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1. You are interested in a Pentium IlIl computer. Write an e-mail message asking
for detailed inform ation about this kind ofproduct advertised below.

If speed is whatyou want...
PENTIUM Il
AMD K6 IIl
We know the winner.
Liberty Computers

“D ynam ic S ystem s"

libertyfijoxinfo.COth

2. This letter of order has been prepared by a new member. The contents are not
well organised. Rearrange the parts ofthe letter and the sentences as necessary
to make a good letter.

Mr. Henry Bean
Sales Manager
TTIPIDT s A
2501 Bienne
Switzerland

Modern Watches Co., Ltd. 12 February 2000
124 Silom Road, Silom
Bangkok 10500, Thailand

Dear Mr. Bean,

Enclosed you will find our official order No. 110. Therefore, we are pleased to place an order
for 100 watches Model TISSOT Ballade. Thankzou for your letter of May 5, in which you
enclosed your latest catalogues and price list. Also, your trade terms are quite satisfactory.
We are convinced that the quality ofyour TISSOT Ballade watches will meet our
requirements.

As the goods are urgently required, we expect that the arrangement for delivery will be
made immediately. We look forward to receiving the shipment. The payment will be made by
Documentary Credit, c.i.f. Bangkok.

Yours sincerely,

Songpol Pongpan

Sor]gfol Pongpan

Chief Buyer

Enc: Order Form No. 110



202

3. Your company received a letter from your customer complaining about the
goods supplied by your company. But some parts of the letter were accidentally
erasded by liquid paper. Put back the missing words. Each blank needs only one
word.

Super Electronics Co., Ltd.

15 East Street, Vientien, Republic of Loas

14 February 2000
Mr. Pongsit Songserm
Sales Manager
Best Equipment Supply Co., Ltd.
12 Sathom Road, Sathom
Bangkok 10120
Thailand

Dear Mr. Songserm,

| am to you concerning our Qrder No. 5 30 sets of Sony Mini
Compo Model MHC-GRX 8, we received today.

On our checking of the order, we found that 27 sets in good condition.
However, 3 sets were badly damaged. We can only that the problem
might have been by improper handling

lwould be grateful ifyou could for the replacements for the 3 sets of

the goods immediately as we have firm orders from our own customers
the entire consignment,

| look forward to from you.
Yours ,

Kraisom Songkram

Kraisom Songkram
ChiefBuyer

4. Write a letter of adjustment to answer the complaint letter in Item 3.
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5. You are Pongsit Songserm, Sales Manager of Best Equipment Supply Co., Ltd.
One ofyour colleagues, Narong Bunterm, is going to take a short course in
Business English in Oxford, where you have an acquaintance working at
Oxford University. A letter ofintroduction to your acquaintance in London has
been partly prepared. Complete it.

Best Equipment Supply Co., Ltd.

12 Sathom Road, Sathom, Bangkok 10120, Thailand

10 February 2000
Mr. Robert Hart
Oxford University
Walton Street
Oxford OX2 6DP
U.K.

Dear Robert,
Narong Bunterm, the bearer of this letter, has been a sales representative in my
department for three years. He is now on his short leave for a short course of study

in Business English in Oxford. He has to come back to work for our company after
the completion of his study.

As he knowsnobody in Oxford,

Pongsit Songserm

Pongsit Songserm
Sales Manager
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6. Your subordinate prepared a letter of recommendation for you to sign. But there
are 10 mistakes. Give the correction near each mistake.

Best Equipment Supply Co., Ltd.

12 Sathom Road, Sathom, Bangkok 10120, Thailand
1 February 2000

Personnel Manager

|.M.E Trading Centre Co., Ltd.
18 Sukhumvit Road

Bangkok 10500

Dear Sirs,

Rung Surawong is working with USas a sales clerk in the Sales Department in 3
years. We found him to be reliability, energetic and responsible.

Now, he left US for his purposes, and I no have hesitation in recommendation him
for any position of requires intelligent and initiative.

Yours sincerely,
Pongsit Songserm

Pongsit Songserm
Sales Manager

7. You received an invitation as follows. Give your answer to confirm that you can
attend the conference.

Best Equipment Supply Co., Ltd.
requests the pleasure ofyour company
atthe Symposium on International Business 2000
on Saturday, June the sixteenth
atnine otlock
The Ballroom ofthe Novotel Hotel

RSVP
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8. Your secretary prepared a letter of congratulations as shown below. It contains
10 mistakes. Give the correction for each mistake.

Best Equipment Supply Co., Ltd.

12 Sathom Road, Sathom, Bangkok 10120, Thailand

5 February 2000
Mr. Bond James
Electrical Appliances Co., Ltd.
12 First Street
Hong Kong

Dear Bond,
Congratulations to your new position for Sales Manager.

Looking back on your activities so far, to know that your enthusiasm and
experience is the very qualities that is needed for this position.

When you move into your new office and assume the weight ofresponsibilities that
go along with your new position, please give me know if I'to be of any assistant.

Yours faithfully,
Pongsit Songserm

Pongsit Songserm
Sales Manager

9. You took abusiness trip to Singapore last week. The expenses for the trip
included Baht 15,000 for airfare, Baht 2,000 for local transportation, Baht
7.000 for hotel, Baht 6,000 for meals, Baht 3,000 for registration and Baht
8.000 for entertainment. Write a short report on your business trip for
reimbursement ofthe expenses to your Finance Manager, Mr. Roger Wayne.



10. Write a letter applying for ajob advertised below.

AIW A

A market leader in the field of audio/visual
products requires the following positions for its
newly established office in Bangkok.

o e L) e w o

Salesmen

Male, age 22-30 years old

]y_nlidversity or Vocational school graduate in any
ie

Pleasant and outgoing personality

Secretary to Managing Director

Male or female, Thai nationality, 23-32 3rars of
age

University or Vocational graduate with
secretarial training

Excellent command of spoken and written
English

Must be proficient in PC

Accounting Assistant Manager

Male or female, 24-35 years of age

Bachelor’s degree in Accounting

Good command of English

Thorough knowledge ofaccounting computer
software

Please send complete resume together with one

recent photograph to:
AIWA INTERNATIONAL (THAILAND) CO..LTD.
43rd Floor, United Center Building
323 Silom Road, Bangkok 10500

206
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PART I, Section A: Read each incomplete conversation and choose the best answer
a, ,cordtocomplete the conversation by marking X on the answer sheet.

1. Ata hotel :
A , please?
B: 1l am Roger Bernard.

a. Dol know your name b. Do you wantto tell me your name
c. Would | have your name d. May | have your name

2. At an airport:
A: G00d M OTINING oo myself. I'm Robert Gregg.
B: Nice to meetyou. | am Paul Samson.

a. Would I introduce b. Please to introduce

c. May | introduce d. Should I introduce
3. In aclassroom:

A: EXCUSE ME, MS JONES ittt ?

B: Sure. W hat is it?

a. Could | ask you a question

b. Should | ask you a question

c. lwould like to ask you a question

d. Do | ask you a question

4. Athome:
A: I'm going ShOopPPiNg. Y O U e
B: Thanks, but I'm afraid | have a lot ofhomework to do.

a. should come with me ifyou wish b. oughtto come with me

C. mustaccompany me d. could come with me ifyou wish
5. Ata school canteen:

A: I'm having my birthday party this Saturday evening. Would you like to

B: T .0.

a. go b. attend c.join d. love
6. At a shopping centre:

A: There’'s aparty atmy office tOM OrrOW ..oooviiieniiiniinineeeeee Are you free?

B: Certainly. 1'd love to, thanks.

a. I'dlike you to come. b. 1'd like you to go.

c. |l think you should go. d.l don't know ifyou are invited.
7. At school:

A: What aboutgoing to the museum together this afternoon?

B: Thanks, butunfortunately, | have to prepare for atesttomorrow.

a. Don’'t mention it. b. You're welcome.
c. Not at all. d. Perhaps some othertime, then.

8. At an office:
A: 1'd like to invite you to an Alumni party atmy campus this Friday
evening.



B: ThaNK YO U cormssrsnsssssssssssssnnns
a. Enjoy yourself, . Can ljoin you?
c. I'd be delighted to accept. d. 1'd like to go.

9. At aworkplace:
A:Why dontyou join US for lunch?
B: Thanks a l0t, DU s
a. lcannot come.
b. 1ve made another arrangement already.
C. areyou inviting me.
d. Twish Icould come.

10. At an office:

A:Jane, have | s any appointment today?
B: Yes. At 10 o'clock, Mr. Robsen from BCS is coming to see you.
a. got b. scheduled ¢. booked d. held

11. Ata company:
A: May I help you?
B: Yes, please. Ive come to see Mr. William Smith.

Al an appointment with him?

a. Areyou having b. Do you make

¢. Didyou have d. Did you make
12. On the telephone:

A:When s ?

B: Tthink Ican make it on Tuesday,

a. would it be convenient for you b. is fine

C.can be an appointment d. is the meeting
13. On the telephone:

A What tim €. ?

B: I can make it on Friday morning,

a. 1san appOIntment b. is your free time

C.canyou make d. are you available

14. On the telephone:
A: Is 10 oclock on Friday morning possible for you?
- S Could we arrange another time?
a. No, that’s very impaossible.
b. I'm afraid I can't manage our meeting at that time.
¢. Idon'tknow.
d. Idon't have my schedule.
15. A: Twould like to see you. Could we meet at about 5 after work tomorrow?
S See you then.

a. It’s perfect. b. That's a meeting time,
¢. That’s fine. d. Thatis my good time,
16. A: May I speak to Mr. James, please. Thisis Samson.
R on amoment, please, Mr. Samson.
a. Wait h. Stop ¢. Hold d. Call

17. A: Hello, Mrs. Jones, please.
B:Justamoment ................................................

a. Il dial her number. b. Il putyou through to her office,
c. Il call her office. d. Ml connect her.
18. A: Hello. Can I'speak to Mr. Robin, please?
B: I'm afraid he is away today. Would you liKe t0.mmmmmmmmminns ?
a. say anything b. give a message
¢. lethim know anything d. leave a message
19. A: Is Mrs. Bresson there, please?
=

a. Wait for the line, please. b. She is on the line.

208
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c. Hang on the line, please. d. Hold the line, please.
20. A: Could | speak to Mr. Fred Bayer, please?
B: I'm sorry he is in a meeting.

A
a. Is he in the meeting? b. Could you tell him | called?
c. Does he know | called? d. How can you let him know that I'm

calling?
21. In an interview:
A: Could you tell me something aboutyour education?

B: Il graduated ....cccoeeereennen. a Bachelor's degree in Business Adm inistration
majoring in Business English from Rajamangala Institute of
Technology.

a. of b. for c. with d. n

22. A: Canyou travel upcountry for work?

B i
a. Which country?
b. Yes, there will be no problem.
c. Yes, Ican also travel down to the South.
d. Yes, I'love traveling abroad.
23. A: How do you know there’s ajob opening here?

S
a. I know ajob is open. b. I mailed the application letter,
¢. By post. d. From my friend.
24. A: Have you got any work experience?
B: Yes. Y (R 40 A% 7.

a. lgetused toworking for a company.
b. Iworked as a secretary at PTT for 2 years.
¢. I'have very little experience in secretarial work,
d lexperienced my work.
25. Ata discussion:
A: Whatis your solution to this problem?

S S ,we should have a vote.

a. Formy thought h. Ofmy idea

¢. Inmyview d. About my opinion
26, A HOW A0 YOU cvvrrrvrrrirnnn about the traffic in Bangkok?

B: I think it’s too heavy.

a. think b.judge

¢. feel d. give opinions

27. In a meeting:
A Do you agree with this solution?

a Yes I'm thinking about it. b. Yes, [ agree completely,
C. Sure it is agreed. d. I'possibly agree.
28. é Whatwould you like to say about this solution?
a. Ideflnltelydon‘t agree with it.b. I'm thinking I cant agree,
¢. lregretit. d. I'm afraid not.
29. A: What’s your opinion about going on a strike?
B
a. I'm afraid | disagree, b. I'm afraid and | don't agree,

c. I'm afraid to agree. d. I'm afraid because | disagree.
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PART I, Section B: Look at the table below, and choose the correct answer in each
item to complete the paragraph.

CAR PRODUCTION BY JAPANESE MANUFACTURERS IN THE US 1985-1989

1985 1986 1987 1988 1989
TOYOTA 13,000 44,000 55,000 231,000
HONDA 145,000 238,000 324,000 366,000 362,000

The number of cars made by major.....(30) ... manufacturersin the . .
grew considerably....(31)......the period 1985-1989. Toyota started making cars in
.......... (32).in 1986, Inits firstyearit...(33)....13,000 cars. Thiswas much
less than Honda, the leading Japanese car......(34) ___inthe . . Both Toyota’
and Honda’s production.......(35).....in 1987 and 1988 (sharply in 1987,....
(36)....only slightly in 1988). In 1989 however, Toyota’s ﬁroduction .......... (37)
very sharply - from 55,000 to 231,000. Honda, on the other hand, produced

362,000 cars - four thousand less than in the previous year.

30.a. .. b.Japanese c. car d. vehicle

31. a. of b. at c. since d. during

32. a. Japan b. the US ¢. the UK. d. North America
33. a. sold b. purchased ¢. produced d. exported

34, a. manufacture b. manufacturing c. manufacturer d. manufacturers
35. a. rose b.was the same c. fell d. ofthe same
36. a. or b. with ¢. but d. of

37. a. went b. rose ¢. stayed d. plunged

PART Il, Section A: Use the information given to complete the classified ad. Each
blank needs only one word.

Toyota, . (39) .
red,...(40)....., tape recorder and ....(41)....
Bt 90,000
Please....(42).....415-0403

You would like to sell your car, a Toyota, which you bought in 1990. Itis a
red car with a radio, a tape recorder and an air-conditioner. You want to sell it for
Baht 90,000. Anybody who wants more information about it can contactyou at
Telephone number 415-0403.



PART Il, Section B: Read the incomplete advertisement below and complete it by
using only one word in each blank.

Urgently Required
Weare....(43)....for creative, responsible
........ (44).....energetic people tojoin us in the following positions.
ADMINISTRATION OFFICER AND JUNIOR SECRETARY
Both positions require:
*Thaim.(45) . ,male or female
« Bachelor’s degree in any ......(46).. or Diploma degree in
Secretarial work
« Computer literacy
C (47)....to communicate in English fluently
*Based (48)..Bangkok
Applications together with resume.....(49) e recent photo should
be sent .. (50)  mail to:
Personnel Department, Hi-Power Co., Ltd.
10 Ramkamheang Road, Suan Luang, Bangkok 10250

PART Il, Section C: Wioa Manwong is now writing a letter applying for ajob.
Complete the letter, and the resume. Also don't forget to include any relevant
information as given in the letter in the resume.

48 Samsen road,
Thewet, Dusit,
Bangkok 10300

27 June 2000

Personnel Department
Hi-Power Co., Ltd.

10 Ramkamhaeng Road
suan Luang

Bangkok 10250

Dear Sirs,

[ wish to apply for the post ...(51).... Junior Secretary in your company, advertised in
today’s The Nation.

Asyou will €€ .......(52) e .My resume, [am %raduating with a Bachelor’s degree in
Business Administration majoring in Business English at the end ......(53)....this month.
Also, Iam now working parttime at TPI.

[ hope my application ...(54)....... receive your favorable consideration and thatyou will
select me for ...(55)....... interview.

Yours faithfully,
Wipa Manwong
Wipa Manwong

Enc: Resume



RESUME

Name:  (56)....
Address:  (57)...

Education: (58)

Experience: (59)

(60) . Mr. Samuel Perth
Sales Manager, TPI Company Ltd.

Miss Watchareewan Lawan
Head of En?lish Department,
Rajamangala Institute of Technology
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60

1

|: Read each sentence and choose a, , ¢ or d which gives the best meaning for the
underlined word or phrase in the sentence.

1. There was no bomb, as the telephone caller said. It was all a hoax.

a joke b. trick C.game d. tale
2. Currently, 2,000 factories related to the electronics industry employ 300,000 workers,
a. Sometimes h. Continuously ¢. Alternatively d. At present
3. Itis customary to give people gifts on their birthday.
a. nice b. necessarg ~c.usual _ d.pleasing
4. The change gradually occurred, but now it looks completely different.
a little by little b.visually c. sometimes d. secretly

I, Read the short conversations and choose the best choice (a, b, ¢ or d) to fill in the
blank in each conversation.

5 A DoKou know that............... are the newspaper editors?

B: Oh, really?

a_ sheand | b.her and | c.she and me d. her and me
6. A: The executive sent......... secretary to the meeting.

B: So, do you have to work harder?

a her b.h ¢. theirs d. their

ers

7. A Why do they come here very often?

B: Don'tyou know that these machines are........

a. they b.them ¢. their d. theirs
8. A: Do you know how to install it?

B: Certainly, we set the equipment.............

a_ byus h. with US C. with-ourselves d. ourselves
9. A: Of the two cars, this one iS.............

B: lagree. I can notice it.

a more rusty b. rustily C. rustier d. rustiest
10, A: DO YOU KNOW wovvevvrivvvrsrssssinns ?

B: I'm not sure. Il check it out for you.

awhether the letter was posted b. the letter was ﬁosted

C. was the letter posted d. whether was the letter posted
11, A Twould rather you stopped.......... cards.

B: OK. Nl try.

a. topla b. pla ¢. for playin d. playin
12. A:Wﬁatycan you tellrr;leyabouthim? P Py

B: The onrl]y fact... I know about him is that he was laid off last

month,

a.  which b. that ¢. ofwhich d. as
13 A lTdontunderstand......n. he did.

B: No, I dont’either.

a that b. why . what d. how
14, A: John is a good student.

S 10 T o L

a. does his homework not only carefully but also neatly
b. does notonlyhis homework carefully but also neatly
c. notonly doeshis homework carefully but also neatly
d notonly doeshis homework carefully but neatly also



15. A: Could You tell us the fact?
B: Sure. ldont mind.......... you all details. o
a. togive b. in giving C. give d. giving
16. A: Let’s go camping,...enn ?
B: That’s great.

a. won'tyou . will you ¢. shall we d. should we

1. /é\: \l(ou gota low grade. I think you............ study harder.
| see.

a. rather - will . must d. may

18. A Hﬁ_ref)used ................. he made the mistake. What should we do about
im?

B: I'm afraid 1dont know.

a. toconfess . confessing

¢. to confessing d. in confessing
19. A: Things have changed a lot. _ _

B: Yes. For example, that shop........... quite popular, but now it has

very few customers.

a. used to be b. was used to be_

C. isused to be d. was used to being
20. A: What about the movie you saw last night?

B: Oh, the Story Was.......u

a. fright b. frighten ¢. frightened d. frightening
20 A IfRE e the place, he would have known the fact.

B: I 'think so.

a. had visited b. visited C. Visits d. visit
22. A: Would you like an¥ soft drink?

B: Thanks, but I prefer........ any kind of drink.

a. fresh water than b. fresh water more than

c. fresh water to d. more fresh water than
23. A: What happened to your leg?

B: Itwas broken while 1. back home.

a. cycled _ h. was cycling

¢. have been cycling d. am CJCHng
24. A: 1 think Mary will leave when her husband............ back.

B: So, when can we see them both together?

b. came b. will come ¢. IS coming d. comes
25. A: would like to tell){]qu that after my bosS..unn. out, Ann walked

around doing nothing.

B: But she got the highest bonus.

a. went b. has gone ¢. had gone d. goes
26. A: Is your work place near here?

B: No. It's about....vvenn away from here.

a. fortwo hours b.intwo hours ¢. two-hour d. two hours
27. A: 1think Paul iS.. e than Tim. He can solve all math ﬁroblems.

B: Don't be so sure. We have to see about this again after the test.

a. Cleverer b. very cleverer c. much clever d. more cleverer
28. A: What should we do about these materials?

B: ['think we'd better ... them in place.

a. keep b. to keep ¢. keeping d. to keeping

IIl: Read the dialogues given and answer the questions about them by choosing the best
answers from the choices (a, b, ¢, or d) provided.

Dialogue 1: (items 29-30)

Mary: Iwant to send this letter to Canada, please.

Sam: That1l be forty cents. Anything else?

Mary: Yes, two air letter sheets, please. What do they cost?
Sam: Thirty cents each.
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Mary: So how much is that altogether?
Sam: A dollar, please.
Mary: Thank you.

29. Sam IS a/an s

a. shop owner . post office manager
c. assistant ata post office d. postman
30. Mary and Sam ...
a. have known each other very well b. are friends
c. arenotfriends d. haven't seen each other before

Dialogue 2: (items 31-34)
Jim: What time is my flight, please?
Ken: What's your flight number?

Jim: SAS 24
Ken: That leaves at two thirty. That’s in one hour. YouVve got plenty of
time.

Jim: Thanks.
31. This conversation should take place at...........

a. an airline’s office  b.an airport ¢.an airplane d. a restaurant
RV T 3 D

a. flightattendant b. captain C. passenger d. customer
33. Kenis a..vvvren

a. janitor b. captain C. passenger d. clerk
34, What is the time when the conversation takes place?

a 2.30 p.m. b.1p.m. c. 3.45p.m. d. 1.30 p.m.

Dialogue 3: (items 35-36)

Ann: What’s this, lwonder? _

Paula: I'm not sure. Let me have a look.... It could be a coffee grinder.

Ann: A coffer grinder?

Paula: Yes, it must be used for grinding coffee beans. You see. You put the beans in here.
Ann: Oh, that would be very useful.

35. Where should this conversation take place?

a. Ata kitchen b. Ata department store

c. Ata restaurant d. Ata showroom
RTIANAT IN C: D—

a seller b. ﬁroduct examiner

¢. quality controller d. housewife

IV: From items 37-43, read each sentence and choose the best answer from the choices
given (a, b, ¢ or d) to fill in the blank.

37. Heworked hard............ he got successful.

a. because b.as oGS0 d. when
KT S the bad weather, they went swimming in the sea. _

a. Though b.As c. Dueto d. Despite
39. My mother loves eating at home,............ my father loves dining out.

a. and b.whereas C. as d. when
LV —— he is an American, he likes Thai food. _

a. Therefore ~ b.Unless _ ¢. While d. Though
41, Failure inyour life can be........ laziness.

a because b. resulted ¢. thus d. caused hy
/A the director, John has to be responsible for all problems here.

a. While b. As c. Because d. Owing to
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43, Jane can type, take shorthand and write a telex........... ,she can speak three
languages.
a. However . Moreover ¢. Therefore d. Thus

From items 44-48, read the short conversations and choose the best choice (3, b, ¢ or d) to
complete each conversation or to answer the question about the conversation.

44, Mary: You look very great wearing this necklace.
Jane: But it’s rather expensive.
In the conversation, Jane mentioned the price of the necklace because.
a. she did not want to buy it
b. she did not like it
c. she wanted to buy it at a lower price
d. she did not believe what Mary said
45, AB\: What's the matter with you today, Mary?

Well, actually I've got a headache b. I'don’t know.

a.
c. Il take a look at it, d. Il find out what it is.
46. %: What's going on with you, Tom?
a ImgomgtoChlang Mai. b. Very well. Thank you.
¢. Nothing exciting. d. Just wait and see.
A7, BA: How come you failed the test?
a Idon’tknow b. [didn't prepare myselfwell,
c. Bychance d. By train.

48. A Areyou going downtown?

a Yes, what can Ido foryou? b. Sorry, I'm going home,
¢. No, I'm not. d. Certainly.

V:Read the passage and choose the best reference for each underlined word from the
choices (a, b, ¢ or d) provided in each item.

Samsonite comes out with a new range of briefcases. Designed for the jet-

setting executive, the 900 Series Focus Deluxe blends luxury with durability.
The cases are square shaped, have a glass fibre reinforced polyamide frame,
and a durable ABS shell. They are available in bronze, green, and hlack and
come in three sizes - 9 cm (Bt7,950), 11 cm (Bt8,100), and 14 cm (Bt8,900).

49. “a new range of briefcases”in the passage means......n

a. Samsonite b. thejet-settiné; executive

. the 900 Series Focus Deluxe d. luxury with durability
50. “They” refers 0.

a. Samsonite b. three sizes

. thejet-setting executive d. the cases

VI: Read the passage and choose the best answer from the choices (a, b, ¢ or d) given in each
item to fill in each blank in the passage to make the passage a complete one.

THE Prime Minister’s security guards scrambled yesterdaﬁ to capture a man
who tried to open a door of Chuan Leekpai’s official car when it stopped at a red
light on Sukhumvit Road. _ _ _

Tavom Chantarat, 50, said after being subdued following a briefchase that he
was eating...51......dinner at the entrance to Sukhumvit Soi 1
when.....52...saw the prime minister’s car halt at the lights. _

‘lwanted to seek justice because Iwas cheated out of Bt3 million,” he said.
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The chase involved Chuan’s %uards and policemen from nearby Lumpini
station. Itended ata hotel,...53....... Tavorn tried to hide.

He was released after questioning by Lumpini police.

“Hes just a very frustrated man.....54....wanted to air grievances to the
prime minister,” said Pol Lt Col Vijit Danthamrongkul, Lumpini police chief.

51. a. some b. this c. the d. his
52.a he b. it ¢. that d. just
53. a. which b. that ¢. of which d. where
54. a. whose b. whom ¢. who d. which

VII: From items 55-60, consider the situations given and choose the best choice (a, b, ¢ or d)
to fill in the blank in each sentence to convey the appropriate meaning of the manner.

1. When you greet an American, itwould be nice to stand about............. from him/her.
a. halfa foot b. one feet c. two feet d. one metre
56. Teacher: I'am going to talk about American attitudes toward quitting a job.
Student: h, excuse me, but what does ‘quitting’mean?
In this situation, the student iS.........
a. interrupting the teacher’s talk. b.acting as a nuisance,
¢. asking feedback from the teacher. d. holding his turn to speak.
57. Bill : The hospital ordered two typewriters last month.
Tom: (He nods his head.L
Tom nods his head because he.......
a. does not want Bill to speak anﬁ more.  b.wants to interrupt Bill's speech.
h. wants to hold his turn to speak. d. gives feedback to Bill.
58. h;]youldare not clear about the instructions your supervisor has given you, you
S 1oL [+
a. interrupt immediately by asking What™?
b. ask for an explanation about it politely.
c. notsay anything because it is your responsibility to try to understand it later.
d. %millehto show thatyou are listening carefully and waiting for more explanation from
im/her.
59. Ina conversation with someone, you want to hold your turn to speak butyou need time
to think, you should..............

a. nod your head. b. say “I'm sorry.”
c. say “Sorry to interrupt...” _ d. say something like “Well...”
60. Ifyour message is misunderstood in a conversation, you should...........
a. keep silent to avoid problems. b. ask “Am I making myself clear?”

¢. correct the misunderstanding. d. say “I'm sorry about it.”



1. Enquirie
A2

You work as an assistant purchaser
at Royal Paper Co. Your company is
planning to buy 10 units of computer
notebooks. You are responsible for
finding information about them to
present toyou “~p ' '~ Now call Acer
Co. to ask for more information about
its computer notebooks.

The information you need to know
Is as follows:
1 Software programs provided
I Memoiy capacity
1 Built-in fax/modem
1 Price
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[Requests
B2

You work for Acer Co. You can give
the information about Acer computer
notebooks Model TravelMate 516T as
follows:
I Window” program provided
I 64 MB Memoiy SDRAM
1 Built-in fax/modem
1 Price - 65,000 baht

2. Orders/Acknowledgements of Orders

A2
You work as an assistant purchaser
at Royal Paper Co. Your company has
decided to buy 10 units of Acer
computer notebooks Model TravelMate
516T . Now call Acer Co. telling it that
your company is placing an order.

B2
You work for Acer Co. Now the
assistant purchaser of Royol Paper Co.
Is calling you to place an order for 10
units of Acer computer notebooks
Model TravelMate 516T.

3. Complaints/Adjustments

A2

You work as an assistant purchaser
at Royal Paper Co. Your company
ordered 10 units of Acer computer
notebooks Model TravelMate 516T . But
today your company received 9 units of
Acer computer notebooks Model
TravelMate 516T and a unit of Model
TravelMate 332T. Now call Acer Co. to
complain about the problem.

B2
You work for Acer Co. Your company
supplied 10 units of Acer computer
notebooks to Royal Paper Co. Now the
assistant purchaser of Royal Paper Co.
is calling you to complain about a
mistake in the order.
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4. Application Letters

A2
You would like to change your job.
You are interested in working for a
communications company. So, you call
Star Communicatons Co., to apply for a
job as a sales representative.

B2

As a public relations officer of Star
Communications Co., you can give
information to anyone applying for a
job atyour company that he/she has to
send an application letter together with
resume to the Human Resource
Department.

5. Introductions

A2
You are a newcomer in class.
Introduce yourselfin front ofa class.

B2
You are a student in class. Now you
are inyour classroom, and a new
student is introducing himself/herself.

6.Recommendations/References

A2

Tongchai Romchat worked for your
company, World World Business Co., as
an assistant secretary in you
department for three years. He is now
applying for a new job at Precious Ware
Co. The Human Resource Manager of
Super Sale Co., is calling you for a
reference about Thongchai. As a
referee, you should give some
information about him.

B2

Tongchai Romchat is applying for the
position of Secretary atyour company,
Precious Ware Co. where you are the
Human Resource Manager. As he gave
the name of A2 at World World
Business Co. as his referee, call A2 for
a reference about him.

7. Invitations

A2

Your company, Precious Ware Co., i$
arranging a conference on ‘New Vision
in Marketing’at the Oriental Hotel next
Sunday. You would like to informally
invite your business partner at Proctor
Manutacturing Co. to attend the
conference. So, call him and extend an
invitation.

B2
You work for Proctor Manufacturing
Co. Now you Ve got a call from your
business partner at Precious Ware Co.
You can accept or decline the
invitation,

8. Congratulations

A2
You work for Royal Paper Co. You
have just heard thatyour business
partner has gota new position as
Regional Director ofhis company, Acer
Co. Congratulate him by phone.

B2
You have just been promoted to be
Regional Director ofyour company,
Acer Co. Now there is a call from your
business partner.
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UNIT 4: Application Letters

Unit outcomes

By the end ofthis unit, you should be able to do the following.
1. Writing an application letter for employment
2. Preparing a resume

Application Letters
It can be considered that an application letter is a sales letter in which
you are both the salesperson and the product. By it you are trying to sellyour
knowledge, experience, skill and personality, and the aim ofan application is
to attractthe employer’s attention and persuade him to grantyou an
interview .
There are two types of application letters.
1 A solicited letter. This kind of application letter is sentin response to
ajob advertisement.
2. An unsolicited letter. This application letter is sentto a company
where you do not know whether there is anyjob opening.

Generally, an application letter is made in two parts:

1. Aresume or a personal data sheet giving details of
education,training, experience, names and addresses ofreferences

2. A briefletter setting outimportant points ofyour qualifications and
experience

Resume or a data sheet / curriculum vitae
A resume or a data sheetor a curriculum vitae, which accompanies the
application letter, is used to presentyour qualifications and experience
arranged in such a way as to convince an employer to grantyou an interview.
A resume can be written in many styles. However, only im portant
inform ation should be included in your resume. Generally Thai companies
wish you to provide personal details while western companies usually do not.

A: Study an example ofan application letter with a resume.




25 Rama Il Road

Samae Dum

Bangkhuntien
Bangkok 10150
12 September 2000
The Manager
Human Résources Department
TRANE THAILAND

2 Sukhumvit Road
Klongtoey, Bangkok 10110

Dear Sir,

| have seen your advertisement for

Secretary’in todaKs The Nation’and

wish to apply for t

| graduated in Busjness Administration
I Business English major from

Is position.

Rajamangala Institute of Technology,

Borpitpimuk Mahamek Campus.

For the past two years | have been
part-time as a general
a m|n|strator at a r|va e establishment
Sqte Ind ofjob you demand
ecretary i¥ou are Iookln for. M
includes o eratmg a
com uter using modem softwares such

Worklng

art time wor

from

as |crosoftwords PowerPoint, Excel

and Authorware.

A copy of my full resume is enclosed.

I look forward to being called foran

Interview.
Yours faithfully,
PensriRampa

Pensri Rampa
Enc: Resume

Name:
Address:

284

RESUME

MISS PENSRI RAMPA
25 Rama Il Road, Samae
Dum, Bangkhuntien,
Bangkok 10150

Telephone No :218-4502
Position applied for: Secretary

Education:

Experience:

References:

1996-1999 Bachelor’s
degree in Business
Administration
Business En?hsh Major?
ajamangala nstityte o
Technology or |téa|mu
MahameK Campu

1998-present Part-time
basis-general
administrator Yuatan
Securities Co.,Ltd.

Mr. Kelly Winsley
General Mana?er
Yuatan Securitities

Co.
28 Ploench|t Road,

Tele%hone' 653-4200

Mrs Amphai Traipote
Rajamangala Instityte of
Technology Borpitpimuk
Mahamek Campu
Arkarn Songkroh Road,
Sathom Bangkok 10120
Telephone: 286-3415

Answer the questions.

1. How does Pensriknow that there

is ajob opening at TRANE
THAILAND?

o~ W DN

W hat kind ofjob is she doing?
W hy does she apply for this job?
W hy does she give references?
W hat does she expectfrom her

application?
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O utline oftKke contento fan application letter

1. State the specific position you are applying for
and how you heard about it.

2. Provide details and explanations ofyour
strengths and achievements not found on your
resume, and possibly refer the reader to the
resume.

3. Conclude by requesting an interview.

B: Match the sentences in Pensri's letter with the contentin the outline above.

C: Match the sentences below with the contentin the outline above.

a The enclosed Personal Sheet shows all details about my
gualifications and experience.

b Should you grant me an interview, | shall be able to give you
any further inform ation thatyou may require.

c | have a good knowledge ofaccounts and am, of course,
thoroughly experienced in all types of secretarial work.

d Il referto your advertisement in .......ooiieennnne ,and wish to be
considered for the position of.....ccccoviiiininnnn.

e I shall be highly obliged if you could consider me for the post.

f Asyou will see from my enclosed resume, | have taken courses

in nearly eveiy aspect ofthe travel industry.

g Il wish to apply for the post 0 fuoiiiiiiiiiiinnn in your firm,
advertised in today’s Straits Times.

h In reply to your advertisementin today’s the Straits Times, |
request to be considered for the post ofa ‘senior clerk’in your
firm .

i | trustyou will grant me the favour of an interview .

j A greatm ajority ofmy pupils have shown excellentresults and
occupy some ofthe topmostjobs in private and government
offices.

k | wish to be considered a candidate for the post of a traffic
manager, which, lunderstand, has fallen vacantin your office,
recently.

1 In addition to the usual typing, filing and taking dictation, |
was responsible for scheduling all of Ms. Cruz’s appointm ents,
screening her telephone calls and visitors, and organizing her
paperwork and correspondence.

m In response to your advertisementin this morning’s “The
Tribune”, | submitmy application for the above-mentioned
postin the lightofmy qualifications and experience given
below.
| have also taken a course in shorthand and hold a “Pitman’s
Shorthand Certificate” for 150 words a minute. My typing
speed is 40 words a minute.



286

Having seen your advertisement for an accountantin today’s
The Leader’, | offer my services for the vacancy.

I shall be glad to be favoured with an interview .

I am a law graduate, as you w ill see from the enclosed resume,
and have just passed the Professional Exam ination for legal
practice in this country.

An interview w ill assure you that | can fill this postto your
complete satisfaction.

Understanding that you require the services ofan accounts
clerk Myour company, | wish to apply for the post.

W hile | was studying at............. ,l also held a part-time job

Though the class oftrade with which | dealt was slightly
different from yours, | think my experience would be valuable
to me in the new work you describe.

| hope my application will receive your favourable
consideration and thatyou will select me for an interview.
Immediately after my leaving college, Coopers & W atsons, well-
known auditing firm in Singapore employed me on part-time
basic for auditing.

lunderstand that there are a few vacancies for teachers

N School. | feel honoured to apply for one ofthem.




D: Complete this letter.

218 LowRoad
Denver, Colorado (zip)

Ms. Linda Bell

Personnel Director

Best Products Corporation

Chicago, Illinois (zip) 31 August 19—

Dear Ms. Bell,

Lam .. to inquire about a sales position at Best Products. As the
enclosed resume indicates, | will be graduatm .............. a busmess
degree from the University of Denver this sprmtg Lastwee the
président of Best Proqucts spoke to our marke n cluband............ me
your name. My experience.........a large drug and department store

allowed me........... use some ofthe skills I ........... developed as a sales
management and marketlnq major in coIIege The improvement | was
able. o, achieve in that short time gave............ the confidence to
pursug a position with a larger firm such......... yours.

My interest........ sales and marketm? also heIPed me to develop a ‘new
baoks” rack.......... the local bookstore this past |l. By placing the rack
NeXt... the check-out counter, we were able.......... stimUlate
Interest in untested products.

[Will.......... visiting Chicago during our spring break March 12-19, and
U071 [« R, the opportunity to meet withyou............ person. 1 will

call you in tvtvo weeks SO wovvrrrren you can suggest a convenient time for
US...meet.

Michael p._Davis
Michael p. Davis

Enc:

(Adapted from Munter, 1987: 387)



Objective
Education
1988-

Experience
Summer
1989

Part-t|

ime
1987-

Personal

Michael Phelps Davis
218 Low Road
Denver, Colorado
(303) 351-6113

A sales position in a consumer products firm

UNIVERSITY OF DENVER
DENVER, COLORADO

Candidate for the Bachelor of Science degree in
Business Administration, May 1992, Emphasis in
sales management and markéting. Dean’s List
three terms. Vice-president, marketing club. Co-
chair, business career day committee.

JOHNSON'S DRUG STORE

ALLENTOWN, PENNSYLVANIA _
Managed the consumer products counter for this
two million dollar drug and department store.
Sold over qne-half of dll store sales for three
month period. Improved sales by 28%. Influenced
buying decisions. Recommend new hires.

SALTERS BOOKSTORE

DENVER, COLORADO :

Ordered books for college-oriented bookstore,
Simplified ordering process. Conceived new books
rack at check-out tounter.

Fluent in Spanish. Extensive experignce with the
BM personal computer. Enjay tennis, American
literature, and the commodities market.

(Munter, 1987: 385)
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E: Complete another application letter below.

126"k2"Kuaia Lumpur
6th May 19—

The Advertiser Box 216,
“Daily Post,”

5, Green Lane,

93262 Kuala Lumpur

Dear......... ,

Post of Assistant (Daily Post, 5th May)

I should.......... rtqlad 1RV —— consider how far my
qualifications, set out on the attached sheet, .............. your

requirements.

[thas... my ambition, ever Since | ... at school, to
become a member ofa publlshln? firm. Ifsuccessful _
............. obtaining this post, lwould do my utmost..........give
loyal and enthusiastic service.

| could COM €. an interview at any time. lenclose a card,
addressed.......... myselfinthe hope ... you will use it to
tellme.nnn | may come.

YOUTS.orrrrsssrnn ,

Robert Smith
Robert Smith

Enc:

(Adapted from Robsen, 1995: 202-203)
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Robert Smith, 10, Park Ave., 72642 Kuala Lumpur,
Age: 20
Education: 1L (lsgrgrlnmar School, Kuala Lumpur, 1980-

2. G.CE. 1991 f_Dlstmctlon in Bahasa Malaysia;
Creditin En%lsh)._ o _

5. L.C.C.I. 1992 (Distinction in Commercial
English). o

4. G.c.c. Advanced Level 1992 (Distinction in
English).

Captain, school foothall team (1987-1991).

Special qualifications: Fluent English and Bahasa Malaysia
(spoken or written).

993, Junior Clerk, Eurasia-Pacific
Books, Market St. 92642 Kuala Lumpur.
2. October 1993 to present time, Junior Clerk, Caxton
Press, Scott St. 73262 Kuala Lumpur.

References: _
1 Dr. David Ghram. Ph.D., Headmaster, Grammar
School, Kuala Lumpur. N,
2. Mr. Kassim Ahmed, Manager Eurasis Printing Co.
Ltd., Davidson St., Kuala Cumpur.

Remarks: _ _ _ _
| am ofgood_ physique (height 5 ft. 8 in. Weight 11 St. 5
Ibs.) and enjoy excellent health.

In a testimonial, my former headmaster states that I am
“conscientious and hard-working”, have “a good

appearance and pleasant personality, and at school was

popular with boys and staff.”

(Robsen, 1995: 203-204)

290



291

Language Practice:
These are some expressions of application.

Spoken form I'm interested in ,...,and I'd like to apply for it.
How can | apply for....?

| would like to apply for the post of...... atyour
company. What should | do?

W ritten form | wish to apply for the position of.....which was
advertised in....

Having seen your advertisement for the post of...in..., |
offer my services for the vacancy.

| saw your advertisement for....,and | wish to apply for
it.

| am submitting this application for the post of...

In reply to your advertisement in...., | wish to submit
this application for the post of....

In response to your advertisement in....<| submit my
application for ....

Understanding that you require the services of an
accounts clerk in your company, | wish to apply the
post.

Having heard from one of my friends in your service
that you need an accounts clerk in your office, | offer
may services for the post and hope that you will give
me an opportunity of proving my worth in due course.

With reference to your advertisement in....for the post
of ...., | have the honour to offer myself as a candidate
for the same and submit the following for your kind
consideration:
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F: Listen to the conversations and fill in the missing words.

a Jim: Good morning .....cce....... | speak to the Personnel
Manager, please?

Mrs. White: ... Can | help you?

Jim: Yes. I'm interested in the ............. of Junior Clerk
advertised in today’s The Nation

Mrs.W hite: Could you ...cccveeeee. us with your resume and send it
............. our head office?

All right. Could you tell me their........... ?

Mrs. White: ... It's 226 Ram |V Road, Klong Toey, Bangkok
10200.

Jim: Thank you.

)  Mary: | would like to apply for a ............. atyour company.
W hat............. | do, please?

Martin: I'm afraid we don't have any............ now. But you can
............... us your resume so that we can..............it
when there is ajob .................

Mary: Thank you very much.

sill 7
G: Role play. %‘/ !

In pairs, role-play asking to apply for ajob in the following situations.

Situation
1

Situation
2

Student A
You are a new graduate in
business administration. You
would like to apply for a post
of general administrator
advertised by Wonderful
Computers Co. where B is the
personnel manager. Call B for
more details about the
application.

You are interested in working
for Thai Telecom Co. Now you
call the personnel manager of
Thai Telecom Co. for your
application.

Student B
You are Personnel Manager at
Wonderful Computers Co. A
calls you, asking about how to
apply for a post of general
administrator advertised by
your company.

You are the Personnel Manager 1

of Thai Telecom Co. A calls you

for applying for ajob atyour
company. But there is no job
vacancies at the moment.

1
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Student A StudentB
Situation You would like to change your You are Personnel Manager at j
3 job. So, you call B, who is the Sony Thailand Co., Ltd. Acalls 1
Personnel Manager at Sony you, applying for the post of
Thailand Co. Ltd., for applying Sales Representative at your
for the post of Sales company. At the same time,
Representative. your company is in need of
more workforce in Sales. So,
you want to interview A.
Situation You are jobless. But you have You are Personnel Manager at
4 2 years experience in People Estate Co., Ltd. A calls

accounting jobs. Now call B,
Personnel Manager at People
Estate Co., Ltd, for applying
for a post of accountant at

you for applying for a post of
accountant at your company.
But you need candidates who
have at least 3 years

his/her company. experience in accounting work. 1

H: Put the words and phrases in each item in the correct order to make a
complete sentence.

a Senior Clerk / the Bangkok Post / the position of / advertised in /
yesterday / to apply for / 1 would like
b you require / know if / any further details / please let me

c | understand, / in your office, recently / the post of / a candidate for
/ has fallen vacant / to be considered / | wish / traffic manager,
which,

d the favour / you will grant me / of an interview / | trust
e will receive / and thatyou / for an interview / my application / will
select me / | hope / your favourable consideration

I: What would you write in the following situations?

a You have seen an advertisement in the newspaper for the post of office
manager. You want to apply for this post.
You want to be interviewed for ajob you are applying for.

c You know from your friend that there is ajob vacancy at his office. So
you want to apply for thatjob.

d You do not have any work experience for the post of secretary you
want to apply for.

e You want to be given an appointment for an interview in yourjob
application.
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Language style and Tone

As we have learned before, the language used in the business
correspondence should be accurate, clear, concise, courteous, considerate
(you-attitude) and positive in order to create goodwill in business. Now
practice using the language in this style and tone below.

J: Rewrite the following messages by using the appropriate language style and
tone.
a)

Dear Sirs,

I am much interesting in the receptionist position you
advertising in The Nation yesterday.

I work part-time as a shop assistant at the present writing,
but needing a full time job. I can speak good English and
little German, so it is my thought that I could be suitable for
the position at your fine Hotel.

I am enclosing herewith a resume with references and a
photograph recently. If it is not impossible, I would like you
to interview me at the time you are convenient as early as
possible.

Yours sincerely,

(Adapted from Millan and Toselli, 1997: 119)

b)

Dear Sir,

As per your advertisement in today’s The Bangkok Post, |
would like you to consider me for the position of computer
programmer.

As you can see from my resume, | am eighteen year of age,
and I have just graduated for a bachelor’s degree of
computer programming from Rajamangala Institute of
Technology. Also, I can speak English good, and I
experience in part-time job for a computer programmer at IT
Communication Cempany.

I am available to attending an interview at any time is
convenient for you.

Yours sincerely,




K: Dictation

1. Sin Woo comes from Singapore. She needs some help. She wants
somebody to type her application letter. Listen to her letter. In what order
does she mention the following:

a A copyofDiploma

b Asking for an interview

c Job title

d Ability in shorthand writing
e His age

2. Listen again and write the letter down.

Assighments
1 Complete this application letter.

25-92 Queens Boulevard
Bayside, New York 11201
June 15, 19-

Ms. Loretta Basquez

The Vasquez Travel Agency
1402 Broadway

New York, New York 10032

This month | completed a two-year course of study........ Travel and Tourism.........
the Bowker Business Institute, and my placement counselor, Mr. Robert Feiner,
suggested 1apply toyou v a position as assistant travel agent.

Asyou will see from my .. resume, | have. ... courses in nearly every
aspect.... the travel industry. I have participated.......... workshops simulating
computer and telephone operations, and I ........... had extensive practice

.............. ticketing and reservations.

My work experience, moreover, has heIFed me develop an ability to deal......... the
public, a valuable asset for...... travel agency. Not only as a sales assistant, but
even as a stock clerk, 'have learned............he customer oriented; I have found
................ courtesy and a smile keep business flowing smoothly.

I would like very much, Ms. Vasquez,............ put my skills to work for your travel
agency. am ... for an interview Monday through Friday during business
hours. Y OU ... reach me at 884-7788.

YOUTS.irriiiins ,

Thomasshandy

Thomas Shandy

Enc:

(Adapted from Geffner, 1995: 98)



2. Each group (as a company) has ajob vacancy, write ajob advertisement for
it, as one of the examples below.

ABLE INDUSTRIES CO,,

LTD.
48/1-2 Klongnueng, .
Klongluang, Patumtani

12121
Tel: 516-81565-7, 5168431-

Urgently Required!

Translator 1 Position

+ At least Bachelors
degree in any field

* Good command of
written and spoken
English/ Mandarin

Urgently Required
Executive Secretary

o University or
Secretarial School
raduate

 Mature, can work
independently with
gﬁol(lal administrative
ski

. Ve,r¥good secretarial
skills: Typing , word
processing and filing

Please send full resume,
transcript, recent photo,
telephone number and
expected salary to:

General Manager
INCAMTEC CO., LTD.
50 Soi Sueksawitthaya,
_North Sathom Road,
Silom, Ban%rak, Bangkok
10500

Solids Handling And
Process Engineering
Co., Ltd.

CUSTOMER SERVICE &
ADMINISTRATION
SUPERVISOR

* Be Thai nationals

* Be university graduates
In Business
Management or
Accounting.

* Have a minimum of 4
years experience in a
relevant position

+ Be able to work
independently

* Have a very good
command of written &
spoken English

Please send your

application plus cv and

recent photograph to :
The Mana mg Director
SHAP.E. Co, Ltd.
211848 Bangna-Trsd
Road, Bangna, Prakanong,
Bangkok 10260

Circulate the advertisement to other groups. Each person in a group chooses
to write application letters in response to two different advertisements from
two different companies. The resume should be attached to the application

letters.
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