
GENERAL ENGLISH 
Grade 12 & 13 

UNIT 8 - EMPLOYMENT 



WRITING PRACTICES IN THE CONTEXT OF EMPLOYMENT 

                    WRITE EFFECTIVE RESUMES/ CURRICULUM VITAE 

 SITUATIONS YOU CAN MAKE AN EFFECTIVE RESUME OR CV : 

  Resumes with no experiences 

  Teen resumes 

  Entry- level resumes 

  military to civilian Resumes 

  career change resume 

  Student resumes 

  Resume with employment gaps 
 



WHAT IS A RESUME/ CV 

• A resume is a record of work experiences, professional, 

achievements, education, skills, certifications, and other 

details that make the case for the job. It is usually the first 

contact between a company and candidate. 

• The US and Canada call a resumes, most of the rest of the 

world use curriculum vitae. 

 



FORMATS OF RESUMES/CVS 



1. CHRONOLOGICAL RESUMES 

• The most traditional format and generally more flexible, can be used by applicants with any level 

of experiences. 

  



2. FUNCTIONAL RESUMES 

• Functional resume is for a skills- based resume. It emphasizes the applicant’s qualifications and it is 

more suitable for expert level of experiences. 

 



3. COMBINATION RESUMES 

• The combined resumes merge bits and pieces from both chronological and Functional formats. 

 



STEPS TO WRITE AN EFFECTIVE RESUME 

1) Choose the right resume format. 

2) Add your contact information & personal details(name, phone number, email address). 

3) Start with a heading statement (Resume summary or Resume objective) 

      Resume Summary- Resume summaries (sometimes referred to as “professional summaries”)      

include four to five bulleted sentences that highlight your past achievements by using quantifiable  

data.  

 

 

 

 

 

 

 

 

 



Resume Objective- 

     A resume objective (or career objective) is a 2–3 sentence statement that provides an overview of your     

skills and experience. This intro is best for entry-level candidates. 

 

 



4) List your relevant work experiences and key achievements. 

 

5) List your education qualification correctly from the highest 

degree or other diplomas. 

 

6) Put relevant skills that fit the job advertisement. 

 

7) Include additional resume section. 

 

8) Complement your resume with a cover letter. 

 

9) Proof read, save and email or post your resume. 



Your information + why are you interested in 

this job? 

Sample template 



Sample template 

(More templates 

are given in your 

text book) 



WRITING A COVER LETTER 

1. What is a cover letter ? 

2. What to be included in a cover letter ? 

3. How to format a cover letter ? 

4. What should not do in a cover letter ? 



WHAT IS A COVER LETTER 

• A cover letter (also known as a covering letter or application letter) is; 

 a one-page document that introduces a job seeker’s work history, professional skills, and 

personal interest in applying for a job.  

• Hiring managers and recruiters use cover letters, paired with resumes, to screen applicants. 

•  The purpose of a cover letter is to convince recruiters to give you an interview, and ultimately 

a job.  

• As a job candidate, you’ll be judged by how clearly and effectively you make your case for 

the role in your cover letter. To do that successfully, your cover letter should include relevant 

professional experience, a persuasive angle, and avoid basic spelling and grammar mistakes. 

 



WHAT TO BE INCLUDED IN A COVER LETTER 

• How you can solve the company’s problems (increase production, 

expert guidance, manage personnel etc. ). 

• How you will help to achieve company’s goals. 

• Showcase your relevant work history( professional achievements, 

awards). 

• Emphasize your relevant skills (work ethics, team work, marketing ). 

• Address the right person (not Sir/Madam or whom it may concern). 

• Express your personality (creativity, humor, passion). 



HOW TO FORMAT A COVER LETTER 

• 200-350 words in a single space on a single A4 page. 

 

• Font size should be not smaller than size 12. 

 

• Margin should be 1”- 1.5” 



Sample 

template 

(some more 

samples have 

given in the 

text book) 



WHAT SHOULD NOT DO IN A COVER LETTER 

• Write a cover letter that is too long. 

• Talk badly about your former company. 

• Include former salary or future salary expectation. 

• Lying about your work history. 

• Including irrelevant information. 



1. MATCH THE VOCABULARY WITH THE CORRECT DEFINITION AND WRITE A–H NEXT TO THE NUMBERS 1–8.  

1…….. AN INSIGHT            A. connected with taking care of the health of animals  

2…….. HANDS-ON             B. a clear, deep understanding of a difficult problem or  situation  

3…….. A SANCTUARY        C. extremely useful  

4…….. EXPERTISE               D. to make stronger  

5…….. VETERINARY            E. practical, that involves doing rather than just reading or        

                                             learning about something. 

6…….. TO REINFORCE        F. not shared with anyone else  

7…….. SOLE                      G. high level of knowledge or skill  

8…….. INVALUABLE            H. a safe place where animals can be protected  

Exercises 



2.  COMPLETE THE SENTENCES WITH THE CORRECT FORM OF THE WORD IN BRACKETS.  

1. There are several _______________ online for a variety of work placements. (advertise)  

2. She’s always known that she wants to work as a _______________ after university. (science)  

3. He has an _______________ offer from medical school, which means he’s definitely got a place, 

whatever his  exam results. (condition)  

4. Learning music is interesting, but it’s _______________ to what I want to do at university. 

(relevant)  

5. At the animal sanctuary I had sole _______________ for looking after the birds. (responsible)  

6. She _______________ spends time helping out on her uncle’s farm. (regular)  

7. My time helping out at the animal sanctuary _______________ my decision to become a vet. 

(reinforcement)  

8. Hands-on experience provides an _______________ insight into any profession. (value)  

9. It was a unique opportunity to acquire new skills and _______________. (expert)  

10. My previous employers would be willing to provide _______________ to support my 

application.(refer)  



3.  CHECK YOUR UNDERSTANDING: MULTIPLE SELECTION CHOOSE THE SIX THINGS YOU SHOULD   INCLUDE IN A COVER 

LETTER. TICK (✓) ALL THE CORRECT ANSWERS.  

• ……………. Which job you are applying for and how you found out about the vacancy  

• …………. Brief biographical details  

• …………. Your experience and personal qualities related to the job  

• …………. Your negative personal qualities  

• …………. Your motivation for applying  

• …………. Why you left your previous job  

• …………. Your salary expectations  

• …………. A complete list of your exam results and qualifications  

• …………. What you can offer the company if they give you the job  

• …………. What other documents you are attaching or enclosing with the letter  



4. Write your own Curriculum Vitae/ Resume. 

5. Write  Cover letters and Resumes for the following advertisements. 

 



6. Do students at your school do work experience ?  

  

7. What company or organization would you like to do work experience in ? 

   

8. What do you think are the main advantages of work experience ?  

  



Prepared by; 

         Mrs. W.K.N.N. Gunawardana 

         R/ St. Luke’s College, 

         Ratnapura. 


