THE RIGHT WAY TO WRITE LETTERS, RESUMES, ADVERTISEMENTS

Llenb: VicciienosaTe IipaBuiia’oOopMIIeHIS J1eJIOBBIX OyMar u
HAy4UTBCH VX

IPaMOTHO COCTaBJIATD.
3apaum:
CcoOpaTh 1 M3y4UTh MaTepual 10 TeMe
KJIaCCUPULIMPOBaTh pe3toMe, IVCbMa, peKIaMy
CTPYKTYPUpPOBaTh pestoMe, IHICbMa, PeKIamy
0000IIUTE M3YYEeHHBIV MaTepall.



IHT1a0/10H IMchbMa

Novorossiysk @ 1. HOw to write a correct letter when you
Russia 11 October 2011 are looking for a new job?

?ﬁ:;ks f(,)r your letter. It was nice to hear from you. I'm (=] The fiI'St, YOU need to introduce Yourself
lqoking forward to. hearing all about it, ( v Sorry,l - Write y0u1‘ name, surname, age - ’[hlS iS
ii;z:fﬁﬁivt?néogfaﬁtfn Rile LSy Prepaniei Ler called your personal information. Then
OcHOBHas yacTb COCTOUT U3 [IBYX ab3alieB: 1-comepXuT You write YOUI' ]Ob Ob] e?tlve/ educatlon,
OTBETHI Ha 3aj/IlaHHbIE TeDe BOIIPOCHI. 2- ThI 3a/TAEIITh YOU.I' experlence and SkIHS. If y011 have
BOITPOCHL. HaumHaroT ¢ HEKOTOPBIX OBIIEPUHSITHIX some extracurricular activities, you tell

dpas: To begin is (HauHeMm c Toro...); First of all,... (Bo-

about them. If there are some references
IePBBIX)..., As for me (4ToO KacaeTcsi MeHsL...) ;
3axmounTerbHas YacTh-rporanue: I'm sorry. I have to from your perIOuS laces of work - pUt

go now. [ have much work to do. Best wishes (vt All them dOWH 1n your etter.
the best),

Irina



8 of complaint (NMCbMO-Xanoba)

Dear Mr. Olsen,

I am writing to complain about ineffective work of
your book service centre. On February the third I
ordered from you one copy of «Dandelion wine»
by Ray Bradbury. The book arrived by mail and I
found that some of the pages were transposed so
that the book was not usable.

As a result I was left without a needed book. I
would like the privilege of returning the defective
book to you in exchange for a perfect copy. I hope
it would be possible for you to replace it as soon as
possible. I look forward to your answer.

Yours sincerely,

Bill Berry

YBaxaembi Mucrep Orices,

51 iy, 4TOOBI OXKaJIOBATHCS Ha
HeappekTMBHYIO padoTy Barttero KHVDKHOTO
1IeHTpa. 3ro deBpasid s 3aKasasl y Bac ogHy Kommio
KHUTM «ByHO 13 omyBaHuMKOB» P25 Bpanbapu.
KHyra npuiiuia 1ouTon 1 s OOHapy>XXuJl, 4To
HEKOTOPbIe CTPaHMUIIbI KHUTM pacliojlarajivich B He
BEpPHOM HOPIKe, [I03TOM Yy KHUTa ObUIa «He
YTaOEIIbHOI».

Kak ciieficTBme, s octasics Oe3 Hy > KHOV MHe KHUTA.
1 6BI XOTeII 3aMeHNUTh OpaKOBaHHYIO KOITVIO
KHIUT'M Ha HOpMayibHY10. Haneroch, uto Ber
CMOXXeTe 3aMeHUTh KHUTY TaK ObICTPO, HACKOJIBKO
5T0 Bo3MOXHO. C He TeprieHMeM X1y Barmero
OTBeTa.

C yBaxeHMeM,
bwwut bappu



2r of application(IIucsmo-3asiBiieHue)

Dear Sir or Madam, YBaxaewmsbin Cap/Mamawm,

[ am writing in response to your job offer concerning the post of I iy, 4ro0bl oTBeTITH Ha Barrie 0ObsiBIIeHIE Ha [TOJDKHOCTD

computer operator which I found in the latest issue of «Daily KOMITBIOTEPHOI'O OIlepaTopa, KOTOPOeE s Halllell B IIOC/IE[THEM
Newss». BbIITyCcKe «[Iavm Hero3».

I believe this position fits my expectations of a perfect job for a 51 BepI0, UTO 3Ta AOJDKHOCTH COOTBETCTBYET MOVIM OXVIaHVISIM
young person. As far as my qualifications are concerned I have VII€aTbHOVI PabOTBI [T MOJIOMIOTO YesioBeKa. UTo KacaeTcst Moen

been working for about two years as a computer operator in Gray ~KBa/avuKaryw, s paboTasl OIlepaTopoM KOMIIBIOTEPOB 2 TOZa B
Service Company, where I have had the chance to get «<hands-on» Kommanuy «I'pavt CeBic», I7ie 5 IMeJI IIAHC MOy YMTh

experience with computers in a real working office and coming TPaKTIYECKI OIIBIT PabOTEI ¢ KOMIIBIOTEPOM B pabodem odrice i
into contact with the public for the first time. There I have gained = ITepPBBIVI OIIBIT ODLIIEHVIS € JIFOIBMI B paMKax rpodeccui. Ha

a lot of valuable professional experience. In addition to this, I pabouem mecTe st MPMOOPeIT 1IeHHBIVI TTPO(ECCMOHAIIBHBIVE OTIBIT.
consider myself to be hard-working and a very sociable person. Kpome Toro, st cunraro cebst Tpynoo01Boit 1 OUeHb
I would be happy to attend the interview at any time that is KOMMYHVIKa0eIIbHOVI JINYHOCTBIO.

convenient to you. I am enclosing the names of two referees from 1 Oyay c4acTivs moceTnts cobecerroBatme B 060e yroOHOe 11st
Gray Service Company, whom you can contact for more details. I ~ Bac Bpemst. Sl nipefjoctasiisizo viMeHa ABYX OBIBIIIX KOJUIET,

look forward to hearing from you. KOTOPBIMM BBl MOXeTe cBA3aThCst 1 Oy YeH s Oostee
HeTasbHOV MHpopMatium ooo MHe. C HeTeprieHMeM X1y Barirero
Yours faithfully, oTBeTa.

Jane Morrison
C yBaxeHMeM,

[>xevtH Moppucon



E-mails

nomous Institution «Technical College of petrochemistry and oil

onsible for organization and conducting the World Skills
«Plastic Die Engineering» in Russia, in Kazan in 2019.
ion is held for the first time sia. That is why we are going to visit Abu Dhabi World
nal competition. We are writing to enquire, if we will have any opportunity to be

uld you possibly explain what should we do in order to watch the organization and
orlci] Skills International competition in Abu Dhabi? We would appreciate your
n to this matter.

to hearing from you soon. We would like to apologize for any inconvenience.

tyana Kupriyanova (Mrs)
Director of the State Autonomous Institution
«Technical college of petrochemistry and oil refining»



an,

ess our gratitude for your hospitality and confidence. We
and your training centre. Our meeting was very useful
once again. Our return trip was rather comfortable,

! yriting in con ith your proposal to train our students at
entre. The director, Tatyana oriyanova, is interested in obtainin
l information on this matter. Could you possibly tell us the price ?or

one student: living in the hostel, eating in the canteen and so on?

r, we would like to receive samples of documents we should sign if we

agreement. We would appreciate it if you would let us know.
) orward to hearing from you soon.

@ Faithtully vours,

= Rasima Zakizianova.




CV (curriculum vitae)

Resume

rite a resume?
has its own structure, which should be observed. We will describe
0 create a resume or CV in English. .As a rule sections go in the

ormation 7. Awards
Dbje 8. Research experience
. Education 9. Publications
4. Qualifications 10. References
- 5. Work experience 11.Memberships
6. Personal qualities

The USA



Contacts: PERSONAL DETAILS

. Name - An'nisa Khairani Haningsih
* Bill Gates .
Place and Date of Birth - Surakarta, 19* December 1989

* 1835 73rd Ave NE, Medina, Washington, United States Sex e
* (206) 709-3100 ‘ Address - Jalan Srinarendro No. 18 Solo

* info@gatesfoundation.org [ . Marital Status - Single

Telephone Number -0271 - 713130/ 085647183000
Professional profile: Email - millykha@hotmail.com

« Expert in operating system with 30+ years of experience in software engineering
* Created one of the most popular operating systems - Windows

EDUCATION

e January 2012 Bachelor Degree of Economic at Universitas Sebelas Maret

* Excellent managing skills Major - Management

GPA :3.19
Technical skills: e 2007 Finished Senior Highschool (SMA N 7 Surakarta)

e 2004 Finished Junior Highschool (SLTP N 9 Surakarta)
e 2001 Finished Primary School (SD Ta'mirul Islam Surakarta)
OTHER SKILLS

* Microsoft Office

* Networking: Wireshark/TCPView packet analysis, DNS servers, mail server
* Operating systems: Windows XP, Vista, 7, 8; Windows Server 2003, 2008, 2012; Linux
including CentOS, Ubuntu, Arch, Debian, BackTrack

* Internet literacy

Professlonal experience: * Active English with TOEFL ITP Score
Microsoft, Redmond, WA, CEQ, January 1976 - 1995

* Created Windows, Microsoft Office, Internet Explorer WORKING EXPERIENCE

I h i . e 2011 -—Present English Teacher at Aisyiyah ABA Baron Kindergarten
Honeywell, Boston, Massachusetts, Software engineer, May 1975 - January 1976 « Februari 2011 Internship at PT. Danar Hadi Export Division as Marketing Staff

* Wrote basic software program for personal computers e 2010 - Present Acer Redemption Staff at APKOMINDO Expo Solo

e 2010-2011 Freelance at Rp.7 Communication and Advertising

Education:

Harvard University 1973 -1975 (finished in July 2007) DROANSATIONAL EXEERIENGE
«» Associate Degree in Law * Desember 2010 Producer of PENTAS PANAS Teater Gadhang FE UNS

e 2009-2010 Secretary of Teater Gadhang FE UNS

Additional information. e 2008 -2009 Production staff of Teater Gadhang FE UNS
e 2007 — 2010 Tutor of Nusa Indah illiteracy learning group

* Expert in management and finances
* Fluent in English and Spanish







ing tool used to raise public awareness of a certain
dvertisement 1s to gain an interest of a prospective

[ % ' . L

in a product.
ions of advertisement
he main functions of advertisement is to attract public interest to

o. [t 1s also used to maintain this interest and constantly remind us of a

| or a service. Along with that, advertisement is a good way to inform people
nd or a company.

m Ad ses and disadvantages
The main advantage of advertising is that it helps to generate sales. Thanks to
advertising, we learn about new products and services. On the other side,
advertisement 1s beyond our control. We cannot fully eliminate it, because it is
everywhere.







details, description, offering a
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OOrmmit TepMuH 111 0003HAUeH S peKIaMBbl, Advertisement started to appear in newspapers in
He3aBVICMO OT BUJIa, MecTa ¥ crrocoba ee the 18th century.

pasMerreHvis.
Pexstama Hauasia osgBIiIsITECS B raserax B 18 Beke.

Bun, pexstamsl (posvkm ot 15 go 60 cexyH), Cinema commercials are too long and boring.
KOTOPBIVI TPaHCIIVIPYeTCs IO TeJIeBUIEHWIO 11
Pexstama B KMHOTeaTpax CJIMILIKOM UIMHHA U

panvo.
CKy4Has.

Bun, TesteBusmonHom pexitamel oT 28 mo 30 muayT, Infomercials get customers interested in different
odpopMIIeHHBIV B Bule MHAPOPMALIVIOHHO goods.

IIPOrpaMMBl.
MudopmalmoHHas pexjlama 3aiHTepecOBbIBaeT

IIOKyIIaTesIeVl B pas3/IMIHbIX TOBAapax.

[TyGivikanys HpopMaLyy 0 ToBapax Win His new novel attracted wide publicity in the press.

yCIIyTrax, caejlaHHas TPeTbVM He3aBUCHIMBIM JIMLIOM N
Ero HOBBIVI poMaH MOTY4YWI IIVPOKYIO OITIACKY B
C LIeJTBIO TIOBJIVISTE Ha ODOIIleCTBeHHOe MHEHMe.
Ipecce.
Hanpumep, pegakTop ne4aTHOro M3gaHMA P

pasMelriaeT CTaTbiO, B KOTOPOVI 3HAKOMUT UMTaTesIsd
C oIpeaeleHHbIM TOBAPOM WJIN YCIIyTaMIL.



Bun Hapy>XHOV pexiiaMmbl, KOTOpas
VICIIOJIB3YeT OKPY KAIOIIyIO Cpefly, B
KOTOPOVI HaXOOUTCH 1ieJieBasi ay JUTOPVs

Pexstama-3aMecTuTe b, KOTOpPas
peKJIaMipyeT OpyTIvie TOBapbl C TAKMM XKe
Ha3BaHVeM, KOCBeHHO HallOMMHas
IIOTpeOuTeIIsIM O 3allpellleHHBIX ToBapax
(aJIKOTrOJIE MWIIV CUrapeTax)
oIIperesIeHHOV ToproBont Mapku. Ha
KapTUHKe IIpeficTaBIeHa ra3poBaHHas
Boa RedLabel.

Pexitama ¢ ydacTvieM M3BeCTHBIX JIIOLEVL.

IlepenBrokHas pexiaMa.

PexramMa Ha OUIIEBON YIIaKOBKe.

C SSODA




ical recommendations for writing effective
advertising text.

ically a step-by-step technology that allows you to create high-quality ads
operating in a variety of areas.

dispensable element.

e words and expressior
1ent.

1, thyme them. This will increase the memorability of your

.

reader to perceive it.

t into paragraphs to make it easier for th
iphs of no more than 50 words, 40-45 words are best. Less 1s also not desirable.

agraphs in one sentence. If you suddenly got a long sentence with girlish parts, break it into
simpler ones.

se 1g in the text if it is large.
d bulleted lists - all this will add the structure to the text.
First, give the most important information in the ad, and then the secondary information in descending order.

Use numbered

9.  Colorfully embody your ad with a memorable thematic illustration.

10. Indicate the contacts of your company so that the potential client knows where to turn. Here are the required
elements: phone, address. It is also very desirable to indicate all the auxiliary contacts and information: the
time of work, the address of the Internet site, e-mail.



CNOoNMb30BaHHbLIX UCTOYHUKOB

naTh “ mpobusHOe “ pestome, 2010r.

busHec-Kypc aHIJIMVICKOrO A3BIKA.

OpPOIIIero TeKCTa B paiopeKiaMe»

e3foMe 1 “uamtHMKOB” 4-e vz [dnanermnka ,2008r.

IepericKa 1 o0pasiipl JOKyMeHTOB yueOHoe rmocodme ,2008.

OpasLibl JJOJDKHOCTHBI 1. KBasmdmkarmoHHbIe XxapaKTepUCTIKIAL

.B. «PexjtaMHast KOMMyHMKaIIVS».

«DTarbl IVIaHMPOBaHMs PeKJTAMHOM Ka VD>,

esieBa T.V. Boponmnna, Bopobres, CripaBouHMK 10 fge1011pon3BoACcTBY 9-e m3f,. Ilepepad. V1 gon

«OCHOBBI pexJIaMbl»

J[TokyMeHTHI fiesioBoro obmenvs Vsa-so PIJI, 2002r.
OBpeMeHHOoe es10Boe IcbMo ,2006.

O.r









