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Activity m

Look at these people.
What do they do?

including oil change, brakes
and steering, ransmission, engine repars
otdiamoo'ngetwmoomphim.
R 1T T T

A : \n

My job s 10 give information for gueets [': i My;obntolookahotpeoplemuo
or visitors who go first when they arrive. sick of injured in a hospital.

[«

r/‘

g W=

FAl My jodbis to manage my boss schedule

My 05 is to Gesign buildings.

9 My job is to keep and check the 10 My 00 is to recrut new empioyees
and to set up training programs. | also
make sure the employees get paid on tme.

i My job is to repair an automobile > My job is to serve customers at

their tables in a restaurant.

W My job is to monitor and to maintain
information technology systems
and services.

-—
et > -

.3 My job is to sell products and help
customers in a shop.

Top 10 New Rugare jobs ]
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7.1 Work for (uané’nwmzaﬂ’mﬁﬁ’m’m)
Subject+ work for+ §nMWNYIN9.
| work for an automobile company.
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7.2 Work at (32UNA408980UNTINIMW)

Subject+ work at+ &n1WNTINH.

| work at the hospital.

aunaunlsaneua

7.3 Work as (Lananan)

Subject+ work as+ a1TN.

| work as a seretary.

5%ﬁ1&1%Lﬁ%Lﬂ°ll'ﬁgl>ﬂ’ﬁ

7.4 Work in (UBNANBEIEIW)

Subject+ work in + AN HSFILI.

| work in marketing.

ARFANIUATWNITAAG

7.5 Work with(Uananzmeaainsdszanuwnunulas)

Subject+ work with + UAARKLALTBY.

| work with old people.

&uﬁwmﬁﬁauﬁmﬁaoﬁuﬁqa 018)

7.6 Work part-time/full-time (UanUizlnnuadinm)

Subject+ part-time/full-time+ FONUATNI,

| work part-time in a bookstore.
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apply for (v.) AT

application (n.) NMIFUATING
application form(n.) WUUWBSURNATINY
application letter (n.) AARVUFUATING

applicant  HdATL
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| applied for a job with a travel agency.
We have received applications from more than 3,000 applicants.

You need to complete the online application form.

You must send your application letter and attract your CV via e-mail.




v va %

11. drawlitiSoulnnisaununeInuea@nain Activity 1.9 i1 6 asi

U U

,//\"\
| Acﬂ""ym Jack is finding a job. Listen to the conversation /' 4’))/’

between Jane and Jack.

Jane: Are you still looking Jack: Yes, I've applied for jobs
for a job? at many companies.
; e Mo BTt it Jack: I'm waiting to be called @
& s i A b for interview. )
® \ Jane: | wish you the best of Incks Therk youl
luck in finding a job.

o
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look for a job A9
find a job

wait for an interview JOFUAN DY

How is it going? \dudnvinme aannd-gu
Example:

. I’'m looking for a job.

AUARITIINY
. Jane is finding a job after graduation.
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. I'm waiting for an interview.
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Main elements of a job advertisement

Brief introduction to the employer/ company
Required positions & qualifications
Remuneration & Benefits

Recommendations on how to apply for the job

Contact details

2. ;‘Taaulﬁ;gﬁwﬁwﬂizmﬂ%'uaﬁ'ﬂimuﬁmsma'uwmﬂlﬁﬁ’m'u,%'ﬂusl,wﬁ'ﬂmL’%'slw,l,in

a & o = o Ao < 4 . o a o A & a
VBIUNLILWY LL&Z%’]@JWLiﬂulu?%uaﬂﬂiﬂﬁud LLazi’Juﬂuaﬂﬂi’lﬁlﬂ‘lJLWE]%lWIi%LiEJu

N ﬂﬁzﬂﬁﬁi%‘]ﬂ'fw]ﬁﬁ’ﬂiﬂﬁuﬂlad@]%LB\‘i ﬁaaﬁﬂsznaumuw?a"ﬁj mnﬁ;&”&auﬁ%aua

NIURa PowerPoint

YA

3. Q”aaua%mﬂaaﬁﬂszﬂaumaoﬂxmﬁ%’uam"’mom A%

3.1

3.2

3.3

3.4

3.5

4. freuldriuug Activity 221 wih 18 9WnFe  PowerPoint LWalfHiTuug

%

Brief introduction to the employer/ company fa §nuwInveIlsznasy
au"’mmu&lﬁ“ﬁagalﬁmﬁham’mﬁ warUanulousvaINTIUaENATINILLY
ALAUIFNT 9

Required positions & qualifications s §auiU3HNUanduAIfTesy
awmuaﬂ%ma3Jaﬂmauum(quallflcatlons)ma\‘iNﬂ@aaﬂﬂiawﬂﬁdﬁulum’lLL%ud
FINEN HENIMNUBTINUGY LRSI uazLBuaas91(ob description)

Tuguitene

Remuneration & Benefits fa mﬂﬁ*’ﬁaga;gaﬁ'ﬂsmmﬁmﬁ'mhmauLmu RS

ed v @ [ v o A % I
Nﬂﬂ‘iziﬂ%%ﬂﬁiﬁ&lﬂiﬁ]&‘q@‘iﬂ THIBNTAALR O NLD WABNI UV BIBIANT
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Ac“v.ty@ Look at the following job advertisement. What kind of job

is this opening?

WAL A IR ARV TR D AT

¥

TS AT LT (RO e e s skl Name of company

3 . 2
[ Z e
d g A

Medical Technology Company Limited

Brief introduction
..‘
about a company

L We are a world leader in developing medical devices and technology for a wide range of (§
£
L. therapy areas. We are recruiting our sales specialists to support the expansion of our curren 4
. business. -
. . L —

" Sales Engineer (Laboratory Equipment) Job vacancy
=
by Responsibilities: =
[} ]
“‘ @ Provide good customer service through product knowledge F
g ® Prepare quotations based on customer’s application =
; ® Provide excellent training and after-cales ascistance to customers as and when required Job descri ptiOﬂS
:‘: @ Develop market strategy with cales teams =
4 o
P Requirements: 4
g = )
2 @® Male or Female, age berween 3520 )]
- q
- @® Higher Vocational Certificate or Bachelor’s degree in any field x
2 S
o ® At least 5 years of experience as a sales engineer 3
- - . I .
B e L Eeme Qualifications/ Requirements
.'i @ Able to write competent reports ¥
¢ ® Fluent in both Thai and English |
-
" @ Medical zales and /or marketing experience preferred f
2 “
s @® Strong analytical and business planning ckills J &
5 - - -

® E 1le. nal skills H
4 xcellent interpersol __ | How to apply for a job
;‘ Please send your resume and recent photo to the following address:
8 5]
%
; Medical Technology Company Limited
E. 3 Trump Building, 19th Floor, Room 1901C, Sukhumvit Road, Klongtoey, Bangkok 10110, Thailand Contact details
4
" email: kr_metem@medical-tech.co.th
o

FOSET™ ST TGS S PR S N eI £ AT TR L VST e A B A
v v A U L t;/ a v 0/ v tﬂl ]
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7. {EeunanDIRuENNInNULANE19UBIAIT  Job  description  uaz  Job

Y~ §
specification @31

Job Description
a list of responsibilities that you have and the duties that you are expected
to perform in your work.
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Job Specification
a statement about a job that includes skills, experience and personal
qualities that you need in order to do the job.
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Kriwan graduated with a Higher Pamela is 35 years old and Woranuch has very poor

Vocational Certificate in Marketing.  has poor command of English.  interpersonal skills.

Dive Away Company Limited

We are a young, energetic, international diving team locating in Phuket, Thailand. We are looking for
a marketing officer to help promoting our business.
Responsibilities

» Build and maintain customer relationship

» Website maintenance

» Gather marketing data

» Prepare monthly reports on sales and marketing
Qualification

» Male/Female, age not over 30 years old

» Creative and proficient in Photoshop, Illustrator, and Microsoft Office

» Fluent in spoken and written in English

» Well-organized, creative, passionate, self-driven

» Experience in social media
We offer a very attractive income, and fringe benefits including paid vacation, and over time paid.

Dive Away Company Limited
208 Building, 5th floor, Wireless Road, Lumphini, Pathum Wan,
Bangkok 10330
email: daway@gmail.com
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3. Qaaua%mvmwwmwaaﬁ’m Resume a2 Curriculum Vitae k%o PowerPoint a9ii
Résumé ananaend$aes lapdagtudnin résume IElunmdsnnsuuy awinu
wunpfs madaudszifdudafisany mydnen dszaunisallumavinen uazasly
wIaNAUMIENATINY aedlsAay aussnguionlEein curriculum vitae (CV)
talalaioly
Résumé means a written record of your education and the jobs you have done, that
you send when you are applying for a job.

Example:
You can post your résumé on the website free of charge.
Send a full CV with your job application.

%

4. Qaaua%muaaﬁﬂizﬂawm Resume 4734

Main Elements of a Resume
® Heading
® Personal details / Personal information
® Job objective / Career objective / Objective
® FEducation / Educational background
® \Work experience
® Skills
® |nterests

® Reference / Referee
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Wushuvugawes resume drneuludae first name (‘jna”u). family name (uwidna), address (fiaq’)
uaz contact number (lueiAaAs)

Surapong Daengdee
21 Moo 2, Sol Maenum, Jaldee Road, Mueang, Sukhothal 64000
E-mall: surapong_daeng@hotmail.com Telephone: 055-888555
Kralwan Sripratak
21 Davey Street, Hobart, Tasmanla 7000 Australla

E-mall: kralwans@yahoo.com.au Mobile phone: (61) 413 191 878
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@ Personal details / Personal information (t'l'ngll"lun"’)) -

AushuiinsmiimeandeasusTasss Wu gender () nationality (fuihd) age (218) date of birth
v
(Fwifa) weight (Wmin) height (shusd) marital status (@ussNTa) military dervice (MYTINEUYINNT)
uas military status (FMUMWNINITT)

Nationality:  Thal Age: 24
Date of Birth: 1 January 1995 Marital Status: Marrled
Marital status: Single Military Service: Exempted

™

/ Quwe resume dduusrmirduves Personal data Tul3ssudu Heading
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@ Job objective / Career objective / Objective [TROUSZSUA [UNTSEIIATOTL) SR

Wushuituanbiniuiisees resume wisgaininuAsimissinuludmunidla wiemdwnowi
Tuanworla
dviimamnuife Tunabmd Wu Sinqe exlditeiGeni Profile Filildnsnivinladudsths
1a uissuTinetemdminTlusuihauls
m Objective:  To apply for the position of Accounting Manager
in the retail business
Profile: A highly motivated person with excellent interpersonal
skills and experience as an accountant
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@ Education / Educational Background [USSIANT1T/NG") [
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Wuanneasudsavemangariimasdnmat wisihildGuwnue

2017-present Studying Bachelor of Business Administration
Program in Management,
Faculty of Business Administration, Rajamangala University of
Technology Thanyaburi
Subjects studied Advanced Accounting I, Advanced Accounting II,
Accounting Systems and Internal Auditing

2015-2017 Higher Vocational Certificate in Marketing, Nan Technical College
2012-2015 Vocational Certificate in Business Computer, Chiang Rai
Vocational College
2015-2017 Higher Vocational Certificate in Accounting, Chetupon
Commercial College
2009-2015 Matthayom 6, Phayao Pittayakom School
H dmaAnwiiednTe uuaw finild Matthayom 6 ileseamnidiuszuunsdnuning

—

\J stinalafieonuy @unsnldmduunuld wu High School Diploma Aflu us)
y w¥e Higher School Certificate aﬂum:mﬁ Wu the UK, Australia & New Zealand)
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@ Work Experience (USSsSUNISOHIMIGTU) -
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2017-present Department Manager-Accounting, Tofu Food Public Company Limited

2014-2016 Senior Accounting Officer, Tofu Food Public Company Limited
2012-2013 Accounting Officer, Palm Oil Technology Company Limited
2010 Intern, McLeod’s Daughters Video Rental Store

— Quuszinadonge dwfuniaiFeu CV fuilissy
Y Employment (n13d1997u) unudiin Work Experience
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@ Skills (Wnuz) / Abilities (A7HETHTIN) s e

‘ Wushuitrsyivingussamihnneswminsnu Wy
Languages / Language skills (mm) Foreign Languages
(mendnUTzing)  Computer skiils (INBENNADNNIADT)
W
W

URY Typing skills (WNBEMTANN)
Languages: Thai, English

Computer skills:  Ms Office (Word, Excel & PowerPoint)
Typing skills: Thai typing 30 wpm, English typing 25 wpm

Skills: Good command of spoken and written English.
Be able to use computer programs including
Ms Word & Excel.
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Interest: ~ Movies, cooking and travel
Hobbies: Reading, swimming and cycling
Activities: Participated in the “Kon Pan R Year 2007” contest
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@ Reference / Referee (UARAITUEY) -
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References: 1. Mr. Kajonsak Charoendeejai, Head, Department of Auto

Mechanics, Nakhonpathom Technical College, \
Nakhon Pathom 73000 WUUN 1
Telephone: 089-8567586 >—

. Mr. Somprasong Cheunjai, Vice President of Human Resources,

v

River Public Company Limited, 63 Rattanathibet Road,
Nonthaburi 11000
E-mail: somprasong_private@google.com _

Reference: Available upon request / Furnished upon request
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Main Elements of a Resume



1.1 Heading

1.2 Personal details / Personal information

1.3 Job objective / Career objective / Objective

1.4 Education / Educational background

1.5 Work experience

1.6 Skills

1.7 Interests

1.8 Reference / Referee

ozl lasdsunanonaiinu@anda 1)

AnFaW

resume 189 Ms Anchalee Tumdee A3%

1. Heading
4. Education - | Education:
2016-Present
2013-2015
5. Work experience 2010-2013
— Work Experience:

6. Skills

7. Interests

2018-Present

8. Reference

2016-2017
I_Skills:

___Interests:

—Reference:

4. ;jaauaﬁmmwia:aaﬁﬂi:ﬂauLﬁmﬁmnﬂﬁa PowerPoint @37

2. fmeulWiioug Activity 3.1 ik 30 laslilsduseifouitasdilsznauves resume i

3. ;jaaulﬁ;gl,’%'mu@ Activity 3.1 ¥4i1 30 8nNATI I@mjaau abUNELWNLANEIRLSzNaU

Look at a resume and read about Anchalee’s personal details.

Anchalee Tumdee
Address: 20 Changnoi Street, Muang, Samut Prakan 1027

1. Heading

Telephone: 092-2742859
Email: Anchalee22@gmail.com
Personal details: ~ Female, 25 years old (January 11, 1994)

Studying Bachelor’s Degree in Business Administration

at Chiang Mai University

Higher Vocational Certificate in Accounting, Saraburi Vocational College
Vocational Certificate in Business Computer, Chonburi Vocational College

Working as an accountant at Jeanette Trading Company Limited
Worked as a Part-time Accountant at Veggie Company Limited
Good Command of English, Ms Word, Excel and PowerPoint
Music and Sports

Mr. Sakol Deejai, Human Resources Department Manager,
Veggie Company Limited, Bangplad, Bangkok, 10700
Telephone: 085-6600594

o

2. Personal details
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TURNIIFUNIT 8%

s

1. ;jaau‘lﬁ”fzmﬁ'unﬁjw LLazlﬁ;‘]fL%'ﬂuaﬁﬂiﬁsJﬁﬂmsJLﬁaﬁ’mT’];jum%'w 3%

U

® \What is the personal letter?
® \What is the business letter?
® \What are the differences between the personal letter and business letter?
® Give examples of the business letter?
® |s a business letter formal or informal style?
® \What are the main elements of business letter?
RNLLHAG mmmiﬁgﬁmwﬁaslﬁ'uuﬂammmwﬁwmw LLazaﬁﬂﬂm'wﬁ'ulumjmﬂu

M ngld Lﬁaﬂizé;fummaulﬂuﬂi:Lﬁuﬁ"siamsﬁ'yuﬁauﬁwmﬁ;juwL%'slu

2. Qaauﬁfjulﬁ@‘ﬁLmuﬂéjmauﬁmm ﬂﬁjua:iaaumunﬂﬂﬁjw

fuaa%
3. ;&’aaua%mﬂmﬂmmﬂ@mi:ﬂdﬂwwmﬂmu@?’ummwmﬂﬁqsﬁa ot

3.1 Purpose: A personal letter is typewritten communication between colleagues who are
personally acquainted, but a business letter for different companies concerning
business matters.

3.2 Stationery: A personal letters can often reflect your personal style through the use
of a creative font, design or colored paper, but a business letter has a custom-printed
letterhead and contains the organization's name, logo and contact information such
as address, telephone and facsimile numbers, and website URL and use a neutral
color for stationery, such as off-white or eggshell.

3.3 Writing Style: A personal letter is informal and may even contain conversational tone
in writing, but a business letter is written in a formal tone to convey your message in
a professional manner.

‘ﬁmi’l’aga https://smallbusiness.chron.com/difference-between-personal-business-letter-

personal-letter-2938.html

4. gifaauﬁﬂéﬁasmﬂ‘s::mmlawwmﬂﬁqiﬁaﬁ@%‘ﬂumsﬁﬂ bl

4.1 Sales Letters

4.2 Order Letters

4.3 Complaint Letters


https://smallbusiness.chron.com/difference-between-personal-business-letter-personal-letter-2938.html
https://smallbusiness.chron.com/difference-between-personal-business-letter-personal-letter-2938.html

4.4 Adjustment Letters

4.5 Inquiry Letters

46 Le

tters of Recommendation

4.7 Acknowledgment Letters

4.8 Cover Letters

49 Le

tters of Resignation

ﬁ&l’lil’aga https://work.chron.com/10-types-business-letters-9438.html
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U

THWP Company Limited

hvp 81 Moo 6, Sky Road, Muang, Chiang Mai 50000, Thailand

o

&
Jh

TmAmS\'r;ucci‘:f;my Limited Bunda & iCiicheod (rvamne)
81 Moo 6, Sky Road, Muang, l Sender’s address (foudas) i thwdu lefferhead fu :
Chiang Mat 50000, Thatland b © L eracTingelafifla lunsd@AT
| lefterhead u#ofiereaclaidndu |
July 4, 2019 [ Bunin Date (BufiFuusaniny) k ,“"’1“ Sefwder $ address
Mr. Carlos Spencer » l
Department Manager - Purchazing ! Funi Recipient’s address (Fogddu)
NZ Decoration Company Limited "
1200/444 Lake Road, Takapuna, Auckland 0622, New Zealand l
Dear M= Spencer, l (Buni Salutation (AFudiusenuu)uasldiniosminy comma ()
i nan Subject w!.vhlufw
Re: In reply to your letter of June 28 a._,“.n“ Solui

Thank you for your letter of June 28 regardmg youk interest in our
products. We are one of the biggest suppliers of wooden furniture in Thailand. R
Please find enclosed our current catalogue and price list, including
detailed information about reference customers.

If you have any further questions, please do not hesitate to contact us.

Sincerely yours, [ Juniy Complimentery close®
(Arasfnusenang) uasldwdesmuny comma ()

/4/\J-V~ ! Jundit Sender's signature

(mud\wﬁc
Amy Suchada s
Senior Sales Officer G_un‘n Printed full name & Job fitle
l ('%ua:oi‘\uu\'wnuﬁwém)
% = s!un-n Enclosure wisaufiuenia
Enclosure: Catalogue and Price List 2019-2020 Tienmaunvanduesensy

—— l\‘ayﬂy)ﬂgﬁg!.‘lﬁﬂm

* wanuma ks Saktation (FrTusn) uss Compimentary closs (Frannusamang) Stmudoniosmuny comma (1) s

wayluaznsdszand
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l Body of the lefter
(Samrsamany)
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1. ;Eaauﬂumuaﬁﬂiznaw 233K U‘Eiﬁ’ﬂi(ﬂ Uiillf]’l“gﬁﬂ%l%‘ﬁ‘%ﬁﬂ%

o

2. ;EaauﬁwLauagﬂLLumJaamiﬂuﬁawmyq‘iﬁamuﬁa PowerPoint a9%

American style
British style
Indented style

3. fmaulitisuug Activity 4.5 nih 39-40 lasasdrnnini Tiisoudaina
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4. wasngispueAUTeTwnulungudasud grauusinegduuuns
ﬁuﬁ’«awmﬂﬁqiﬁmlﬁiaumu ot
4.1 American style %38 Blocked style:
Block format features all elements of the letter aligned to the left
margin of the page. It has a neat and simple appearance.
Paragraphs are separated by a double line space.
4.2 British style %38 Modified block style:

All parts begin at the left, except for the sender’s address and date.

4.3 Indented style:
The parts which begin at the right margin are the sender’s address,
date, complimentary close, signature, printed name and job title.

Sometimes, each paragraph is also indented.



Example 1

m4'5 Look at the different styles of business letters and note the
differences. Discuss with your friends.

American style I TITETITTITTITHTTTTITITETY
All parts begin at the left.

10 Nimmanhaemin Road,
Suthep, Muang District,

Chiang Mai 50200, Thailand

April 30,2019 ToANUNNEINIL
Ms. Julie Style

Human Resources Manager
Evergreen Company Limited azavAlsznauvad
19 Sukhumvit 46 Road, Kwaeng Phrakanong, - .
Khet Klongtoey, Bangkok ARUIBUNITLL

o @

Dear Ms. Style WHNLNT € N
Re: Vacancy for Accounting Officer

FANWAUNTE L6

—

1am writing in reply to your advertisement for the above post, which was advertised in The Bangkok Post

on April 26,2019, and I enclose my resume in application.

1am currently in the final year of a Higher Vocational Certificate in Accounting at Suphanburi Vocational
College, Suphanburi, and expect to graduate in May 2019. I wish to tailor my studies to pursue a career as
an accountant within an international environment. I got a grade A in cost accounting, I have an excellent
command of English.

In addition to the qualifications and abilities outlined above, my main strength is my analytical skill. I also
have good computer skills, including MS Word, MS Excel and MS PowerPoint.

I have long heard of your company and would be honored to be part of your organization. Thank you for
your consideration of my application.

Yours sincerely

Chutikarn Meerak




Example 2-3

British Style IEEEEEETETEEE Indented style IEEEEEETEEE
All parts begin at the left, except for the The parts which begin at the right
sender's address and date. margin are the sender’s address, date,

WUY British style §in1371490

atvaIE® uaziufl 1ass

10 Nimmanhaemin Road,
Suthep, Muang District,
Chiang Mai 50200, Thailand

= 0
MNNANABINITAN

30 April 2019
Ms Julie Style

Human Resources Manager

Evergreen Company Limited

19 Sukhumvyit 46 Road, Kwaeng Phrakanong,
Khet Klongtoey, Bangkok

Dear Ms Style
Re: Vacancy for Accounting Officer

I am writing in reply to your advertisement for the
above post, which was advertised in The Bangkok
Post on Friday, 26 April 2019, and 1 enclose my
resume in application.

I am currently in the final year of a Higher
Vocational Certificate in Accounting at Suphanburi
Vocational College, Suphanburi, and expect to
graduate in May 2019. I wish to tailor my studies to
pursue a career as an accountant within an
international environment. I got a grade A in cost
accounting. I have an excellent command of English.
In addition to the qualifications and abilities
outlined above, my main strength is my analytical
skill. 1 also have good computer skills, including
MS Word, MS Excel and MS PowerPoint.

I have long heard of your company and would be
honored to be part of your organization. Thank you
for your consideration of my application.

Yours sincerely
Chutikarn Meerak

complimentary close, signature, print-
ed name and job title. Sometimes,
each paragraph is also indented.

10 Nimmanhaemin Road,
Suthep, Muang District,
Chiang Mai 50200, Thailand

30 April 2019
Ms. Julie Style
Human Resources Manager
Evergreen Company Limited
19 Sukhumvit 46 Road, Kwaeng Phrakanong,
Khet Klongtoey, Bangkok
Dear Ms. Style
Re: Vacancy for Accounting Officer

1 am writing in reply to your advertisement for
the above post, which wasadvertised in The Bangkok
Post on 26 April 2019, and I enclose my resume in
application.

lamcurrentlyinthe final yearofa Higher Vocational
Certificate in Accounting at Suphanburi Vocational
College, Suphanburi, and expect to graduate in May
2019. 1 wish to tailor my studies to pursue acarceras
an accountant within an international environment.
I got agrade A in cost accounting | have an excellent
command of English.

In addition to the qualifications and abilities
outlined above, my main strength is my analytical
skill. 1 also have good computer skills, including
MS Word, MS Excel and MS PowerPoint.

1 have long heard of your company and would be
honored to be part of your organization. Thank you
for your consideration of my application.

Yours sincerely
Chutika Meerak
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5.1 Date M3 awinnutisaantdn 2 wuvleun

® American style

------ Month Date, Year

® British style----------- Date Month Year

I o J v ] v 1
5.2 M3 UouaUuan Wivaan (Ju 2 LL?J?JVL@LLﬂ

. o & o ' [
Salutation MUUGAW LUUNINNIT LL'].I\‘laElﬂL‘flu 2 LL‘iJ']JvL@]LLﬂ

5. gaauadnuinduiisinunsesdilsznauedng g Alanusunusin luaanans

& o \ ' . , .
L] mwu@ﬂ@ﬂm:q%a L1 Dear Sir, Dear Madam, Dear Sir or

Madam, To whom it may concern, Dear Gentleman fatduen

X o A A o A = & A . N
PYUABNLLUNINNT LU INIIWLBDIDIANT Vﬁa'ﬁu')ﬂ\‘]flu"flvl,u

mww:l,ﬁn:am;‘df%'ULfluQ’lﬂ

X - - .
o myludulaszyTa niaTaana 1w Dear Mr (Name), Dear Ms

(Name), Dear Mrs (Last name), Dear (Full name) fatdudn

X o A AR v, A v o . o &
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asiuIINnI Sy Teriuldainianzianzas udisnddyde

A3 initial name ﬁgﬂﬁaﬂumsﬁfmﬁﬁa;ﬁu

5.3 Complimentary close fasauuutdwnieniy udads 2 wou

leun

o

YA
;daauslu ITugen

Yours faithfully 438 Faithfully yours

Tnavine ﬁ’l‘ffuﬁu Dear Sir, Dear Sirs #38 Dear Sir or
Madam imsltdasannludszinaaiasn

Yours sincerely en) Sincerely yours

I#a9v18 §n3uds Dear initial name+ Name %38 Last name

\%5% Dear Mr. Thomas, Dear Mr. White %38 Dear Thomas

White
—
Yours truly
Truly yours
American English
Very truly yours — e x o
ToRevnedneanla
Sincerely yours
“qﬂLLfIJll
Sincerely -
Best wishes
Kindest regards Iﬁadﬂ’lﬂﬁ]@ﬁ&l’mﬁqiﬂ%
Kind regards NeaIn1InaaNuLD %
NNNT

Regards

%

289U TN UAILTINANNAIRD W0 41-44 Q9fh
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‘m Month Date, Year e———— January 1, 2019

‘ Date Month Year
- o & =
Salutation [(ATuAUIANNINY)

Sawtation uuldnusuvesnBusu G .

1 January 2019 wis 1% January 2019

Salutation How to use
Dear Sir Widlenmuihdududmo ug binmude
Dear Madam Wilenmuh@Eudugnds ua hinTwde
Dear Sirs WilemyTevivnlugnsdiuduuisn
Gentlemen o e —~ et
wieFundiulupmuuisninnnidiunna
Dear Sir or Madam

Hidle binwieve 3y uazbinmuidiy
Dear Sir / Madam

dWuinamonionds
To whom it may concern -

o a4 - . -~
Dear Mr (name) IfdenmuTedivetuknen laonds

Dear Ms (name)
(alaa British English)

Dear Mr. (name)

Mr w38 Mr. URzna3 Ms nie Ms.
- - .
#uuly Family name (Teana) unnin
~ & o
Given name (Teuin) wwemaudumems

Dear Ms. (name)
(alaa American English)

- o .

WudniflienuTeuauinanagiy uali
>
. - s d

: nuindumame wiends Wlante

Dear Full name e
= i o -

uazwIuananas Dear lavhidesdi Mr. wie

Ms. %MD

M3 Ms wie Ms. il family neme vosdnd@s
nl OuTEfaelidu Wesldludessyamninzesasiuindu
l} Miss (wream) wie Mrs/Mrs. (ue)

Ending the salutation Popularity
(mTannérBuaweanins) (enutisuls) Examples
ihua'lad American English Dear Mr. O'Neal:
Colon () uarRouliludzmaswim To whom It may concern:
Gentlemen:
Dear Member:
Suiimilfinniulueanunogsie Dear Mz. Kidman,
2o vl (uaddveoniiun iaursoly | Dear Sirs,
comma lunsdin Salutation I Job Dear Sir or Madam,
title us WifSoanis (vu
Dear Member)
ihialad British English Dear Mr. Ferguson
S Lo uasRoultlulszmadinge Dear Sirs
(Fwinld) Dear Sir or Madam
Dear Member




Complimentary close (drullaviuiNousauar3niuiio)

- o -~ - . - -
Complimentary close W3 Complimentary closing DudunmouldnudumBoun vousrwnivie

- » . &
wie Mearumeiegs Tussmnsminguiues

Complimentary close

How to use

1imhuile Salutaton Wwavuiigdabinmude
Yours faithfully 'lnognis 7% Dear Sir, Dear Sirs wie
Faithfully yours Do Ok or Madswm
(Note: Yours faithfully uaz Faithfully yours
imsioiesuinludszinasiim)
Wimhoidle Salutaton Wsuuiiddmmudediu
R SaRECety 1¥% Dear Mr. Name W@ Dear Ms. Name
Sincerely yours
- dualad American English ignanTalslany
Yours truly A a3 we s w. 4
Truly y SAhn:no:n qnzﬂ.uuu Liddsesnmumielinnute
Very truly yours voudTuimu 1iu
Sincerely yours Dear Sir or madam, Gentlemen,
Sinc“dy To whom it may conCem,
Dear Mr. Family Name, Dear Ma. Family Name
Best wishes Wlkeaninoitbidumems wislunidisaninogiae
o i nddewdesmmsanduamuumanizas
Kind regards =
Regards

"

Yours sincerely (Dunsifuuuwu British English
Q’ #u Sincerely yours wie Sincerely DumsiFusuvy American English



m3lY Punctuztion (wIeemnersianeu) U Complimentary close

Ending the complimentary close
(miTamsaasmaeanany) Examples

Yours falthfully,  Yours sincerely,
Comma (,) Yours truly,  Sincerely,  Bect wishes,
No punctuation Yours falthfully  Yours sincerely
(Fwinl) Yours truly  Sincerely  Best wishes

Example salutations Example complimentary close

Dear Mr. Sripratak: Sincerely yours,
Dear Mr. Sripratak, Sincerely yours,
Dear Mr. Sripratak Sincerely yours

l' " If we use colon () or comma () after the salutation, end the complimentary

> =
close with & comma (,) and, if we don't punctuste the salutation,
then don't punctuate the complimentary close.

S b i ™

<& ¢
wuagﬂuazmiﬂ‘szqnm
v v A VY o &/ v o v =) o
7. gaauimdLmuﬂumumﬂﬂjmmumu LLa:ﬂ’]a{mWE}'ﬂ@‘ﬁNﬁﬁlgiﬂ?ﬂI@EIY]"I Activity 4.7

7N 44 %é’amﬂ@,’%‘wﬁﬁLmuﬁnﬁ'@m% sy luTuSyn

Circle the complimentary close that matches each salutation.

Dear Sir or Madam Dear Mr. Sripratak,
a. Yours faithfully, a. Yours sincerely,
b. Yours faithfully b. Sincerely
c. Sincerely yours, ¢. Yours truly

d. Sincerely, ; d. Yours faithfully
§2]
To whom it may concern:

a. Yours faithfully
b. Truly yours,

c. Truly yours




A 1 a [y
aauaztmaam‘uiﬂ%g

a A
1. JuNnNNITROW
2. luFareda
3. Lqua’i’@mﬂ%ﬂuﬁ

4. WUUinwa

WUANI W
o9
a A
1. dwiinn1Izan
2. luFareda
3. Lmuﬁ'@miﬁ'ﬂui
4. LUUFINAWDFANTTNTIIYAAR
5. WUUHN®G

(- L)
NMIIANALAENITUILLNBHE
A o
25IANA
1. JInNawgfnIsuasyana
2. ayuuuiinia
A Ao
LA3DINBIANA
1. LUUFINANOANTINTIYAAA
2. WUURNYA
3 a
NN NITUILARKE
1. ANUHIUNIRFUNANANTINTIBYAAR @Tm"hiﬁ"ﬁmﬂ%’uﬂ;@

1 Qs g
2. INMASUUBRIBLUUHRNRA 80% 4l

NANITNLAWDUWE

ArauliiiToudnlanisduaanifssidwriasddsznausasnanansssinnn Activity 4.7
WD 47 LNULGW LLa:ﬂﬂaamﬁmﬁﬁﬁ'wﬂﬁgﬂﬁad 97M QR code 284 Aimphan Channel (13814

A wvaa J [ Aaa £3
miﬂgmmﬁmﬁwuuagnuqaﬂwmmadaaau)



UwNnuaINIIHa®

v s
maaﬁgﬂ‘waamsaau



Lmumsﬁ'ﬂmslf%zmitmngsmﬂmiﬁ 8 Wieh 4

a2 30000-9201 N1BIBINOHATINANMANIDNNDNTTINIUEDH ATIN 15-16

Zanie Letters of Application(3) 1% 2 B9

d1szdamn
MIDUUIANULFNA T T UTUADURA YRR TUMIFUATINU IARNILFINATIIUNG
azdasfiasddaznavvasmuiiaunetoyagmiasnunasudinuszauysol lu Unit § fiSouazle

SouiAuguuasninsemadswaninssiasnwdunimnding s

[
Qmﬂszaoﬂmsﬁﬂuf

1. 3INANEULAAYVBIIANULTIND UAZIARULFAUATIN

2. Lfﬁiﬁ]ﬂﬂﬁﬂizﬂ@ﬂﬂl@dﬁ]@]%&’]U‘qiﬁ’ﬂ

o '

3. mLLuﬂm'mLmnmwaagﬂLLuuﬁﬂuiuﬂwsLﬁmua@%mygsﬁmwia:ﬂs:mﬂ"lﬁ

Y ad A a dnl’ L%
4. JAINIDLIYULILILUDRIIARNUILYRUAIINY

v

"NaasddsznavvasaaniNLRNATINW

]

o
—

o % 6

NENANTILAZRIWIWA M LN T T U UAAR UL RN ATING

o
2ale

o 1
dassnnelszannug
2. WgmenanyriaTuuLazlIziate
5. ldinaluladsssunanawinuzmesIng sinemMIsiaswuazn s fuanu

a
aNTN

L U
ﬁ’l“izﬂ'ﬁﬁﬂ%z

1. ﬁ)(ﬂ‘ﬂu’]&lﬁq‘iﬁ"ﬂ

A

adﬁﬂ‘szﬂaumawwmmpﬁa
31]LLUUﬁEJZJluﬂ’ﬁL“ﬁEJuﬁ]@%Nﬂ&lﬁqiﬁﬁ]
ARV FNATING

aaﬂﬂszﬂaum 2RV RN AT

o 0 b~ »

ANV EIWINN M MM T AR UL FUATIN



NANTINNITHIYNNITHON

TR NTIFUNT I

1.

FnADH

gﬁauﬂﬂﬂquaﬂﬁﬁizﬂaﬂm 239NN quﬁﬂﬁazvljﬁq\‘] I@Ué”ﬂ’]“gl,%ﬂulu{u
L%Elu’ﬂ%ﬂiunﬂa@ﬁﬂi:ﬂﬂﬂ

o a a_ Ad ' o a a
Eﬂaau‘ﬂﬂ'ﬂ?ugﬂ LUUNIILYEWINRNN ﬂgiﬂﬁ]&lﬂﬂizl,ﬂﬂ I@I ﬂq&]ﬂ’]ualﬁﬂuaﬂ

ass(lilidiudisoungnauludausn)

Areulirisouiinnueilned nafigaydmsumMIstasnudes g
(LIA1@ 8L Application letter %38 Cover letter (ﬂ@%umaﬁ'ﬂimu) Resume
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3. Walk in (the office)
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Application letter fianud1Amanigls LLa”a@Tumumjuaaﬂmﬁ’nauaﬁﬁﬁfu
IT% PRINNUARLNGNTIDAUSIULNAY

(LIA1@ @Ay 1. Attract company’s interest. 2. Tell the company why the
applicant is interested in a job and why he/ she should be chosen for the
job.
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An example of application letter
(AIBTNVANNNDANATITN)

9 v A8 August 2019
Human Resources Department

Orange Fitness and Spa Company Limited

80/2, 21st Floor, Fruit Building,

Gum Tree Road, Mueang, Nonthaburi

©@ (1172 Moo 3, Juice Road,
Mueang, Chiang Rai 57100

Dear Sir or Madam, # o

1 am writing to apply for the position of assistant manager advertised on www.jobsdb.com dated 1</
August 2019. Please find enclosed a copy of my résumé.

As can be seen from my résumé, I graduated from Chiang Mai Commercial College in 2015. I had
worked for three years as a senior accounting officer at Suan Palm Hotel before joining the Special @
Health Club as an assistant manager. Because I am very interested in the fitness and spa industry,

I wish to develop my career and be part of your company.

I am available for interview at your convenience. I look forward to hearing from you soon. «

i " faithfully,
gt 0

[5) " Ms. Sudarat Nongluck

;‘Taaua%mﬂaaﬁﬂi:ﬂamme] bt
5.1 Sender’s address (Applicant’s address) ﬁagmaacj’aﬁm
5.2 Date TwinwWionans
5.3 Recipient’s address (Inside address) ﬁagmaaﬁﬁ'ﬂ
5.4 Salutation fAnduIANINY

04

5.5 Body of the letter Litamaanany wivaonidn 3 3w a9il
® |ntroduction
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5.6 Complimentary close f184¥NBAITFNNUIALENIUAUIARANE
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Activity 4.9- 4.10 %11 46-47 UWAZNUMIUMTITA I LAzWIBIUA T DB
aamaneln Activity 4.15 Wi 51 waziaasTaunwluswion

7. dgreuliisouliandasdiznevresananosiasny lasdouanuas
muwTace g asi
7.1 3tuny (Style)
7.2 p4fddsznauvesaanunsanTw (a3unelasazidea)
wangne dreulidiTouiienziaaninslu Activity 4.12 wib 48 lag
mmﬁmgu,mmaﬂ']ﬁl,mw:ﬁmﬂﬁaasinﬁgaauﬁmaua‘luéa PowerPoint

A108199ARNILF RSN IUINN 4 (Auazuuurneefgolsziuna 4)

Activity L5 V-
Read the following cover letter and answer the questions.

Ms. Sirtnuch Roongruangkit

18 Moo 9, Sunshine Road,

Mueang, Chanthaburt 22000
061-3857091, strinuch-roong@gmall. com

September 9, 2019

Mr. Paradorn Srichaphan

Human Resources Manager
Wollongong Public Company Limited
100/88 Tongmuan Road,

Mueang, Nonthaburt 11000, Thatland

Dear Mr. Srichaphan-

Iam writing to apply for the position of Accounting Otficer at Wollongong Public Company Limited, as advertised in Matichon
on September 3, 2019. 1 recently graduated from Nakhonratchasima Polytechnic College with a Higher Vocational Certificate
in Accounting, and 1 am now very excited to start my career In accountancy.

As a recent graduate, I graduated with the second highest grade polnt average in my college. In my final year of studses,
all my marks were A, Including recetving the highest marks for all major subjects.

As an accounting student, I was an intern at Thaicom Public Company Limited. During my Internship, I was
assigned the task of keeping and preparing reports of the company’s financtal records. At the end of the internship, I made
a presentation to 2 group of senlor accountants; my presentation was on how to improve the company’s computerized
accounting system.

In addition, I served as president of the Business Club at college, which helped increase knowledge about business.
The activities at the club provided opportunities for me to learn Interesting ideas from guest speakers. Among
the invited guests were Carmine DI Stblo, the CEO of Ernst & Young and Robert E. Moritz, the Chalrman
of PricewaterhouseCoopers.

My studies and experiences have bullt my confidence and an interest in working with all sentor accountants.
1 Jook forward to having the opportunity to discuss how I would be able to contribute to Wallongong Public Company
Limited’s team.

Thank you for taking the time to read my application. Please find enclosed my résume. If you require any addstional
information, I am happy to furnish it Again, thank you very much for your consideration.

Stincerely yours,
il

Strinuch Roongruangkit
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Job Application Form

Application Form for Employment
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4. wasnngreuliiTsueAunenlIsuiisuasdlsznauvas Job Application Form uaz
Resume 3IUNWHLE? Qaauﬁnauaaaﬁﬁs:ﬂawad Job Application Form it
Elements of job application form
Date il (nsanluadnsu)

Position applied for (fuwniifidasnisaas)
Expected Salary ((3uidaufinanis)
Personal details (?Taagaﬁ’méﬁ)
Education (N3fN®1)
Work experience (U3zaun3aivingn)
Foreign language (M1#6i19132in¢)
Computer skill (NTNEzN1IABNRILADT)
Other abilities (AINWENAINDU )
Reference (1JAARE198Y)
5. ;Eaaua%mmﬁwﬁ'wﬁ@me] LazadInUIznaunLAad Job Application Form Auand19aIn

Resume W41 54-55 aa%h
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Personal details 1
Resume lLag
Application Form i
maLauetoys
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Application for Employment — .+

5 November 2019

Date
[Position applied for, Senior Marketing Officer
Hxpected Salary 22,000 baht / month
Perconal detalls
Sarawee

P o™
Title: (Mr. / [?\fg) Firct Name

Family Name Deeprakorb

Age 26 Date of Birth October 1, 1993
Natlonallty_Thai Helght 163 cms Welght_ 50 kgs
ID card number_3199186480222 Marital status _irgle  Number of children _—
Precent address 28 Moo 1, Cute Monkey Street, Mueana, Lopbun 15000

Telephone / Moblle phone 0899996611 samwee -dec@gmail com
Have you completed military Service?

( )Yes ( )No ( )Exempted (v )Not applicable

E-mall address

Application Form i

(3 ¥ 2K o
adfsenaua’NBAfINY

Resume u@niaanu

LANANWLNIUTENS

Photo fatduisdaglu

MINTANLONENIENATIN

Have you ever applied to thic company before?( )Yes (v )No
If yec, state when?
Do you have any relatives or friends working for this company? (

If yes, who? Relationship

) Yez (v )N

Education

Date attended Institutions Degree Field of Study

Bachelor of Busine=s

Adrriirn=tration

From 2014 to 2017 Chiang Mai University Digital Marketing

From 2012 to 2014 | Pattaya Tochnical College || Higher Vocational Certificate Computer Technology
From 2009 to 2012 Phetchaburi Vocational Vocational Certificate Marketing
Colicge
Work experience
Employer’s name Position

From 2015 10 present: ron Man Public Comparty Limited Marketing Officer

From 2015 to 2017: Avengers CoOmpuarty Lirmited Part time Data Entry Officer

Foreign languages

Language Speaking Reading Writing
English Good Excellort Good
Mardarin Foamir Fair Fanir

Computer skills
Programs / Applications: Ms Word, Excel and PowerPoint

Other abilities

Typing: (/ ) That typing 35 words per minute
(v ) Englich typing 20

(V)Yes ( )No

words per minute
Driving:
Interects
Reference

Cooking, photography, music and yoga

Ms. Pannce Boornwandee, Vice President

Hurman Resources,

ron Man Public Comparyy Limited, Mobile phone O95-945-7262

I certify that all the information given in this application form is true and correct.
I understand that any false statement or untrue information will be cause for rejection of my
application.

Applicant’s cignature Date _S5 November 2019

o a o
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What is a job interview?
WWIAIRDU A job interview is an interview consisting of a conversation between a job
applicant and a representative of an employer which is conducted to assess whether
the applicant should be hired. Interviews are one of the most popularly used devices for
employee selection.
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® Please tell me about yourself.

Iﬂimmzﬁw‘ﬁLaﬂﬁmvlﬁg”ﬁ‘i'ﬂqm

® \Why do you want to apply for this job?
LWﬁ?ﬂzm@ﬂ(ﬂ ﬂmﬁdﬁaam‘jaﬁ'ﬂimﬂm‘mmm&

® \What do you know about our company?
Qmjﬁ'naﬂsﬁwﬁﬁmﬁuu%ﬁw

® \What are your strong points / strengths?
Iaduvainminazls

® \What are your weak points / weaknesses?
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® Why should we hire you?
LWS’]&L%QI@] ‘]J%ﬁ'ﬂﬁdﬂ’ﬁi’]dﬂm

4. ;jaaulﬁpjﬁmug Activity 5.8 %11 61 Qéﬁasmmmuwumﬁamsé’ummﬁmu

/
Actnvutym ( ’))' f
A man is having a job interview. Listen to the interview Z
and see how he will answer the interview questions.
- \Z4 ~
7 o N\ Applicant: 'm very interested in this |
Interviewer: Why do you want to g

job. As you car

appl ob?
\2pPPYy for this job' have years

)

- 0 —
nterviewer: What did you do in N
four previous job?

\J - >,

15} \

Interviewer: w“.u‘:il': \

rl./ you have

l[o

[Wu viewer: What do

plicant: Your company is in the retai
business and have several supermarket
branches in Bangkok, Chiang ‘1.1.,

and Khon Kaen.
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ToodunmalUfiussn uazénin “applying a job online” Wiy MIFTATNUHIK
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Headhunter
Headhunting company Ao o
Y3ENIONIIY
Headhunting firm
Recruitment agency service
HANINUBLNAIDENIUTEN Headhunter Nasuanuiaslulszinalnaniuge

PowerPoint
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7. ;Eaaulﬁ;jﬁwﬁw Activity 5.9 %1 62 aausanuanMIRIunawnuly Activity 5.8

8. ;Eaaulﬁ;jﬁwﬁouwauﬂmmﬂ Activity 5.12 #i1 64 Uaz¥i1 Activity 5.13Wi0 65
‘numuﬂ’nwﬁﬂmﬁmﬁu NMIFUATINUULL A walk- in interview Lz applying a job
online
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1. dreuligisoutlnlsnisdueanifusunaununanniada Tell me about yourself 31N
Activity 5.10 %1 62-63 Lﬂlmﬁu 270 QR code a3 Aimphan Channel (L’Jmlu
msﬂﬁﬁaﬁﬁmﬁuﬁua%iﬁuqaﬂﬁﬁwadﬁaau)

2. ﬁaau‘tﬁﬁﬁﬂﬂﬂﬁuﬂ%LﬁmLauLﬁmﬂ‘“umiﬁ’]Lauaﬁagamﬁ@mmumﬂ
Recruitment agency service ﬁ@aaumﬂ@‘i’aamﬂﬁluéa PowerPoint LﬁﬂLﬂ%ﬂi:TU%ﬁ
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2. ;jaauﬁmi’umimmﬁmﬁﬁm’nwmmmwammwﬁﬁﬁmaam%w secretary N'”I‘Haﬁ?iﬂ
PowerPoint @”dft
Secretary means a person who works in an office, working for another person,
dealing with mail and phone calls, keeping records, arranging meetings with people,
etc.

%

uaﬂmﬂﬁfu;jaaua%mwaumeiﬁ'mumaom%'wLamgmnﬁm@w 39

® answering calls, taking messages and handling correspondence
® maintaining diaries and arranging appointments

® typing, preparing and collating reports

® filing

® organising and servicing meetings (producing agendas and

taking minutes)
® implementing new procedures and administrative systems
® coordinating mail-shots and similar publicity tasks

® acting as a receptionist and/or meeting and greeting clients

Reference: https://targetjobs.co.uk/careers-advice/job-descriptions/278955-secretary-job-description

3. fwaulWri3uug Activity 6.2 wih 71 lagWInRUaunu wazunalatId1wInluum
FUNU ﬂé’dﬁ]’mﬁfmjﬁaﬂﬁﬁﬂLLuuﬁﬂﬁwmﬁwuwauwm
4. dEouaFUe@mwInNgINLeNg g MAeITaINLKaIINNINEE PowerPoint Ak
L= dq’
A%
4.1 Making an appointment
4.2 Cancel or Postpone an Appointment
4.3 Responses to the appointments
%ﬁ'&mnﬁh@aaﬂﬁﬁﬁwg Activity 6.3-6.7 i1 72-74 LWBNUNIMAT LT WIN
= o o A a A . £
WNEINUNIHARNNENLIauIINTaPowerPoint (T8 4)
5. Hrausydwinfiuszguansziazaserfwaynsnnundiuly Activity 6.8 i
74 lagldioudmavdszidunon uaziagdlaslidoPowerPoint usstelsznay
6. HEIUINAUUITINADINUANURINLUAZYBLLYANINTTBI81TW Hotel manager

NNU&ED PowerPoint @97


https://targetjobs.co.uk/careers-advice/job-descriptions/278955-secretary-job-description

Hotel managers are responsible for managing employees and for planning,

marketing , coordinating and administering hotel services such as catering and

accommodation facilities.

(%

uaﬂmmfu;jaaua%mwaummmiﬁwmmaom%w;ﬁ'@mﬂnmmﬁmﬁw df:
® recruiting, training and supervising staff
® managing budgets
® maintaining statistical and financial records
® planning maintenance work, events and room bookings
® handling customer complaints and queries
® promoting and marketing the business

® ensuring compliance with health and safety legislation and licensing laws

Reference: https://targetjobs.co.uk/careers-advice/job-descriptions/279789-hotel-manager-job-description

7. greaulddisowdaniafianiin 75 61uunAMUALINY hotel manager Parinya Ll
=3 A [ o Aa A I v o <& @
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WUsziananiIaaneulasyin Activity 6.9-6.10 wiln 75

8. HwauliiSuugdadnian1un1salnIuNIIVad Hotel manager MNUNAUNINLY
Activity 6.11-6.13 731 76-78 wiananalasadwinnlslunsysznavandwidn

Hotel manager luamummi"uaamiﬁauﬁ'ugﬂﬁ'}

& ¢
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https://targetjobs.co.uk/careers-advice/job-descriptions/279789-hotel-manager-job-description
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2. gaaulf%'mi”umsmmﬁmﬁ'ummmnﬂLLa:"uaUmeﬁﬁﬁmaa Q’I%W waitperson N’]%ﬁia
PowerPoint @”dft
Waitpersons refer to waiters or waitresses who are responsible for taking orders and
serving food and beverages to guests. They play an important role in guest
satisfaction as they are also responsible for checking on customers to ensure that
they are enjoying their meals and take action to correct any problems.
Qaaua%umﬁmﬁudw waitpersons udawinaudin laildszyiwe uafidndnrilu
mmé’anquﬁizqLWﬂSLumnmmmﬁmﬁ'u Ao waiter WA WINNWLEINTIE &0

o '

A9 waitress w1831 WINIWLRTARD
uaﬂmmfu;jaaua%mwaumeiﬁ'mumaom%wwﬁnmmﬁ%ﬂ \Radin 9it
¢ Provide excellent customer services.
e Always strive towards best customer satisfaction.
e Greet customers and present menus.
¢ Make suggestions based on their preferences.
e Take and serve food/drinks orders.
e Up-sell when appropriate.
¢ Arrange table settings.
o Keep tables clean and tidy at all times.
e Check products for quality.
e Deliver checks and collect payments.
e Cooperate and communicate with all serving and kitchen staff.

e Adhere to all relevant health department rules/regulations and all

customer service guidelines.

Reference: https://www.talentlyft.com/en/resources/waiter-or-waitress-job-description

3. graulidisowdaniafonin 79 é1uunaMuNLINL Waitperson Jack iWadnin
A o o Aa  a o Af o < @ %
WNeINUAIazAINRa T duninn i nasanniunasauanuitnlalunau
Usziduannisasneulasyin Activity 6.14-6.15 % 79

4. %ﬁ'&mnﬁﬂ@aaﬂﬁﬁﬁmu@wauwm Activity 6.17-6.19 %1 80-82 anaaLzilas
LANUAIL QR code Aimphan channel ilagiFaudsunaunway drauayddwinly

UNFUNUT WazIINNbLUanumnun ﬂlu‘ﬁ’%f‘:ﬁlﬂ%



5. %é’amﬂﬁfugﬁmumLaum%wq@ﬁwmawm‘%mu DTN sales assistant Haaunu

7

Wb

U

Jawi wanandaananui gisousunsalidrdndilaladning (wwadaey Ae

sales clerk, shop assistant, retail sales)

6. HEOUINAUUITINALINUANUNINLUAZVBIVANINNVDIDNTN waitperson HIUFE

PowerPoint @37

Sales Assistants work on store sales floors providing assistance directly to customers.

They must be knowledgeable of the store layout, inventory and company policies in

order to provide accurate information to shoppers. A Sales Assistant will help locate

product for customers, place order, place holds, process transactions and keep the

sales floor organized and well-stocked. They are the face of the company and must

uphold company values both in how they dress and how they interact with customers.

uaﬂmﬂﬁfugaauaﬁm HUAULYANITANIWYBIDNTWN NI WUINIT LT IA

VNNLAY A9k

Organize sales presentations and ensure that all sales presentation materials
are prepared prior to deadlines.

Update customer records in the company database as required.

Contact customers to answer basic procedural questions or to gauge their level
of satisfaction with the company.

Collaborate with the sales staff to monitor active purchase orders and make
sure that orders are completed on time.

Report any inventory or service issues to management and the appropriate

Account Manager immediately.

Reference: https://www.indeed.com/hire/job-description/sales-assistant

7. %é’amnﬁfuﬁaaﬂﬁgﬁ'w@uwau‘nm Activity 6.22-6.24 %1 84-86 :nnadLLFsdlag
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8. ;gaaulﬁ;gﬁwwumumﬂﬁéﬂmmm:uwm‘ﬂ%ﬁﬁﬁmaa waitperson lagvinuuuiinia

Moungunw b Activity 6.17-6.19 wiin 80-82

9. gil"aauslﬁgifﬁﬁuﬂumumﬂ*’ﬁﬁﬂmuuazwmﬂ%ﬁﬁﬁmao sales assistant lagvi

wuuinwarhamysiuTasuszunauwnunlu Activity 6.20-6.24 wiln 83-86

10. ;jaau‘l,ﬁgﬁﬂmumumﬂﬁmmLﬁamsﬁamsﬁh 4 9 BwWlnuniSuuitls Monitor

your progress tJwn1381%


https://www.indeed.com/hire/job-description/sales-assistant

11. grouvaumineliliSouiuduafialonnFegyuitiauaunaunuann

secretary, hotel manager, waitperson %30 sales assistant LNEIRIIDITN LALIA
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NNV gaaummimm@ﬁaﬂﬁdﬂﬁﬂ?ﬁiamﬂ%u‘lﬁgﬁw@ W% KT8 At the
Restaurant Conversation §UA%IN https://www.youtube.com/watch?v
=bgfdqVmVjfk&t=169s uaz #2198 Episode 3 - English for Sales Assistants RUA®IN

https://www.youtube.com/watch?v=YIEh-veJBck
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https://www.youtube.com/watch?v%20=bgfdqVmVjfk&t=169s%20และ
https://www.youtube.com/watch?v%20=bgfdqVmVjfk&t=169s%20และ
https://www.youtube.com/watch?v=YIEh-veJBck
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2. INANAZLUBEIBLLUANAG 80% Tl
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1, ;jaauuaﬁmmUlﬁgﬁﬂu@ﬂﬁﬂ’iﬁiaLﬁuLawLﬁ&l'gﬁumsﬂi:naum%wﬁu
waitperson luriada Waiter Training: Steps of Service RUAKIN
https://www.youtube.com/watch?v=0GZcfzIFSZ| .8z Restaurant Training Video
https://www.youtube.com/watch?v=RuiSExp2s7M
2. Qaauuamﬁmylﬁ;‘;]’l,%'ﬂugﬂﬁﬂ’“sﬁiaLﬁm@uLﬁmﬁ'umiﬂizﬂaum%mﬂu sales
assistant 1411178 Retail Sales Techniques - How to convince people to buy in retail RUAKIN

https://www.youtube.com/watch?v=ByPPLQhdFsA


https://www.youtube.com/watch?v=OGZcfzlFSZI%20และ
https://www.youtube.com/watch?v=RuiSExp2s7M
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2. ;jaauﬁmi’umsmmﬁmﬁ'ummmnULLazmauwwﬁwﬁmaam%w IT officer HNU&D
PowerPoint 9%

The IT Support team maintains the computer networks of all types of organisations,

providing technical support and ensuring the whole company runs smoothly. IT Support
monitors and maintains the company computer systems, installs and configures
hardware and software, and solves technical problems.

v

3. WANIMNBURFaWOTUIYVAULVANIIVINI YD QW%WWﬁﬂOW%ﬂWULY]G]I%IGS&’]S&%WWI

© 2

LG Fait

* Installing and configuring computer hardware, software, systems, networks,
printers and scanners

*  Monitoring and maintaining computer systems and networks

* Responding in a timely manner to service issues and requests

* Providing technical support across the company (this may be in person or over
the phone)

* Setting up accounts for new users

* Repairing and replacing equipment as necessary

* Testing new technology

* Possibly training more junior staff members

Reference: https://www.roberthalf.com.au/employers/it-technology/help-desk-jobs

4. freuliiSuwdaniafantih 89 druunauinuaiy IT officer Toon WafAN®
A o @ Aa A = Y . a o &
Wennualazatniondmiduninanudhomaluladansauing wadsniunasay
AN lalumssudsziduannisasnernlasyin Activity 7.1-7.2 wiih 89

5. wasnniugmaulifiTougunaunun Activity 7.3-7.5 wih 90-92 nnedtiisalas
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6. HEOWINAUUITINALINUANUNINDUAZYBLIVANINTVBI8VTW Nurse HIUED
PowerPoint A%
Nurses plan and provide medical and nursing care to patients in hospital, at home
or in other settings who are suffering from chronic or acute physical or mental ill
health.
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« Identifying patients’ care requirements, focus on their needs and act on



them
* Nurturing a compassionate environment by providing psychological support

* Resolving or reporting on patients’ needs or problems

Reference: https://targetjobs.co.uk/careers-advice/job-descriptions/276221-nurse-job-description
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ﬁla PowerPoint @T\ﬁi
Salesperson or sales representative are the principal point of contact between a
business and its customers. Sales reps ensure current customers have the right
products and services, identify new markets and customer leads, and pitch
prospective customers. In many ways the face of the company, sales
representatives may do everything from answering phones to monitoring the
competition, all while maintaining good customer relations and pursuing new sales
opportunities.
Qaaua%mmﬁ'mﬁmﬁ salesperson LUAITIWINIIUUNE L IULALINUFANIN sales
representative 13/ |a3zyLne LL@iﬁﬁﬁﬁ'wﬁ‘lummé’aﬂﬂuﬁizqmﬂlummﬁmﬂ
@8N AB salesman WURI WHNIUBTIY §IUANIN saleswoman wUan
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® Serves customers by selling products and meeting customer needs.

® Services existing accounts, obtains orders, and establishes new accounts by
planning and organizing daily work schedule to call on existing or potential sales

outlets and other trade factors.

® Adjusts content of sales presentations by studying the type of sales outlet or

trade factor.

® [ocuses sales efforts by studying existing and potential volume of dealers.

® Submits orders by referring to price lists and product literature.

® Keeps management informed by submitting activity and results reports, such as
daily call reports, weekly work plans, and monthly and annual territory analyses.

® Monitors competition by gathering current marketplace information on pricing,
products, new products, delivery schedules, and merchandising techniques.

® Recommends changes in products, service, and policy by evaluating results and
competitive developments.

® Resolves customer complaints by investigating problems, developing solutions,

preparing reports, and making recommendations to management.



® Maintains professional and technical knowledge by attending educational
workshops, reviewing professional publications, establishing personal networks,

and participating in professional societies.
® Provides historical records by maintaining records on area and customer sales.

® Contributes to team effort by accomplishing related results as needed.

Reference: https://hiring.monster.com/employer-resources/job-description-templates/sales-representative-job-description-

sample/
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Documents used in selling and buying goods A9%h

Packing list luusasmemIuIiuve
Receipt lulaSasuidn
Invoice luud i

Purchase order  hURITa
Proof of delivery  lUFIFUAN
HEOUDTLIIANUNINDUAZ VALYV postal worker 633k

Postal service workers sell postal products and collect, sort, and deliver mail.

2

uaﬂmnﬁfquﬁauaﬁmwaummmiﬁﬂmummm%wwﬁfm’mvlﬂﬂ:misf VNALAY A9t

e Collect letters and parcels.

e Sort incoming letters and parcels.

e Sell stamps and other postal products.

e Get customer signatures for registered, certified, and insured mail.
e Operate various types of postal equipment.

o Distribute incoming mail from postal trucks.

Reference: https://www.truity.com/career-profile/postal-service-worker
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Fax machine(n.)

Do you have a fax (a fax machine).

Fax number(n.)

What is your fax number at the office?

Fax message(n.)

Please send me information by fax.

Did you receive my fax?

Fax (v.)(to send somebody a message by a fax machine)

Cloud you please fax me your new address?
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Name of a company
Name of receiver
Name of sender
Topic of memo
Body of memo

Sender’s name and job position
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§. Coconut Factory
O Memo

To:  All supervisors

From: Factory Manager
Subject: Machine Maintenance

Please

members

see the attached schedule for machine maintenance. I would like all of you to make sure that your team

are aware of the maintenance schedule and that all machines will stop working during the maintenance.

Jun Uruno
Factory Manager
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