete sentence 

8. Drink two bottles of water every day makes you healthy. 
 a complete sentence   an incomplete sentence  

9. It is a good idea to clarify yourself before resigning from work.  
 a complete sentence   an incomplete sentence 

10. Nobody sure what it is.   
 a complete sentence   an incomplete sentence 

  

5.2  Writing about Oneself 

 The word, one, refers to each student, so the word oneself refers to 

individual information of each student. To start describing oneself, students 

should be able to create personal data before writing as a paragraph (Woodford, 

1999). An example of personal data is given below. 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSONAL DATA 

General Information 

Name: Patcharee    Family Name: Gumnerdploy 

Nickname: Palm    Sex: Female    

Age: 19     Date of Birth: October 8, 1998  

Place of Birth: Udon Thani, Thailand  Nationality: Thai 

Ethnicity: Thai     Occupation: 1st Year Student  

Major: Public Administration   Faculty: Humanities and Social Sciences 

University: Udon Thani Rajabhat University  Marital Status: Single   

Height: 168 cms    Weight: 49 kgs.    

Hair: Long Straight Black Hair   Eyes’ Color: Black   

Skin: Light Brown    Personalities: Lively and Good-tempered 

Religion: Buddhism 

Interests 

Sports: Volleyball and Basketball  Hobbies: Reading and Surfing Internet 

Singer: Maroon 5    Song: “Price Tag” by Jessie J 
Superstar: Robert Pattinson   Film: Vampire Twilight   

TV Program: I Can See Your Voice  Book: The Hobbit    

Food: Northeastern Thai Food   Ambition: Chief Administrator 

Special Qualification 

Language: English and Chinese   

Computer: Windows XP and Excel 

Sports: Playing Volleyball    

Singing: Pop Songs   

Cooking: Some Northeastern Thai Food 
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The personal data on page 103 can be written as a paragraph as shown 

below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Introducing Myself 

   

 My name is Patcharee Gumnerdploy. My nickname is Palm. I am a 

Thai girl who was born on October 8, 1998 in Udon Thani Province. Now, I 

am 19 years old. I am a first year student majoring in Public Administration 

in the Faculty of Humanities and Social Sciences at Udon Thani Rajabhat 

University. I am 168 cm tall and weigh 49 kg. I have long straight black hair 

with beautiful black eyes and light brown skin. I am a Buddhist who is lively 

and good-tempered.  

I am interested in watching volleyball and basketball games. In fact, I 

can play volleyball well, and I was a volleyball athlete when I was in 

secondary school. In my free time, I like to read the Hobbit as it is my 

favorite book. Besides, I like to search for information about the tips of using 

Window XP and Excel through Internet because it supports my computer 

skills and is useful for me when doing homework. For entertainment, 

Maroon 5 is my favorite music band, but Price Tag by Jessica J is still the 

song that I love the most.  

I sometimes go to the cinema with my friends to watch my favorite 

movie entitled, Vampire Twilight, in which the adorable actor, Robert 

Pattinson, acts as a hero. After school, I often watch TV, and my favorite TV 

program, called I Can See Your Voice always makes me laugh. I usually have 

dinner at home because my mother knows I like Northeastern Thai food, 

and she is a good cook. I usually help her to cook, so I can cook some of 

Northeastern Thai dishes such as Spicy Minced Pork Salad, Spicy Shredded-

Bamboo Shoot Salad, Hot and Sour Soup, and Papaya Salad. Frequently, 

while I am cooking, I sing English or Chinese pop songs because these 

languages are my talents and seem easy for me to practice. My mother often 

admires me I can sing well. After graduation, I plan to be a chief 

administrator because I like taking care of people.       
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Other examples of writing about myself are displayed as follows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Introducing Myself 

 My name is Yongyut Wongharaj. My nickname is Jack, but my friends 

prefer to call me Mario because they say my face looks like a famous Thai 

actor Mario Maurer. My birthday - August 24, 1996 - was the same day that 

there was meteor shower in Thailand. This surprising phenomenon, 
mentioned by fortunetellers, made me grow up with funny, lively, optimistic 

and good-tempered personality. I’m now 24 years old and looking for 
someone to be my girlfriend. I received a Bachelor Degree of Business 

Administration from Mahasarakham University two years ago. Now, I’m 
working as a government officer of the Personnel Division at Udon Thani Provincial Administration Organization. I’m the youngest worker of this 
division, so all of my elder colleagues are very kind to me. We usually go to 

lunch together, and they never forget to order my favorite dish - Deep Fried 

Marinated Pork – for me. In evenings, we usually go aerobic dancing at 

Nongprajak Park as it is near our workplace. Working in Udon Thani makes 

me feel lucky, and living in Udon makes me happy. I love Udon Thani!         

Introducing Myself 

 I am Hongludda Narkprasert from Loei. I am 19 years old and 

studying Tourism Business at Loei Rajabhat University. I like travelling a lot. 

When I was in secondary school, I got a scholarship to be an exchange 

student and show my talent, Thai Dance, in China for 10 days. Many people 

say I look Chinese because I have light peach skin, thin lips and single eyelids. 

My hair is shoulder length, wavy and black. I am average built with 165 cm 

tall and 50 kg weight. In my free time, I prefer to go window shopping to 

update fashion trends. Sometimes, I watch romantic-comedy movies at the cinema. I don’t play any sports because I don’t like to sweat. Every evening, I 
usually accompany my friends to the provincial park to see them exercising, 

but I prefer to sit and listen to music under a big tree instead. Afterwards, my 

friends and I like to have Thai Barbeque Buffet as our dinner. We enjoy it because it’s delicious and not too expensive for us. After dinner, we usually 
do homework and exchange our ideas about what we will do in the future. 

Many of them want to be tour guides, but I dream to be an air hostess. I hope 

my dream will come true one day!                          
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Exercise 5.2 

Use this information to enter personal data on page 107. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Introducing Myself 

 My name is Suchart Jumpahom, but everyone calls me Joe. I am a 

second year student majoring in Electronics Engineering in the Faculty of 

Technology at Udon Thani Rajabhat University. Now, I am 20 years old. I was 

born on August 19, 1996 in Udon Thani, Thailand. I am 177 cm tall and 65 kg 

weight with short blond hair, black eyes and tan skin.  

I live with my parents at 32/3 Ta-han Rd., Muang District, Udon 

Thani. My father is an air force man working at Wing 23 in Udon Thani, and 

my mother is a nurse at Fort Prachaksilapakhom Hospital in Udon Thani, 

too. There are five people in my family – my parents, my two elder sisters, 

and me. We are all Buddhists. My friends say I am good-looking, lively, and 

good-tempered but unfortunately, still single. I don’t have any Facebook or 
Twitter accounts because I think these waste my time. I have only an e-mail 

account (suchart_jum1999@gmail.com) to contact my friends about 

homework. My phone number is 0866654531.  At the university, I like to study math because I think it’s easy to 
learn. In my leisure time, I like to play computer games because they are fun, 

and I feel relaxed. After playing games, I watch my favorite TV program - 

Music Box - on True Music Channel to listen to my favorite singers - Justin 

Timberlake and Bruno Mars. The song Billionaire by Bruno Mars is my 

favorite. Sometimes, I watch a series acted by the beloved Korean actress 

Kim Tae-hee. Every weekend, my friends and I like going to play football 

near Nongprajak Park. However, when it rains, we go the cinema to watch 

action-comedy movies like Pain & Gain, 21 Jump Street, Kick-Ass, and The 

Other Guys. If my friends are not available, I will stay home and read my 

favorite books such as Star Soccer, Over Ride, and Basic Guitar. I often 

practice playing the guitar because it is my special skill, and everyone says I 

do it well.  

Whenever I feel discouraged, I will think of my motto - Champions 

Are Not Born, They Are Made. Luckily, I also have a good mother who always 

helps me when I am in trouble. Every evening, I like going into the kitchen to 

ask my mother for my favorite dish – Fried Mackerel with Shrimp Paste 

Sauce, and she never refuses. I also return her kindness by paying good 

attention to my studies, and my GPA has never disappointed her. After 

graduation, I plan to be an electronics engineer at Wing 23 in Udon Thani 

Province. 
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Exercise 5.2 (Cont.) 

Fill in the gaps with the information mentioned on page 106. 

PERSONAL DATA 

Name: ………………………………………… Last Name: ……………………………………… 

Nickname: …………………………………..  Sex: ………………………………………………… Age: ……………………………………………  Date of Birth: …………………………………… 

Place of Birth: ……………………………..  Nationality: ……………………………………… 

Ethnicity: ……………………………………  Occupation: ……………………………………… Major: ………………………………………… Faculty: …………………………………………… University: ………………………………….. Marital Status: ………………………………… 

E-mail: ………………………………………..  Facebook: ………………………………………… Twitter: ………………………………...........  Phone Numbers: ……………………………… Family Members: ………………………... Father’s Occupation: ………………………… Mother’s Occupation: ………………….. Brothers/Sisters: ……………………………... Height: ……………………………………….. Weight: ……………………………………………. Hair: …………………………………………... Eyes’ Color: ……………………………………… Skin: …………………………………………...  Personalities: ……………………………………     Religion: ……………………………………..  Favorite Subjects: …………………………….. 
Hobbies: ……………………………………..  Singers: …………………………………………… Songs: ………………………………………… Superstars: ……………………………………… Films: …………………………………………  TV Programs: …………………………………… 

Books: ………………………………………... Sports: …………………………………………….. Food: ………………………………………….  Ambition: …………………………………… …… Talents: …………………………………………………………………………………………………………… 

    …………………………………………………………………………………………………………… Quote/Motto: ………………………………………………………………………………………………….. 
  ………………………………………………………………………………………………….. Current Address: ……………………………………………………………………………………………… 

         ……………………………………………………………………………………………… 

         ………………………………………………………………………………………………  
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Exercise 5.3 

Use the following personal data to fill in the gaps. 

PERSONAL DATA 

Name: Varit     Last Name: Kumpoosri 

Nickname: Rith    Sex: Male 

Age: 22     Date of Birth: May 17, 1998 

Place of Birth: Nakhonphanom   Nationality: Thai 

Ethnicity: Vietnamese    Occupation: Travel Agent               

Address: 68/3 Jaiklang Rd., Muang  Company: Sunset Travel 

     Nakhonphanom 48000  Marital Status: Single  

Phone Numbers: 0886377347  Family Members: 6   

Height: 169 cm    Weight: 61 kg    

Hair Color: Black    Eyes’ Color: Black   

Skin: Light Brown    Personality: Optimistic      

 Hobby: Watching TV    Singer: Sek Loso   

Song: Som-sarn     Superstar: Mario Maurer    

Film: Star Wars     TV Program: Big Bike Racing  

Book: Detective Conan    Sport: Basketball   

Food: Noodle Soup with Pork   Talent: Composing Songs 

 Ambition: Own a Travel Company 

  

 I’m Varit Kumpoosri, but just call me ______________. I’m ________ years old 
and just graduated from university. Now, I am working at ________________________ in 

the position of _________________________. I was born on __________________________ in 

______________________. My nationality is ____________________, but my ethnicity is 

__________________ because my parents are Vietnamese. Now, I’m still _______________ and not ready to have any girlfriends. I’m living at ___________________________________. 

There are ________ people in my family, and I’m the second child of my parents. I’m ________ tall and ________ kg weight. I have ________________ skin with __________ 

eyes and ___________ hair. I’m ________________, so I don’t look serious at all. In my 
free time, I like to ___________________________ which ______________________________ is my 

favorite TV program. Sometimes, I will watch a series acted by _____________________ 

who is my favorite actor. Besides, I like listening to music, and _____________________ 

is my favorite singer. His song _____________________ is still my favorite ever. Every 

evening, I usually go out playing _____________________ at my former school because 

it makes me strong and healthy. On weekend, if my friends come visit me, we 

usually go to the cinema to watch our favorite movie ___________________________ and 

also have our favorite dish ___________________________________________ after the movie. 

Sometimes, we have a party, and I prefer to ________________________________ for them 

to sing. I have a dream. It is that I must be able to ____________________________________ 

within five years! 
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Exercise 5.4 

A: Fill in the gaps with your own personal information. 

PERSONAL DATA 

Name: ………………………………………… Last Name: ……………………………………… 

Nickname: …………………………………..  Sex: ………………………………………………… Age: ……………………………………………  Date of Birth: …………………………………… Place of Birth: ……………………………..  Nationality: ……………………………………… 

Ethnicity: ……………………………………  Occupation: ……………………………………… Major: ………………………………………… Faculty: ……………………………………………. University: ………………………………….. Marital Status: …………………………………. 
E-mail: ………………………………………..  Facebook: …………………………………………  Twitter: ………………………………...........  Phone Numbers: ……………………………… Family Members: ………………………... Father’s Occupation: ………………………… Mother’s Occupation: ………………….. Brothers/Sisters: ……………………………... Height: ……………………………………….. Weight: …………………………………………… Hair: …………………………………………... Eyes’ Color: ……………………………………… 

Skin: …………………………………………...  Personalities: ……………………………………     Religion: ……………………………………..  Favorite Subjects: …………………………….. 
Hobbies: ……………………………………..  Singers: …………………………………………… Songs: ………………………………………… Superstars: ……………………………………… Films: …………………………………………  TV Programs: …………………………………… 

Books: ………………………………………... Sports: …………………………………………….. Food: ………………………………………….  Ambition: …………………………………… …… Talents: …………………………………………………………………………………………………………… 

    …………………………………………………………………………………………………………… Quote/Motto: …………………………………………………………………………………………………... 
  …………………………………………………………………………………………………… Current Address: ……………………………………………………………………………………………… 

         ……………………………………………………………………………………………… 

         ………………………………………………………………………………………………  
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Exercise 5.4 (Cont.) 

B: Write about yourself using your own personal data on page 109. 

 ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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5.3  Writing about Other People 

To start writing about other people, students should know the vocabulary 

describing appearances, personalities and hobbies. 

5.3.1 Appearances 

Appearances are features of body that other people can see with 

their eyes (Smith, 2013). These are face shapes, looks, height, build, eye colors, 

skin and complexion colors, among others. Each of them is shown as follows:   

1) Facial shapes 

oblong oval round square 

rectangular triangular diamond Inverted triangle 

heart    
 

Samples of Sentences 

*She has an oval face. = Her face is oval.                   

*He has a rectangular face. = His face is rectangular.                                             

*She has a round face. = Her face is round.              

*He has a square face. = His face is square. 

*She has a diamond shaped face. = Her face is diamond in shape.   

*He has a heart shaped face. = His face is heart shaped. 

 

2) Looks 

Male Female Both Male and Female 

handsome pretty, beautiful, 

lovely, stunning, 

elegant  

attractive, gorgeous, smart, presentable, 

plain, ordinary, good-looking, cute   

Samples of Sentences 

He is 

handsome. 

She is pretty. 

She is lovely. 

She is stunning. 

She is elegant. 

She is attractive. 

She is good-looking. 

She is cute. 

He is gorgeous. (spoken language) 

He is ordinary. 

He is smart. 

 

3) Height 

Tall Short Medium Height 

He is tall. 

He is quite tall. 

He is very tall. 

He is short. 

He is quite short. 

He is average height. 

He is normal height.  

He is medium height. 

He is relatively normal height. 
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4) Build 

Average Build Big Body Belly 

 Negative 

- She is skinny, 

underweight or bony.  

 Positive 

- She is slim, slender, thin, 

lean, wiry, petit or lanky. 

 Medical 

- She is anorexic. 

 Negative 

- She is tubby, overweight, obese, 

fat, heavy, chubby, husky or 

heavyset. 

 Positive 

- She is bonny. 

 Neutral 

- She is plump, stocky, large or 

curvy.  

He has a 

beer belly. 

 

5) Hair 

Types of Hair 

straight straight bald straight wavy curly 
tightly 

curled 
receding 

Length and characteristics of Hair 

long short bald 
shoulder 

length 

medium 

length 
short 

shoulder 

length 

receding 

hairline 

Examples of Sentences 

She has 

long, 

straight, 

black 

hair. 

She has 

short, 

straight, 

black 

hair. 

He is 

bald. 

She has 

shoulder 

length, 

straight 

blond 

hair. 

She has 

medium 

length, 

wavy, 

red 

hair. 

She 

has 

short, 

curly, 

blond 

hair. 

She has 

shoulder 

length, 

tightly 

curled, 

brown 

hair. 

He has a 

receding 

hairline. 

6) Eye colors 

hazel light brown dark brown black gray 

green blue light blue amber violet 

Samples of Sentences 

*He has gray eyes. = He has got gray eyes. = His eyes are gray. 

*He has blue eyes. = He has got blue eyes. = His eyes are blue. 

*She has black eyes. = She has got black eyes. = Her eyes are black. 

*She has hazel eyes. = She has got hazel eyes. = Her eyes are hazel.  
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7) Skin and complexion colors 

sallow 

(pale yellow, doesn’t look healthy) 

peaches-and-cream 

(smooth, pale, slightly pink) 

olive 

(yellowish brown) 

tanned 

(tan from the sun) 

rosy 

(pink, looks healthy) 

ruddy 

(red, look healthy) 

pallid 

(very pale, doesn’t look natural or 
good) 

swarthy  

(dark skin) 

bronze 

(attractive brown from sunbathing) 

bloodless  

(very pale) 

jaundiced  

(slightly yellow because of illness) 

rubicund  

(having a red face) 

pallor  

(very pale from sickness or worry) 

florid  

(red face) 

gray  

(look pale from illness or shock) 

white 

 (very pale face from angry, fright) 

pasty  

(looks pale and not very healthy) 
 

Example Sentences 

*He has bronze skin. = His skin is bronzed. 

*He has tanned skin. = His skin is tanned. 

*He has rubicund complexion. = His complexion is rubicund. 

*She has peaches-and-cream skin. = Her skin is peaches-and-cream. 

*She has ruddy skin. = Her skin is ruddy. 

***Remark: A complexion color usually refers to the color of a person’s face.  

8) Other appearances 

- He has a moustache. 

- He has a beard. 

- She has freckles. 

- He has wrinkles. 

- She has dimples. 

- She has a scar on her face. 

- She has a mole over her mouth. 
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5.3.2 Personalities Personality refers to someone’s characteristics or qualities which 

can indicate particular individual’s character. Examples of personality types are 

given below (Andrews. 2012 ; Carcer. 2012).  

Positive Negative 

adaptable, adventurous, affectionate, 

agreeable, ambitious, amusing, brave, 

bright, broad-minded, calm, careful, 

charming, communicative, 

compassionate, considerate, 

courageous, creative, decisive, 

determined, diligent, dynamic, 

easygoing, emotional, energetic, 

enthusiastic, fair-minded, faithful, 

fearless, forceful, frank, friendly, funny, 

generous, gentle, good, gregarious, 

hard-working, helpful, honest, 

humorous, imaginative, independent, 

intellectual, intelligent, kind, loving, 

loyal, modest, neat, nice, optimistic, 

passionate, patient, placid, polite, 

powerful, practical, pro-active, quick-

witted, quiet, rational, reliable, 

romantic, self-confident, self-

disciplined, sensible, sensitive, shy, 

sincere, sociable, straightforward, 

sympathetic, thoughtful, tidy, tough, 

unassuming, understanding, 

warmhearted, willing, witty 

aggressive, big-headed, boastful, 

boring, bossy, careless, changeable, 

clinging, compulsive, conservative, 

cowardly, cruel, cunning, deceitful, 

dishonest, flirtatious, foolish, 

foolhardy, fussy, greedy, grumpy, 

gullible, harsh, impatient, impolite, 

impulsive, inconsiderate, inconsistent, 

inflexible, interfering, irresponsible, 

jealous, lazy, materialistic, mean, 

miserly, moody, narrow-minded, 

nasty, naughty, nervous, obsessive, 

overcritical, overemotional, 

pessimistic, possessive, quarrelsome, 

quick-tempered, resentful, rude, 

ruthless, sarcastic, secretive, selfish, 

self-centered, silly, sneaky, stingy, 

stubborn, stupid, superficial, tactless, 

timid, touchy, thoughtless, unkind, 

unpredictable, unreliable, untidy, 

untrustworthy, vague, vain, vengeful,  

weak-willed 

Samples of Sentences 

*The girl is nice, powerful and optimistic. 

*Her husband is a self-disciplined, faithful and hard-working person. 

*My close friend is independent, intelligent, good-tempered, but careless. 

*He is broad-minded, communicative and easy-going, but he is also untidy and 

lazy.   

*Although James is energetic and helpful, he is flirtatious. 

*Even though Charles is foolish, he is a generous and gentle person. 

*Jacob is warmhearted and polite, so a lot of friends like him. 

*My daughter is sometimes naughty, but she is always helpful and brave. 

*Nobody likes him because he is self-centered and narrow-minded. 
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5.3.3 Hobbies 

Hobbies are different activities done by people for pleasure, 

relaxation and entertainment. Hobbies could be done indoors and outdoors. The 

following are examples of hobbies (Johnson, 2013).  

 

 

 

 

 

 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

crocheting   knitting   gardening  

drawing   antiquing   social  

networking   Internet browsing  fishing 

jewelry making  fishkeeping   origami 

photography   bird watching   woodworking  

car restoration  sewing   metal working  

creating models  composing poems  volunteering  

video gaming   interior decorating  blogging  

cross-stitching  swimming   car racing 

cycling    hiking    camping 

picnic    collecting stamps  collecting coins 

diving    travelling   snorkeling 

football   basketball   volleyball 

scuba diving   cooking   exercising 

aerobic dancing  listening to music  talking on the phone 

chatting with friends  doing meditation  going to a temple 

making merit   composing songs  playing the guitar 

painting   growing plants  feeding pets 

reading   sketching pictures  window shopping 

watching TV   going to the cinema  singing 

parachuting   windsurfing   rafting 

floral design   crafting   playing the ukulele 

sightseeing   visiting important places rock climbing  

Samples of sentences 

1. He likes creating car models in his free time because it is challenging 

for  him. 

2. In his free time, he likes video gaming because it is fun and relaxing. 

3. She spends most of her leisure time knitting and cross-stitching. 

4. Sewing is her favorite hobby, but she sometimes makes jewelry. 

5. Going to the temple and doing meditation there is her favorite hobby. 

6. If he has free time, he prefers to go hiking as it is challenging and 

exciting. 

7. He seldom plays the guitar as his hobby, instead, he likes parachuting.   
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Exercise 5.5 

Group the following words. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appearances:  ........................................................................................................................... 

   ……………………………………………………………………………………….. 
   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

Personalities: ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

Hobbies:  ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

   ………………………………………………………………………………………… 

 

 

 

origami   conservative   shoulder length hair 

ruddy    plump    woodworking 

oblong face   a beard   rosy lips 

pessimistic   diamond face   hazel eyes  

blogging   reliable   photography  

fearless   overemotional  dimple   

knitting   freckles   bald  

intelligent   obese    nervous 

fishkeeping   self-disciplined  a moustache 

volunteering   rubicund    mole  

materialistic   medium length hair  antiquing  

swarthy   jealous   wrinkles 

tanned    materialistic   aggressive 
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Exercise 5.6 

Match each of the following persons with their description. 

                               

           (a)                      (b)                       (c)                         (d)                   (e)                  (f) 

                                   

          (g)                     (h)                      (i)                         (j)                     (k)                    (l) 

                                    

          (m)                     (n)                    (o)                     (p)                     (q)                      (r) 

Note. Adapted from 638 primary personality traits, by Coasters P.K., 2013,  
http://ideonomy.mit.edu/essays/traits.html 

______ 1. Sophia is still young. She has long straight blond hair and wears glasses.  

______ 2. Anna has dark brown skin with medium length, tightly curled, black hair. 

______ 3. Grace is middle aged with long wavy blond hair. 

______ 4. Alice is fashionable. She has short straight brown hair and a ruddy face. 

______ 5. Jenny has shoulder length wavy blond hair with big eyes and a rosy face. 

______ 6. Betty has medium length curly black hair with dark brown skin. 

______ 7. Adam is bald and has light skin. 

______ 8. Pete has a receding hairline with a beard and moustache. 

______ 9. Joey has short straight black hair and a scar on his face. 

______ 10. Bryan has short straight black hair with a little beard and a moustache. 

______ 11. Mac has short brown hair and a receding hairline. 

______ 12. Charles has short straight black hair and a big beard.  

______ 13. James is quite old. He has wrinkles on his face. 

______ 14. Emmy has long straight black hair and is bony. 

______ 15. Cathy has long wavy black hair and a mole over her mouth. 

______ 16. Jinny has freckles on her cheeks. 

______ 17. Daniel is a boy who has dark brown skin and short coiled black hair.   

______ 18. Ethan is attractive with dimpled cheeks.  
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Exercise 5.7 

Draw three persons you like and describe them like Exercise 5.6. 
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5.4  Stages of Writing about Other People 

Writing about other people is done using the personal information of 

persons whom students have selected. There are three things students should do 

when writing a paragraph. They are: 1) listing the questions students would like 

to use to get information to write about, 2) interviewing selected persons to 

acquire information, and 3) listing all the information gained and writing it into 

paragraph form (Kliewer. 2005 ; Mikoluk. 2013). These are described below. 

5.4.1 Listing interview questions 

To acquire data, the followings are examples of questions that can 

guide students. 

Items Questions 

1 What’s your name? 

2 What’s your nickname? 

3 How old are you? 

4 Where were you born? 

5 When were you born? 

6 What is your occupation? 

7 Have you got any brothers or sisters? 

8 How tall are you? 

9 How much do you weigh? 

10 What do you like to do in your free time? 

11 What sports do you like? 

12  Why do you like that sport? 

13 How often do you exercise? 

14 What is your favorite food? 

15 Have you got any part-time jobs? 

16 Who is your favorite superstar? 

17 Why do you like that superstar? 

18 Who is your favorite singer? 

19 Why do you like that singer? 

20 What is your special skill? 

21 Do you like living in this city? 

22 What do you usually do after school? 

23 Do you have any part-time jobs? 

24 Do you have any plans after graduation? 

25 Why do you like that occupation? 
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5.4.2 Interviewing a selected person 

These are examples of answers of an interviewed person. 

Items Questions Answers 

1 What’s your name? 
- I’m Janya Sooksaen. 
- My name’s Janya Sooksaen. 

2 What’s your nickname? 
- Just call me Dew. / You can call me Dew. 

- My nickname’s Dew. 

3 How old are you? - I’m 17 years old. 

4 Where were you born? I was born in Nongkhai. 

5 When were you born? I was born on the 5th of June, 1999. 

6 What is your occupation? 

- I’m a 1st/ 2nd/ 3rd year student majoring in 

Law at Udon Thani Rajabhat University. 

- I’m a government officer/an employee/ a 
contract teacher/ unemployed.  

7 
Have you got any brothers or 

sisters? 

- Yes, I have 1 elder brother and 2 sisters. 

- No, I don’t have any brothers or sisters. I’m 
an only child. 

- No, I am an only child of my parents. 

8 How tall are you? I’m 165 cm tall. 
9 How much is your weight? I’m weigh 46 kg. 

10 
What do you like to do in 

your free time? 

- I like/love to chat with friends on 

Facebook. 

11 What sports do you like? 
- I like/love to swim 

- I like/love swimming.   

12  Why do you like that sport? Because it keeps me in good shape. 

13 How often do you exercise? Every weekend/ Every evening.  

14 What is your favorite food? - Yes, I like/love pizza and spaghetti.   

15 
Do you have any part-time 

jobs? 

- Yes, I’m a part-time cashier at Lotus 

Express. 

- No, I don’t.  
16 

Who is your favorite 

superstar? 
I like Ump Pacharapa. 

17 Why do you like him/her? Because she is sexy, friendly and acts well. 

18 Who is your favorite singer? I like Lipta. 

19 Why do you like that singer? Because they are good entertainers. 

20 
Do you have any plans after 

graduation? 

- Yes, I’d like to work for the government. 

- Yes, I’d like to be a government officer. 
- Yes, I want to be a lawyer.  
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5.4.3 Listing the information gained and writing into paragraph 

With the interview results, information acquired could be used to 

create a paragraph.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

My First New Friend 

 I made my first new friend at my university. Her name is Janya 

Sooksaen, but I call her Dew. She is 17 years old and was born on June 5th, 

1999 in Nongkhai. She is the youngest daughter in her family. Now, she is a 

first year student majoring in Law at Udon Thani Rajabhat University. She is 

so slender because she is 165 cm tall and 46 kg weight. Her face is also 

attractive. She has an oval face, black eyes, peaches-and-cream skin, and 

rosy complexion. Her hair is long, wavy and black. In her free time, she likes 

to chat with friends on Facebook and go swimming. She goes to swim every 

evening as it is her favorite sport, and she believes it keeps her in good 

shape. Besides, she is also interested in watching TV, particularly with a 

romantic comedy series played by Ump Pacharapa, who is her favorite 

actress. She has also met this actress once by coincidence at Central Plaza, 

Udon Thani. She said that Ump Pacharapa is so sexy and friendly. When she 

is on TV, she acts very well. Moreover, she also likes duo singers called Lipta 

because they are funny, lively, and good entertainers. Every weekend, she 

works at Lotus Express as a part-time cashier. She works there from 9 am to 

5 pm. She says she enjoys working there since she has a chance to meet a lot 

of people and practice talking to them in a polite way. After work, she and 

her colleagues sometimes go to have dinner at Good Everything Food Shop 

because its pizza and spaghetti are very delicious, which are her favorite 

dishes. She has also planned after graduation. She would like to be a lawyer 

for the government.               
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Other examples of writing about other people are as follows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from 9 famous people who will inspire you to never give up, by Wilton R.J., 2013, 

https://www.themuse.com/advice/9-famous-people-who-will-inspire-you-to-never-

give-up 

 

 

                                                                                This man doesn’t need to introduce since he has become one of the 

most recognized South Korean actors today. Lee Min Ho is just 24 years old 

but is said as a comfortable seat in international stardom. Mentioning his 

name always flutters the hearts of female fans not only in South Korea but 

also in the rest of Asia, the Middle East, Europe and even America. 

According to Lee Min Ho's fame, CNN recently made the Top 20 

Hottest South Korean Male Celebrities list. Undoubtedly, he was placed 

within the ranks of major actors like Jang Dong Gun, Joo Jin Mo and Won Bin. 

Lee Min Ho began the acting career in 2005 with small roles in 'I Am Sam'. In 

this dramas, he acted alongside starlet Park Min Young and Big Bang's T.O.P., 

but this wasn't successful for him. Until his breakout role as the arrogant, 

curly-haired billionaire's son Gu Jun Pyo in 'Boys over Flowers', this attracted 

a lot of audience to interest in him. 

Although there are some claims that Lee Min Ho's explosive popularity 

would die down with the Flower 4 craze, this passionate actor has proven 

that he is still number one-hit ever. Lee Min Ho has already developed his 

career stably and continues to receive love calls from drama producers and 

advertisers alike. Even though, he meets with much success from the acting 

career, it is not his dream. As a child, he aspired to become a soccer player. 

Unfortunately, an injury during his elementary school days forced him to give 

up that dream. In the 2nd year of his high school, he began to interest in 

acting. By his senior year, he officially signed with his current agency, 

Starhaus Entertainment. Later on, he began to bloom. Lee Min Ho isn’t different from ordinary people. He is just like any 

man in his early 20s. He’s still looking for love and admits that a petite, 

innocent and cute lady is his ideal type. He also accepts that he has some 

flaws to share. It is he likes grinding his teeth and talking gibberish in his 

sleep. These annoy his friends so much that they refuse to sleep with him on 

vacations. 

Nowadays, Lee Min Ho is busy filming for his latest action drama, 'City 

Hunter'. Absolutely, this film will also make his fans’ hearts flutter again!  
 

Lee Min Ho 
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Note. Adapted from 9 famous people who will inspire you to never give up, by Wilton R.J., 2013, 

https://www.themuse.com/advice/9-famous-people-who-will-inspire-you-to-never-

give-up 

Sarah Jessica Parker 

 
Parker was born in a poor coal-mining town in rural Ohio, USA. She is 

the youngest of four children. Her parents divorced when she was two. Her 

mother remarried shortly thereafter and had an additional four children. Parker’s stepfather, a truck driver, was often out of work, so she took up 

singing and dancing at a very young age to help supplement her mom’s 
income and feed their 10-person family. Despite hard times and occasionally being on welfare, Parker’s mom continued to encourage her children’s interest in the arts. The family moved to Cincinnati, where Parker 

was enrolled in a ballet, music, and theater school on scholarship. When she 

was 11 years old, the family took a trip to New York City, so Parker could 

audition for a Broadway play. The trip was a success - she and her brother 

were both casted, and the family relocated to New York. Parker continued to 

work hard and land roles, eventually becoming the title character of TV 

juggernaut Sex and the City. 

 

Song Hye Kyo 

 
 Asians over 80% have known this woman well. Song Hye Kyo is a 

remarkable Korean actress who was born on 26 February 1982 in South 

Korea and graduated from Sejong University in the same country. When she 

was young, her parents divorced, and she was raised by her single mom. She 

is cheerful and always in a bright mood. Song started her acting career when 

she was 14 through her first small role in television drama 'First Love', but it wasn’t successful. She became well-known when she acted with Song Seung-

heon and Wong Bin in drama series 'Autumn in My Heart' in 2000. Her fame led her to spokesperson for popular brands like Laneige, Levi’s Lady Style, 

Etude House, Innisfree and Olay.   

http://www.themuse.com/advice/art-smart-an-intro-to-the-arts
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Exercise 5.8 

Write a paragraph according to the given information.  

 

 

 

 

 

 

 

 

 

 

 

 ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Name: Elizabeth Liu    Hobbies: Yoga and Meditation 

Nickname: Alice    Music: Hip-Hop   

Sex: Female     Singer: Eminem 

Age: 23     Book: City of Ashes  

Birthday: September 15, 1995  Movie: The Chocolate Factory  

Place of Birth: New York, USA  TV Show: The Face America 

Nationality: American   Foods: Sandwich and BBQ Ribs 

Ethnicity: Chinese    Talents: Fluent Spanish and Latin 

Status: Unmarried    Sports: Jogging and Aerobic Dance 

Height: 181 cm    Ambition: Hollywood Actress 

Weight: 58 kg 

Hair Color: Blond 

Eye Color: Brown 

Skin Color: Light 

Occupation: Supermodel 

Working Place: George Town Co., Ltd.                  
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Exercise 5.9 

A: Choose a classmate and interview him/her to learn more about this    

person. 

Items Questions Answers 

1 What’s your name?  

2 What’s your nickname?  

3 How old are you?  

4 Where were you born?  

5 When were you born?  

6 What is your occupation?  

7 What subjects do you like?  

8 Why do you like that subject?  

9 Where are you living now?  

10 Are you living there alone?  

11 
Have you got any brothers or 

sisters? 
 

12 What do your parents do?  

13 How tall are you?  

14 How much do you weigh?  

15 What color is your skin?  

16 Describe your hair and eyes?  

17 
What do you like to do in your 

free time? 
 

18 Why do you like to do this?  

19 What sports do you like?  

20  Why do you like that sport?  

21 How often do you exercise?  

22 Do you have any favorite foods?  

23 
Have you got any part-time 

jobs? 
 

24 Who is your favorite superstar?  

25 Why do you like that superstar?  

26 What kind of music do you like?  

27 Why do you like that music?  

28 
Have you got any favorite 

songs?  
 

29 Who is your favorite singer?  

30 Why do you like that singer?  

31 
Do you have any plans after 

graduation? 
 

32 Why do you like that job?  

33 What is your favorite motto?  
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Exercise 5.9 (Cont.) 

B: Write about your partner using the results of your interview on page 

127. 
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Exercise 5.10 

Read Jim Carrey’s short story and answer the questions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note. Adapted from 9 famous people who will inspire you to never give up, by Wilton R.J., 2013, 

https://www.themuse.com/advice/9-famous-people-who-will-inspire-you-to-never-

give-up 

1. What is Jim Carrey known for? ……………………………………………………………………………………………………………… 

2. What type of films does he like to act in? ……………………………………………………………………………………………………………… 

3. What was his family life like when he was a child? ……………………………………………………………………………………………………………… 

4. What happened to him when he was 15? ……………………………………………………………………………………………………………… 

5. How did he do to support his family when he was 15? ……………………………………………………………………………………………………………… 

6. What did he do at a club in Toronto? ……………………………………………………………………………………………………………… 

7. Did he find success at the club in Toronto? ……………………………………………………………………………………………………………… 

8. Did he play in Saturday Night Live? ……………………………………………………………………………………………………………… 

9. What does Law of Attraction mean? ……………………………………………………………………………………………………………… 

10. What movie earned him 10,000,000 million dollars? ……………………………………………………………………………………………………………… 

 

Jim Carrey 

 
On his first comic stand-up at a club called Yuk Yuk’s in Toronto, he was booed 

off stage. Later, when he auditioned for Saturday Night Live for the 1980-81 season, he failed to land the part. However, we all know about Carrey’s later success. In an 

interview with Oprah Winfrey, Carrey talked about how he used the Law of Attraction by 

writing himself a check for $10,000,000 million dollars for “Acting Services Rendered,” 
later placing the check in his wallet for 7 years until he received a $10,000,000 million 

dollar payment for his work in Dumb and Dumber. 

We all know Jim Carrey as a laugh-out-loud zany comic who’s 
brought us some of the highest-grossing comedies of all time such 

as The Mask, Dumb and Dumber, and Ace Ventura. However, we don’t all know the story of Carrey’s struggle. He grew up in a lower-income 

family with a father who struggled to keep jobs. They were so poor 

that he had to drop out of high school at the age of 15 and get a job as a 

janitor just to help support the family. 
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Exercise 5.11 

Read Michael Phelps’ short story. Mark the statements below it with a T if it 

is true and mark F if it is false. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Michael Phelps: Most decorated Olympian of all time, by Executive Speaker 
Bureau, 2016, http://www.executivespeakers.com/speaker/Michael_Phelps 

  
1. ______ Michael Phelps is an American swimmer. 

2. ______ Phelps is 26 years old. 

3. ______ Phelps joined his first Olympic Games when he was 15. 

4. ______ Phelps joined the Olympic Games five times. 

5. ______ Phelps’ most recent Olympic Games was in Brazil. 

6. ______ Phelps got 22 gold medals at Olympic Games in Athens. 

7. ______ Olympic Games in London was the third time Phelps’ participated.  

8. ______ Phelps retired from the Olympic Games in 2014. 

9. ______ Phelps wanted to stop joining Olympic Games when he was 28.  

10. ______ Phelps got 26 medals in four Olympic Games. 

11. ______ Phelps’ fifth Olympic Games was in Brazil. 
12. ______ Phelps got two silver and two bronze at Olympic Games in Brazil. 

13. ______ Phelps is the oldest gold medalist in Olympic swimming history. 

14. ______ Phelps has the most Olympic medal wins. 

15. ______ Phelps got four golds in the 200-meter medley.  

 

Michael Phelps 

 

 

 

 

 

He went on to win medals at the Olympic Summer Games in Athens, 

Beijing, London and Rio, accumulating a total of 26 medals - 22 gold, two 

silver and two bronze - and setting the record for the most medal wins by any 

Olympic athlete. Phelps announced his retirement in 2012; however, in April 

2014, he announced he was coming out of retirement and would return to 

professional competition at the age of 28. In June 2016, he clinched his spot 

on the 2016 U.S. Olympic swim team, making him the first American male 

swimmer to earn a spot on five Olympic teams. At the 2016 Olympic Games, 

he won four gold medals and became the oldest individual gold medalist in 

Olympic swimming history, as well as the first swimmer to win four 

consecutive golds in the same event, the 200-meter individual medley. 

 

Swimmer Michael Phelps has set the record for 

winning the most medals, 26, of any Olympic athlete in 

history. Born on June 30, 1985, in Baltimore, Maryland, 

Michael Phelps completed in his first Olympics at the 

age of 15, as part of the U.S. men's swim team. 
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POSTTEST 

A: Fill in the gaps with appropriate choices and answer the questions.  

(1-10) 

 

 

 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from 9 famous people who will inspire you to never give up, by Wilton R.J., 2013, 

https://www.themuse.com/advice/9-famous-people-who-will-inspire-you-to-never-

give-up 

1. a. filmed b. born c. famous   d. shown      e. a star  

2. a. import b. imports c. importing   d. importer      e. imported 

3. a. act  b. acts  c. acting   d. acted      e. actor 

4. a. meeting b. meet c. meets   d. met      e. have met 

5. a. hear  b. hearing c. hears   d. has heard      e. heard 

6. What does Robert Pattinson do? 

a. Athlete b. Actor c. Musician     d. Director    e. Cameraman  

7. What did Robert do when he was fifteen? 

a. Owned the Barnes Theatre Company b. Played the guitar and piano 

c. Joined amateur plays   d. Worked about vintage cars 

e. Enjoyed music 

8. What role did Robert play in Harry Potter? 

a. Goblet of Fire  b. Giselher  c. Mike Newell 

d. Edward Cullen  e. Cedric Diggory 

9. What is Robert’s first film? 

a. Kingdom of Twilight b. Harry Potter c. Twilight 

d. How to Be   e. Little Ashes 

10. In which film is Robert’s music included? 

a. Kingdom of Twilight b. Harry Potter c. Twilight 

d. How to Be   e. Little Ashes 

Robert Pattinson 

 
 

 

 

 

 

 

 

 

Robert Douglas Thomas Pattinson was _____(1)_____ on May 

13, 1986 in London, England. His mother Clare worked at a modeling 

agency, and his father Richard was a vintage car _____(2)_____. In his 

leisure time, he likes playing the guitar and piano. He also enjoys 

music. Robert started _____(3)_____ in amateur plays with the Barnes 

Theatre Company when he was fifteen. 

In 2004, he took a screen role as Giselher for a famous film Kingdom of 

Twilight. In 2005, after ______(4)______ Mike Newell, Robert took on the role of Cedric 

Diggory in Harry Potter and the Goblet of Fire. Afterward, he was casted as Edward 

Cullen in the famous film Twilight launched in 2008. He also joined two films - 

Little Ashes and How to be – in the same year. Robert was good at composing 

songs, and his created song was also shown in the film Twilight that everyone had 

already _____(5)_____.   

 

http://www.imdb.com/name/nm0001565?ref_=nmbio_mbio
http://www.imdb.com/title/tt0330373?ref_=nmbio_mbio
http://www.imdb.com/title/tt1099212?ref_=nmbio_mbio
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POSTTEST (Cont.) 

B: Choose the best answers to fill the gaps in the story below. (11-15) 

 

 

 

 

    

    

 

 

 

11.  a. come b. turn  c. have    d. look     e. will be 

12.  a. white b. black c. gray    d. little     e. long 

13.  a. choosing b. cutting c. washing   d. changing     e. wearing 

14.  a. cheerful b. scary c. boastful   d. untidy     e. nervous  

15.  a. let  b. selected c. joined   d. threw     e. allowed 

C: Choose the best answer to suit the following statements. (16-20) 

16. Becky is from Malaysia. She is _________, and everyone __________ her Beck. 

a. Malay, call   b. Malay, calls   c. Malay, calling 

d. Malaysian, call  e. Malaysian, calls 

17. Her _____________ hair interests everyone in the classroom. 

a. blond long wavy  b. long wavy blond   

c. wavy long blond  d. wavy blond long   

e. long blond wavy  

18. The teacher doesn’t talk to her because _______________. 
a. she is stingy    b. she always has untidy looking 

c. she talks too much   d. she is forgetful    

e. she is always aggressive 

19. John’s hobbies are _________ tennis, _________ magazines, and __________. 
a. to play, reading, shopping  b. playing, reading, shopping 

c. playing, to read, to shop  d. to playing, to reading, to shopping 

e. to play, to read, to shopping 

20. Which contains a word that isn’t related to the other two? 

a. parachuting, snorkeling, diving            

b. cheerful, good-tempered, diligent 

c. obese, bald, hazard eyes             

d. attractive, chubby, careless 

e. oval face, moustache, complexion   

Mickey Mouse 

 

 

 

 

 

 

 

 

 

 

My name is Mickey Mouse. I ____(11)     80 years old 

today, and there's not a _____(12)      hair on my head. I am a little 

rounder, a little squatter, and I have been _____(13)       the same 

clothes for decades, but all in all, I look pretty good. I haven’t had a movie in two years (my last one went direct-to-video), but 

my _____(14)       face remains one of the most recognizable images in the world, 

even beating out Santa Claus. Disney _____(15)       a big party for my 75th 

birthday, so this year's festivities will be comparatively subdued. 

 



 

134 Writing about Oneself and Other People 

REFERENCES 

Andrews, D. (2012). Character description resource. Retrieved August 21, 

2013, from http://www.wordpool.co.uk/wfc/info/characterdescription.htm 

Carcer, L. (2012). Vocabulary: Personality and appearance. Retrieved August 

15, 2013 from http://notonlylanguage.blogspot.com/2012/09/unit-1-

vocabulary-personality-and.html 

Coasters, P.K. (2013). 638 primary personality traits. Retrieved August 18, 

2013, from http://ideonomy.mit.edu/essays/traits.html 

Executive Speaker Bureau. (2016). Michael Phelps: Most decorated Olympian 

of all time. Retrieved June 30, 2016 from http://www.executivespeakers. 

com/speaker/Michael_Phelps 

Johnson, A. (2013). This list of 50 low-cost hobbies will excite you. Retrieved 

August 18, 2013, from http://www.lifehack.org/articles/money/this-list-

50-low-cost-hobbies-will-excite-you-2.html 

Kliewer, M.A. (2005). Writing it up: A step-by-step guide to publication for 

beginning investors. Retrieved August 2, 2013 from https://www.med. 

upenn.edu/mdresearchopps/documents/Writingitup-step-by-step.pdf  McBee, O., & Melinda, J. (2012). Beyond what “sounds right”: Reframing grammar 
instruction. Language Arts Journal of Michigan, 27(2), 21-24.  

McBee, O., & Melinda, J. (2013). Gatekeepers and guides: Preparing writing 

teachers to negotiate standard language ideology. Teaching/Writing: 

The Journal of Writing Teacher Education, 2(1), 12-20.    

Mikoluk, K. (2013). How to write a journal: Follow these steps. Retrieved 

August 15, 2013, from https://blog.udemy.com/how-to-write-a-journal/   

Smith, G. (2013). Appearance and character. Retrieved August 19, 2013, from 

http://usefulenglish.ru/vocabulary/appearance-and-character 

Wilton, R.J. (2013). 9 famous people who will inspire you to never give up. 

Retrieved August 20, 2013, from https://www.themuse.com/advice/9-

famous-people-who-will-inspire-you-to-never-give-up 

Woodford, F.P. (1999). Writing a journal article, dissertation, research-grant 
proposal: Steps for graduate students and others. CBE Views, 22(1), 12-
13. 

Zuckermann, T. (2007). A reflection on reflective journals in teacher 

education. Paper presented at MOFET, Kaye College, Be’er Sheva, Israel, 

June 25, 2007.  

http://www.executivespeakers/
https://www.med/


 

 

 

UNIT 6 
 

WRITING ABOUT  

CAREER GOALS                                                

 

 

 

 

 
 

 

 

 

 

 

 



 

136 Writing about Career Goals 

Unit 6 

Writing about Career Goals 

Course Code: GE10003       Hours: 12 

Objectives:  After the course, students will be able to: 

1. Correctly explain the parts of a resume,  

2. Write their individual resumes,  

3. Answer questions about resume,  

4. Accurately describe the qualifications given in job 

advertisements,  

5. Match applicant qualifications with job advertisements,  

6. Completely answer questions about job advertisements,  

7. Distinguish between different forms of cover letters,  

8. Indicate the parts of cover letters,  

9. Fill in gaps with suitable words/phrases in cover letters,  

10. Write their individual cover letters,  

11. Answer questions about cover letters,  

12. Address an envelope,  

13. Explain meanings of items on job application forms,  

14. Describe the functions of job application forms,  

15. Fill in information gaps with their own data on application 

forms.  

Contents: This unit focuses on learning how to write a resume, translate job 

advertisements, write a cover letter, and fill in information gaps on 

different job application forms.    

Activities: Four important activities in this unit are:  

1. A pretest 

2. Learning  how to write about career goals 

3. Completing exercises 

4. A posttest. 

Teaching Materials:   The materials employed in this course are: 

1. Instructional materials  

2. Computer notebook 

3. Authentic sources such as newspaper or magazines 

4. Worksheets 

Evaluation: Students are evaluated on the basis of:  

1. Class participation  

2. Completion of exercises 

3. Group discussion 

4. A pretest and a posttest  

5. Midterm and final tests.   
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PRETEST 

A: Choose the best answer to each of the following questions. (1-10) 

1. Which should not be put in a resume? 

a. Expected Salary  b. Position Sought  c. Marital Status 

d. Current Address  e. References 

2. Which is an optional in a resume? 

a. Experience   b. Education   c. Personal Data 

d. Qualification  e. Training Courses 

3. Which is unnecessary in a resume until a company requests it? 

a. Awards   b. References   c. Education 

d. Curricular Activities e. Licenses 

4. What degree does an undergraduate student receive upon graduation? 

a. master degree  b. doctoral degree  c. certificate 

d. bachelor degree  e. diploma 

5. What does B.Sc. stand for? 

a. Bachelor of Systems b. Bachelor of Statistics  

c. Bachelor of Soldier  d. Bachelor of Secretary  

e. Bachelor of Science 

6. Which is usually attached to a cover letter? 

a. Photo   b. Resume    

c. Transcript   d. Copy of one’s ID card  

e. All of these  

7. What indicates that there are other documents attached to a cover letter? 

a. enclosure   b. salutation    

c. inside address  d. resume    

e. body of the letter 

8. Which should be stated in the first paragraph of a cover letter? 

a. latest position  b. marital status   

c. experience   d. sources of job ads   

e. education history 

9. Which is a suitable complimentary close if the salutation is Dear Sirs? 

a. Kind Regards  b. Sincerely Yours   

c. Best Regards  d. Yours Faithfully   

e. Regards 

10. Which is an appropriate sentence to end a cover letter? 

a. I am ready to be called for an interview at your convenience. 

b. I am looking forward to hearing from you soon. 

c. I would like to apply for this position. 

d. I graduated from Udon Thani Rajabhat University. 

e. I was a student trainee at Charoen Hotel in 2013.  
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PRETEST (Cont.) 

B: Read the job ad. Mark a T if it is true and mark F if it is false. (11-20) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from How to write a cover letter, by Doyle A., 2013a,  

https://www.thebalance.com/how-to-write-a-cover-letter-2060169  

 

11. ______ This job is for only Thai people. 

12. ______ An applicant who has a bachelor’s degree can apply for the position 

of assistant officer. 

13. ______  An applicant who wants to apply for a sales manager position must  

have at least three year experience. 

14. ______ An applicant with computer knowledge has an advantage.  

15. ______ An applicant who wants to apply for a sales manager position must  

work in the company’s headquarters. 

16. ______ Documents that should be attached to a cover letter consist of a  

copy of the applicant’s passport, a photograph, and a resume. 

17. ______ A position applied for should be stated in a cover letter. 

18. ______ Similar skills are required for both positions. Applicants should be  

willing to travel and have computer knowledge. 

19. ______ An applicant who has a Bachelor degree can work as a sales  

manager. 

20. ______ An interested candidate should be self-motivated, competent,  

committed and enthusiastic.   

Career Opportunity 
Sand Tara Jumpi Co., Ltd. is recruiting Thai candidates who are enthusiastic, committed, 

competent, and self-motivated for the following positions: 

1. SALES MANAGER                                                                                                         1 POSITION 

 Master of Business Administration in Marketing from a recognized university  

 At least 5 year experience in marketing or related field 

 Able to travel at least once a week as for our product distribution network 

 Computer literacy  

2. SALES OFFICER/ASSISTANT OFFICER                                                              4 POSITIONS 

 Bachelor of Business Administration in Marketing from a recognized university  

 At least 3 year experience in marketing or related field 

 Able to travel as needed for our product distribution network 

 Computer literacy  

 Work station: Navanakhorn Industrial Estate, Pathum Thani (head quarter based) 

Interested Thai candidates are requested to submit a recent 2-inch photograph and CV 

indicating the position applied for, within the 30 days from the advertisement in the 

following address:  

Human Resource Division 

Sand Tara Jumpi Co., Ltd. 

4/5 Navanakhorn 5 Road, Khlong Nueng Sub-district  

Khlong Luang District, Pathum Thani 12120 

E-mail address: sumy@mos.com.np 
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UNIT 6 

Writing about Career Goals 

 Effective writing helps students to achieve their career goals. To start 

with, students should understand types of documents related to their careers. 

Then, they need to work and practice until they become skillful in writing for job 

applications. In this unit, writing about career goals is divided into four parts 

including resumes, job advertisements, cover letters and job application forms. 

Each of them is described as follows.        

6.1  Resume 

 A resume which is also known as Curriculum Vitae (CV) has become one 

of important tools to attract potential employers’ interest in a candidate. A clear 

and well organized resume is always important to an employer. A complete 

resume should include: 1) a heading, 2) career objectives, 3) education history, 

4) experience, 5) qualifications, 6) personal information (optional), and 7) 

references (Youth Central, 2013a). These are described respectively. 

1) Heading  

The heading section should be on top of the resume. It contains 

information including one’s full name in capital letters, contact address with zip 

code, telephone number, and e-mail address.    

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MISS SUTTIDA NAMPRASERT 

Current Address:  35/7 Village No.6, Nongsamrong Sub-district,  

Mueang District, Udon Thani Province,  

Thailand 41000 

Telephone Number:        091-5959775 

E-mail Address:      suttidanam@gmail.com 

  

 

MR. RACHANON DUMRONGVIBOON   

46/21 Prachasunti Lane, Nongbua Sub-district, Mueang District,  

              Udon Thani Province, Thailand 41000 

Telephone Number: 087-6344324 

rachadumrong@yahoo.com 
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2) Career Objectives 

This section is placed under the heading section. To complete this 

section, students should indicate the position in which they are interested. Some 

examples are given below (Career Objectives Statements – Samples for Resumes. 

2013 ; Ajaz. 2013 ; Palladian Career Resources. 2013).   

 To obtain a significant and challenging position as a Financial 

Analyst Advisor wherein I will learn and excel in financial 

processes 

 Seeking a position in Sales and Marketing wherein I can utilize my 

communication skills and my Bachelor of Business Administration 

degree to build a strong distribution network for achieving a 

higher level of market penetration  

 An engineering graduate seeking an entry level position in as an 

Electrical Engineer 

 To grow in a progressive organization as a Project Manager where 

the blend of my five year experience and enhanced educational 

skills can help in achieving the goals of the company 

 Seeking employment in Transportation Coordination but would 

enjoy discussing other available positions for which I am qualified 

 Seeking a fulfilling position in the maintenance industry that offers 

growth opportunities and allows me to utilize my leadership skills 

and experience 

3) Education 

Educational history indicated in a resume should not give information 

about your high school or secondary school education. Instead, it should list your 

vocational diploma, bachelor degree, master degree, doctoral degree, and post-

doctoral work, if you have any of these. Details should be given in the educational 

section that include your graduation date and year, educational degree, major, 

educational institutes, and GPA (optional). Abbreviations for different degrees 

are as follows: 

 B.B.A. = Bachelor of Business Administration  

 B.A. = Bachelor of Arts 

 B.P.A. = Bachelor of Public Administration   

 B.L. = Bachelor of Laws 

 B.S. or B.Sc. = Bachelor of Science    

 B.Ed. = Bachelor of Education 

 B.Eng. = Bachelor of Engineering    

 B.F.A. = Bachelor of Fine Arts  

 B.Tech. = Bachelor of Technology    

 B.Acc. = Bachelor of Accountancy 

 B.Com.Arts = Bachelor of Communication Arts 
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Generally, your degrees are given in the order of the highest degree to 

the lowest degree. If you have a low GPA, it should not be mentioned. However, if 

you receive first-class honors or second-class honors, do not hesitate to include 

this information on a resume. An example of an educational section is shown 

below. 

 

  

 

   

  

 

 

 

 

4) Experience 

Students who never had a part-time job can list their experience in 

their internship when they were student trainees. However, it is also a good idea 

if students who had part-time jobs can give this information with a little 

description of their jobs. Details in the experience section include employment 

dates and years in each job, title of the position held, job responsibilities, work 

awards, among others. Like in the educational section, the latest experience is 

given first. Jones (2011) gives a sample of writing experience as shown below. 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

May 2023 M.B.A. (Tourism) 

  Master of Business Administration in tourism 

  Khon Kaen University 

  GPA: 3.73   

May 2020 B.B.A. (Marketing) 

Bachelor of Business Administration in marketing 

  Udon Thani Rajabhat University 

  GPA: 3.67 (First-Class Honors) 

Curatorial Intern          May 2011 – October 2011 

Ban Chiang National Museum - Udon Thani, Thailand 

 Photographed, described and documented artifacts 

 Cataloged and numbered objects to prepare for housing 

 Reviewed concept documents for exhibition development 

 Utilized research skills and demonstrated the ability to work 

independently and on a project  

 Assisted with historical research for use in Museum publications, 

exhibitions, and public programs 

   

Gallery Assistant     March 2008 – June 2010 

Lanna Arts Gallery – Chiang Mai, Thailand 

 Gained knowledge of gallery operations and administration 

 Greeted patrons and answered questions regarding the art on display 

 Applied organizational skills to assist with planning exhibitions and 

creating programs 
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5) Qualifications 

This is an important section that attracts the most employer’s interest 

in a candidate. Details in this section should support and be parallel with the 

position applied for. Most qualifications are about computer skills, language 

capabilities, licensures, professional affiliation, honors received, curricular 

activities, leadership experience while studying, and relevant courses or training 

courses. Example phrases used to describe qualifications are as follows. 

   Proficient in Microsoft Office, Excel, Power Point and Photoshop 

   Conversational in English and Chinese – able to service English 

and Chinese speaking customers 

   Able to type English and Thai 70 and 60 wpm, respectively 

   Knowledge of food processing and food preservation 

   Frequently commended by management for having a positive 

attitude towards work and customers 

   Awarded “Employee of the Month” 

   Possess excellent conflict resolution skills 

   Familiar with mechanical technology and designs 

   Received in-depth training for proper food handing techniques 

6) Personal Information (optional) 

This part is an optional that is unnecessary to be added in a resume 

because it is quite personal. However, if a candidate is required to have this part, 

the following items such as birth date, marital status, health, nationality, 

ethnicity, religion, interests, or hobbies should be given.  

 Date of Birth: July 14, 1998    

 Domicile: Udon Thani, Thailand 

 Nationality: Thai     

 Ethnicity: Thai 

 Religion: Buddhism/Christian/Islam 

 Marital Status: Single/Married/Divorced/Widowed 

 Military Service Obligation: Conscripted/Exempted/No Military 

Service/No Military Service Obligation/Military Discharge 

Letter or Certificate of Exemption from Military Service/ Reserved Officers’ Training Corp Course (R.O.T.C) 

 Health: Excellent/Good/Very Good 

 Congenital Disorder: No/Asthma/Migraine/Allergy   

 Personality: Good-tempered/Active/Lively/Hard-working 

 Interests: Reading/Cycling/Listening to Music/Cooking 
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7) References 

The references section is the last part of a resume and is placed at the 

bottom of the resume. A referee is a person who can attest that a candidate 

formerly worked with them. Consequently, appropriate referees should be 

former supervisors, ex-employers, or a previous chief. In the case that a 

candidate is still working and has not resigned from the current work, a present 

employer can be his/her reference. According to business etiquette, if a 

candidate wants someone to be a reference, the candidate should ask him/her 

first. Referee information includes his/her full name, title, workplace’s name, 
telephone number, and address. Moreover, it would be better if the candidate 

indicates his/her relationship with the referee and the period of time the 

candidate has known the referee. Information supplied by your references is 

quite important for employers when they decide to select a candidate to work, 

and it should contain reference details. 

Reference Relationship 
Years 

Known 

Mr. Jumrust Pongpol 

Pharmaceutical Trading 

Manager 

042-221321 (preferred contact) 

pongpoljum@hotmail.com 

Mr. Pongpol was my manager 

for the past three years. He 

can attest my development of 

a portfolio in the north-east. 

Three 

Miss Sangravee Choksakul 

Charoen Imports 

HR Department 

042-344211 (preferred contact) 

Sangravee1990@yahoo.com 

Ms. Choksakul was my 

mentor and provided me 

support on the way to 

becoming a sales manager. 

She witnessed my drive and 

transformation from an 

officer to a manager. 

Five 

Mr. Yuttana Saipunt 

Xia Liu Enterprise 

Supervisor 

042-437766 (preferred contact) 

39 Ta-han Rd., Mueang District, 

Udon Thani 41000 

Mr. Saipunt was my 

supervisor at the beginning 

of my career in sales. He can 

speak about my enthusiasm 

and results which made me a 

senior sales officer in only 

three months. 

Two 

 

Note. Adapted from How to write a cover letter, by Slack M., 2013,   

https://resumegenius.com/cover-letters-the-how-to-guide 

 

 

mailto:pongpoljum@hotmail.com
mailto:Sangravee1990@yahoo.com
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8) Samples of Resumes 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Note. Adapted from Writing a resume, by Government of Canada Services for Youth, 2013,         

http://www.youth.gc.ca/eng/topics/jobs/resume 

 Adapted from A sample of resumes, by Jones D.I., 2011,  

https://www.hood.edu/uploadedFiles/Hood_College/Common/campus_services/do

cuments/career_art.pdf  

MISS PATCHAYA TUDSAKORN 
311/4 Ta-han Road, Mark-kaeng Sub-district, Mueang Distirct, Udon Thani 41000 

Cellphone: 091-4533521   E-mail: patchayaaof@gmail.com 

Career Objectives 
Seeking employment in Applied Arts but would enjoy discussing other available 

positions for which I am qualified 

Education 
May 2020 Bachelor of Fine Arts in applied arts 

  Udon Thani Rajabhat University 

  GPA: 3.67 (First-Class Honors) 

Experience 
Gallery Assistant               March 2008 – June 2012 

Lanna Arts Gallery – Chiang Mai, Thailand 

 Operated and administrated gallery exhibition  

 Greeted customers and gave them information about the art on display 

 Helped planning exhibition and creating programs through organizational 

skills 

Qualifications 
 Proficient in drawing, painting, and photography   

 Familiar with Illustrator and Photoshop 

 Conversational in English – able to service English speaking customers 

 Able to type English and Thai 70 and 60 wpm, respectively 

Personal Information 
Date of Birth: February 14, 1998 Domicile: Udon Thani 

Nationality: Thai   Personality: Active and lively 

Ethnicity: Thai    Health: Excellent 

Height: 167 cm    Weight: 51 kg 

Marital Status: Single   Interests: Drawing and painting 

Reference 
Mr. Jumrust Pongpol              

Supervisor of Gallery Supply Studio, Chiang Mai 

038-421321 (preferred contact)        

pongpoljum@hotmail.com 

 Mr. Pongpol was my supervisor for three years at the beginning of my 

career in Arts. He can speak about my enthusiasm, the effectiveness of my work and that I received “The Best Employee of the Year” award in 2010.  
 

 

https://www.hood.edu/uploadedFiles/Hood_College/Common/campus_services/documents/career_art.pdf
https://www.hood.edu/uploadedFiles/Hood_College/Common/campus_services/documents/career_art.pdf
mailto:pongpoljum@hotmail.com
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Note. Adapted from OCS resume & cover letters, by Undergraduate Resource Series, 2013, 

http://ocs.fas.harvard.edu/files/ocs/files/undergrad_resumes_and_cover_letters.pdf 

 

 

MR. SOMPHONG CHOOCHAIVONG 
Current Address: 21/3 Lat Phao Rd., Khlong Chan, Bang Kapi, Bangkok 10240 

Permanent Address: 154 Nittayoe Rd., Mueang District, Udon Thani 41000 

Cellphone: 087-5638765 

E-mail: somphong2542@hotmail.com 

OBJECTIVE 
To employ my proven skills as a sales driver to be an asset to a progressive company’s marketing development 

EDUCATION 
2020 B.B.A. in marketing from Udon Thani Rajabhat University 

2018 Vocational Diploma in marketing from Udon Thani Vocational College 

ADDITIONAL QUALIFICATIONS 
 Certificate in Public Speaking from AUA, Udon Thani 

 Certificate in Marketing Strategy Development from Khon Kaen University 

 Received training in driving and gained a driving license from Udon Thani 

Provincial Transport Office 

SCHOLARSHIPS/AWARDS 
 Was given the best student award at Udon Thani Rajabhat University in 

2017 

 Sports Scholarship at the university for outstanding performance as a 

football athlete 

EXPERIENCES 
 A student trainee working as a position of Customer Service Agent at Kata 

Beach Resort Hotel in Phuket from May 2017 – August 2017 

 A part-time cashier at Jaroen Thai Suki & Shabu, Udon Thani from March 

2016 – December 2016 

INTERESTS 
Organizing events and charity drives, current affairs, football and sports 

STRENGTHS 
Balance group behavior with leadership qualities, sound health and a sense of 

humor 

REFERENCE 
Mr. Amnat Gardkaew 

Front Office Manager 

Kata Beach Resort Hotel, Phuket 

Cellphone: 085-9439433 

amnat@katabeachhotel.in.th  

 

mailto:somphong2542@hotmail.com
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Exercise 6.1 

Fill in the resume’s gaps with your own information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 …………………………………………………………………………………………………… 

Address: ……………………………………………………………………………………………………………….. 
                  ………………………………………………………………………………………………………………… 

Cellphone: ……………………………..  E-mail: …………………………………………… 

Career Objectives:  …………………………………………………………………………………………………………………… …………………………………………………………………………………………………………………… 

Education:  …………………………………………………………………………………………………………………… 

         …………………………………………………………………………………………………………………… 

Experience:  …………………………………………………………………………………………………………………… 

            …………………………………………………………………………………………………………………… 

             …………………………………………………………………………………………………………………… 

Additional Qualifications:     

        …………………………………………………………………………………………………………………… 

          …………………………………………………………………………………………………………………… 

            …………………………………………………………………………………………………………………… 

Scholarships/Awards: 

 …………………………………………………………………………………………………………………… 

 …………………………………………………………………………………………………………………… 

Extra-Curricular Activities: 

 …………………………………………………………………………………………………………………… 

 …………………………………………………………………………………………………………………… 

Interests: 

 …………………………………………………………………………………………………………………… 

Reference: 

 ................................................................................................................................................................. 

 …………………………………………………………………………………………………………………… 

 …………………………………………………………………………………………………………………… 

 …………………………………………………………………………………………………………………… 
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Exercise 6.2 

Use this resume to answer the questions on page 148. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note. Adapted from Receptionist resume sample, by My Perfect Resume, 2013, 

https://www.myperfectresume.com/how-to/administration/administration/  

 

MISS WANNAPA THONGSUK 
25/7 Athibodee Rd., Mueang District, Udon Thani 41000 

Cellphone: 088-7366306 

wannapath@yahoo.com 

OBJECTIVES 
Energetic, results-oriented receptionist eager to bring strong administrative 

skills to a growing company in need of top-level support.   

EDUCATION 
April 2019 B.B.A. (Hotel and Tourism)  

South-Eastern Seaboard Asian University 

  GPA: 3.56 (Second-Class Honors) 

QUALIFICATIONS 
- Multi-line phone system expert - Document management   

- Strong interpersonal skills  - Vendor coordination 

- Mail and package delivery  - Microsoft Office Suite 

EXPERIENCES 
Receptionist               June 2011 – September 2014 

Center Heart Resort Hotel, Udon Thani 

 Maintained the front desk and reception area in a neat and 

organized fashion 

 Supplied key cards and building access to employees and visitors 

 Posted open positions on company and social media websites 

 Received and distributed faxes in a timely manner 

 Supported executives and handled extra projects as needed 

 Periodically sat in on meetings to transcribe notes 

AFFILIATION 
International Association of Administrative Professional, Member, 2009 – 

present 

REFERENCE 
Miss Kunlaya Meechaivong 

Front Office Manager 

Center Heart Resort Hotel, Udon Thani 

Cellphone: 086-5733725 

kunlaya@centaraudon.co.th 

mailto:wannapath@yahoo.com
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Exercise 6.2 (Cont.) 

Answer these questions according to the resume on page 147. 

1. Whose resume is this? ……………………………………………………………………………………………………………… 

2. What position is the candidate applying for? ……………………………………………………………………………………………………………… 

3. What degree did the candidate receive? ……………………………………………………………………………………………………………… 

4. Where did the candidate graduate from? ……………………………………………………………………………………………………………… 

5. Does the candidate have any experience? ……………………………………………………………………………………………………………… 

6. What was title of the candidate’s previous position? ……………………………………………………………………………………………………………… 

7. Where did the candidate formerly work? ……………………………………………………………………………………………………………… 

8. Did the candidate ever take notes while attending a meeting? ……………………………………………………………………………………………………………… 

9. What did the candidate do with key cards and building access? ……………………………………………………………………………………………………………… ……………………………………………………………………………………………………………… 

10. What did the candidate do when receiving faxes or mail? ……………………………………………………………………………………………………………… 

11. Who is candidate’s reference? ……………………………………………………………………………………………………………… 

12. What is the reference’s position? ……………………………………………………………………………………………………………… 

13. Where does the reference work? ……………………………………………………………………………………………………………… 

14. What is the candidate’s affiliation? ……………………………………………………………………………………………………………… 
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6.2  Job Advertisements 

 A job advertisement known as a job ad, job vacancy, job opportunity, or 

career opportunity is defined as a written announcement in newspapers or other 

media about a work opportunity. The main sections of a job ad are:  

 The company’s information, name and address 

 The title and position of the available job in the company 

 Main tasks, responsibilities, and accountabilities 

 The most important requirements such as knowledge, experience, 

skills, or abilities 

 Information about motivational factors such as salary, benefits, 

development, or career possibilities 

 Details of location, working times, whether or not it involves 

shiftwork or other conditions 

 The applicant’s next actions, e.g. what to send, where, how, and the 

deadline 

 A contact person included name or title of position, telephone 

number, or e-mail address 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note.  Adapted from Example job advertisements, by The University of Sydney Faculty of Science, 

2013a, http://sydney.edu.au/science/career   

 

 CORNRAJ petroleum Co., LTD. 

WANTED 

PRODUCTION MANAGER 

Require services of Production Manager for Ladkrabang manufacturing unit, 

located at Ladkrabang Industrial Estate in Bangkok 

 Must have minimum 10 year experience in relevant industry and worked 

in similar capacity. 

 Minimum qualification F.Sc. with Chemistry. 

 Must be well conversant with the Process of Production, Oil Properties, 

Blends of Oil and also capable of handling Filling, Packing & dispatch 

area. 

 Age not less than 35 years. 

  

Conraj petroleum Co., Ltd.  

1st FL. Ladkrabang Industrial Estate Office, 

Chalong Krung Road, Ladkrabang, 

Bangkok 10520  
 Apply by 16th December 2013 
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Note. Adapted from Write job description and ads, by Victoria State Government, 2013, 

http://www.business.vic.gov.au/hiring-and-managing-staff/staff-recruitment/job-

description-and-advertisementtemplate  

 

 

SABAIJAI CABIN ATTENDANT 

We are looking for individuals with these essential qualifications: 

 Female, age not over 25 year.  

(At the time of application) 

 Minimum height at least 165 cm.  

(Weight must be in proportion to height) 

 TOEIC score results 600 up.  

(Taken within 1 year) 

 Able to swim 50 meters. 

 A bachelor degree or higher in any field. 

 Excellent communication skills in both Thai and English, a third 

language especially Mandarin will be an advantage. 

 Local dialect especially Northern, North Eastern, or Southern are 

advantageous. 

 Exhibit professionalism and friendliness. 

 Cabin crew experience is an asset. 

 Must not wear dental braces. 

 

Please Attachment: 

 Resume in English.  

(Please specify your weight & height) 

 Recent 2 inches formal photo and a full length photo in casual dress. 

 A copy of Identification card. 

 A copy of house registration certificate. 

 A copy of completed transcript. 

 A copy of TOEIC score results of 600 up.  

(Taken within 1 year at the time of application) 

 

Interested candidates please send all documents to: 

Post-mail:  People Department, Sabaijai Airline. 

17th FL., Rajanakarn Building 183 South Sathorn Road, 

Yannawa, Sathorn, Bangkok 10102 
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Note.  Adapted from Example job advertisements, by The University of Sydney Faculty of Science, 

2013b, http://sydney.edu.au/science/career/example_ads.shtml  

 

 

JOB VACANCY 

Field Officer                           1 Position 

The International Citizen Society Foundation is seeking applicants for the 

above position on contract basis to be based at Bang Poo Industrial Estate in 

Samut Prakan. Only shortlisted candidates will be invited for interview.  

Contact Duration: 3 Years, extendable on performance basis 

Professional qualifications and experience: 

 Minimum Graduate with at least 2 years of experience in health 

projects OR Paramedic (lab technician or medical technician) or 

related experience. 

 Must have experience of organizing and conducting trainings and 

meetings at the institute and community level and to provide full 

amid/logistic support for these activities. Shall have working 

experience of record keeping and report writing. 

 Good communication skills are plus. Ability to speak and write well in 

English. 

 Full command of MS Office. 

 Presentation skills are mandatory. 

 Interested candidates please send your CV along with 2” photo and a copy of 

certificates & degrees by 16 June 2013 to: 

The Personnel Division 

The International Citizen Society Foundation 

2nd Floor, Bang Poo Industrial Estate Building 2  

Phraeksa Road, Mueang District, Samut Prakan 10280 

E-mail: ticsfbranch@ticsf.or.th  

 

For more information, please visit our website:  

www.ticsfbranch@ticsf.or.th 

 

mailto:icsfbranch@ticsf.or.th
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Exercise 6.3 

Use this job ad to answer the questions below. 

 

 

 

 

 

 

 

 

W 

 

 

Note. Adapted from What do job ads say employers want?, by Ridgewater College, 2013, 

http://www.ridgewater.edu/programs-and-majors/technical-programs/Legal-

Administrative-Assistant/Pages/Job-Ad-Examples.aspx  
 

1. What company is recruiting an employee? ……………………………………………………………………………………………………………… 

2. What position does the employer want to fill? ……………………………………………………………………………………………………………… 

3. What educational degree should a candidate have? ……………………………………………………………………………………………………………… 

4. What candidate personalities does the employer request? ……………………………………………………………………………………………………………… 

5. What special background knowledge should a candidate have? ……………………………………………………………………………………………………………… 

6. What documents should a candidate submit to this potential employer? ……………………………………………………………………………………………………………… 

7. What are the details that the documents should give? ……………………………………………………………………………………………………………… 

8. What is the deadline for application? ……………………………………………………………………………………………………………… 

Regional Wing of Jingjai Airway 

Requires 

SALES AND RESERVATION ASSISTANCE 
Responsibilities to include: 

 To take care of sales and reservations pertaining to passengers and cargos 

 Assist in sales visits, analyze sales trends, prepare reports and assist in 

reservations and ticketing and well verse analysis MS Office and Power Point 

presentations 

Requirements: 

 Graduate/MBA, preferably in Marketing 

 Excellent command of spoken and written English 

 Preferably with knowledge of airline industry 

 Ability to work under time constrains and multi tasks 

 Team player but also to work independently 

 Pleasing personality to work with customers and vendors 

Please send full resume including work experience, current and expected salary, 

educational qualifications, and passport sized photograph within 18th May 2013 to 

personnel@jingjaiairway.com 
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Exercise 6.4 

Match the following qualifications of candidates with suitable positions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note. Adapted from Job advertisement sample in newspaper, by Career FAQs Courses & Career  

Resources, 2013, https://www.careerfaqs.com.au/career-resources/job-advertise 

ment-sample-in-newspaper  

 Adapted from Job advertisement sample, by SlideShare, (2013), https://www.slideshare  

.net/MazharIftikhar/job-advertisement-sample 

  

 

1. _______ Nicholas is interested in being an engineer. 

2. _______ Daniel wants to be an interior designer. 

3. _______ Britney wants to apply for a position of senior accountant. 

4. _______ Morgan likes to be a security technician. 

5. _______ Vivien aims to be a human resource manager. 

6. _______ Shirley has applied to be a retail manager.  

 

Qualifications: 

 Holds an accounting certificate  

 At least 5 years experience in a 

foreign petroleum company 

 Bachelor degree in commerce 

 Good at speaking and writing 

English 

A 

Qualifications: 

 The ideal candidate should be a MBA or 

equivalent degree holder from a reputable 

institute with 5 years of relevant experience in 

any textile concern or organization. Preference 

will be given to those who have experience in 

independently handling our products.   

B 

Qualifications: 

 Applications are invited from candidates who 

possess MBA/MPA in HR or equivalent 

qualification from HEC recognized 

university/institute with 3 to 5 years of 

relevant experience in a PM & DC recognized 

Medical & Dental College.  

 Candidates who possess HR experience in any 

recognized Medical & Dental College will be 

given preference.   

C 

Qualifications: 

 Bachelor degree in Civil 

Engineering 

 Minimum 10 years working 

experience at a similar position 

 Proficiency in using Ms Office and 

AutoCAD 

 Excellent English language, 

communication and interpersonal 

skills 

D 

Qualifications: 

 Male 

 26-35 yrs. old 

 Graduate of Interior Design Course 

 Have designed and implemented restaurants 

 Creative and artistic, with strong character 

traits & leadership potentials 

 Good command of English language 

 With 4 years of experience as a designer   

E 

Qualifications: 

 Experience with Intruder 

systems 

 CCTV and Access Control 

System 

 Current Security License 

 Current Driver’s License 

 Good customer service skills 

 Good presentation 

F 

https://www.careerfaqs.com.au/career-resources/job-advertise
https://www.slideshare/
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Exercise 6.5 

Read this job ad. Mark statements with a T if it is true and mark F if it false. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 

Note. Adapted from Job as unique as you are, by The Guardian Jobs, 2013,  

https://jobs.theguardian.com/ 

 

1. ______ All the positions 

require at least Master 

degree. 

2. ______ All the positions need 

candidates with working 

experience.  

3. ______ A candidate who is 

interested in being a Senior 

Software Developer must 

have at least 1 year 

experience in software 

development. 

4. ______ A software developer 

should have Bachelor of 

Computer Science degree. 

5. ______ Final year students 

can apply for research 

assistant. 

6. ______ Consultant doctor is a 

part time job. 

7. ______ Interested applicants 

must submit their resumes 

and cover letters. 

8. ______ Applicants with a 

Doctoral degree are suited 

for the position of consultant 

physician. 

9. ______ The deadline for 

application is January the 

fourteenth.  

10. ______ There are five 

positions available to 

candidates. 

Job Opportunities 

National ICT R&D funded project jointly executed by 

Nopparat Siam Thai University of Technology is hiring 
the following team: 

Senior Software Developer 
 MS-Computer Science (or in a relevant discipline) 

with minimum 1 year experience 
 BCS (4 year) with minimum 4 year experience 

 Extensive experience of development using C/C+ + 

Language in Windows 

 Experience of modelling of image processing 

algorithms in Math lab 
 Experience in Software Testing and Test case writing 

Software Developer 
 MS-Computer Science (or in relevant discipline) 

 BCS (4 year) with minimum 2 year experience 

 Extensive experience of development using C/C+ + 

Language in Windows 
 Experience in Software Testing, Multimedia 

development and Test case writing 

Documentation Engineer 
 BCS (4 year) with minimum 1 year experience 

 Extensive work experience as a technical writer or 

documentation engineer 

Consultant Physician (Part Time) 

 MBBS with minimum 10 year experience 

Research Assistants 
 BS-CS or in a relevant degree (final year students) 

 MS-CS or in a relevant degree (final semester) 

 PhD students currently carrying on PhD research 

work in the area of video coding and have completed 
their course work 

 
Interested candidates should send their CVs along 

with cover letter marked with the position applied at 
the latest by 15 January 2013. Contact Info: 

Director of National ICT R&D 
Research & Development Institute 

Nopparat Siam Thai University of Technology 
126 Pracha Uthit Road, Bang Mot Sub-district 

Thung Khru District, Bangkok 10140 
E-mail: reserchkmutt@kmutt.ac.th 

 

https://jobs.theguardian.com/
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6.3  Job Application Letters 

 Letters for applying for a job are divided into two types – a cover letter 

and an application letter. A cover letter is for applicants who have experience 

working, training or held part time jobs. Those who do not have any work 

experience always write application letters (Government of Western Australia 

Department of Training Workforce Development, 2013). However, this unit 

discusses cover letters only because students have professional experience in a 

training course before graduation.  

6.3.1 Components of cover letters 

1) Return address 

This section is on the top of the letter. It includes the 

candidate’s address including zip code, telephone number and e-mail address. 

 

 

 

 

 

2) Date 

  Since a cover letter is formal, the date should not be in an 

abbreviated format. Using formats such as 15/07/2013 or 12 Feb 2013 is not a 

good practice. A date can be formally written in two styles. 

 

 

 

 

 

3) Inside address Inside address includes employer’s name, title, organization 
name, an employer’s address and zip code. However, if a candidate does not 

know the recipient’s name or position, indicating only the company’s name can 
be also done. 

 

 

 

 

 

 

 

32/45 Ta-han Road, Mark-kaeng Sub-district 

Mueang District, Udon Thani 41000 

Cellphone: 087-7532451 

chatchaijum@hotmail.com 

 American English style: April 25th, 2013 or  

April 25, 2013  

 British English style:  25th April 2013 or  

25 April 2013  

 

Mr. John Carter 

ACI Service Co.,Ltd. 

788 Phyathai Road  

Phatumwan 

Bangkok  

10330 

 

The Personnel Manager 

ACI Service Co.,Ltd. 

788 Phyathai Road  

Phatumwan 

Bangkok  

10330 

 

ACI Service Co.,Ltd. 

788 Phyathai Road  

Phatumwan 

Bangkok  

10330 
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4) Salutation 

A salutation is like a greeting in a cover letter and its format 

should not be overlooked. Rules for writing salutation in cover letters are: 

4.1) Use the word Dear to open the salutation followed by an 

honorific, the recipient’s last name and a colon. A comma is used after recipient’s 
last name in the salutation of friendly or social letters, but never in a cover letter.  

 Dear Mr. Peterson: 

 Dear Professor Taylor: 

 Dear Dr. Louise: 

4.2) Mr., Mrs., Ms., and Dr. are always abbreviated. 

4.3) Titles such as Professor, Dean, Senator, Captain, Governor, 

or Judge are never abbreviated.   

4.4) Use Ms. for a female receiver if a candidate is uncertain of 

her marital status. 

4.5) If a candidate knows the recipient’s full name but is 
uncertain about gender, use the recipient’s full name without title. 

 Dear Spinazola Mayer: 

 Dear Kazimor Stepanov: 

 Dear Vinicius Santos: 

4.6) If a candidate does not know the recipient’s name or 
gender, use the job title or a generic greeting. 

 Dear Sir or Madam: 

 Dear Recruiter: 

 Dear Claim Adjustor: 

5) Body of the letter 

The body of the letter is comprised of four paragraphs (Purdue 

Online Writing Lab, 2013). 

5.1) In the first paragraph, the candidate introduces himself or 

herself. In this paragraph, the candidate must describe why he/she is writing 

indicating the position he/she would like to apply for and how he/she learned of 

the opening. 

5.2) The second paragraph highlights a candidate’s education 
and skills. This could mean including information on the candidate’s major, 

research projects, relevant coursework, study abroad, or other experience. Be 

sure to connect these highlights to the position you are applying for.    

5.3) The third paragraph focuses on the candidate’s 

professional accomplishments. This includes paid positions, internships, 

volunteer work, extracurricular activities, athletics, or anything else that the 

candidate thinks is relevant to the position. 
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5.4) The last paragraph is the closing. The candidate should 

refer to the enclosed resume. He/she should request an interview if appropriate 

and give a final reason or summary statement about why the employer should 

consider him/her as a candidate.  

6) Complimentary closes A complimentary close shows a candidate’s respect for the 

reader.  Writing a complimentary close can be done in two ways. 

6.1) If a candidate wrote the salutation of the letter in a form 

such as Dear Sir or Madam:, Dear The Personnel Manager:, or Dear Sir:, suitable 

complimentary closes are: 

 Yours faithfully, 

 Faithfully yours, 

 Truly yours, 

6.2) If the salutations are Dear Ms. Petersons:, Dear Mr. Willis:, 

or Dear Professor Andrews:, the complimentary closes should be: 

 Yours sincerely, 

 Sincerely yours, 

 Sincerely, 

Please note a comma always ends a complimentary close. 

7) Signature and full name 

It is proper business etiquette to sign a cover letter because it 

shows attention to detail attention. The candidate’s full name and title in 

parentheses should be also added below the signature. 

 

 

 

 

 

8) Enclosures or attachments  

This part is always at the bottom of the letter. The terms 

enclosures or attachments refer to other documents that a candidate sends with 

a letter. These might be a resume, a photograph, a transcript, a copy of 

identification card, a copy of house registration, or other documents required by 

an employer. 

 

Shirley Morgan 
(Miss Shirley Morgan)  
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6.3.2 Formats of cover letters 

  Two popular formats of cover letters are block format and 

modified-block format (Careers in the New Zealand Government. 2013 ; National 

Careers Service. 2013). 

Block Format  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Return address…….. ……………………………. ……………………………. ……………………………. 
 Date ……………………. 
 

Inside address……… ……………………………. ……………………………. ……………………………. 
 Salutation ……………, 
 Body of the letter: paragraph 1 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 Body of the letter: paragraph 2 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 

Body of the letter: paragraph 3 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 Body of the letter: paragraph 4 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 

Complimentary close, 

 

           Signature (………Full name……..) 

 

 Enclosures: ………………….. 
          ………………….. 
          ………………….. 
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Modified-block Format 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Return address…….. ……………………………. ……………………………. ……………………………. 
 Date ……………………. 

 Inside address……… ……………………………. ……………………………. ……………………………. 
 Salutation ……………, 
 Body of the letter: paragraph 1 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 Body of the letter: paragraph 2 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 Body of the letter: paragraph 3 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 Body of the letter: paragraph 4 ………………………………………………………………………………. ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 

Complimentary close, 

 

                            Signature (………Full name……..) 

 

 

Enclosures: ………………….. 
          ………………….. 
          ………………….. 
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Examples of cover letters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Writing for job application, by The Hong Kong Polytechnic University, 

2013, https://www.polyu.edu.hk/hro/job/en/external_adv/general.php  
  

 

95 Ta-han Rd., Mark-kaeng Sub-district 

Mueang District, Udon Thani 41000 

Cellphone: 0887766551 

jaturong2539@gmail.com 

 

September 13, 2013 

 

Mr. Alfred Thompson 

Human Resources Manager 

Skyline Products & Shipping Co.,Ltd. 

33/9 Sri Ayuttaya Rd., Thung Paya Thai 

Ratchathewi, Bangkok 10400 

 

Dear Mr. Thompson: 

 

I am writing to apply for a position of Sales Representative advertised in the Bangkok 

Post newspaper on September 11, 2013. I would be very pleased to use my marketing 

experience to increase your product sales. 

 

As you will see from my resume, I am 21 years old and recently graduated from Udon 

Thani Rajabhat University with a Bachelor of Business Administration in marketing. I 

have a pleasant personality, and my cheerful disposition has made it easy to make a good 

number of friends. This is an added advantage as human interaction supports sales 

volume.  

 

During my final semester at the university, I was a student trainee who worked as a sales 

representative at Zeny Town Shopping Plaza for a period of four months. During those 

months, I had learned valuable lessons about marketing strategies by accompanying my 

supervisor to service customers outside the company. I also assisted him to do reports 

and prepare documents for sales progress presentations. I do believe these could be very 

useful for your company. 

 

I am very pleased to be call for an interview at your convenience and look forward to 

hearing from you soon. 

 

Yours sincerely, 

Jaturong Rattanakarn 
(Mr. Jaturong Rattanakarn) 

 

Enclosures: Resume 

        Copy of Transcript 

        Copy of Identification Card 

        Medical Certificate 

        Copy of Conscripted Military Certificate 
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Note. Adapted from Writing cover letters, by The Writing Center The University of Wisconsin,  

2013, http://writing.wisc.edu 

 

204 Village No. 2, Nadee Sub-district  

Mueang District, Udon Thani 41000 

        Mobile phone: 0895955221 

      beauvanda@yahoo.com 

 

      9 December 2013 

 

The Personnel Manager 

CONTOUR AIR THAILAND 

3656 Rama IV Rd., Klongton 

Klongtoey, Bangkok 10110  

 

Dear Sir or Madam: 

 

I am writing in response your advertisement on your company’s website dated on 
December 8, 2013 to recruit a person to fulfill in a position of Flight Attendant. I 

possess all necessary experience, expertise, skills and education required by your 

company, so I would like to apply for this position. 

 

I received a Bachelor of Arts in English with the second-class honors (GPA 3.58) from 

Udon Thani Rajabhat University. I am fluent in English and Chinese, and I have 

excellent interpersonal skills, a friendly and approachable manner, and a 

professional attitude. Moreover, I am a good team player and able to deal with passengers’ issues in a polite and calm manner and I feel these would allow me to 
bring success to this position. 

 

As you will see from my attached CV, I have experience in customer service and 

hospitality in several different environments. In 2011, I was a Ground Staff of 

Kingercobra Airlines. My working skills were rated as at the standard level as 

evaluated by the Ground Manager. Furthermore, I was also selected to attend the 

Professional Personality and Communication Course held by the Personality 

Empowers Institute, which has supported me to welcome and service several royal 

families and well-known people.  

 

I am keen to further discuss my application and would love to attend an interview. 

Thank you for your consideration, and I look forward to hearing from you soon. 

 

      Yours faithfully, 

         Vanda Sahavong 

                  (Ms. Vanda Sahavong) 

 

Enclosures: Copy of TOEIC Result 

          Resume 

          Copy of Identify Card 

          Copy of Transcript       
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6.3.3  Addressing an envelope 

  Generally, abbreviations should not be used when writing an 

address on an envelope, except for the honorific. The sender’s name and address 
are written at the top left of the envelope, and the recipient’s name and address 
appear in the middle of the envelope. The two ways of addressing an envelope 

are full-block format and step format. 

 

Full-block Format 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Format 

 

 

 

 

 

 

 

 

 

 

Suttivan Lamoonjun 

48/7 Ta-han Road 

Mark-kaeng Sub-district 

Mueang Distritct, Udon Thani 

41000 

 

     Mr. Adams Sandler 

     The Front Office Manager 

     Kata Beach Resort Hotel 

     12 Pakbang Road, Karon Sub-district 

     Mueang District, Phuket 

     83100 

 

Stamp 

Suttivan Lamoonjun 

  48/7 Ta-han Road 

    Mark-kaeng Sub-district 

      Mueang Distritct, Udon Thani 

        41000 

 

    Mr. Adams Sandler 

      The Front Office Manager 

        Kata Beach Resort Hotel 

          12 Pakbang Road, Karon Sub-district 

            Mueang District, Phuket 

              83100 

 

Stamp 

 



 

163 Writing about Career Goals 

Exercise 6.6 

Use this cover letter to answer the questions on page 164. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Sample letter of application, by University of Washington, Bothell, 2013, 

https://www.uwb.edu/getattachment/careers/job-search-tools/coverletters/full-time-

cover-letter.pdf 

   

 

572 Village No.5, Pracha Raksa Road 

Mark-kaeng Sub-district, Mueang District 

Udon Thani 41000 

Cellphone: 0916544321 

marsasha@hotmail.com 

 

October 5, 2013 

 

Professor Dr. Kimberly Moore 

Director of the Research Institute 

Mahidol University 

999 Phuttamonthon 4 Road  

Salaya, Nakhon Pathom 73170   

 

Dear Professor Moore: 

 

I came across your advertisement in the Daily News newspaper on October 4, 2013 

where you mentioned a job opening for the position of Research Assistant. I have 

three years of experience as a research assistant and worked in a leading 

multinational company in Chiang Mai. My enclosed information will give you 

detailed information of my previous work experience and educational background. 

 

I have worked as a research assistant in a Chiang Mai group for the past four years. 

My key role in the organization was to collect, monitor and analyze, and prepare 

reports for the organization. These included market reports and competitor 

information. As per your company requirements, I am capable of maintaining 

research and carrying out company administrative tasks. My extensive knowledge in 

finance and other related services will surely help your organization. This is what I 

have to offer to your organization, and I am sure that I will prove my effectiveness in 

your organization just as I did in my previous company. 

 

I am eagerly waiting to meet you in person and discuss this in more detail. Thank 

you for your consideration. 

 

Sincerely, 

Marsha Wattanapanich 
(Ms. Marsha Wattanapanich)    

 

Attachments: Resume  

             Work Experience Certification 
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Exercise 6.6 (Cont.) 

Answer the following questions according to the cover letter on page 163. 

1. Who wrote this letter? ……………………………………………………………………………………………………………… 

2. Where is the candidate’s domicile? ……………………………………………………………………………………………………………… 

3. Whom did the candidate write to? ……………………………………………………………………………………………………………… 

4. Where was the workplace located? ……………………………………………………………………………………………………………… 

5. What position is the candidate applying for? ……………………………………………………………………………………………………………… 

6. Where did the candidate hear about the job opportunity? ……………………………………………………………………………………………………………… 

7. When did the candidate write this letter? ……………………………………………………………………………………………………………… 

8. What documents did the candidate attach to the letter? ……………………………………………………………………………………………………………… 

9. What did the candidate do in Chiang Mai? ……………………………………………………………………………………………………………… 

10. How long did candidate work in Chiang Mai? ……………………………………………………………………………………………………………… 

11. Where did the candidate work in Chiang Mai? ……………………………………………………………………………………………………………… 

12. What were the candidate’s responsibilities while working in Chiang Mai? ……………………………………………………………………………………………………………… ……………………………………………………………………………………………………………… ……………………………………………………………………………………………………………… ……………………………………………………………………………………………………………… 

13. What is the candidate’s special knowledge? ……………………………………………………………………………………………………………… 
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Exercise 6.7 

A: Choose one of the following job ads  to write a cover letter on page 166. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Sources:    Adapted from Gallo (2013), The University of Kent – The UK’s European University   

                     (2013), Youth Central (2013b) 

Footwear Designer and Jewelry Designer 
We are looking for an individual who is able to work in a team, build and share information in 

a multi culture ambience for a local/global brand. 
Qualifications: 

 Thai national, male or female, age 23-30 years old with pleasant personality 

 BA/MA in Fashion Design, Jewelry Design or related field 

 Min 1 year work experience with 3D software 

 Strong command of English both speaking and writing 

 Experience with software such as Illustrator, Rhinoceros, Rhinogold (or similar) 

 Proactive with strong commitment to achieve target 

Interested candidate can submit resume, recent photo, transcript and working experience 
certificate to:  

Human Resources Manager 
AQUATO Jewelry & Fashion Design 

21/1 Kanchanapisek 1 Lane, Laksong, Bangkhae, Bangkok 10160 
 

Cloud Services Engineering Intern 
We welcome a challenging person to join the team responsible for delivering Siri in different 
parts of the world for an exciting 1 year internship in Cupertino, California, USA 

Key Qualifications: 

 Male or female, Thai national, age between 25-28 years old 
 BS in Computer Science 

 Strong analytical and problem-solving skills 
 Knowledgeable in and sensitive to multilingual and multi-culture issues 

 Must work well with people and possess excellent written and verbal communication skills   
Please submit your resume, recent photo, TOEIC result with min 700 and transcript to:  

Professor Dr. Nicholas Sanchez 
Research and Development Office 

King Mongkut’s University of Technology Thonburi 
126 Pracha Uthit Rd., Bang Mot, Thung Khru, Bangkok 10140 

 

Cabin Crew Opportunities 
JETSTAR has engaged TAT to recruit Thai nationals for Cabin Crew positions based in Thailand   
Minimum Requirements are: 

 Thai national, male or female, university graduate, age 22-26 years old                            
(Male applicants will also need to provide a record of exemption from military service) 

 Able to swim at least 50 meters nonstop and tread water 
 Experience in a customer service 

 Proficiency in written and spoken English language – a certificate showing a minimum 
TOEIC level of 700 achieved within the past 2 years will be required (photocopy required) 

 Acceptable health and eyesight 

 Japanese language will be advantageous  
Photocopy of the following documents, i.e., house registration certificate, identification card, 

passport, result of TOEIC, one recent photo, and a record of exemption from military service 
(males) should be attached with a letter and submitted to:  

Cynthia Smiths  
Department of Human Resources 

JETSTAR Airways Thailand 
46 Thong Nok Rd., Wachira Phayaban, Dusit, Bangkok 10300 
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Exercise 6.7 (Cont.) 

B: Write a cover letter according to the job ad chosen from page 165. 
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Exercise 6.7 (Cont.) 

C: Address an envelope for the letter that you wrote in the previous 

exercise. 

Full-block Format 

 

 

 

 

 

 

 

 

 

 

 

 

 

Modified-block Format 

 

 

 

 

 

 

 

 

 

 

 

…………………………............................................................................................................ ……………………………………………………………………………………………………….. ……………………………………………………………………………………………………….. ……………………………………………………………………………………………………….. …………………………………………………………………………………………………………………………………... ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

 

Stamp 

 

…………………………............................................................................................................ ……………………………………………………………………………………………………….. ……………………………………………………………………………………………………….. ……………………………………………………………………………………………………….. …………………………………………………………………………………………………………………………………... …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………....
........................................................................................................................................................................................ 

 

Stamp 
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6.4  Job Application Forms 

 A job application form is an important document that employers ask 

applicants to fill out and sign. They use this information to conduct a background 

and credit check of the applicant.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Job application form sample, by Doyle A., 2013b, 

https://www.thebalance.com/job-application-form-sample-2061607 

  

 

MANASIN THAI CO., LTD. 

65/31 Rama 4 Road, Khlong Toey Sub-distict 

Phra Khanong District, Bangkok 1010 

 
JOB APPLICATION FORM 

 
Vacancy Title: ____________________________________________________________ 
Please tell us how you heard about this vacancy: ________________________________ 

 

PERSONAL DETAILS 

Last Name: ___________________________ First Name: ______________________ 

Address: ________________________________________________________________ 
 _________________________________________________________________ 

 _________________________________________________________________ 

Postcode: _____________________________ 
Home Telephone No.: ___________________ Daytime Contact No.: ______________ 

E-mail address: ________________________ Facebook: ________________________ 
Identification Card No.: _____________________________________________________ 

Driving License: 
Do you hold a full, clean driving license valid in Thailand?           Yes: _____   No: _____ 

 
PREFER HOURS 

Please tick 

  Full Time: _________  Part Time: _________ 

We like our workers to be willing to work flexibly across the week and need to 

know when other commitments mean you could not be available to work: 

Please tick when you are unavailable: 

 Mon Tue Wed Thu Fri Sat Sun 

Morning        

Afternoon        

Evening        

 

      _______________________   ______________________ 
           Signature of Applicant        Date 
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APPLICATION FOR EMPLOYMENT 

Position You Are Applying for: ______________________ Desired Salary:____________________ 

Date Available for Work: __________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from Sample employment application form, 2013, 

https://wp.quintcareers.com/employment-application.pdf  

 

PERSONAL INFORMATION 
Last Name: ______________________________ First Name: __________________________ 

Address: ________________________________________________________________________ 

 ________________________________________________________________________ 

Sub-district: ______________________________ District: _____________________________ 

Province: ________________________________ Postal Code: _________________________ 

Cell Phone:_______________________________ E-mail Address: _______________________ 

Are you a Thai Citizen?  

[  ] Yes  [  ] No 

Have you ever been convicted of a felony?   

[  ] Yes  [  ] No 

If selected for employment, are you willing to submit to a pre-employment drug screening test? 

 [  ] Yes  [  ] No 

EDUCATION 
School Name Location Years Attended Degree Received Major 

     

     

 
Other training, certifications or licenses held: ___________________________________________ 

EMPLOYMENT 
Employer: ______________________________ Dates Employed: ______________________ 

Work Phone: ___________________________ Pay Rate: ________________________baht 

Address: ________________________________________________________________________ 

 ________________________________________________________________________ 

Duties Performed: ________________________________________________________________ 

   ________________________________________________________________ 

Supervisors Name and Title: ________________________________________________________ 

Reason for Leaving: ______________________________________________________________ 

May we contact them?  [  ] Yes  [  ] No 

REFERENCES 
Name Title Company Phone 

    

    

Acknowledgement and Authorization 
_____ I certify that all answers given herein are true and complete to the best of my knowledge. 

_____ I authorize investigation of all statements contained in this application for employment as 

may be necessary in arriving at an employment decision. 

_____ In the event of employment, I understand that false or misleading information given in my  

application or interview(s) may result in discharge.  

 

_______________________________  _________________________ 

Signature of Applicant    Date 
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POSTEST 

A: Choose the best answer to each of the following questions. (1-10) 

1. Which should not be put in a resume? 

a. Expected Salary  b. Position Sought  c. Marital Status 

d. Current Address  e. References 

2. Which is an optional in a resume? 

a. Experience   b. Education   c. Personal Data 

d. Qualification  e. Training Courses 

3. Which is unnecessary in a resume until a company requests it? 

a. Awards   b. References   c. Education 

d. Curricular Activities e. Licenses 

4. What degree does an undergraduate student receive upon graduation? 

a. master degree  b. doctoral degree  c. certificate 

d. bachelor degree  e. diploma 

5. What does B.Sc. stand for? 

a. Bachelor of Systems b. Bachelor of Statistics  

c. Bachelor of Soldier  d. Bachelor of Secretary  

e. Bachelor of Science 

6. Which is usually attached to a cover letter? 

a. Photo   b. Resume    

c. Transcript   d. Copy of one’s ID card  

e. All of these  

7. What indicates that there are other documents attached to a cover letter? 

a. enclosure   b. salutation    

c. inside address  d. resume    

e. body of the letter 

8. Which should be stated in the first paragraph of a cover letter? 

a. latest position  b. marital status   

c. experience   d. sources of job ads   

e. education history 

9. Which is a suitable complimentary close if the salutation is Dear Sirs? 

a. Kind Regards  b. Sincerely Yours   

c. Best Regards  d. Yours Faithfully   

e. Regards 

10. Which is an appropriate sentence to end a cover letter? 

a. I am ready to be called for an interview at your convenience. 

b. I am looking forward to hearing from you soon. 

c. I would like to apply for this position. 

d. I graduated from Udon Thani Rajabhat University. 

e. I was a student trainee at Charoen Hotel in 2013.  
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POSTTEST (Cont.) 

B: Read the job ad. Mark a T if it is true and mark F if it is false. (11-20) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from How to write a cover letter, by Doyle A., 2013a,  

https://www.thebalance.com/how-to-write-a-cover-letter-2060169 

 

11. ______ This job is for only Thai people. 

12. ______ An applicant who has a bachelor degree can apply for the position  

of assistant officer. 

13. ______  An applicant who wants to apply for a sales manager position must  

have at least three year experience. 

14. ______ An applicant with computer knowledge has an advantage.  

15. ______ An applicant who wants to apply for a sales manager position must  

work in the company’s headquarters. 
16. ______ Documents that should be attached to a cover letter consist of a  

copy of the applicant’s passport, a photograph, and a resume. 

17. ______ A position applied for should be stated in a cover letter. 

18. ______ Similar skills are required for both positions. Applicants should be  

willing to travel and have computer knowledge. 

19. ______ An applicant who has a Bachelor degree can work as a sales  

manager. 

20. ______ An interested candidate should be self-motivated, competent,  

committed and enthusiastic.   

Career Opportunity 
Sand Tara Jumpi Co., Ltd. is recruiting Thai candidates who are enthusiastic, committed, 

competent, and self-motivated for the following positions: 

3. SALES MANAGER                                                                                                         1 POSITION 

 Master of Business Administration in Marketing from a recognized university  

 At least 5 year experience in marketing or related field 

 Able to travel at least once a week as for our product distribution network 

 Computer literacy  

4. SALES OFFICER/ASSISTANT OFFICER                                                              4 POSITIONS 

 Bachelor of Business Administration in Marketing from a recognized university  

 At least 3 year experience in marketing or related field 

 Able to travel as needed for our product distribution network 

 Computer literacy  

 Work station: Navanakhorn Industrial Estate, Pathum Thani (head quarter based) 

Interested Thai candidates are requested to submit a recent 2-inch photograph and CV 

indicating the position applied for, within the 30 days from the advertisement in the 

following address:  

Human Resource Division 

Sand Tara Jumpi Co., Ltd. 

4/5 Navanakhorn 5 Road, Khlong Nueng Sub-district  

Khlong Luang District, Pathum Thani 12120 

E-mail address: sumy@mos.com.np 
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185 Pretest and Posttest Answer Key 

Use this dictionary page to answer questions 1-15. 

 

Figure 1.1:  A Page of a Dictionary 

Source: A sample page of Collins dictionary (2013) 



 

186 Pretest and Posttest Answer Key 

Instructions:   Using the given dictionary page, read the following statements.    

  Mark each with a T if the statement is true and F if it is false. 

1. _____F______ There are three syllables in the word “acrobatics”. 

2. _____T______ The phrase “across the board” is the guide word of this page. 

3. _____F______ The phrase “across the board” is the first entry word of this  

page.  

4. _____T______ The third syllable of “acquisition” is stressed. 

5. _____T______ The word “across” is a preposition. 

6. _____T______ The word “acquisitiveness” is derived from “acquisitive”.  

7. _____T______ The antonym of “acquittal” is “conviction”.   

8. _____T______ There are 17 entry words on this page. 

9. _____F______ The word origin of “acronym” is Latin.  

10. _____T______ The usage label of “acrimony” is formal.  

11. _____F______ The word “acrobatics” is a plural form of “acrobatic”. 

12. _____T______ The word “acreage” is an uncountable noun. 

13. _____F______ The abbreviation “sth” stands for “someone”.  

14. _____T______ The phrase “across the board” is used only before noun. 

15. _____T______ A unit for measuring areas of land is called “acre”.  
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A: Choose the best answer to fill in the gap. (1-10) 

1. Nobody likes his ______________ actions. 

a. child    b. children   

c. childish   d. childhoods 

2. Her favorite puppy died yesterday, so she looked ____________. 

a. unhappiness  b. unhappy   

c. unhappily   d. full of unhappy 

3. He was ____________ for the second time since he passed the exam. 

a. successful   b. success   

c. succeeds   d. succeed 

4. He supported that football team because he thought they were able to win 

the _____________, 

a. champion   b. championship  

c. champing   d. champed 

5. The road was so narrow that I have to ____________ it.  

a. wide   b. width   

c. widely   d. widen 

6. They suggested you to ____________ your decision because it might not be a 

good idea for you to do so. 

a. unconsidered  b. consideration  

c. reconsider               d. consider 

7. The teacher suggested that I should ___________ my paper if I wanted to 

pass the exam.  

a. rewrite   b. unwritten   

c. write   d. writing 

8. Everyone feels ____________ when sitting among nosy people. 

   a. comfortable  b. uncomfortable  

c. comfortably  d. uncomfortably   

9. She is considered  _____________ since she has never done what she said. 

   a. reliable   b. unreliable   

c. reliability   d. unreliability 

10. The project was at risk, so he ____________ to continue it. 

    a. agreed   b. disagreed   

c. agreement   d. disagreement 
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B: Choose the best answer for each term in bold print. (11-20) 

11. Cotton gin makes removing seeds from cotton plants faster. 

     a. a book   b. a cloth   

c. a machine   d. a drink 

12. In order to inhibit the infection, you need to put this medicine on your 

arm and rub it into your skin until it is invisible. 

   a. to burn   b. to hurt 

   c. to block   d. to spread 

13. It was rash behavior to speak rudely to the judge. Your chance of winning 

is gone! 

a. polite   b. funny  

c. with little thought  d. serious 

14. Before 1920, only men in America could vote in an election because they did not believe in women’s suffrage. 

a. right to vote  b. thoughts 

c. beauty   d. freedom 

15. The esteemed Dr. Bryan is always applauded for his great innovation of 

motors wherever he goes. 

a. creating   b. speaking rudely 

c. greatly admired  d. invention 

16. Everyone calls her a selfless woman since she has worked hard to buy 

food for the poor living near her house. 

a. a working woman      b. cares for other people  

c. loves to see other people happy    d. likes talking to other people 

17. Dr. Ragan is the foremost expert in Chemistry, so a lot of students wanted 

to have him as their thesis advisor. 

a. lovely   b. interesting 

c. kind    c. most keen 

18. Curtail your spending or you will become broke soon!  

a. to reduce   b. to buy 

c. to increase   d. to hide 

19. The motor show has an extensive collection of cars. Everyone enjoys 

purchasing amazing cars they love. 

a. not enough   b. expensive 

c. large amount  d. cheap 

20. His story was a fabrication. Nobody believes in him.  

a. fake    b. full of long words 

c. rude    d. crazy  
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A: Choose the best answer to the following questions. (1-5) 

1. What type is this sign? 

a. Information sign  b. Warning sign 

c. Request sign  d. Hybrid sign 

e. Traffic sign 

2. What should you do when you see this sign? 

a. Keep going straight. 

b. Stop your car and let other cars overtake. 

c. Drive your car carefully. 

d. Reduce your car speed. 

e. You cannot do overtaking.  

3. What does this sign on an automatic teller machine mean? 

a. The machine is broken. 

b. The machine temporally cannot work. 

c. The machine needs to be repaired. 

d. The machine is in order. 

e. The machine is expired.  

4. Which sign tells you the road ahead is under construction? 

                                                                                                                  
                      (a)        (b)          (c)                       (d)           (e) 

5. Which is a warning sign? 

                          

               (a)                         (b)                   (c)                      (d)                       (e) 

6. What should not you do according to this clothing label? 

 

 

 

 

 

a. Separate this garment from those with unlike colors. 

b. Do ironing when needed. 

c. Iron with high heat. 

d. Tumble dry at a medium heat setting. 

e. Wash in a washing machine.  

 

 

 

 

 

- MACHINE WASH COLD WITH LIKE COLORS 

- TUMBLE DRY MEDIUM 

- WARM IRON IF NEEDED 
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B: Use this label to answer questions 7-8. 

Gentle Rain         Antibacterial 
 

Bathing & Hand Washing 

Antibacterial 

Moisturizing Body 

Wash, Shampoo & Hand Wash 

  

For Full-Body Bathing  

& Antiseptic Hand Washing 

Coloplast Co., Ltd. 

  4 FL.OZ. (118 ml.) 

 

7. Which product would this label not appear on? 

a. Body wash  b. Shampoo   c. Hand wash   

d. Body lotion  e. Liquid soap 

8. What does this product help protect the user from? 

a. Gentle rain  b. Muddy hands  c. Bacteria  

d. Dirty hair  e. Unclean body 

9. What symptoms is this medicine supposed to relieve?  

 

 

 

 

 

 

10. Which is a correct statement about this medicine? 

 

 

 

 

 

 

 

a. This medicine can be taken over three times a day. 

b. Alcohol is contained in this medicine. 

c. This medicine should be kept in a place where children can reach. 

d. A patient can take one or two tablets per time.  

e. This medicine should be taken with food.  

 

a. Colds 

b. Stomachache 

c. Backache 

d. Toothache 

e. Headache 

 
 

Multi-Symptom 

NIGHTTIME 
COLD & FLU RELIEF Acetaminophen……...Aches, Fever Dextromethorphan HBr………...Cough Doxylamine Succinate………..Sneezing, Running Nose 

Pain Reliever, Fever Reducer, Cough Suppressant, Antihistamine 

10% Alcohol GLUTEN FREE 

10 FL OZ (296 ml) 

KEEP OUT OF SIGHT AND REACH OF CHILDREN 

TAKE WITH FOOD 

1 TABLET 

3 TIMES PER DAY 

AVOID ALCOHOL Lonsdale’s 

67 Andrew Rd, Halesowen, B63 4TT 0121 456 7854 

 



 

193 Pretest and Posttest Answer Key 

 

 

 

 

 

 

 

 

 

 

 

Appendix D 
 

 

An Answer Key of Pretest and Posttest  

Unit 4 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

194 Pretest and Posttest Answer Key 

A: Read the sequential passage and answer questions 1-5. 

 

 

 

 

 

 

 

 
 

Note. Adapted from Alternative passage reading procedures, by Archer, A.L. & Hughes, C.A., 

2013, http://explicitinstruction.org/video-elementary/elementary-video-2/ 

 

1. How many steps are required for brushing teeth? 

a. 3  b. 4  c. 5  d. 6  e. 7 

2. What is the third step of brushing teeth? 

a. Moving the toothbrush in a back and forth motion 

b. Repeatedly moving the toothbrush in a back and forth motion for each 

tooth 

c. Brushing the inside surface of each tooth 

d. Brushing the chewing surface (top) of each tooth 

e. Using tip of brush to brush behind each tooth 

3. What should you do with the toothbrush before moving it in a back and 

forth motion? 

a. Place the toothbrush at a 45°angle along the gum line 

b. Brush the inside surface of each tooth 

c. Use the tip of brush to brush behind each tooth 

d. Repeatedly brush each tooth 

e. Use a back and forth technique to brush your teeth 

4. Why is brushing the tongue necessary? 

a. To whiten the teeth   

b. To make the mouth cleaner 

c. To freshen the breath   

d. To reduce good smells from the mouth 

e. To reduce odor 

5. Which causes bacteria to grow in a person’s mouth? 

a. A dirty toothbrush    

b. Odor 

c. An expired toothpaste   

d. Smelly breath 

e. Unclean tongue 

Brushing Your Teeth 

 Brushing your teeth correctly is not too difficult to learn. First, place the 

toothbrush at a 45° angle along the gum line. Next, move the toothbrush in a back 

and forth motion and repeat for each tooth. Then, brush the inside surface of each 

tooth, using the same back and forth technique. After that, brush the chewing 

surface (top) of each tooth. Now, use tip of brush to brush behind each tooth — 

front and back, top and bottom and up and down strokes. Last, be sure to brush 

your tongue to remove odor-causing bacteria. 
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B: Match the following instructions with the corresponding pictures. 

                             

              (a)                          (b)                           (c)           (d)  (e) 

_____c_____ 1.  Take the cap off the toothpaste. Put toothpaste on  

the toothbrush. Replace the cap. 

_____e______2.  Turn on the water, put your toothbrush under the water,  

and turn off the water. 

_____a_____ 3.  Brush your teeth – both the top and bottom teeth. 

_____d_____ 4.  Spit the toothpaste into the sink, turn on the water and  

rinse out your mouth. 

_____b_____ 5.  Turn off the water and dry your hands and face. 

 

Note. Adapted from Brushing and Flossing, by Colgate Oral Care Centre, 2013, 

http://www.colgate.com/en/us/oc/oral-health/basics/brushing-and-

flossing/article/how-to-brush  

 

C: Using the passage below, put the following statements in the correct 

order. 

 

   

 

  

 

 

Note. Adapted from Hand-washing: Do’s and don’ts, by Mayo Clinic Staff, 2013, 

http://www.mayoclinic.org/healthy-lifestyle/adult-health/in-depth/hand-washing/art-

20046253 

 

______4______  (a) Rinse your hands under running water 

______1_____   (b) Wet your hands with water 

______3______ (c) Rub your hands and wrists and get soap under your  

    fingernails for at least 15 seconds 

______5______  (d) Dry your hands with a paper towel and turn off tap with  

    the towel 

______2_____   (e) Add soap and rub briskly to lather 

 

Washing Hands Properly 

Frequently washing hands prevents you from infection. First, wet 

your hands with water. Then, add soap and rub briskly to lather. Next, 

rub your hands, wrists and get soap under fingernails for at least 15 

seconds. Now, rinse your hands under running water. Finally, dry your 

hands with a paper towel and turn off the tap with the towel. 
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A: Fill in the gaps with appropriate choices and answer the questions.  

     (1-10) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from 9 famous people who will inspire you to never give up, by Wilton R.J., 2013, 

https://www.themuse.com/advice/9-famous-people-who-will-inspire-you-to-never-

give-up 

1. a. filmed b. born c. famous   d. shown      e. a star  

2. a. import b. imports c. importing   d. importer      e. imported 

3. a. act  b. acts  c. acting   d. acted      e. actor 

4. a. meeting b. meet c. meets   d. met      e. have met 

5. a. hear  b. hearing c. hears   d. has heard      e. heard 

6. What does Robert Pattinson do? 

a. Athlete b. Actor c. Musician   d. Director      e. Cameraman  

7. What did Robert do when he was fifteen? 

a. Owned the Barnes Theatre Company b. Played the guitar and piano 

c. Joined amateur plays   d. Worked about vintage cars 

e. Enjoyed music 

8. What role did Robert play in Harry Potter? 

a. Goblet of Fire  b. Giselher  c. Mike Newell 

d. Edward Cullen  e. Cedric Diggory 

9. What is Robert’s first film? 

a. Kingdom of Twilight b. Harry Potter c. Twilight 

d. How to Be   e. Little Ashes 

10. In which film is Robert’s music included? 

a. Kingdom of Twilight b. Harry Potter c. Twilight 

d. How to Be   e. Little Ashes 

 

Robert Pattinson 

 
 

 

 

 

 

 

 

 

Robert Douglas Thomas Pattinson was _____(1)_____ on May 

13, 1986 in London, England. His mother Clare worked at a modeling 

agency, and his father Richard was a vintage car _____(2)_____. In his 

leisure time, he likes playing the guitar and piano. He also enjoys 

music. Robert started _____(3)_____ in amateur plays with the Barnes 

Theatre Company when he was fifteen. 

In 2004, he took a screen role as Giselher for a famous film Kingdom of 

Twilight. In 2005, after ______(4)______ Mike Newell, Robert took on the role of Cedric 

Diggory in Harry Potter and the Goblet of Fire. Afterward, he was casted as Edward 

Cullen in the famous film Twilight launched in 2008. He also joined two films - 

Little Ashes and How to be – in the same year. Robert was good at composing 

songs, and his created song was also shown in the film Twilight that everyone had 

already _____(5)_____.   

 

http://www.imdb.com/name/nm0001565?ref_=nmbio_mbio
http://www.imdb.com/title/tt0330373?ref_=nmbio_mbio
http://www.imdb.com/title/tt1099212?ref_=nmbio_mbio
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B: Choose the best answers to fill the gaps in the story below. (11-15) 

 

 

 

 

    

    

 

 

 

 

11.  a. come b. turn  c. have    d. look     e. will be 

12.  a. white b. black c. gray    d. little     e. long 

13.  a. choosing b. cutting c. washing   d. changing     e. wearing 

14.  a. cheerful b. scary c. boastful   d. untidy     e. nervous  

15.  a. let  b. selected c. joined   d. threw     e. allowed 

C: Choose the best answer to complete the following statements. (16-20) 

16. Becky is from Malaysia. She is _________, and everyone __________ her Beck. 

a. Malay, call   b. Malay, calls   c. Malay, calling 

d. Malaysian, call  e. Malaysian, calls 

17. Her _____________ hair interests everyone in the classroom. 

a. blond long wavy  b. long wavy blond   

c. wavy long blond  d. wavy blond long   

e. long blond wavy  

18. The teacher doesn’t talk to her because _______________. 
a. she is stingy    b. she always has untidy looking 

c. she talks too much   d. she is forgetful    

e. she is always aggressive 

19. John’s hobbies are _________ tennis, _________ magazines, and __________. 
a. to play, reading, shopping  b. playing, reading, shopping 

c. playing, to read, to shop  d. to playing, to reading, to shopping 

e. to play, to read, to shopping 

20. Which contains a word that isn’t related to the other two?  
a. parachuting, snorkeling, diving            

b. cheerful, good-tempered, diligent 

c. obese, bald, hazard eyes             

d. attractive, chubby, careless 

e. oval face, moustache, complexion        

 

Mickey Mouse 

 

 

 

 

 

 

 

 

 

 

My name is Mickey Mouse. I ____(11)     80 years old 

today, and there's not any _____(12)  _    hair on my head. I am 

a little rounder, a little squatter, and I have been _____(13)____       

the same clothes for decades, but all in all, I look pretty good. I haven’t had a movie in two years (my last one went direct-to-video), 

but my _____(14)       face remains one of the most recognizable images in the 

world, even beating out Santa Claus. Disney _____(15)       a big party for my 

75th birthday, so this year's festivities will be comparatively subdued. 
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A: Choose the best answer to each of the following questions. (1-10) 

1. Which should not be put in a resume? 

a. Expected Salary  b. Position Sought  c. Marital Status 

d. Current Address  e. References 

2. Which is an optional in a resume? 

a. Experience   b. Education   c. Personal Data 

d. Qualification  e. Training Courses 

3. Which is unnecessary in a resume until a company requests it? 

a. Awards   b. References   c. Education 

d. Curricular Activities e. Licenses 

4. What degree does an undergraduate student receive upon graduation? 

a. master degree  b. doctoral degree  c. certificate 

d. bachelor degree  e. diploma 

5. What does B.Sc. stand for? 

a. Bachelor of Systems b. Bachelor of Statistics  

c. Bachelor of Soldier  d. Bachelor of Secretary  

e. Bachelor of Science 

6. Which is usually attached to a cover letter? 

a. Photo   b. Resume    

c. Transcript   d. Copy of one’s ID card  

e. All of these  

7. What indicates that there are other documents attached to a cover letter? 

a. enclosure   b. salutation    

c. inside address  d. resume    

e. body of the letter 

8. Which should be stated in the first paragraph of a cover letter? 

a. latest position  b. marital status   

c. experience   d. sources of job ads   

e. education history 

9. Which is a suitable complimentary close if the salutation is Dear Sirs? 

a. Kind Regards  b. Sincerely Yours   

c. Best Regards  d. Yours Faithfully   

e. Regards 

10. Which is an appropriate sentence to end a cover letter? 

a. I am ready to be called for an interview at your convenience. 

b. I am looking forward to hearing from you soon. 

c. I would like to apply for this position. 

d. I graduated from Udon Thani Rajabhat University. 

e. I was a student trainee at Charoen Hotel in 2013.  
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B: Read the job ad. Mark a T if it is true and mark F if it is false. (11-20) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note. Adapted from How to write a cover letter, by Doyle A., 2013a,  

https://www.thebalance.com/how-to-write-a-cover-letter-2060169 

 

11. __T__ This job is for only Thai people. 

12. __T__ An applicant who has a bachelor degree can apply for the position 

of assistant officer. 

13. __F__  An applicant who wants to apply for a sales manager position must  

have at least three year experience. 

14. __T__ An applicant with computer knowledge has an advantage.  

15. __F__ An applicant who wants to apply for a sales manager position must  

work in the company’s headquarters. 
16. __F__ Documents that should be attached to a cover letter consist of a  

copy of the applicant’s passport, a photograph, and a resume. 
17. __F__ A position applied for should be stated in a cover letter. 

18. __T__ Similar skills are required for both positions. Applicants should be  

willing to travel and have computer knowledge. 

19. __F__ An applicant who has a bachelor degree can work as a sales  

manager. 

20. __T__ An interested candidate should be self-motivated, competent,  

committed and enthusiastic.   

Career Opportunity 
Sand Tara Jumpi Co., Ltd. is recruiting Thai candidates who are enthusiastic, 

committed, competent, and self-motivated for the following positions: 

1. SALES MANAGER                                                                                                  1 POSITION 

 Master of Business Administration in Marketing from a recognized university  

 At least 5 year experience in marketing or related field 

 Able to travel at least once a week as for our product distribution network 

 Computer literacy  

2. SALES OFFICER/ASSISTANT OFFICER                                                      4 POSITIONS 

 Bachelor of Business Administration in Marketing from a recognized university  

 At least 3 year experience in marketing or related field 

 Able to travel as needed for our product distribution network 

 Computer literacy  

 Work station: Navanakhorn Industrial Estate, Pathum Thani (head quarter 

based) 

Interested Thai candidates are requested to submit a recent 2-inch photograph and 

CV indicating the position applied for, within the 30 days from the advertisement in 

the following address:  

Human Resource Division 

Sand Tara Jumpi Co., Ltd. 

4/5 Navanakhorn 5 Road, Khlong Nueng Sub-district  

Khlong Luang District, Pathum Thani 12120 

E-mail address: sumy@mos.com.np 
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