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Mehmet Âkif ERSOY

Korkma, sönmez bu afaklarda yüzen al sancak;  
Sönmeden yurdumun üstünde tüten en son ocak.  
O benim milletimin y ld z d r, parlayacak;  
O benimdir, o benim milletimindir ancak.  
 

Çatma, kurban olay m, çehreni ey nazl  hilâl! 
Kahraman rk ma bir gül! Ne bu iddet, bu celâl? 
Sana olmaz dökülen kanlar m z sonra helâl. 
Hakk d r Hakk’a tapan milletimin istiklâl. 
 

Ben ezelden beridir hür ya ad m, hür ya ar m. 
Hangi ç lg n bana zincir vuracakm ? a ar m! 
Kükremi  sel gibiyim, bendimi çi ner, a ar m. 
Y rtar m da lar , enginlere s mam, ta ar m. 
 

Garb n âfâk n  sarm sa çelik z rhl  duvar,  
Benim iman dolu gö süm gibi serhaddim var. 
Ulusun, korkma! Nas l böyle bir iman  bo ar, 
Medeniyyet dedi in tek di i kalm  canavar? 
 

Arkada , yurduma alçaklar  u ratma sak n; 
Siper et gövdeni, dursun bu hayâs zca ak n. 
Do acakt r sana va’detti i günler Hakk’ n; 
Kim bilir, belki yar n, belki yar ndan da yak n  

 

 

Bast n yerleri toprak diyerek geçme, tan :  
Dü ün alt ndaki binlerce kefensiz yatan . 
Sen ehit o lusun, incitme, yaz kt r, atan : 
Verme, dünyalar  alsan da bu cennet vatan . 
 

Kim bu cennet vatan n u runa olmaz ki feda? 
üheda f k racak topra  s ksan, üheda! 

Cân , cânân , bütün var m  als n da Huda, 
Etmesin tek vatan mdan beni dünyada cüda. 
 

Ruhumun senden lâhî, udur ancak emeli: 
De mesin mabedimin gö süne nâmahrem eli. 
Bu ezanlar -ki ehadetleri dinin temeli-  
Ebedî yurdumun üstünde benim inlemeli. 
 

O zaman vecd ile bin secde eder -varsa- ta m, 
Her cerîhamdan lâhî, bo an p kanl  ya m, 
F k r r ruh-  mücerret gibi yerden na’ m; 
O zaman yükselerek ar a de er belki ba m. 
 

Dalgalan sen de afaklar gibi ey anl  hilâl! 
Olsun art k dökülen kanlar m n hepsi helâl. 
Ebediyyen sana yok, rk ma yok izmihlâl; 
Hakk d r hür ya am  bayra m n hürriyyet;  
Hakk d r Hakk’a tapan milletimin istiklâl! 

 
         



 

GENÇL E H TABE 

 

Ey Türk gençli i! Birinci vazifen, Türk istiklâlini, Türk Cumhuriyetini, 

ilelebet muhafaza ve müdafaa etmektir. 

Mevcudiyetinin ve istikbalinin yegâne temeli budur. Bu temel, senin en 

k ymetli hazinendir. stikbalde dahi, seni bu hazineden mahrum etmek 

isteyecek dâhilî ve hâricî bedhahlar n olacakt r. Bir gün, istiklâl ve cumhuriyeti 

müdafaa mecburiyetine dü ersen, vazifeye at lmak için, içinde bulunaca n 

vaziyetin imkân ve eraitini dü ünmeyeceksin! Bu imkân ve erait, çok 

namüsait bir mahiyette tezahür edebilir. stiklâl ve cumhuriyetine kastedecek 

dü manlar, bütün dünyada emsali görülmemi  bir galibiyetin mümessili 

olabilirler. Cebren ve hile ile aziz vatan n bütün kaleleri zapt edilmi , bütün 

tersanelerine girilmi , bütün ordular  da t lm  ve memleketin her kö esi bilfiil 

i gal edilmi  olabilir. Bütün bu eraitten daha elîm ve daha vahim olmak üzere, 

memleketin dâhilinde iktidara sahip olanlar gaflet ve dalâlet ve hattâ h yanet 

içinde bulunabilirler. Hattâ bu iktidar sahipleri ahsî menfaatlerini, 

müstevlîlerin siyasî emelleriyle tevhit edebilirler. Millet, fakr u zaruret içinde 

harap ve bîtap dü mü  olabilir. 

Ey Türk istikbalinin evlâd ! te, bu ahval ve erait içinde dahi vazifen, 

Türk istiklâl ve cumhuriyetini kurtarmakt r. Muhtaç oldu un kudret, 

damarlar ndaki asil kanda mevcuttur. 

                       Mustafa Kemal Atatürk 
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In this unit, you are going to learn about:

• Introducing yourself
• 

13
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UNIT 1 GREETING AND INTRODUCTIONS

…………................................................................................

…………................................................................................

…………................................................................................

See you!Hello!

Good evening!Take care!

Nice to meet you!Good morning!

Have a nice day!Good night!

ACTIVITY ACTIVITY 

LESSON LESSON 1 1 INTRODUCING YOURSELFINTRODUCING YOURSELF  

 



15

UNIT 1 GREETING AND INTRODUCTIONS

 When you see your boss in the morning you say; 

    ………………………………………....................................

 When you see your best friend you say;    

    ………………………………………………….........................

    ………………………………………………….........................

    ………………………………….........................................

Outgoing 

Generous
Honest 

Calm

Smart

Easy-going

Stubborn

Lazy

Rude

Short 

Of medium height

Fat

Handsome

Good looking

Bald

Straight hair

Curly hair

Dark hair

Blonde hair

Fair hair

1 1

4 4

7 7

8 8

9 9

10 10

11 11

12 12

13 13

16 16

15 15

14 14

5 5

6 6

2 2

3 3

ACTIVITY ACTIVITY 

ACTIVITY ACTIVITY a VOCABULARYa VOCABULARY
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Student 1: It has blue eyes and wavy blond hair. It is smart.

Student 2:

Student 1: 

Student 3:

Student 1:

..... ..... ..... .....

?

  

skiing and reading a book.

ACTIVITY ACTIVITY 

ACTIVITY ACTIVITY 
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Zack : 

Secretary:

Zack  :

Secretary: 

Zack : 

Secretary:

Zack :

Secretary:

Zack :

Secretary:

Zack : Thank you.

Secretary: You are welcome.

ACTIVITY ACTIVITY  READING READING
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Secretary: 

You : .………………………………………………..

Secretary:

You   : .………………………………………………..

Secretary: 

You : .………………………………………………..

Secretary:

You : .………………………………………………..

Secretary: 

You  : .………………………………………………..

Secretary: 

You : .………………………………………………..

Secretary: You are welcome.

ACTIVITY ACTIVITY 
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diseases. This is really important for me. I always think about the 

Improve your foreign language. Try to learn new languages. I have a 

I should work hard day and night. Your aim should be to do your 
best. You should compete with yourself. That is the key to success. 

making new clothes.

ACTIVITY ACTIVITY  READING READING
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     ……………………………………..................

     …………………………………….................

     …………………………………….................

     …………………………………….................

     …………………………………….................

     …………………………………….................

     …………………………………….................

     …………………………………….................

     …………………………………….................

DREAM STUDY

SUCCEED
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»

»

»

»

»

ACTIVITY ACTIVITY 

ACTIVITY ACTIVITY 
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UNIT 1 GREETING AND INTRODUCTIONS

FUN TIME 

She is Anne. She is one of our cheerful workers.

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

ACTIVITY ACTIVITY ACTIVITY ACTIVITY 

ACTIVITY ACTIVITY 
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Which group is the most talented one?

Gives importance to the employees

Strong

Sectoral

Import

Innovator

ACTIVITY ACTIVITY 
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•  Hi.

•  Good morning.

•  Good evening.

•  Good days.

ACTIVITY ACTIVITY 

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................
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ACTIVITY ACTIVITY 

Let’s go 

 FormalFormal 
 InformalInformal

Formal 
Informal

 ....................................      ...............

....................................      ...............

 ....................................      ...............

....................................      ...............

ACTIVITY ACTIVITY aa

Eda :

Zack :

Eda : Welcome to our company. I believe we will accomplish great things together here.

 

Zack : I hope so. Glad to meet you.

Eda : Nice to meet you too. See you again. 

Zack :

ACTIVITY ACTIVITY b READINGb READING

(.....) Good luck.
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ACTIVITY ACTIVITY 

Zack :

Isabella: .................................................................................................................................................

.................................................................................................................................................

Zack : 

Isabella:

Zack : .................................................................................................................................................

.................................................................................................................................................

Isabella: .................................................................................................................................................

.................................................................................................................................................

Zack : .................................................................................................................................................

.................................................................................................................................................

Isabella: .................................................................................................................................................

.................................................................................................................................................

Zack : 
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ACTIVITY ACTIVITY a READINGa READING

Read the di

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: 

Isabella : 

Secretary: Thank you.

Isabella : Have a nice day.

ACTIVITY ACTIVITY 

ACTIVITY ACTIVITY 

 
..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................
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Hold B: 

The company made a ………………...……………. of 5.5 billion dollars.

B: 

Send

Interest

 
Book

Appointment

Company

ACTIVITY ACTIVITY 

FUN CORNER

Note 

Interest
Stamp
Cv

Bank
Safe
Cash

Appointment

ACTIVITY ACTIVITY 
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ACTIVITY ACTIVITY READINGREADING

Secretary: 

Ruth : 

Secretary: ………………………….....................................................

Ruth : 

Secretary: 

Secretary: ………………………….....................................................

Manager : 

Secretary: 

Ruth : 

Manager : 

The manager is on the line. 
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ACTIVITY ACTIVITY a READINGa READING

(.....) Thank you. 

(.....) I wish you a good work. 

(.....) Welcome. Thank you. 

(.....) You can wait in the lobby. 

(.....) Have a nice day. 

(.....) 4 Years. 

(.....) Bursa.

ACTIVITY ACTIVITY 

Hi. 

Welcome.
Not at all.

Not yet.

Get well soon.

As much as possible.
Come tomorrow.
There is no space.

Time is over.
Hurry up.
I agree with you.
If it is necessary.
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ACTIVITY ACTIVITY 

FUN CORNER
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t
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ACTIVITY ACTIVITY 

(.....) Thank you. 
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1 2 3 4 5 6

Dude Stamp Assist Boss

Buddy Safe Bank Connect

Enemy File Dial  Secretary Sales

Mate Feedback Company Cash  Customer

ACTIVITY ACTIVITY 

in red

Book

Help

 Connect 

Company

 School

Hang on

 Hold on

 Available

 Busy

Director

Assist

Help

 Book

 Connect

 Dial

 Appointment

 Approve

 Cash

Wait

 Hang on

 Call

 Connect

ACTIVITY ACTIVITY 
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SELF ASSESSMENTSELF ASSESSMENT 11 22 33 44 55

I can introduce myself.

 I know everyday language.

IN THIS UNIT IN THIS UNIT 

YO
U

R 
TU

RN
YO

U
R 

TU
RN

I can ..................................................................................................................... 

I like ...................................................................................................................... 

I know the meaning of these words .....................................................................

The easy part for me is .........................................................................................
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 not

 Good morning!

 Have a good day!

 You look great!

Bye!

See you soon.

Short

Smart

Thin

Tall

Generous

Slim
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See ya! 

Tall

Slim

Ugly
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CHARACTERISTICS OF A SECRETARYCHARACTERISTICS OF A SECRETARY

36



In this unit, you are going to learn about:

• 
• 
• 

37
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WARM UPWARM UP

Imagine that you are a manager in a company. Which one would you like to work with?

Why? Why not?

.................................................................................................................................................

.................................................................................................................................................

Why? Why not?

.................................................................................................................................................

.................................................................................................................................................

LESSON LESSON 1 OFFICE EQUIPMENTS 1 OFFICE EQUIPMENTS   

Verna
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39

ACTIVITYACTIVITY  
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KEEP IN YOUR MIND!KEEP IN YOUR MIND!

L

 Document

 Scissors

 Desk Pad

 Puncher 

 Telephone

Paper Trimmer Folder 

 Stapler 

 Fax Machine 

 Computer 

Overhead Projector  

Scanner  

 Copier 

Pen Calendar 

 Printer  

Paperclip 

 Pin  

Tape Dispenser

Calculator

 Agenda

ACTIVITYACTIVITY  VOCABULARYVOCABULARY
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41

(.....)...........................

1

(.....)...........................

2

(.....)...........................

10

(.....)...........................

6

(.....)...........................

4

(.....)...........................

8

(.....)...........................

3

(.....)...........................

7

(.....)...........................

5

(.....)...........................

19

(.....)...........................

11

(.....)...........................

12

(.....)...........................

13

(.....)........................... (.....)...........................

15

(.....)...........................

16

(.....)...........................

19

(.....)...........................

23

(.....)...........................

17

(.....)...........................

21

(.....)...........................

20

(.....)...........................

24

(.....)...........................

18

(.....)...........................

22

14
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Computer

Printer

Post-it

Panel 

Board marker

Staple

Board

Stapler 

Pencil

Pin 

Paper

Printer 

I used a scanner to copy the documents I have. (………………)

I used the agenda to make an appointment card. (………………)

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

........................................................................................................................................................

........................................................................................................................................................

........................................................................................................................................................

........................................................................................................................................................

........................................................................................................................................................

........................................................................................................................................................

ACTIVITYACTIVITY  
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43

Paperclip

Calculator

  Puncher

Desk Pad

 Agenda

Envelope

Folder

 Stapler

Pen Rack

 Staple

Glue

 Notepaper

 Pin

 Scissors

 Bin

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  

   

Pen        To connect dial lines 

 Tape dispenser      To cut

 Telephone central       To write

 Scissors        To print

 Desk pad      

 Scanner       To write on and hiring documents in 

 To scan

 Folder      

 Printer      

 Envelope        To cut tape and dispend

..................

ACTIVITYACTIVITY  
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     …………………………………………………………………………………………..........

     …………………………………………………………………………………………….......

 You need a material to destroy papers. Which one is it?

     ……………………………………………………………………………………….............

     …………………………………………………………………………………………….......

 You need it to put the waste materials  in. What is it?

     …………………………………………………………………...................................

     …………………………………………………………………………...........................

     ……………………………………………………………………………........................

Mellany :

Isabella :

Mellany :

Isabella :

Mellany :

Isabella :

Mellany : I don’t think so. 

Isabella :

Mellany : All right. Thank you.

Isabella : You are welcome.

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  



UNIT 2 CHARACTERISTICS OF A SECRETARY

47

    

A:

B:

A: It is on the ………… Please send it as an e-mail, too.

B:

A:

B: Sure. I’ll send it right now.

ACTIVITYACTIVITY  

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

Having emergency exit signs

Calling 112 when needed
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48

manager's trip

 Business card catalog

Agenda (digital or physical)

 Notepad

Pen

E-signature

 Used while planning the daily works .………...

Used while taking notes .………...

Needed while planning the manager’s travels .………...

Needed in special portals .………...

 
ACTIVITYACTIVITY  
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 I take notes on the agenda.    

 I read the notes while working. 

........ .......................................................

ACTIVITYACTIVITY  

........ .......................................................

........ .......................................................

........ .......................................................

........ .......................................................

........ .......................................................

FUN CORNER

What do you use to sign?

,
ACTIVITYACTIVITY  
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WARM UPWARM UP

Makes Appointments Is Elegant Takes Decisions
         Has Strong 

Does Make Up Dresses Clean Dresses Appropriately

Cares Body Cleansing Smells Good Plans Timings     Environment Clean

Personal Hygiene 
»...............................................

»...............................................

»...............................................

» ...............................................

»...............................................

»...............................................

»...............................................

» ...............................................

»...............................................

»...............................................

»...............................................

» ...............................................

LESSON 2 QUALIFICATIONS OF AN IDEAL EXECUTIVE ASSISTANT LESSON 2 QUALIFICATIONS OF AN IDEAL EXECUTIVE ASSISTANT 

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

ACTIVITYACTIVITY  

reports. !
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1 2 3 4 5

Polite
Well-

Printer

Reliable

Honest Dishonest  Bin

Messy Unreliable Pen

ACTIVITYACTIVITY  

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

You should study hard. 
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52

 or 

You …….....……… wear casual clothes at work. 

You …….....……… always know your manager’s plans. 

SHOULD 

Be rude

 Have personal hygiene

 Be sleepy

 Be kind

 Be messy

SHOULD SHOULDN'T ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

 ...............................................

Be dirty

  Brush his-her teeth

Speak English

Be casual

Be smiling

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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KEEP IN YOUR MIND!KEEP IN YOUR MIND!

  

Legal Secretary 

Commercial Secretary 

Finance Secretary 

Press Secretary 

Medical Secretary 

Management Board Secretary 

Tourism Secretary 

Technical Secretary 

     .........................................................................................................................................................

     .........................................................................................................................................................

     .........................................................................................................................................................

Why?

     .........................................................................................................................................................

     .........................................................................................................................................................

     .........................................................................................................................................................

....................................................

....................................................

....................................................

....................................................

....................................................

....................................................

ACTIVITYACTIVITY  
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WARM UPWARM UP

Target : To aim something especially. 

………………………………………......................................

 ………………………………………......................................

 ………………………………………......................................

Delay : ………………………………………......................................

 ………………………………………......................................

Mission : ………………………………………......................................

 ………………………………………...................................... 

Think outside the mould. ...............................................................................................

Make the deal. ...............................................................................................

LESSON 3 SPECIAL EXPRESSIONS ABOUT THE OFFICE ENVIRONMENT LESSON 3 SPECIAL EXPRESSIONS ABOUT THE OFFICE ENVIRONMENT 

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

Use plaza language.

Agree with someone.
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………………………………………..............................................................

………………………………………..............................................................

………………………………………..............................................................

………………………………………..............................................................

………………………………………..............................................................

ACTIVITYACTIVITY  

KEEP IN YOUR MIND!KEEP IN YOUR MIND!  

• 

• 

• 

• 

• 

• 

• 

gray, anthracite.) 

• 

• 

• 

• 
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     ……………………………………………...... 

     …………………………………………......... 

     …………………………………................. 

What is there in her agenda? 

     ……………………………………………...... 

     ………………………………….................

     ………………………………….................

     ………………………………….................

ACTIVITYACTIVITY  
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FUN CORNER

YES NO POINT

Do you do your homework?

Do you iron your clothes?   

 Are you punctual?     

Do you keep secrets? 

 Are you well organized? 

You are great. I admire you. 

ACTIVITYACTIVITY  
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I A O P S S U B M I T A

A R C M T Z E A T Z

D V N T A R E T N

A B A B O S S C T P L M

P C N T O O F F I C E C

T A I V I S I O N O O U

A E Z I N A A T N D S

T T E I O S I M N C N T

I Z V T E T A O A U O O

O D I A R A M A I L M

N S O D P O S T P O N E

N M M S D E D T I A R

ACTIVITYACTIVITY  

ADAPTATION

OFFICE CUSTOMER SUBMIT

BOSS POSTPONE MAIL VISION

FUN CORNER

KEEP IN YOUR MIND!KEEP IN YOUR MIND!
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SELF ASSESSMENTSELF ASSESSMENT 11 22 33 44 55

IN THIS UNIT IN THIS UNIT 

YO
U

R 
TU

RN
YO

U
R 

TU
RN

I can ..................................................................................................................... 

I can’t ...................................................................................................................

I like ...................................................................................................................... 

I don't like ............................................................................................................
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not

A telephone 

A scanner

A printer

Copying a document

Calling someone

Scanning a document

not

A medical secretary

A legal secretary

A press secretary

Being rude

Being messy

Wearing casual clothes
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Taking notes

not

You should answer the e-mail.

You should send this document today.

I need to go to the market. 

How can I help you?

Hang on a second please?

Punctual 

Elegant 
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In this unit, you are going to learn about:

• 
• 
• Sending an e-mail to the customers 

63
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UNIT 3 BUSINESS RELATIONS

 Two people who are close to each other communicate by looking and speaking face to face.

 Two people who are distant from each other communicate using a device or phone to express 
what they want to say.

LESSON LESSON   

 …………………………………………...…………………………………………...

……………………………………………………………………………………......

 ………………………………………………………………………...……………...

ACTIVITYACTIVITY  
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Dial number 9 to listen to the message again.

Busy ...........................................................................................................................

...........................................................................................................................

Bad line ...........................................................................................................................

Ring ...........................................................................................................................

Connect ...........................................................................................................................

...........................................................................................................................

Hold on the line ...........................................................................................................................

...........................................................................................................................

...........................................................................................................................

  

Would you like anything to drink?  

Do you know when she’ll be back? 

May I have your address?  

Would you like to leave a message? 

Can you spell your name?  

Could you repeat your surname?  

Who is calling?    

 

 

 I can’t hear you very well.  

  

(...)

(...)

(...)  It is Erica.

(...)  E R I C A

(...)  My surname is SCHOLEY.

(...)

(...)
as possible.

(...)

(...)

(...)  

(...)

(...)  All right.

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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Hally. How can I help you?

as possible.

who will help me in this regard?

   ……………………………………………………………………………………………………..

   ……………………………………………………………………………………………………..

   ……………………………………………………………………………………………………..

   ……………………………………………………………………………………………………..

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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Hotel : .......................................................................................................................................

Assistant: .......................................................................................................................................

Hotel : .......................................................................................................................................

Assistant: .......................................................................................................................................

Hotel : .......................................................................................................................................

Assistant: .......................................................................................................................................

Manager: .......................................................................................................................................

Assistant: .......................................................................................................................................

Hotel : .......................................................................................................................................

Assistant: .......................................................................................................................................

Manager: .......................................................................................................................................

Assistant: .......................................................................................................................................

Manager: ......................................................................................................................................

A B C E
F H I J
K L M N O

Q R S T
U V W X Y
Z

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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) to 

(…..) How can I help you?

(…..) Can you please repeat what you said so that I can check my note?

(…..) Can you tell me if you are available?

(…..) Who is calling?

(…..) I want to leave a message.

 May I have      call you back.

 I will      note my message?

 May I take     

 Could you please    

 Could you tell me    

 Can I speak to    your message?

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

TALK

 Start  Go On  Communicate  Be Quiet  Book

 Answer  Wait  Dial  Check

 Hang On  Close  Available  Spell

 Connect  Connect  Busy Repeat
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Assistant:

Orlando :

Assistant: Of course. Could you please ……………………. the topic?

Orlando :

Assistant:

Orlando : Of course.

Assistant:

Orlando : Thank you. Have a nice day.

Call Center: Evening Restaurant. Must I help you?

……………………………………………………………………………………………………………………………..…..

……………………………………………………………………………………………………………………………..…..

Call Center: I’m glad to hear that. We hope to host you again for free.

……………………………………………………………………………………………………………………………..…..

……………………………………………………………………………………………………………………………..…..

Call Center: I’m sorry to help you. See you tomorrow.

……………………………………………………………………………………………………………………………..…..

Ok. Good morning.

……………………………………………………………………………………………………………………………..…..

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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LESSON LESSON 

………………………………………………....…. is the person-to-person 

they want to say directly in front of the person.

ACTIVITYACTIVITY  

 I see. Don’t worry. I can help you.

 Is it too far from here?

 I’m glad to hear that.

 Just cross the street…

Assistant:

Of course. Gloria Shine.

Assistant:

Thank you.

Assistant:

Assistant: Thank you. Good bye.
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» Mike is going to a company. He is going to have an interview for a job application.

»
schedule.

» Jane is going to school for parents meeting. She is talking to the teachers.

» Seren is working as a secretary in a firm. She is arranging an appointment for a client.

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

Why is Gloria there?   ……………………………………...................................................………

Who helps Gloria?   ……………………………………......................................…………………..

What is the problem of Mr. Tim? ……………………………………......................................…………………..

 How did Alexandra help Mr. Tim? ……………………………………......................................…………………..

Where does Mr. Tim want to go? ……………………………………......................................…………………..
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……………............

» Mr. Tuna has a visitor right now. Can I ask you to wait a bit?

» How can I help you?

» What would you like to drink?

» Do you have an appointment?

» Mr. Tuna is busy right now.

…………….....

» We are very happy to see you in our company.

» Can I take you to the ?

                                        ……………...........

» Nice to meet you.

………

»

» What is the subject you want to discuss with Mr. Tuna?

                     .........…                         …………

…………

» Can I call you back later?

» Do you 

             .............

ACTIVITYACTIVITY  

Walk Behind

Approve

Talk

What’s Up?

Guest Room

Glad

ACTIVITYACTIVITY  

• Speak politely.     ……………………………………………..

……………………………………………..

 ……………………………………………..

• Use your body language well and appropriately. ……………………………………………..

• Listen to the others carefully.    ……………………………………………..
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ACTIVITYACTIVITY  

                                Excuse me?   How are you?    How can I help you?

 Can you help me?    I want to ask something.

       Do you know about this place?     Have a nice trip.

         Nice to meet you.     Have a nice holiday.

                              Which country did you come from?     Which city is your trip to?

               What is your job?     Are you working?     I think you are a foreigner.     No problem.

                   Is everything okay?

 See you soon.    How much does it cost?   Do you want to shop?    Can I see the menu? 

         Would you like to look at the menu?     Can I have your order?     Can I get the account?

                                                         Would you like to pay the bill now? 

 You are a waiter in a restaurant.    You are a cashier in a shop.

Me: 

Me: I want to ask something. Do you know about this place?

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................
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Facsimiles : 

www

SMS

LESSON LESSON 

Who invented the computer? …………………………………………………………………………………

What does www mean?   …………………………………………………………………………………

What does e-mail mean?  …………………………………………………………………………………

Who sent the first e-mail?  …………………………………………………………………………………

 Who invented the internet and when? …………………………………………………………………………………

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................................................................................................................

(....)

(....)

(....)

(....)

(....)

(....)
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ACTIVITYACTIVITY  

From :

To : 

Subject : 

have an  to learn about the menu 
 and the 

hold
. 

I wonder if you may meet our requests. 

 me as soon as possible so that I can contact with other .

Celine.

      True   False  

 Celine is the receiver.   ……  …….……………….…………

 Mr. Climber is the sender.   ……  …….……………….…………

 Celine is the manager of Moon and Dark
    Company.     ……  …….……………….…………

5

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  

1 ) 

 Type the address or addresses to which the 

 Control from the outgoing folder where the transmission 
takes place.

 Check the mail.

Mail Menu Message 
Area

Folder 
Area Area

Message 
InfoToolbar
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I’m the one who sends the e-mail. ……………………..

I’m the one who receives the e-mail. ……………………..

You give an answer to the e-mail by clicking on me. ……………………..

I’m the one that keeps e-mails from unknown people. ……………………..

You give answers to all the e-mails via me. ……………………..

I’m the theme of the e-mail. ……………………..

You can learn the day and month of the e-mail by means of me. ……………………..

You can send the same message by clicking on me. ……………………..

You can send the e-mail to more than one person by means of me .……………………..

B  
the receiver can’t see the other receivers. ……………………..

ACTIVITY ACTIVITY 33

Terms:

Folder   ……..

 Inbox       …….. 

Correspondence …….. Trash       …….. 

Junk box  …….. 

We can view the deleted e-mails here.

We can view the e-mails we have sent here.

This is the area where all incoming e-mails to the user are displayed.

This is the area where the content of the e-mail selected by the user or created by the user is displayed.

It is the box where the mails sent to us are collected. This box will be opened when we log in to 

ACTIVITY ACTIVITY 33

CC Bcc Sender Receiver Subject

Date Forward Reply Reply All Message Body Spam
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ACTIVITYACTIVITY  

....................

....................

Cheers.

Dear

How is it going?

I’m looking forward to hearing from you soon.
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ACTIVITY ACTIVITY 33

ACTIVITY ACTIVITY 33
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A 
B 
C 
D 
E 

F 1
G 
H &
 I 
 J 3

K  )
L  %
M 
N =
O 

 
Q 
R 6
S 9
T 

U 
 
 

Y 
 4

ACTIVITYACTIVITY  

David White            fault            Dear Sir            pressed            called 

ACTIVITYACTIVITY  

. 

FUN CORNER

           6        9 &         6   % 
Message: ...............         ...............          ...........................     .....................................

didn’t work. 

………………………………………..…..…

………………………………………………...

…………….................….……..

…………….................….……..
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SELF ASSESSMENTSELF ASSESSMENT 11 22 33 44 55

I can communicate with the clients.

 I can communicate with the clients on the phone.

 I can use expressions about sending and receiving e-mail.

I know the parts of the e-mail.

 I can write an e-mail.

I can reply an e-mail.

 I can send an e-mail.

IN THIS UNIT IN THIS UNIT 

YO
U

R 
TU

RN
YO

U
R 

TU
RN

I can ..................................................................................................................... 

I can’t ...................................................................................................................

I like ...................................................................................................................... 

I know the meaning of these words .....................................................................

I don’t know the meaning of these words ...........................................................

The easy part for me is .........................................................................................
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Hello. How can I help you?

This is John Toe. 

 Good Morning. Anna speaking.

 Who do you want to talk?

The director wants to talk to you.

I’ll call you back later.

 Will you pay in cash?

 Do you have an appointment?

Do you want to use the wake up call service?

 Will you rent a car?

     

 I don’t know.

My surname is Theodora.

 I’m from New Jersey.

Hi! You look marvellous!
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Sent box

Inbox

Spam

Trash

 Send

Call

 Have a nice day!

 Have a nice weekend.

 Cheers.

See you soon.

Send

 New message

 Reply

Spam

Cc

New message

Trash

Inbox

 Spam

Cc
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In this unit, you are going to learn about:

85

• Expressions used in tours and excursions
• Giving and receiving addresses
• 
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WARM UPWARM UP

A tour 

An excursion

LESSON LESSON 1 EXPRESSIONS USED IN TOURS AND EXCURSIONS1 EXPRESSIONS USED IN TOURS AND EXCURSIONS
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ACTIVITYACTIVITY  

Agency

                                                

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

 Tent camping Hotel

 Hostel/pension

Camping

 

 Bed&breakfast

 Half pension

 Full pension
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 Arrange   a double room

 Book    

Make    the bus

Take     arrangements

Buy   

 All     

 Business   desk

 Open     class

Closing    pension

Full   

Open-date     date

 Front         

 Non-scheduled  

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  READINGREADING 

Ticket check in Front desk Tour guide

Luggage Full pension 

Check in/out Transfer

Single room/double room Route

Visa Suit

Baggage limit Bed&breakfast Package tour
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By the lake

Economy class

Near the airport

Near the sea

Half board

Bed&breakfast

Delay

Single room

Departure

By train

Suite

By the lake

Economy class

Near the airport

Near the sea

Half board

Bed&breakfast

Delay

Single room

Departure

By train

Suite

 

ACTIVITYACTIVITY  READINGREADING

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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Daniel:

Lisa :

Daniel:

Lisa : 

cost

Daniel: 

Lisa :

Daniel: 

Lisa : 

Daniel:

Lisa :

Daniel: per person

 cash 

Lisa : 

Daniel: POS device 

Lisa : 

Daniel:

Lisa : 

Daniel: 

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  
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KEEP IN YOUR MIND!KEEP IN YOUR MIND!

»

»

»

»

» 

»

ACTIVITYACTIVITY  
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date check-in luggage  Let me check

Angelina:

Angelina:

Angelina:

Angelina: 

Angelina:

Angelina:

Angelina:

Angelina:

     …………………………………………………………………

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  READINGREADING
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» The destinations in Türkiye,

» The choice of your accommodation,

»

»

» 

»

»

»

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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6 7

8

4

9

ACTIVITYACTIVITY  

F

R

S

T

C

L

A

S

S

DOWN 

of the best quality

 a shelter used in camping

ACROSS 

a small piece of paper/card, you pay for, 

 going from one place to another

ACROSS

DO
W

N
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WARM UPWARM UP

LESSON 2 LESSON 2 GIVING AND RECEIVING ADDRESSES GIVING AND RECEIVING ADDRESSES 

Neighbourhood: 

Street : 

 Site : 

ACTIVITYACTIVITY  ACTIVITYACTIVITY  

ACTIVITYACTIVITY  WRITINGWRITING

Right:

Up :

Turn : 

Go across :

Go along :

Turn back:
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Mosque

Bus Stop

Student Market

Greengrocer

Pray Hospital

Medicine School

8 Pharmacy

Meat

Butcher’s

Passenger Cemetery

 

  Eddy : 

Gökhan:

Eddy : 

Gökhan: 

  Anna :

Anna :

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  



99

UNIT 4 RESERVATIONS, TOURS AND EXCURSIONS

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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WARM UPWARM UP

LESSON LESSON 3 MAKING A RESERVATION 3 MAKING A RESERVATION 

Agency : 

Assistant: 

Agency : 

Assistant: 

Agency : 

Assistant:

Agency : 

Assistant:

Agency : 

ACTIVITYACTIVITY  

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

 

»

»
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ACTIVITYACTIVITY  

» 

»

» 

» 

» 

» 

»

»

» 

»

» 

» 

» 

» 

» 

» 

ACTIVITYACTIVITY  

Assistant: 

Agency : 

Assistant: 

Agency : 

Assistant: 
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ACTIVITYACTIVITY  

ASKASK

 Mountains/Plateaus  Seaside   Forest  Historical Places Mountains/Plateaus  Seaside   Forest Historical Places

   Holiday Village  Hotel  Motel  Hostel   Camp   Holiday Village  Hotel Motel Hostel  Camp

AbroadAbroad

NoNo

ACTIVITYACTIVITY  READINGREADING
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11 22 33 44 55
YO

U
R 

TU
RN

YO
U

R 
TU

RN
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Tour operator

 Tour guide

 Client 

Bus

Plane

 Catamaran

 Cable car

Trip-tour

Breakfast-lunch

Pay-cash
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105

UNIT 4 RESERVATIONS, TOURS AND EXCURSIONS

Full pension

 Bed and breakfast

Cemetary

 Historical places

Hotel room

 Garden

 Tour guide

 Museum

 Tour guide

 Departure
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107

In this unit, you are going to learn about:

• 
• 

107
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…………………………………………….. Tripp,

…………………………………………….. I hope you are okay.

I’m organizing a dinner at my house on Tuesday at half past seven p.m.

…………………………………………………………………………………………………………….

I’m looking forward to hearing from you soon.

P.S: Can you bring the beverages if you may join?

……………………………………………..

Amy

WARM UPWARM UP

Why did people need to write? 

What is hieroglyph?

LESSON LESSON 1 HOW TO WRITE AN OFFICIAL CORRESPONDENCE  1 HOW TO WRITE AN OFFICIAL CORRESPONDENCE    

ACTIVITYACTIVITY  

Cheers How is it going? Dear Please let me know if you join us.
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        1200 Street

        Çankaya

        Ankara

15 Low Street

Kingdom Hill

Dear Sam,

I’m looking forward to hearing from you soon.      

                        Love,

                                                                                                                               Signature

ACTIVITYACTIVITY  

…………………………………………………………………………
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                                                                                                                           Istanbul

We are asking you to grant her a visa.   

                                                                                                                   

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

…………………………………………………………………………

..................................................................................................................................................................

..................................................................................................................................................................

ACTIVITYACTIVITY  
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LOL

How is it going?

With kind regards,

I hope to hear from you soon.

Wish the best, 

To your knowledge

I’m very pleased to hear.

All the best,

ACTIVITYACTIVITY  

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

ACTIVITYACTIVITY  

thousand 
and seven 

the fourth

twenty

thirteen

the seventh

nineteen

ninety

of September

eighteen

seventy two
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                    b. …………………………………………………………………….............................................................
                         ....................................................................................................................................
                         ....................................................................................................................................
                         ....................................................................................................................................
                         ....................................................................................................................................

Signature

Annexes:
...............

....................................................                                                              ..................................................

....................................................                                                                  ..................................................
Paraph:
..........................................................................................................................................................

..........................................................................................................................................................

SECRET

11

10

15

12

1

5

2

9

1 ................................. 5 ................................. 9 ................................. .................................

2 ................................. ................................. 10 ................................. .................................

................................. ................................. 11 ................................. 15 .................................

................................. ................................. 12 ................................. .................................

ACTIVITYACTIVITY  
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 Heading                     

 Date   

stated. 

the addressee.

than one addressee.

ACTIVITY ACTIVITY 
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 Re:

 Tel no:

Telephone number

As soon as possible

ACTIVITYACTIVITY  

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

        System

Covering Text

Paraph 

Font

Punto
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……………: ………………………………………………………

……………: ………………………………………………………

 To the Governorship of Istanbul

 ……………………………………………………………..…………………….......................

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  

…………………………………………………………………………......................................
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                 Susanne Blear

                                                                              ……………………………
                                                                              …………………………...
                                                                 ……………………........

……………………………………….……………………………………………………………………………………………………………………

……………………………………….……………………………………………………………………………………………………………………

……………………………………….…………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………..................................

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  

 

…………: ………………………………………..

ACTIVITYACTIVITY  
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London

Regards,

Commissar

London

Regards,

                                                                                                                                                 Commissar

 …………………………………………………………………………………......…...................................................……….

 …………………………………………………………………………………......…...................................................……….

 …………………………………………………………………………………......…...................................................……….

 …………………………………………………………………………………......…...................................................……….

 …………………………………………………………………………………......…...................................................……….

ACTIVITYACTIVITY  
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………………………………………………………………………………..?

 …………………………………………………………………………………?

 ………………………………………………………………………….………?

 ………………………………………………………………………………….?

    London.

………………………………………………………………………………….?

 or 

00:00 12:00

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  
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Mini Quiz 

Love,

Best wishes,

................................

................................

                                    1200 Street

                                       Çankaya

                                        Ankara

Amy LIGHT

..........................................................

............................

1200 Street

Çankaya

Ankara                                                     

                                                                                         Amy LIGHT

1200 Street

Çankaya

Ankara

ACTIVITY ACTIVITY 
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   Cheers,

Love,

  

.....................................................

...................................

Amy LIGHT

1200 Street

Ankara     Amy LIGHT

...............................

................................................              ................................

Amy LIGHT

1 2 3 4

signature

e-signature

year love

ACTIVITYACTIVITY  
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WARM UPWARM UP

LESSON 2 LESSON 2 HOW TO WRITE A BUSINESS LETTER HOW TO WRITE A BUSINESS LETTER 

BUSINESS LETTER:
 

in Türkiye.

ACTIVITYACTIVITY  
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Oxford

dear sir!

Love,

Singature

  

 …………………………………………..

…………………………………………..

 …………………………………………..

 …………………………………………..

 …………………………………………..

 

 …………………………………………..

…………………………………………..

 …………………………………………..

 …………………………………………..

 …………………………………………..

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

»

»

»

»

»

»

» Use short words.

ACTIVITYACTIVITY  
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    ……………………………………………………………………..

    ……………………………………………………………………..

    ……………………………………………………………………..

    ……………………………………………………………………..

    ……………………………………………………………………..

    It’s about …………………………………….

    It’s about …………………………………….

    It’s about …………………………………….

    It’s about ……………………….

ACTIVITYACTIVITY  

ACTIVITYACTIVITY  



126

UNIT 5 BUSINESS CORRESPONDENCE

The Body

The Complimentary Closing

The Heading

..................................................................................................................................

..................................................................................................................................

..................................................................................................................................

..................................................................................................................................

..................................................................................................................................

..................................................................................................................................

..................................................................................................................................

..................................................................................................................................

I would be grateful if you Dear Lady,

105 City Rise is…

Floreat

We understand from 

ACTIVITYACTIVITY  
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BURSA

Regards,
General manager

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  
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Are you blind?

Dear Ahmet, 

Love,

Dear Sir,

Regards,

ACTIVITYACTIVITY  
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ACTIVITYACTIVITY  
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SELF ASSESSMENTSELF ASSESSMENT 11 22 33 44 55

IN THIS UNIT IN THIS UNIT 

YO
U

R 
TU

RN
YO

U
R 

TU
RN

I like ...................................................................................................................... 

I know the meaning of these words .....................................................................

I don’t know the meaning of these words ...........................................................

The easy part for me is .........................................................................................
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 Promissory note

not

 Original signature

 Blue pen

 Card signature

UNIT 5 REVIEWUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIITTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT 555555555555555555555555555555555555555 RRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRREEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWW
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not

Astu Hotel

not

Best regards,

 Love,

Governorship
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THE CV, THE JOB APPLICATION THE CV, THE JOB APPLICATION 
AND THE INTERVIEW FOR A JOBAND THE INTERVIEW FOR A JOB
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UNIT 6 THE CV, THE JOB APPLICATION AND THE INTERVIEW FOR A JOB

In this unit, you are going to learn about:

135

• The CV
• 
• The interview for a job
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UNIT 6 THE CV, THE JOB APPLICATION AND THE INTERVIEW FOR A JOB

You need to prepare a CV for a job interview. What subject headings do you use?

1.

2. …………..………............

3. …………………..............

4. ……………………...........

5. …………..………............

6. …………………..............

7. ……………………...........

WARM UPWARM UP

1. Do you know the meaning of CV?

2. Where do you use it and why?

3. Do you think the contents of CV are important? Why?

LESSON LESSON 1 THE CV 1 THE CV 

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

ACTIVITYACTIVITY  1.1 VOCABULARY1.1 VOCABULARY
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Here are some parts that should be in a CV.

1. Summary ........

2.

3.

4. Voluntary works ........ 

5.

6. Skills ........ 

7. Hobbies ........ 

8. References ........      

a. 
about you.

b.

c. Lists your technical and personal skills that may be of interest to the employer.

d.

e.

f. 

g. 
ranges you worked.

h.

h

Read the sentences in a CV. Write Appropriate or Inappropriate according to the sentences.

1. I like learning foreign languages.  ………………..

2. I don’t plan my daily schedule.   ………………..

3. 

4. 

5. I can’t work in a team.   ………………..

6. 

ACTIVITYACTIVITY  1.2 READING1.2 READING

ACTIVITYACTIVITY  1.3 READING1.3 READING
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.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

.....................................

and 
courses

Where do you see Programmes you can 
use in computer

and 
social research 

and 

Your foreign languages
How do you spend 

and art

ACTIVITYACTIVITY  1.4 WRITING1.4 WRITING

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

GRAMMAR POINT.

Must:

Must + verb

E.g.:

You must be quiet at the hospital.

I/You/He/She/It/We/They + must + Verb

The applicants must get their CVs with them.

I/You/He/She/It/We/They+ mustn’t + Verb

You mustn’t be late.
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must or mustn’t.

1.

2. You ….…….. write it in a short and clear way.

3.

4. You ….…….. support it by data.

5.

6.

7. You ….…….. use keywords.

8. You ….…….. use a clear font.

9.

10. You ….…….. use bullet points to make reading easier.

11.

12.

13. You ….…….. obey the rules of grammar.

14. You ….…….. check it at least with one person.

ACTIVITYACTIVITY  1.5 a READING1.5 a READING

1. I must wear uniform in the school.

2. We mustn’t  pass at the red light.

3. ………………………………………………………….

4. ………………………………………………………….

5. ………………………………………………………….

6. ………………………………………………………….

7. ………………………………………………………….

8. ………………………………………………………….

9. ………………………………………………………….

10. ………………………………………………………….

11. ………………………………………………………….

ACTIVITYACTIVITY  1.5 b WRITING1.5 b WRITING
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KEEP IN YOUR MIND!

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

PHOTO

Personal
Name

Address
Topçu Mah. Göksu 

Phone number
05006666666
Email

Date of birth

Place of birth
Mersin/Türkiye
Gender
Male
Marital status
Single
Driving licence

Interests

» Art

» Foreign Languages
» Personal Development/Skill 
   Development
» Sports
» Photography
» Human/Community Psychology
Languages
English
Russian

             
          
      
      
      

             

I assume that I’m suitable for your company's working culture 

company with my proven skills in management and company. I 

             
      
      
        
      
      

             References
      
      
      
      

             
                                                               
                                      
                            
          Work/Life Discipline                 
          Time Management                      
          Mobility                                                                    

             Courses
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PHOTOGRAPH  TITLE

Summary

Awards and Achievements

Hobbies and Interests

References

Courses and Trainings

ACTIVITYACTIVITY  1.6 WRITING1.6 WRITING
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FUN CORNER

T X L A E F H Z X T X F

P G E C N E I R E P X E H

S I N S J I E A B M H M P

B W E U K Z C P A Y T I C

V E D M P B N R V B K V O

D D U M I D E O D Y D V U

W L C A Z R R J U P S T R

J K A R U A E E C S U J S

S K T Y H W F C F Y M M E

U Y I K A E T R F D C

X B O O H J R Z Y S J V K

U F N L Y S V B A L A C A

ACTIVITYACTIVITY  1.71.7

PROJECT AWARD COURSE EXPERIENCE

REFERENCE SUMMARY EDUCATION CV
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WARM UPWARM UP

LESSON 2 LESSON 2 THE JOB APPLICATION THE JOB APPLICATION 

Have you ever applied for a job? If yes, how was it?

…………………………………………………………………………………

Gender :

Home address:

Date of birth :

References:

Illnesses :

1. Name/Surname

2. ……………………………....

3. ……………………………….

4. ……………………………….

5. ……………………………….

KEEP IN YOUR MIND!KEEP IN YOUR MIND!

is not requested from you.

ACTIVITYACTIVITY  2.1 WRITING2.1 WRITING

ACTIVITYACTIVITY  2.2 VOCABULARY2.2 VOCABULARY
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JOB APPLICATION FORM

Name Place of Birth

Surname Date of Birth

Gender Female                             Male

TC                                      Other ................ 

Address

Phone Number Home: Mobile1: Mobile2:

E-Mail Address .................................@......................

Military service

Completed Discharge Date

Postponed Date

Do you have a driving licence? B               C               D               E               F               No           

Marital status Married           Single Your Partner’s Job

     

                                      

       

Photograph

A. PERSONAL INFORMATION

ACTIVITYACTIVITY  2.3 READING/WRITING2.3 READING/WRITING
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B. EDUCATIONAL INFORMATION

Name of the School Department End Date

High school

Associate Degree

Licence

High Licence

Doctorate

Programme Very Good Good Average

Word

Power Point

Other: .......................................................................................................................................

.......................................................................................................................................

.......................................................................................................................................

Language
Reading

Average Good Very 
Good Average Good Very 

Good Average Good Very 
Good

1.

2.

3.

C. FOREIGN LANGUAGE KNOWLEDGE

D. COMPUTER SKILLS
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            Name Mission Date of entry Date of release Reason for Leaving The Wage

Subject Date

F. COURSE/SEMINAR/CERTIFICATE/AWARDS AND RECOGNITIONS YOU ATTENDED

G. ASSOCIATIONS AND ORGANIZATIONS YOU ARE A MEMBER OF

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

H. YOUR HOBBIES

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

I. OTHER INFORMATION

Do you have any health problems?

Do you have any criminal 

The person to contact if we cannot 
contact you:

Name-Surname Phone Number
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Name-Surname Mission Phone Number

K. YOUR WAGE EXPECTATION

Gross Net

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  ...............................................................................................................................................................................

  

L. WANT TO ADD

      Applicant                                               Approval

Name Surname: ...........................                                   Name Surname: ...........................     

Signature           : ...........................                                   Signature         : ...........................  

Date               : ...........................                                                                                                
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ACTIVITYACTIVITY  2.4 READING2.4 READING

ACTIVITYACTIVITY  2.5 READING/WRITING2.5 READING/WRITING
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Now, it’s your turn! Imagine that you applied for a job as a consultant at a big company, and were 

invited for an interview. 

Write a paragraph about you.

1 2 3 4 5

Sales manager Signature Language

Secretary Date Formal Job interview

Applicant Be gentle Address  Enclosure

Security Be punctual Driving Licence CV

ACTIVITYACTIVITY  2.6 VOCABULARY2.6 VOCABULARY
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WARM UPWARM UP

LESSON 3 LESSON 3 THE INTERVIEW FOR A JOB THE INTERVIEW FOR A JOB 

What should/shouldn’t you do in a job interview? Find the sentences, and match them with the pictures. 

1. d h b g r s e z c i m k t u q i w n d     ……………………….............

2. 

3. q w r d o n f a e i t m b k e p g a o m v e c h s t s o y   ………………………………….. 

4.

5.

6.

......................................................

......................................................

......................................................

......................................................

......................................................

......................................................
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Read the job interview, and act it out.

Read the sentences under the dialogue, and write True or False according to the interview.

Applicant      :

HR Specialist:

Applicant      : Thank you very much. How are you?

HR Specialist: Thank you. Which city did you come from?

Applicant      : I came from New Jersey.

HR Specialist:

Applicant      : 

HR Specialist:

Applicant   :

years. I think I contributed a lot to my company with my work. I created a personnel 

HR Specialist: I'm very happy about that.

Applicant      : I hope we get the chance to work together. I think it would be nice to work with you.

HR Specialist:

Applicant        :

HR Specialist:

end of the week.

Applicant      :

HR Specialist: Thank you for coming. Have a nice day.

1. 

2.

3.

4. HR Specialist didn’t receive his CV.    ……………………….

5. 

ACTIVITYACTIVITY  3.1 READING3.1 READING
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You are the Manager of Human Resources in a company. You need an accountant, 
assistant, a security and a web designer
and decide who is appropriate for each job, write the jobs under their names.

Tom SKY      Emily SWITCH

……………………………………….    ……………………………………….

Age: 45       Age:

 High School Licence    Master Degree

Security Licence      English and Russian 

Strong       

Serious       Logical

Maria BUTTON      Kaniwar OKMEN

……………………………………….    ……………………………………….

Age: 37       Age: 

Married      

 Good at Math

Sociable

ACTIVITYACTIVITY  3.2 a READING3.2 a READING
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to write answers of Kaniwar.

1. Why should we hire you?

2. Are you a risk taker?

3.

4. Are you a team player?

5.

6. What do you know about this company?

7. What are your strengths and weaknesses?

8.

9. Are you married?

10. Why do you want to work here?

Interview: 

Manager:

Kaniwar :

Manager: ………………………………………………………………………………………....

Kaniwar : …………………………………………………………………………………………..

Manager: ………………………………………………………………………………………....

Kaniwar : …………………………………………………………………………………………..

Manager: ………………………………………………………………………………………....

Kaniwar : …………………………………………………………………………………………..

Manager: ………………………………………………………………………………………....

Kaniwar : …………………………………………………………………………………………..

Manager: ………………………………………………………………………………………....

Kaniwar : …………………………………………………………………………………………..

Manager: Ok. Mr. Okmen. We will call you in a few days. Have a nice day.

Kaniwar : Thank you. I’m looking forward to hearing your good news.

ACTIVITYACTIVITY  3.2 b WRITING/SPEAKING3.2 b WRITING/SPEAKING
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FUN CORNER
Each word has a secret sign.

ACTIVITYACTIVITY  3.33.3

          !          &         3 
Message: ................      ..............             ................      ...............

A 

C 
D 
E 

F 1
G !
H &
 I (
 J 3 

 
L  %
M ?
N =
O 

P 
 

R 6
S 9
T 

 
V ...
 

Y 
Z 4

b. Read the messages, and draw their cryptos.

Don’t be messy.

Be prepared.

Don’t be late.
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SELF ASSESSMENTSELF ASSESSMENT 11 22 33 44 55

1.

2. I know the points to consider while preparing a CV.

3. I know the purpose of using a CV.

4. I can create a CV.

5.

6. 

7.

8.

IN THIS UNIT IN THIS UNIT 

YO
U

R 
TU

RN
YO

U
R 

TU
RN

I can ..................................................................................................................... 

I can’t ...................................................................................................................

I like ...................................................................................................................... 

I don't like ............................................................................................................

I know the meaning of these words .....................................................................

I don’t know the meaning of these words ...........................................................

The easy part for me is .........................................................................................
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UNIT 6 REVIEW66666666666UUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIITTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT 6666666666666666666666666666666666666666 RRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRREEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWW
1. Which of the following is unnecessary in a CV?

a.

b. Summary

c. Hobbies

d. Social Area

e. Skills

a. ID card

b.

c. 

d. 

e.

during recruitment?

a. CV

b. Diploma

c. Photo

d.

e.

about themselves?

a.

b. Reference

c.

d. Summary

e. Hobbies

a. Taking photos

b.

c. Fear of spiders

d.

e. Salary
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6. Which of the following would be wrong while preparing a CV?

a.

b.

c.

d.

e. It should tell about its future successes.

a. Career Planning

b.

c. Summary

d. Hobbies

e. Reference

a.

b. 

c.

d. Resume

e.

not

a.

b. Address

c. Any discomfort

d. Your dreams

e. Reference

a. 

b. CV

c. Reference

d.

e. 
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UNIT 1

1. d

2. c

3. b

4. e

5. b

6. d

7. e

8. a

9. c

10. a

REVIEW ANSWER KEYRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRREEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWW AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAANNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRR KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYY

UNIT 2

1. c

2. a

3. b

4. a

5. b

6. e

7. c

8. d

9. d

10. e

UNIT 3

1. e

2. e

3. b

4. a

5. c

6. a

7. d

8. b

9. c

10. d

UNIT 4

1. d 

2. e 

3. d

4. c

5. a

6. a

7. c

8. b

9. e  

10. b  

UNIT 5

1. c

2. a

3. b

4. b

5. c

6. e

7. d

8. a

9. d

10. e

UNIT 6

1. d

2. c

3. a

4. b

5. a

6. e

7. c

8. b

9. d

10. e
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GLOSSARYGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGGLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAARRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYY

UNIT 1

Appearance

Apply

Available

Boss

Customer

Introducing

Personality

UNIT 2

Arrange

Bin

Commercial

Connect 

Legal

Pin

Puncher

Senior 

Stapler

Trimmer

UNIT 3

Contact

Device

Fault 

Folder

Interview

Submit

UNIT 4

Departure

Inclusive

Price

Rent

UNIT 5

Dispatch

Endeavors

Faithfully

Hieroglyph

Sincerely

UNIT 6

Clue

Competency

Gender

Gross

Voluntary

Wage
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BOOKS
• 

• 

• 

• 

• 
 New York: Arnold. 

• 

• 

• 

CIRCULARS
• 

• 

• 
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