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English Worksheet.
Unit I – My First Job.Instrucciones – Instructions:
- Evite los borrones y el uso de  corrector.
* Avoid smudges or stains and the use of correction pen.
- Responda utilizando los espacios destinados dentro de la guía.
* Use the suitable area to complete each activity.
- Utilice solo lápiz de pasta (azul/negro) o grafito.
* Use pen (blue/black) o pencil.
 
HABILIDADES – SKILLS:
- Leer textos y reconocer nuevo vocabulario en ambos idiomas.
* Read the texts and recognize the new vocabulary in both languages.
- Leer textos, analizar información y desarrollar las actividades.
* Read the texts, analyse the info and complete the activities.
STUDENT : _________________________________________________.
GRADE: 3RD GRADE ________         DATE: ____________________________.
MISTER JUAN CARLOS JARA R.	Score: __________		Mark: ____________



                  
1.- Reading Comprehension. Read the texts on the next page and recognize the new vocabulary. Complete the chart below.
2.- Reading Comprehension. Read the texts again and complete the activities.
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1.- Find the following information in the informative text and write the correct letter in the line. (4 points)

a.- length of the application letter. _______

b.- format of the application letter. _______

c.- margins of the application letter. ______

d.- size and type of font. _______

According to the texts… (8 points)

e.- What kind of information must be highlighted in an application letter?
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
f.- What other documents should be attached to the application letter?
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
g.- What should be the tone of the complementary close?
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
h.- When are you ready to write your application letter?
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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2.- Complete these activities according to the text “Parts of a Resume”. (14 points)


a.- Which are the sections of a resume mentioned in the text?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
b.- What should conatin the “education section”?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
c.- Which are the thigns must include your CV or resume?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
d.- What should conatin the “contact section”?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
e.- What do you should stand out on your CV or Resume?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
f.- What should conatin the “experience section”?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
g.- Look for  another “sections” you can include on your CV or Resume, use the internet, ask to adults, etc.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________
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b. How to Get Started

Before writing your job application letter, do some
groundwork. Consider what information you want to include,
highlighting your most relevant skills, experiences, and
abilities. The biggest clues are in the job advertisement, so
spend some time studying it. Next, match your qualifications
with what the employer wants and needs. For instance, if

the job ad calls for a strong leader, think of examples of you
leading a team. Once you already have some notes, and have
a sense of what you want to highlight in your letter, you're
ready to start writing.
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Length: It should be no more than one page long.
Format and Page Margins: It should be single-spaced with
a space between each paragraph. Use about 2,5 cm” margins
and align your text to the left, which is the standard for most
documents.

Font: Use a traditional font such as Times New Roman, Arial,
or Calibri. The font size should be between 10 and 12 points.
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d. What to Include in Each Section of the Letter

Heading: It should begin with your contact information
(name, address, posteode, phone number, email) followed

by the date, and then the same, but with your employer’s
information. If this is an email rather than an actual letter,
include your contact information at the end of the letter, after
your signature.

Salutation: This is your polite greeting. The most common
salutation is “Dear Mr./Ms.” followed by the person’s last
name.

Body of the letter: Think of this section as being three
distinet parts.

In the first paragraph, youll want to mention the job you are
applying for and where you saw the job lsting.

The next paragraph(s) is where you'll share relevant details
on your experience and accomplishments.

The third and last part of the body of the letter will be your
thank you to the employer; you can also offer follow-up
information.

Complimentary Close: Sign off your email with a polite
close, such as “Best” or “Sincerely,” followed by your name.

Signature: End with your signature, handwritten, followed
by your typed name. If this is an email, simply include your
typed name, followed by your contact information.
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Sell yourself. Throughout the letter, focus on how you would
benefit the company. Provide specific examples of times
when you demonstrated skills or abilities that would be
useful for the job, especially those listed in the job posting or
description.

Use keywords. Reread the job listing, circling any keywords.
Try to include some of those words in your letter.

Keep it brief. Keep your letter under a page long, with no
more than about four paragraphs.

Edit, edit, edit Proofread for any grammar or spelling crrors.
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Parts of a Resume

‘The “contact section” of your resume i at the top of the page. It includes your
name, address, email address, and phone number. When you are creating this.
section of your resume, your name should stand out, so make it bold and a
larger font than the rest of your contact information.

Aresume profile includes a summary of your skills, experiences, and goals
‘written for a specific job opening. Its important to customize your profile each
time you apply for a job, so that the employer can see why you are a good
candidate for the position.

‘The profile should be listed above the employment history section of your
resume, soit's the first data after your contact information that will be viewed
by the hiring manager.

Al resumes should include an “experience section”. The companies you have
worked for, dates of employment, the positions you held, and a bulleted list of
responsibilities and achievements are included in this section of your resume.

Intemships, summer jobs, and temporary jobs, in addition to permanent
positions, all can be included in this part of your resume.

The “education section” of your resume is where you show the employer
your academic achievements. List the colleges you attended, the degrees you
attained, and any special awards and honors you eamed in the education
section of your resume. If you're a student, include your high school on

your resume.

Professional development courses and certifications also should be included
in the “education section” of your resume.

‘Source: sk oo oGRS f et of 3 o 408068
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How to write a job
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A job application letter should be sent or uploaded with
your resume when applying for jobs. It offers a history

of your work experience and an outline of your skills and
accomplishments. It explains why you are qualified for the
position and should be selected for an interview.

‘Writing this letter can seem like a challenging task. However,
if you take it one step at a time, you’ll soon be an expert at
writing application letters to send with your resume.
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