DOCUMENT RESUME

ED 406 851 FL 801 136

AUTHOR Thuy, Vuong G.

TITLE 10 Lessons of Pre-Employment Skills for ESL Students, with a
Bilingual English-Cambodian Glossary and a Teacher's Guide
(Upgraded Version). '

INSTITUTION Indochinese-American Council.

SPONS AGENCY

Department of Education, Washington, DC.; Pennsylvania State
Dept. of Education, Harrisburg. Bureau of Adult Basic and
Literacy Education.

PUB DATE 95

NOTE 148p.

CONTRACT 98-5024

PUB TYPE Guides - Classroom - Teacher (052)

EDRS PRICE MF01/PC06 Plus Postage.

DESCRIPTORS Acculturation; Banking; Business Communication; Cambodian;
*Cambodians; *Communication Skills; *Daily Living Skills;
English (Second Language); Glossaries; Immigrants;
Interviews; Job Application; *Job Search Methods; Letters
(Correspondence) ; Literacy Education; Newspapers; *Payroll
Records; Records (Forms); Resumes (Personal); Second
Language Instruction; Taxes; Telephone Usage Instruction;
Uncommonly Taught Languages; *Vocational English (Second
Language) ; Writing Skills

IDENTIFIERS Checking Accounts; Classified Advertising; *Social Security

ABSTRACT

The lessons are designed to give newly-arrived,

limited-English-proficient Cambodian immigrants to the United States
linguistic and practical skills for gaining employment. An introductory
section, in both English and Cambodian, outlines the origins and design of

the materials.

Ten lessons follow, each accompanied by a teacher's guide

giving an overview, key work list, and suggestions for classroom procedures.
The lessons, primarily in English, contain a list of objectives, a list of
key words with Cambodian translations and context sentences, text on the
topic, phrases to be used for discussion, and exercises. Lesson topics
include: the job search (help-wanted ads and signs, employment agencies,
networking through friends and family, writing letters, using the telephone) ;
Using the want-ads; filling out a job application; writing business letters

(application,

cover, inquiry, thank-you); writing a resume; the job

interview; Social Security and the W-4 form; reading the W-2 statement;

reading a paycheck; and using and reconciling checking accounts. An answer
key and bilingual English-Cambodian glossary are appended. (MSE) (Adjunct
ERIC Clearinghouse on Literacy Education)

ISR SRR RR Rttt Rttt R R R R

* Reproductions supplied by EDRS are the best that can be made *

* from the original document. *
IR 2 2 R R A R R R R R R A A R R R R A R R R A R R R AR AR R RS A AR AR R AR RS AR R 2R AR 22222222 a2 R S S

ERIC

Aruitoxt provided by Eic:



sl .
3 10 Lessons
O
o)
o f
A o
=
re Ski
Pre-Employment Skills
for ESL Students
with
a Bifingual English-Cambodian Glossary
and
a Teacher's Guide
(Upgraded Version)
Vuong G. Thuy, Ph.D.
Program Year 1994-1995
Section 353 ~ Grant # 98-5024
I This publication is supported in part by the U.S. Department of
Education and the Pennsylvania Departmernt of Education. However,
the opinions expressed herein do not necessarily reflect the
position or policy of the U.S. Deparment of Education or the
Pennsylvania Department of Education, and no official endorsement
by the U.S. Department of Education or the Pennsylvania Department
: of Education should be inferred.
A o B
0 ; O"LiJc.eSerEPARTM!?'NT OF E%UCFATION
i ! EDUCATIONAL RESOURCES INFORMATION ~PERMISSION TO REPRODUCE THIS
@ \ This_dogl;mgr!\i};!i%éislg)produqed as MATERIAL HA/S ﬁN GRANTED BY
received from the person ororgamzauon -
. originating it. ﬂaﬂ/l )
{ ‘J O Minor changes have been made to BEST COPY AVAIIABI‘E CJIAOIL(’)\ ¥
t l ! improve reproduction quality. s
O

. ® Points of view or opinions stated in this - ~
: E MC document do not necessarily represent 2
official OERI position or policy.

A Fuiext provid

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC).”



| Table of Contents
i Preface | | ' i-ix
Lesson 1 - The Job Search | 1-1/1-9
l Teacher's Guide 1-1
l The Job Search '1-3
L. Objectives ) 1-3
l II. Key Words and Their Cambodian Translations 1-3
M. The Job Search : 1-5
l A."Help-Wanted" Ads 1-5
B. Private Employment Agencies and Government
Job Centers 1-5
l C. "Help-Wanted" Signs 1-6
D. Friends, Family Members, Teachers and
Counselors 1-6
I E. Writing Letters and Using the Telephone. 1-6
IV. Phrases for Discussion 1-7
' V. Tests 1-7
l Lesson 2 - How to use the Want-Ads to Find a Job 2-1/2-12
Teacher's Guide 2-1
l How to Use the Want-Ads to Find a Job 2-3
' I. Objectives 2-3
II. Key Words and Their Cambodian Translations 2-3
II. Reading Want-Ads 2-6
! IV. Phrases for Discussion . 2-8
V. Tests 2-9
' List of Common Abbreviations 2-12
Lesson 3 - Filling Out a Job Application 3-1/3-14
' Teacher's Guide 3-1
| Filling Out a Job Application 3-3
I I. Objectives 3-3
I .
JERI 3




v

I. Key Words and Their Cambodian Translations
IOL Filling Out A Job Application
IV. Phrases for Discussion
V. Suggested Activities
VI. Tests
Three Basic Application Formats

Lé$§§n 4 - Writing Business Letters
g T'each_er's Guide
| Writing Business Letters
Ob]ectlves
Key Words and Their Cambodian Translat10ns

Wntmg Business Letters
- A. Letter of Application

T SRR
T ERVRTE SR
. ’ - o ;
gl == == 14
‘e :
i ‘ .y
R

e B Cove e

~ C.Inquiry Letter
S . D. "Thank You" Letter
- IV. Phrases for Discussion
: Sample Letters
V. Tests

Lesson S - Writing A Resume
Teacher's Guide
. Writing a Resume

Objectives
‘Key Words and Their Cambodian Translations
Writing a Resume

Phrases for Discussion

Sample Resume

Tests

< =EEC

Lesson 6 - The Job Interview
Teacher's Guide
The Job Interview

I. Objectives

~ II. - Key Words and Their Cambodian Translations

III. The Job Interview

I

4-1/4-13

41

4-3
43

.43
45

4-5
4-6
4-6
4-7
4-7
4-8
4-11

5-1/510



S <z

A. What Exactly is a Job Interview?
B. Preparation for the Job Interview
C. The Interview

D. Common Interview Questions
Phrases for Discussion

Tips for a Successful Interview
Sample of a Thank-You Letter
Tests

Student Interview Evaluation

Lesson 7 - Social Security and Completing the W-4 Form

Teacher's Guide

“Social Security and Completing the W-4 Form

L
II.
I

Objectives
Key Words and Their Cambodian Translations
The Social Security System and the W-4 Form

- A. The Social Security System

Iv.
\%

B. The W-4 Form or Employee's Withholding
Allowance Certificate

Phrases for Discussion

Tests

Lesson 8 - Reading the W-2 Statement

Teacher's Guide

Readmg the W-2 Statement

I
IL.
HI.
v
\Y

. Objectives

Key Words and Their Cambodian Translations
Reading the W-2 Form :

Phrases for Discussion

Presentation of the W-2 Form

Tests

Lesson 9 - Reading a Paycheck

Teacher's Guide

Reading a Paycheck

1. Objectives

IL.

Key Words and Their Cambodian Translations

I
D

~
] ] ]

v W

RN EN N RN NN
o0 I O



1.  Reading a Paycheck 9-4

IV.  Phrases for Discussion 9-6
Presentation of a Paycheck and a Pay Stub 9-7
Exercises 9-9

V. Tests 9-10

Lesson 10 - How to Use and Reconcile Checking Accounts 10-1/10-12

Teacher's Guide 10-1
How to Use and Reconcile Checking Accounts 10-3
I. Objectives 10-3
1. Key Words and Their Cambodian Translations 10-3
1. How to Use Banking Services 10-5
A. Making Deposits 10-5
B. Writing a Check or Withdrawing Money 10-6
C. Reconciling Your Account 10-6
Iv. Phrases for Discussion 10-7
V. Tests ' 10-8
Answer Keys A-1/A-4
Bilingual English-Cambodian Glossary. G-1/G-11




AR ' . -
i .
g .

Preface
nigo

This updated version of the original book entitled " 10 Lessons of Pre-Employment
Skills for ESL Students” is the result of the input and suggestions of its users,
teachers and students alike. These users feel that the book would be more useful if
each bilingual English-Cambodian entry listed under Key Words and Their
Cambodian Translations in each lesson is reinforced by a complete sentence
showing how this entry can be used in a meaningful and relevant context.

s matudifjarnimd mudeilsindiminnys umsdantden ™ 10
Lessons of Pre-Employment Skills for ESL Students = {HU#N8M{izAs Shintm
s Ardnmagnl 5 Badngsbi greiemnn winbgo hikns
mitnu{eyrut(Gs tﬁLUﬁ?ﬂlmgqungfgr-nﬁtgm fumnssighmaing
BhBwRyw nsyRUNUMYN[UIUNA ttﬁmmsumlﬁgimﬂm@ finnennty
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The original book was conceived out of the necessity and demand to provide
limited English proficient (LEP) adults with instructional material especially
designed to help them become economically self-sufficient. It was published in

1993 under a grant of the Bureau of Adult Basic and Literacy Education of the
Pennsylvania Department of Education.

huftnfintangfnite: mennjst Bunuirfumutefijgime ghmsidurs
ity fummsﬁLﬁn?glqumnnnﬁtgnjf]msq]m}nnn} tﬁéj@mmmm Bhtfudunw
iy wetstozpomarGunwgsmt  offmie: mesgrumi Byt

tnmtsiqug‘i 98¢m MUMAGWIUN Bureau of Adult Basic and Literacy
Education of the Pennsylvania Department of Education. -

During his involvement as a teacher, teacher trainer and program director of ESL
instruction for refugee and immigrant adults from all over the world and for the
past 12 years, the author of this book has been repeatedly asked to provide
instructional materials to specifically teach pre-employment skills to LEP students
who are interested in looking for a job to support themselves and/or their families.

qurm:tnmi’umtnnﬁmqmt'ﬁm[g. gﬁnﬁ‘i[gUtLu]. shhohupuing fgnfigms
mp]smam‘é"ﬁrﬁtm:ﬁsujmg imssnfipifrsguannmnny
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The majority of LEP adult students come from countries where most of the pre-
employment skills needed in the United States, are unheard of, such as writing a
resume, how to conduct a job interview, how to requesta job interview, etc. In fact
many English words related to pre-employment skills and /or lifeskills topics such

as "resumes," cover letter, want-ad, bank statement, check register, etc., have no
equivalents in their languages. '

egmnifie fuuiinienieonn ma@siiinds dndummi fiy
Mg a8 ywisirsngy yommitetrRi[uifrotorunigs MIgui§aogs
Bmmammyeafgadint  oimidisamar ummrige Hushshoyw
- nJunmeing ynguiddisl medmadshmywmenioait gomminriijly
nynwmind migpuindiy (rufansms funfiunonsrin
The English-as-a-second language (ESL) learner is, generally speaking, anéwly
arrived immigrant or refugee who does not have the necessary marketable skills,

and who usually finds it diffficult to get even a manual or entry-level job largely

because of the language barrier. ’

mgtel. gnitnsmanstigrommendis masifrgsiiuEvuning diwiuns
migs{usgumiighmming iwnsmianmigmiségoms 18 finhwans
smmanirgiynmy

If these new Americans want to compete successfully in the job market in their
adoptive country and become proud and contributing members of American
society, they must be taught pre-employment skills. For them, the learning of these

skills requires not only the mastery of these pre-employment skills but also their
related vocabularies and concepts.

(s myruntin gy ohmsmaiwy wighmsinghnfgmighetied didinnw
sywmyueninndng maumgiinvp@imming  Gmansitne mi)sd
ngjusnfigmanss gs(avin(gimmnuosnndghysimmaywneiis mygims
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Although some ESL textbooks do cover this subject, the materials presented in these books ar
by and large, fragmented, unstructured and not in depth. They contain limited or inadequat
materials in terms of the number of pre-employment skills related topics. Furthermore, the
format in which such lessons are presented are not pedagogically sound. Missing are
reinforcement and practice drills, cultural explanations, and especially bilingual glossaries. /
these tools are necessary and help facilitate the learning process for the ESL learner as well as
improve his/her retention. As such, the materials currently available are either inadequately

designed to meet the special needs of the ESL learner, or have only limited educational
effectiveness. ' )

trdfmit)s EsLmag: meynunuist]s Hunawighndimismmais ym
finnnges wwmsnnl iwdsEoma- mﬂitmiﬁbﬂn'nm:msigﬁLﬁﬁLﬁlé
imrofjgime gamrighmmaing  yits)s spnblswisfyun
uoipmen menpmungians mimfivignsi@sgumigngs  mingyiinn
siniuad ttﬁwmﬁtmmtsits]riiugnqLnsfg:-u&tgm ssEhimsinGame
ghmsiish Bhugbndémeynding ddfunwinms sgrugtuny Yol
mnsdnnhiiysun "g"lfummtiquﬂmm: Ansf(no[matsimyire]
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An extensive review of commercial and non-commercial materials/texbooks and a
search through AdvancE of the Pennsylvania Department of Education and the
database of the National Clearinghouse for Bilingual Education revealed limited
resources and materials designed specifically to teach pre-employment skills to the
ESL learner. This book is a humble effort to supplement the wealth of ESL
instructional materials already abundant commercially and non-commercially. It

was compiled to teach pre-employment skills and concepts as well as pre-
employment related vocabularies and phrases.

mums[gniidadiitg mygimaigny sarnmnn:istag{umita: Hwringh
Advance of the Pennsylvania Department of Education and database of the National
Clearinghouse for Bilingual Education mmmﬁtmwnfim o hnsmig:anugs:
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For the past five years, the ESL staff of the Indochinese-American Council (IAC), a
community-based non-profit organization in Philadelphia, Pennsylvania, has
successfully taught pre-employment skills, using various ESL techniques and
fragmented, teacher-made materials, to hundreds of intermediate level ESL
learners. The majority of them are Asian/Indochinese immigrants or refugees who
receive public assistance. At the time of the writing of this book, the IAC was
serving a small number of Spanish speaking immigrants from South America and
also a good number of refugees from Haiti. The IAC's ESL students have repeatedly
asked the IAC staff to teach pre-employment skills. This special ESL interest has,
understandably, arisen from the desperate needs of the ESL learner not only to
acquire "survival” and/or "functional” ESL skills but also to obtain pre-employment
skills in order to gain employment and get off public assistance. However, no

structured and/or pedagogically sound curriculum as such had ever been
developed to meet the special needs of this learner.

HIGIW 00 GH)ABHUNISS YMGMIB] Indochinese-American Coundl (IAC),
iumeuiizs Bumnigigmidswndmnagg tsiththtﬁqpfumtﬁl. |
giiefuy msmomsmaie gammvEsindumbgms sdagnowei

© jountdiwms mmst(imeruritummonsuiEetibng wimenimb
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ot sfsmEtnmunesnniuie: miundwiss nsuiphviEesemi
inunfigmnminaingh fHuesBunwman spanish 1diwkgsmiywe)n
fyniuistsing r;erﬁmgsﬁhun’msﬁnnhfﬁqmqhmrﬁqp Aefumangen
tofumnigin ghmrighmfigms tEti’]mmm]mqaﬁmregmmﬁﬁrgmm 11206
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This book was developed, using the Across-the-Curriculum Approach, and the
English language is intentionally simplified wherever possible and written at the
intermediate or higher ESL level. The Across-the-Curriculum Approach promotes
the use of non-ESL or content materials such as history, biology, social sciences, etc.

to teach ESL. In our endeavor, textbooks and/or materials on pre-employment
skills were adapted to teach both pre-employement/survival skills and ESL.

wtumsemstjud mungiiiivnsmsshy fwisywsiywy dwman
ntigrmatnmdgwghnugsingun: ttﬁmmrmrtmrts:EmLmﬁrfme ESL
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The end product was field-tested by the ESL instructional staff at the Indochinese-

American Community Service Center in Philadelphia where ESL instruction at
different levels is offered to hundreds of LEP adults every year. Two workshops on

 the development and use of the product were conducted for the benefit of the IAC

staff, ESL instructors, volunteers and program directors in the City of Philadelphia.
teisumdlemsnssterindfinite: ypdplsEsL merGminnnng Bhorysdioy
[FUMEHA duiNgnGrwmf Musmaomtiigojnsgjiygnmigic - mimadgn
gafint[gh samnGme nsiGdfuncieinny tﬁti,"jﬁ]ﬁmLutunn Horygen

IAC [901[}1] ESL yfin\\fiGgehsed Bynfinssif{fh Philadelphia 1utitnY

The book consists of:
tegfimitsz meynum:

1) 10 ready-made and structured lessons that can be used as they are, or easily
adapted for ESL students at the intermediate ESL level or for those with a fairly
good command of the English language. Each lesson begins with the list of
Objectives and the Key Words and Their Cambodian Translations. To
reinforce and evaluate the skills taught, each lesson contains three tests covering
key vocabularies, expressions and concepts. The answer key to the tests can be
found at the end of the book, just before the English-Cambodian glossary.

itmitsznsdgantivie nunoyimemunduitunsoun Giwn
minwiyus masayitue: L s ydmabaom Hulkwifinan
uhigofiuglt  elinfseie)n wdhmiinngiy wsgnumumneisgs
imsunijuregmmaniayemipue dgiwiy Bhinn(yighmiunis
ghigsywwnsiign my yuynady Shwpsworsruatuis ofwrun
wnQisywy nsvipmyisi igrgng et fare

2)  Inaddition to the Cambodian translations of key words and phrases/expressions

in each lesson, a cross-referenced Bilingual Glossary in English and Cambodian

A4
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can be found at the end of the book. The translations are context referenced. This
serves as an excellent reference and learning tool for the ESL learner because
bilingual dictionaries usually list all possible meanings for each entry. Therefore, for
the ESL learner the search for relevant meanings can sometimes be quite
cumbersome and confusing, if not frustrating.

b, UfﬁgtﬁxmronfLuﬁlmnnfgr mas shigsyw gnmmmt‘ﬁmxgngmg
wighumiisindimiazs  ugngpruie: momigwisiguisis ummiding
Bumwyummayiiugionije  wmmiuidomg Simsynigs EsL 4
mgtsl iomgnulzrnsynumunpiwgsyoidiwits fighmofununsms
M8 {BHRIN T qtg:manniLﬁlirnﬁgéméqmﬂ hnsmiiionung
g8 ESLY

3) The Teacher's Guide contains:
m) tgiumifnngigusunn:

a) the Text Overview describing what is covered in the lesson;
m sty Munsndshiijriiunssighsiss

b) the Phrases for Discussion with a list of phrases that the teacher
should take time to cover in order to help the learner understand the
concepts in the lesson. These phrases are boldfaced in the lesson for
easy recognition and are listed in the Bilingual English-Cambodian
Glossary;

3) Wnnoimapsyw unsmisighuntBsitugiyws (gindamw
tnmUtLh]tLEs lffunwnguiiitdngelivnimg)st  unahnns:
mennrhagngime Humwyumsn onssigh
rogmg(nuiar g

) step-by-step suggestions to teach pre-employment skills such as pre-
reading; use of the bilingual glossary; use of simple language and
vocabularies, and basic grammatical structures already acquired
in meaningful examples; the use of synonyms and antonyms, prefixes .
and suffixes; oral and written practices of key vocabularies and
concepts, etc.

M miunwimon Gdemimsgusig gemiogsindummens
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Despite the author's efforts to minimize mistakes and shortcomings, he believes that
this book in its present form has plenty of room for improvement. It is hoped that

the user of this book will kindly help i improve this humble effort by sending

suggestions and comments for future revision to the address listed at the end of this
preface.

weimnsmid(fuijvh snfivupmoleyndng ddfunwnsfivui@sinms:
mnnnsdiglwineighinus:s ndiimisEansmigzanbe {ggtinngyi
INfistfyo gﬁfumthﬁtnﬂftMt: sguiisad Bhunwhimmons ddjgwin
n[grutsitgys i’ummnnmmﬁqur{immtiqhumﬁimmﬁn:mnh

All of the IAC's multi-lingual, experienced, ESL instructional staff members were

involved in the different phases of the making of the book: input, experience
sharing, identification of key vocabularies and /or expressions, test writing,
proofreading, editing and field testing, etc. Before their involvement in the project,
they received extensive training in the form of a series of workshops conducted by
the author, covering a variety of topics including the purpose and contents of the
book, the characteristics of the targeted student population, test writing, the Across-
the-Curriculum Approach, and various ESL teaching techniques. The staff's
involvement was an educational process beneficial to them in terms of professional
growth and commitment and also beneficial to all those to whom they will teach
ESL and pre-employment skills. Their involvement with the preparation of the book

and knowledge of its underlined purposes will certainly help them succeed in their
task.

yRUmEmnsijigh 1aC iHums1GmANt[Ge momsmiinas By
utE)ssibnns megugoimind Gmaynaig ddjofnmnndimssde: me
it untimyByws smgoumen nexgusanngiing (g Bheg
iRl genuetifuiGigmis: gnsinnsguimigmigngs i
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Teacher's Guide

LESSON 1

THE JOB SEARCH

¢

I. Text Overview

The major goal of this first lesson is to familiarize the students with the "job search
process” and the ways they can begin such a job search. Students will be encouraged

to formulate their own plan to find a job, utilizing the skills and knowledge which
they will acquire in this lesson.

In order to develop "job leads," the teacher should teach the students how to use
newspaper "want-ads," in both the larger daily newspapers, as well as the smaller
community oriented papers. The process by which students can ask their teachers,
counselors, friends and family members for assistance will also be discussed.

“- Additional resources such as private employment agencies and government job
- centers will be identified, along with discussions which will serve to describe the
particular functions of each.

- Developing "“job leads" through the preparation and use of inquiry letters and the
telephone will be covered, as well as recognizing "help-wanted" signs in store
windows, and the skills and strategies necessary to respond to such signs.

II. Key Words and/or Phrases for Discussion
Abbreviations Abbreviation is a short form of a word or words. For

example: Mr. for "Mister," Dr. for "Doctor," MD for
"Medical Doctor," etc.

Apply (to) ' To ask for (a job, admission to a school, efc.)

Employment agency An office or company that finds Workers to fill job
openings. :

Experience What a person has done or achieved in his/her life.

Government job cente;' Center run by public employees to provide

information on job opportunities.

Job lead: Information on a job opening and/or whom to see and
where to go to apply for a job. '

‘Job opening Job aVailablé and needs to be filled.
o 4 - 11 "
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Job search The process of looking for a job.

Help Wanted An ad seeking people to fill job openings.

Telephone directory/book A book listing telephone numbers and their

subscribers.

Yellow page telephone duectorylbook
A telephone book with yellow pages listing business telephone numbers and
their subscribers. Businesses are classified into different categories.
Sometimes this directory is simply called the yellow pages. There is also a
white page telephone directory/book which lists personal telephone
numbers and their subscribers. Names of subscribers are alphabetized.

ITI. Teaching Suggestions

The following are suggested steps to teach each lesson; but, of course, the teacher
should use whatever techniques he/she feels comfortable with:

1.

2.

®NSOO

first, the student should be given enough time to skim over the whole
lesson in order to have some idea of the contents of the lesson;

using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

encourage the student to study the Key Words and Their Cambodian
Translations;

teach the lesson using different techniques such as the use of antonyms,
prefixes and suffixes, oral and written practices of key vocabularies

and concepts, information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on the vocabularies already learned,
grammatical structures and concepts when teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make a
point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.

N
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LESSON 1

THE JOB SEARCH

I. Obijectives:

In this lesson you will learn how to look for a job, and how to begin a
personal "job search” plan. You will learn:

1. How to look in the "help-wanted" section of the newspaper;

2. How private employment agencies or government job centefs can help;
3. How to find "help wanted" signs in stores;

4. How to ask friends, family members, teachers and counselors about jobs;

5. How to find jobs by writing letters and using the telephbne.

II. Key Words and Their CambodianTranslations

Abbreviation SOV ,
RN is the abbreviation of "registered nurse".
Ad (advertisement) mlt{pwﬁ ﬂﬁu
Paul answered the ad in the newspaper.
Advertisement /r"ad" filf [U'Iwa nitk
The company placed an advertisement in the yellow pages.

Agency Mg, (niegh
The United Way is a non-profit agency.
Application mmyey, Gingmnge
The restaurant manager asked me to fill out an application for the job.
Approach iajusifish, el
As the car approached the intersection of Broad and Spring Garden streets, it slowed
down. _
Available fHumsinms
Let me know when you are available to start work.
Charge (to) whntyy
The bank charges a fee for cashing his check.
Compile oy

The teacher compiled a list of all her students for her record.

1-3
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Contact sifish
The employment agency said they would contact. me tomorrow.
Earn (to) ggru(mfi
As a cleaning woman, she earns $8.50 an hour .
Employment mit
You can look for possible employment in the want-ads in the newspaper
Experience mfﬁlf\ﬂﬁé

Some jobs require that you have previous _experience.
Fee gy
They charge a fee for their services.

Fill out (to) ﬁmm
When you apply for a job, there are usually many forms to fill out.
Government g1
The government employs thousands of people.
Hiring mIgugigms
, The new store is hiring new cashiers.
i Impress (to) U]I'Imfgm{l
| Dressing nicely will impress the job interviewer.
Information nﬁg’nﬁ. Soou
Make sure all the information on your application is correct.
Inquiry fq |
Nobody answered my inquiry about the job.
Interest ﬁngmﬁn
Do you have any interest in being an accountant?
Misunderstand tswn
‘The instructions are simple so that nobody will misunderstand them.
Neighborhood gﬁﬁnmh
Many different people live in our neighborhood.
Notice (to) oo, amn
She noticed the advertisement in the circular.
Plan (to) . Atk
Do you plan to go to college someday?
Private finds
Employees have their own private entrance to the building.
Process Uﬁatﬂ.ﬁf |
The hiring _process will begin tomorrow.

14 =
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Represent (to) ﬁﬂﬂ]hggm
The tall salesman represents U.S. Healthcare.
Require (to) figgims
You are required to wear a tie and jacket to a job interview.
Serve (to) Iolﬁ
. The waitress will serve us our dmner
Service mivis
The service representative should be able to help you with your problems.
Sign mm1
You cannot miss the company sign on the building.
skill CEIBIT
Some jobs require that you have a specific gkill
Source unn
The newspaper is a good source of information.
Specialize (to) hrtstutimstng
If you want to be an expert in your field, you should specialize.

Valuable finnsnty

Diamonds are considered valuable.
III. The Job Search

Almost everyone has to look for a job at some time in his/her life. Looking
for a job is not always easy, and many people say that looking for a job is really a job
itself. But if you take time to plan your "job search," and think about all of the
different ways to find "job leads," your search will be a lot easier. Some of the more
common approaches to finding jobs are described below.

A. “HELP-WANTED” ADS

The first and maybe the easiest place to start your job search is the “help-wanted”
ads in the newspaper. As you read through the want-ads, you will be able to find out a
great deal about the jobs that are available in your aty or town, what types of skills are
required, and how much you will earn if you work in a particular job.

Want-ads are often written with a lot of abbreviations. It is important that
you understand what these abbreviations of the complete words mean. You will

find a list of abbrewahons at the end of Lesson 2: "How to Use the Want-Ads to Find
a Job," on page 17.

B. PRIVATE EMPLOYMENT AGENCIES AND GOVERNMENT JOB CENTERS

You should understand that not all want-ads represent a job lead, and that
some want-ads are placed by private employment agencles which will ask you to pay
a fee before they will even talk to you.

1-5
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Speaking to someone at a private employment agency is another good way to
find a job. In fact, as you read the want-ads you may notice that the ads placed by
private employment agencies can sometimes be misunderstood. These agencies
specialize in finding jobs for people, and they charge a fee for their service.
Sometimes the company that does the hiring pays the fee to the employment
agency, and sometimes the person looking for the job has to pay the fee. Therefore,
it is very important to find out if you must pay the fee before you spend a lot of time
with an agency.

Government job centers are very similar to private employment agencies.
These centers also specialize in finding jobs, but usually there is no charge for their
service.

C. "HELP-WANTED" SIGNS

Many times, when a company or store has a job opening, it puts a help-
wanted sign in its window or outside its building, instead of paying an agency or
placing an ad in the newspaper.

As you walk down the street or drive through the city or your neighborhood,
look to see if there are any "help wanted" signs. If you see a sign, you can walk in
and inquire about the job opening, or you can write down the phone number and

. call the company as soon as possible because the job opening could be filled by the
- time you call.

D. FRIENDS, FAMILY MEMBERS, TEACHERS AND COUNSELORS

Very often your friends and family can be your best sources for job leads. Ask
them if there are job openings where they work, or if they have friends who may
know of any job openings. Also, your teachers and counselors can be a valuable
source of information about job openings.

As you ask these people, write down the names, addresses, and phone
numbers of the companies or stores where they work. It is often helpful to use "Job
Lead Cards" to write down this information. Samples of "Job Lead Cards" are
provided at the end of this lesson.

Even if there are no job openings at the present time, it may be helpful to contact
these companies anyway. You never know when a job may become available.

E. WRITING LETTERS AND USING THE TELEPHONE

As you begin to compile a list of the various companies in your city or town,
you may find it helpful to telephone some of these companies or write letters to
them. Although there may not be any jobs available at the time, you should tell the
company a little about yourself and that you are available. You may find that if a
company is impressed with your interest in it, the company may invite you to fill
out an application.

This will also serve as a good learhing experience for you. The more
companies you contact, the more confident and comfortable you will become with
the job search process. ‘ 1-6
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And, of course, there are other ways to look for a job successfully, such as the
use of the yellow page telephone directory. Use any approach that you feel
comfortable with. '

IV. Phrases for Discussion

Employment agency Lﬁh}ﬂlﬁfmﬂ]l

Government job center jugimeing

Help Wanted Hindsnugegp§mi

Job lead nfnsifimng

Job opening imisgegpgms

Job search [ighisimsing

Telephone directory ) funifinsmsngeugng Blitusgigynti

Yellow Pages telephone directory tm]imiﬁnmnﬂhfummmgl:s | 8h
1IagIsg R

V. Tests

1. Circle the best answer.
Example:
For most people, looking for the right job :

a. is not always easy. (best answer)
b. is not difficult.

c. does not need preparation.

d. can be fun.

1.1. You can use private employment agencies to find work. You can also use
"help-wanted" ads or signs. These are some of the more common:

a. experiences.
b. approaches
c. interests.
d. skills

1.2. To look for employment, it is helpful to compile:

a. the names of your friends.
b. a list of companies in your city or town.

44
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¢ alist of service fees.
d. a list of your interests.

1.3. You must carefully read any you are required to sign.

a. information.
b. documents
¢. abbreviations
d. fee.
14. If a company is impressed with you, it may:
a. help you in your job search.
b. ask you to fill out a job application.
c require you to pay for the cost of the "help-wanted" ad.
d. ask you to wait for new job openings.
1.5. In your job search, teachers and counselors:
can be a valuable source of information about job openings.
can give you a job.
are the only source of information about job openings.
can ask the employer to give you a job.

ap o P

2. Fill in each of the blanks with the best word or phrase below:

application interest neighborhood

charge contract experience

employment agencies  job leads job leads

sign telephone book source

hiring contact telephone directory
Example:

The employer usually requires the job applicant to fill out a job
. (Application)

2.1. If a company is considering someone, it will ask this person to
fill out a job application.

2.2. Some private employment agencies a fee to job applicants
~ for their service.
2.3. Be careful if the employment agency asks you to a document
or a

24. If you work for 4 years , then you have 4 years of work

25. advertise job openings in the newspaper.
26. If the company is interested in you, it will you.
1-8
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2.7. If you show in a company, it may invite you to fill out an
application.

2.8. If a store puts a help-wanted sign in its window, then it is

29. Newspapers are not the best for . Your friends
and family are. '

24

1
1
1
I 2.10. Check the stores in your to see if they are hiring.
3. Fill in each of the blanks on the left column with the best answer on the right
I column.
3.1. ___abbreviation a. -Mgt., Hr., Mon., are examples of ____ .
I 3.2. ___available b. to reach, to get in touch with.
I 3.3. __ contact ¢. steps in doing something.
3.4. __impress d. to give a good impression.
I 3.5. __earn e. job available and needs to be filled.
I 3.6. ___"help-wanted" f. to make money.
I 37 __inquiry g- an ad seeking people to fill job openings.
3.8. ___employment agency h. seeking information.
I 3.9. __job opening | i. ready for use, ready for work.
I 3.10. __process j- a company that looks for workers to fill
job openings.
1
1
1
i
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Teacher's Guideﬂ-

LESSON 2

HOW TO USE THE WANT - ADS TO FIND A JOB

I. Text Overview
In this lesson, students will examine newspaper want-ads in greater detail.

Actual newspapers will be used. Students will learn how to locate the want-
ads by using the newspaper index, and be able to identify the want-ads under the
various titles such as “classified,” "want-ads" or “help-wanted ads.” They will also
learn the abbreviations commonly used in want-ads.

s Students will learn how to read the want-ads and evaluate a particular

- advertisement in terms of : 1. the job offered; 2. the skills required; 3. the hours of
employment; 4. the rate of pay and benefits; and 5. the manner and time-frame in
which the applicant must respond.

In addition, students will learn how to recognize ads which require payment
of fees or other costs and which frequently do not really offer employment.

II. Key Words and/or Phrases for Discussion

Advertisement Public notice or announcement in the press, on TV or
radio, etc.

"Classified" section A section of the newspaper listing classified ads

Daily basis Every day

Employment agency An agency that provides employment service

In person face-to-face, physically present

Job available There is a job to be filled

Job opening Job available and ready to be filled.

Skill Ability to use one's knowledge; dexterity

Training course Program of training for a particular job

III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

2-1
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. first, the student should be given enough timér to skim over the whole

lesson in order to have some idea of the contents of the lesson;

using simple language, summarize the main theme(s) of the

the lesson as well as its objectives;

encourage the student to study the Key Words and Their Cambodian
Translations; ‘

teach the lesson using different techniques such as the use of synonyms,
antonyms, prefixes and suffixes; oral and written practices of key vocabularies
and concepts; information questions with' "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on the already learned vocabularies,
grammatical structures and concepts in teaching new vocabularies and
concepts in meaningful contexts, using examples or sentences to make

~ the point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;
praise the student for his/her effort to learn.

2-2
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LESSON 2

HOW TO USE THE WANT - ADS TOFIND A JOB
I. Objectives:
In this lésson you will use actual newspapers and learn how to:
1. locate the "want-ads" in the proper section of the newspaper;

2. learn common abbreviations and the different titles used to identify
want-ads, such as classified and help-wanted ads;

3. learn how to read and understand what job is being offered and its
requirements in terms of education, skills, hours, etc.;

4. respond to a want-ad;
5. respond to the want-ads although they do not offer immediate
employment.

II. Key Words and Their Cambodian Translations

Abbreviation taftegtmti
The abbreviation for the United States of America is U. S. A.
Advertise (to) qum

Many businesses advertise in the Yellow pages.
Advertisement/ad mgn wdnnt

See lesson #1
Announce (to) . [ty

The telephone company announced that it has many job openings.
Available fiunciims

See lesson #1
Avoid (to) It{]mﬁﬂ

It's best to avoid jobs that do not pay minimum wage.

2-3
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Basis YU, anemn
They will hire you on the basis of your experience.
Case Ii]ﬂ. finau
Each case is treated individually.
Certain g, migna
I am certain that you will get the job.
Classified tuaiontiny
The classified section of the newspaper lists available jobs.
Company U?UUTB
A big company has many employees.
Contain (to) fﬁﬂlmﬁ
The telephone directory contains many telephone numbers.
Costly ig. niy
_ Health care is costly.
* Course g3y
' You may want to take a course in English to improve your language skills.
Depend upon (to) (UNIGIMY
Your manager depends upon you to complete the project in time.

Describe (to) “:'Uﬂl'l

Matt described all the things he does each day at work.
Education miHG1

A good education is required if you want a good job.
Expense anm w, }g

Some jobs require that you purchase uniforms at you own expense.
Fee }gﬂgﬂl

The registration fee is quite reasonable.
Find out (to) i, i

Glen called to find out when he could start his new job.
Foundation munnbn, ysn

Good skills are an important foundation for employment.

2-4
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A good secretary must be a good reader and speller.

25
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1
l Helpful the sus
A job counselor can be very helpful when you don't know where to find work.
I Interest ﬁngmﬁn
See lesson #1
I List (to) g, q:mg]:qh _
The phone book lists the numbers of telephone subscribers.
I Locate (to) mﬁﬁfh
A job center can help you locate a job.
l - Look for (to) i, (i
He wants to look for a two-bedroom apartment.
l Notice (to) tutiit, oM
See lesson #1
l Offer (to) ﬁﬂ}, I;
| If the job offers a good salary, take it.
l - opportunity mnfiumomnsigh
There are many employment opportunities which are not advertised.
l Particular gmﬁﬁLmﬁu
It is best for you to find a job which uses your particular skills.
l Popular ﬂ.ﬁmﬂm
Engineering is a popular career these days.
l President [ums, LUQSIQ
The President of the United States is Clinton.
l Profit t‘imnm
A company is in business to make a profit.
l Provide (to) ﬁﬂ'l
Most jobs provide health care and other benefits.
l Reader _ ﬁﬁms
1
1
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Represent (to) ﬁﬂﬂ]ﬁﬁqm
See lesson #1
Requi rement G (ime
The requirements for the job are listed in the job description.
Respond (to) I‘I:imﬁU ‘
Laura responded to the ad immediately, and as a result she got the job.

Response mﬂﬁmﬁU
Forty people sent in a response to the ad.
Section g, ig

The classified section of the newspaper lists many different jobs.
Situation Hnsmn
The situation in his country seems to be getting worse.

Skill ggifinpansiy
See lesson #1 _
Training mrontig)e
There are many schools that offer job training.
Tricky iy, flf]ti
He is quite fricky because he does not always tell the truth.
Unpleasant mﬁ‘;ﬁqmﬁﬁ. §8°iﬁﬂw

I do not want to go through his experience because it is quite unpleasant.

III. Reading Want - Ads

To look for a job, you should begin your "job search" with the newspaper
want-ads. Ad is the shortened form of the word "advertisement."

Want-ads are found in almost every newspaper. In most cases, want-ads will
be found in the "Classified" Section of the newspaper.

For a company with a job opening, want-ads are very popular because with
little time and expense, it can announce to many people that there is a job available

in the company. The company can also say in its ad exactly what type of job it is
offering; what skills or education is required; and how much it will pay.

2-6
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For a person looking for a job, the want-ads are also very helpful. Anad
sometimes tells the reader where the company is located, how to respond to the ad
in person, by telephone, or by letter, and the date when the response must be made.

Because the company pays for the ad based on the number of lines it contains,
and because the company wants to provide so much information, want-ads are
written with a lot of shortened words called abbreviations; for example, pt (part-
time), empl. (employment) etc. Therefore, it is very important that you learn and
understand the meanings of these abbreviations in order to fully understand what
the company is trying to tell you in its ad. A list of common abbreviations will be
provided at the end of this lesson.

As you begin to read the want-ads, you will notice that some of the want-ads
are different, and do not give information about one particular job.

Sometimes want-ads provide the reader with information about a certain

private employment agency. This is just one way these agencies advertise their
services.

However, sometimes certain ads describe a lot of job openings, but you are
asked to call a phone number in another state or write for more information.

Depending upon what your interests are, or where you want to work, these
ads can be very helpful But these ads can also be very tricky. If you call a telephone
number listed in an ad, and the person who answers your call asks you to send a
certain amount of money known as a fee, then be careful. Also, you might call a
number, and they tell you that they will hire you, but first you must pay for a special
training course. Again, be very careful.

If you are interested in the above services, it is a good idea to ask a friend or a
family member about the above situation before you do anything else. Sometimes
the ad may describe a good opportunity for employment. Unfortunately, in most

cases, you will spend a lot of money and find out that it is not exactly what the ad
describes.

The best way to avoid these unpleasant and costly situations, and get the most
out of the want-ads, is to read the want-ads on a daily basis, and to be sure to learn
what all of the abbreviations represent.

The following are some examples of newspaper want-ads:
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ADMINISTRATIVE:
ASSISTANT

Duties include both administrative
and secrefarial. Must possess ex-
cellent interpersonal, typing
(50+WPM), computer/PC
(WordPerfect, - Lolus minimum
requirement), organizational, and
communicallon skills. Musl have
initialive, abilily lo work indepen-
denily. Al leas! 3 yrs. sec/admin
asstexp, preferred. - )

Compelilive and comprehensive
benefils package. Salary based on
experience and perforiance.
Qualified applicanls should submil
resume with salary requirements

Personnel Director

THE REPORTER

307 Derstine Avenue
Lansdale, PA 19446
NO PHONE CALLS PLEASE
An Equal Opportunily Employer
We recognize and appreciale lhe
- benefils of diversily in the work-
place. People who share this belief

- or reflect a diverse background

are encouraged lo.appiy.

LERICAL - . '

C- “PERSONNEL ASSISTANT
FI Washington. company" seeks
F/T Personnel Asst for lite typing,

" record keeping, & call screening/

Irettt:epnon. Excgl brlms.‘ Senc'i.cgver
etter resume & salary regto:,
Personnel, PO Box 1‘147

" 'ASSISTANT CONTROLLER: Need

MBA in Finance, 1yr exp w/ABS
Quicken 6, WordPerfeci 5.1, DEP
4, Label Master, Lolus & Norlon
Ulil, 1 yr exp as_Asst Controller
resp for financial stalements,
budgels, repis, tax returns, etc.
$28,500/yr. 40 hrs/wk. Send re-
?querae g) gA JogdCeréter*alt 1200
ogers , Bristol,, P
19007. Job Order No. 4240552,

ASSISTANT MANAGER

Large, fasl-paced, multi-famil

property seeks highly motivated»:
goals-oriented individual, Position
requires 2 yrs on-site exp
‘w/compuler fraining in Rent Roll

and AP/AR. S imme-
diatoly fe: end resumes imme

" F1. Washington, PA 1903’_4< .

to:
PNI 3450, PO 13010 Phila PA 19101

1 COOKS " FT/PT ‘wanted. "Exp/d.

‘1~ F/benefils & compelilive sal.Re-

rea'd. Agply in person at Premler
Pizza 297 E. Counly Line Rd.,
Warminsier or call 674-8815 -

COOK - Short Order. Gd starting
salary, benefils & -advancement
poss. Exp. nec. Apply in person:
Dining Car 8826 Frankford Ave.

. BOOKKEEPER sm. N.E. Mfg.
chemical co. is seeking indiv. to
work in a _diverse,exciting,and
challenging environmenl. Suc- |
cessful candidale should have
sirong acclg.& computer abilities.

sume lo:po- box 8936,Phila,P
19135, ° e

MEDICAL OFFICE ASST, P/T,
Jenkintown med’l praclice
_w/multiple loc’s needs person fo
perform appls scheduling & fron
desk responsibilities. 1 yr medical
office exp nec & some compuler
exp desirable. Must be energelic
& enjoy assisting people, This is a
25-30 hr/week position. P/T bene-
fils Incl partlal heallh ins, profif
-sharing plan & paid vacation.. Call

DRIVER .= F/T-&P/T.
Immed openings for full imedriv-
ers w/own car, van on pl k_-uE:
Earnings of $700-51000 per- week A
Part lime posilions also, avail for
days, nites, weekends. ‘Apply it
‘person at.100 Naamans Rd., Unit
7-B, Claymont, Delaware 19703 """

DISHWASHER . .
F/T prof’l person needed In res-
“faurant wifriendly- atmosphere,
. good working conds & good-pay..
Transp nec. P/T wkend pos also

© 275-9340, ext 105, Tues-Fri, : -

IV. Phrases for Discussion

Advertisement/ad
"Classifiec_l" Section
Daily basis
.Employment agenc:y;
Help-wanted

Immediate employment

BESTCOPYAVAILABLE 32

ysiinqfideny
f§nmnfigny
_infunniig
[Feghmstng
[pimigRigms
[pimmgRtGmmu

2-8

open. Great for sludents. 641-0484



B - ! -
£
£

In person | wHNys
Job available firunsmring
Job opening (imtugegpigme
Job requirement ysiinggighmaing
Training course ysipifgigngs
V. Tests
1. Circle the best answer.

Example:

In most cases, want-ads can be found:

a. at school.

b. in the "classified" section of the newspaper. (Best answer)
c. at the post office.

d. in a restaurant.

1.1. A want-ad announces that jobs are

a. classified
b. available
c. private

d. advertised

1.2. You must be careful when an employment agency:

asks you to send a certain amount of money for its service.
does not list any particular job.

~ advertises many different jobs.
tells you to contact them.

o op

1.3. Reading the want-ads daily and understanding the abbreviations will
help you:

a. respond to the want-ads quickly.
b. become a good employee.

2-9
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¢.  discover tricky situations.
d. examine the company you want to work for.

1.4. Want-ads can tell you:

a. how much the employer paid for the ad.

b. how to understand your skills and education better.
¢. what the abbreviations mean.

d. none of the above.

A

1.5. want-ad lists:
the requirements for the job.

a.

b.  the training course you will have to pay for.
¢.  the cost of the ads.
d.

the name of the president of the company.
1.6. Private employment agencies:

advertise their job openings.

are in business for themselves, and charge a fee for their service.
will train you for the jobs they advertise.

will decide to give you a job.

Apop

1.7. Want-ads can be found:

a.  in the "Classified" Section of the newspaper.
b.  on the front page of the newspaper.
¢. anywhere in the newspaper.
d. nowhere in the newspaper.
1.8. Inits ad, the company can indicate:
that there is a job available.
what kind of job it is offering.

a.
b.
c. what the requirements are.
d. all of the above.

19. The companies that offer jobs:
a. require that you pay for their want-ads.
b. usually indicate what skills or education is required.
c.  give job interviews to all applicants.
d. all of the above.

2-10
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1.10. Abbreviations in want-ads are necessary because:

a. the company that places the ad wants to save you money.

b. the abbreviations are required by the newspaper.

C. the company that places the ad wants you to learn these
abbreviations before it hires you.

d. none of the above.

2. Fill in each of the blanks on the left column with the best answer on the right
column.

G WN A

=10 0 N O

0.

(3
—

advertise

a. specific, not general

basis b. doing business to make profits
. reader c. charge for professional service

to respond d. to call public attention to

particular e. cannot happen without

fee f. toanswer

situation g. foundation

information h. news or knowledge

company i. aperson who reads

to depend on j- condition or state of affairs

3. Fill in each blank with the best word or phrase below.

job openings daily basis ~ expense

announce classified interest

look for training course opportunities

requirements represent services

Example:

The newspaper want-ads usually advertise . (job openings)

3.1. The want-ads advertise .

3.2. The best place to jobs is the section of the
newspaper. ' '

3.3. The company pays for the of the ads.

3.4. The want-ad usually indicates the for the advertised job.

3.5. By using the newspaper ads, the company can to many

3.6.

3.7.

people that there is a job opening.

To look for a job, you should read the classified section of the newspaper
on a .

Sometimes you have to pay for the of a private
employment agency.

2-11
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3.8. It is important for you to learn what the abbreviations .
3.9. Employers announce employment
3.10. If you do not have the required skills, the employer may ask you to take
before you can be employed.

&

AM. /AM
aft.

apt.

bet.

bgn.

bldg.

bus.

dk.

co.

- cond.
.. const.

ety

dep
elec.
empl.
empl.
eqpt.
etc.
eves.
exc.

exp.

ext. or X
ftr.

gd.
gen.
grad.
hqtrs.
hr.
hrly.
hvy.
inclL.
ind.
jr.

LIST OF COMMON ABBREVIATIONS

and
morning
after
appointment
between
begin or beginning
building
business
clerk
company
conditions
construction
city
department
electric
employment
employee, employer
equipment
and so on
evenings
excellent
experience
extension
future

good

general
graduate
headquarters
hour
hourly
heavy
including
industrial
junior

loc.

It.

lv.
mach.
maint.
manuf.
manuf.
manuf.
mech.
mfct.
mfr
mfr.
mfr.
min.
mo.
nec.
op. Or oper.
P.M./PM
pd.

pt. /p.t.
refs.
req.
sal.
secy.
sh.
temp.
trnee.
typ.

w.

wk.
wkr.
work.

wpm.
yr.
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in help-wanted ads.

located

light

leave

machine
maintenance
manufacture
manufacturer
manufacturing
mechanic, machine
manufacture
manufacturer
manufacturing
manufacture
minimum
month
necessary
operator
afternoon or evening
paid

part-time
references
requirement
salary

secret
shorthand
temporary
trainee

typing or typist
with

week or work
worker
worker

words per minute
year



Teacher's Guide
LESSON 3

FILLING OUT A JOB APPLICATION

I. Text Overview

In this lesson, students will examine the various job application forms
generally used by companies for their prospective job applicants.

Using actual application forms, the students will learn the meanings of the
various words and phrases commonly found on applications, as well as the
necessity of following the instructions on the forms.

By working with a number of different formats, students will learn to
" recognize how different words, phrases and symbols may be used to request the
same information.

At the conclusion of the lesson, students will have acqulred the skills and
self-confidence necessary to properly complete a job application, in a number of
different formats, and within a reasonable amount of time.

II. Key Words and/or Phrases for Discussion

Application Form used in making a request.
Background The total experience, knowledge and education of a person.
Complete address  Includes the street address (house number, name of the
street or road, apartment number (#), if any), city/town,
state and zip code.
Example:
4936 OId York Road, # 12
Philadelphia, PA. 19141

House number: 4936

Name of the street or road: Old York Road
Apartment number: 12 (number : #)
City/town: Philadelphia

State: PA (Pennsylvania)

Zip code: 19141

3-1
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Educational background what you have learned at school and the degree or
diploma that you have received.

Financial situation status regarding debts, credit standing, possessions,
money, property, jewelry, etc.

First impression What people think of you when they meet you the first
time.

Employment history What job(s) you have had in the past.

Not applicable ( N/A)  Not relevant to your situation (You cannot answer this

question)
Personal limitation A physical handicap, disability or disadvantage.
Personal question Question about you and your own life.

Prospective employer = The employer that may give you a job.
III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1. first, the student should be given enough time to skim over the whole
lesson in order to have some idea of the contents of the lesson;
2. using simple language, summarize the main theme(s) of the lesson as
well as its objectives;
3. encourage the student to study the Key Words and Their Cambodian
Translations;
4. teach the lesson using different techniques such as the use of synonyms, -
antonyms, prefixes and suffixes, oral and written practices of key vocabularies
and concepts, information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on already learned vocabularies ,
grammatical structures and concepts in teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make the
point or explain the lesson;
review what has just been taught;
go over Phrases for Discussion;
administer tests and give feedback as soon as possible;
praise the student for his/her effort to learn.

®© NG
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LESSON 3

FILLING OUT A JOB APPLICATION
I. Objectives:
In this lesson, you will:
1. Become acquainted with different job aiaplication formats;
2. Learn how to complete the different applications;

3. Understand the importance of the job application to the
employer;

4. Understand the necessity of completing the application
neatly and in accordance with the instructions given.

II. Key Words and Their Cambodian Translations

Acquaint (to) mﬂ.lgﬂ
Mitch acquainted himself with the new neighborhood by walking around in the

streets.
Applicant grayminng

All applicants for the jobs are required to respond by Monday.
Application (Mt rgeg Mg

See lesson #1
Apply (to) mﬁmmr{r

Students should apply to college early in the year.
Background EiLUiné

Because he has a good background in computers, IBM hired him.
Blank G181

Fill in all the blanks on the application.
Circle (to) qm. Iba

Circle the correct answers.
Comfortable fﬂm[;gm

That couch was so comfortable, I fell asleep.

3-3
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Consider (to)  fG110M

They are considering hiring two women for the jobs.
Financial ﬁ(ﬂﬁn{wmﬁ

Because he has a high paying job, he is in good financial standing.
Goal il ‘

Cathy's goal is to have a job by September.
Impression migmngad |

You'll make a good impression if you wear a suit and a tie to the interview.
Instruction  MIUYM, UI{)8

Read the instructions before you begin the test.
Limitation fummSﬁLﬁﬁ

Despite her limitations, the blind woman graduated at the top of her college class.
List nway
_ See lesson #2
Messy MeNono

Shelly's application was messy so she rewrote it.
Nickname tﬂ@:itﬂi([‘ﬁ"

William's nickname is Billy
Offensive mimﬁﬁéﬁn

Curse words are offensive.
Overlook (to) tﬁ'mﬁJmUJ

Her tardiness was overlooked because her child was sick.

Permit (to) HEMG
You are permitted to take two suitcases on the airplane.

Personal ﬁ“l’lgﬁ |
The interviewer cannot ask you a personal question such as "how much do
you weigh"?

Prospective 1gigsit

Len has a'long list of prospective employers that might offer him a job.
Purpose 1
The purpose of an interview is for an employer to choose the best candidate.
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Race nEaNNA
People of many different races live in the United States.
Reference gﬁtﬁff@ﬁﬁ(ﬂ]ﬁ

References help the prospective employers check the work history and background of
the candidate. :

Refuse (to) Uﬁtmtié

The interviewer refused to see Paul because he arrived late.
Religion fNtus1

Is your religion Christian or Buddhist?
Self-confidence ﬁﬁtgiqhgs

Janet had a lot of self-confidence because she knows what she is good at.
specifically  MUMMiMNA, vMAWHENAINNL

I specifically told you not to wear earrings to the job interview.
~ Suggestion migpun vt
| My suggestion is that you change your attitude.
* zype huirins, fuo,

He is not the type of man Lisa is looking for.
Untidy memiiunitgh

After walking through the rain, his appearance was untidy.

III. Filling Out a Job Application

The employer's main purpose in having you fill out an application is to
obtain important information about you. However, employers will often use the job

application form to find out a great deal more about you and about the type of work
you are able to do well.

If you fill out the job application neatly and completely, this will give the
employer a good first impression. On the other hand, if you do not fill it out
completely, and if it is messy or has a number of mistakes, this will give the

employer the impression that you are a messy or untidy person, and that your work
will also be messy and untidy.

Before even talking to. you, the employer can form an impression of how well
you know English simply by looking at your job application.

The application usually has many different questions about you, your

3-5
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educational background, employment history or work experience, skills, etc. While
most job applications ask for the same information, some applications use slightly
different ways to achieve the same goal. Sometimes you will be asked to answer the
questions by putting a circle around the correct answer. On other applications you
will be asked to write out the correct answer. On some applications, you will be
asked to write your first name first, while on other applications you will be asked to
write your last name first. On almost every application you will see the instructions
"Please Print or type", and it is very important that you do so.

The job application can tell a prospective employer a great deal more about
the applicant than simply the information provided. Therefore, it is very important
that you follow the instructions on the application form and fill out the application
as neatly and completely as possible. Listed below are some additional suggestions
for completing application forms:

° Always fill out a job application with a pen. If you are permitted to
take the application home with you, type the application if possible.

Answer every question. If the question does not apply to you, fill in
the blank area with the words "Not Applicable" or the abbreviation
"N/A". In this way you are indicating that you did not overlook a

question.

Always use your correct name. Do not use a nickname unless it is
specifically requested.

Always provide your complete address incuding your zip code.

Always be prepared to list two (2) or three (3) references, and remember
to write down their telephone numbers and addresses. Ask them to
serve as references before using their names.

Make certain that all words are spelled correctly.

In general, United States law does not permit employers to ask you questions
about your race, your religion, your financial situation or certain other very
personal questions or limitations. However, many job applications still request this
information, and in some situations, if you refuse to answer these questions, the
employer may simply refuse to consider your application. Therefore, only answer

the questions you feel' comfortable with or quesnons that are not too personal or
offensive to you.
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IV. Phrases for Discussion

Complete address mn‘imgmmims tugg: Msfyugoius mnl:gi‘fg?ﬁ
gt yn Euiaqn

Example:
4936 OId York Road, # 12
Philadelphia, PA. 19141
13 ge: 4936

101§ 1433: Old York Road
M8§YUSOINIS: 12 (number : #)
1) [f}H: Philadelphia

tussis [ PA (Pennsylvania)

| I3 19141

Complete address NYWHS (e (gl
Educational background Iphii:
Employment history fiigmatng
Financial situation fimneoiel
Not applicable (N/A) fuumsmisifish
First impression [y Odmrgnd, gigndy
Personal limitation n{Engus
Personal question NInYIfINige
Prospective employer grgymnnsinsine

V. Suggested Activities:

1. Presentation of the.3 basic application formats (to be found at the end of
this lesson).

2. Discussion of the text and the Key Words and/or Phrases in the applications.

3-7
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3. Discussion of how an application is prepared properly and neatly.
4. Preparation of job applications by students.

VI. Tests
1. Fill in each of the blanks below with T (True /Correct) or F (False /Wrong).
Example:

I_  The job application helps the employer obtain information about the
applicant. (T)

1.1. __ There are different types of application forms. Most of them ask for more-
or-less the same information.

1.2. __ You do not have to fill in all the blanks.
1.3. _ You have to write down a complete address in a job application.
1.4. __ Itis okay to use a red pen or pencil to fill out an application.

~ 1.5.__ Always sign the application.

16 "N/A" stands for "Not-Applicable."

1.7. __ You can name your family members as references.

1.8. __ By looking at the job application the employer can learn more about the
applicant than simply the information provided.

1.9. __ The job application rarely asks about employment history.

1.10.__ Neatness is not really important when filling out the employment
application.

2. Fillin each of the blanks with the best word or phrase below:

educational background first impression overlook

financial situation personal questions type

prospective employer employment history purpose

not applicable (N/A) suggestions references
: Example:

U.S. laws do not allow prospective employers to ask
(personal questions)

3-8

ERIC 44



2.1. Job applications usually ask you to print or ] the information.

2.2.  The status regarding what you owe or possess indicates your

2.3. means what people think of you when they meet you the
first time.

24. If the employer wants to know what jobs you have had, he/she wants to
know your .

25. The of the job application is to find out about your
employment history and .

26. If you cannot answer any questions on the job application because they
are not relevant to you, then you write

2.7. If the employer wants to get more information about the job applicant, he
can contact

28.  If you do not know how to handle a certain situation it is always a good
idea to ask for

29. The applicant should not any question on the job
application.

2.10.  The employer that asks you to fill out a job application is a

3. Fill in each of the blanks on the left column with the best letter from the right

column.
3.1. __suggestion a. this has something to do with money.
3.2. ___employment history b. showing how to do certain things.
3.3. __overlook ¢. what you plan to accomplish.
3.4. __ financial d. before.
3.5. __instruction e. advice or what people tell that you
' should do.
3.6. __purpose f. it has something to do with the job(s) you
have had in the past. '
3.7. ___previous g. the reason for doing something.
39
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3.8. goal
39. ___permit

3.10. ___ offensive

h. insulting, hurting feelings.

i. to forget or pay no attention to.

jo toallow.

«

ployment History (lisl most recent job first):

I Three Basic Application Formats

Empioyer - . . Acoress Date of Employment Salary or Wage
rout Job Title . Supervisor
Employer Address Date of Employment “Salary or wage
hurJoDTnle L _ Supervisor
Empxqun L - S JA.dcress;. . D'meAc( Empioyment Salary or Waps
Your Jod Tnié . iSuoervusor
— ’

Iterences (not related 1o you):

l Name Aogtess Telspnons -
Nams Address Telephone
] Name Adoress Telepnone
'ned
3-10
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" APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION

SOCIAL SECURITY

ERIC

DATE NUMBER
. r
NAME :
LAST - FIRST MIDDLE -
. PRESENT ADDRESS
- STREET cITY STATE ZIP
PERMANENT ADDRESS . .
i STREET cITY STATE ZIP
PHONE NO. .
|F RELATED TO ANYONE IN OUR EMPLOY, REFERRED
STATENAME AND DEPARTMENT
-
— 3
EMPLOYMENT DESIRED et
]
: DATE YOU " SALARY
POSITION CAN START DESIRED
S {F SO MAY WE INQUIRE
ARE YOU EMPLOYED NOW? OF YOUR PRESENT EMPLOYER?
: . z
. e v . o
. - o
EVER APPLIED TO THIS COMPANY BEFORE? WHERE WHEN r
m
\ : A )
EDUCATION NAME AND LOCATION OF SCHOOL ATTENDED anéJ;::-rao SUBJECTS STUDIED
GRAMMAR SCHOOL
JR. HIGH SCHOOL/
MIDDLE SCHOOL
HIGH SCHOOL
COLLEGE
TECHNICAL, BUSINESS
OR CORRESPONOENCE -
sCHooOL
SUBJECTS OF SPECIAL STUOY OR RESEARCH WORK
WHAT FOREIGN LANGUAGES OO YOU SPEAK FLUENTLY? REAO WRITE

TAL STATUS. AGE. COLO}

ACTIVITIES: CIVIC, ATH LETIC, ETC.

{EXCLUOE ORGANIZATIONS,
OR NATIONAL ORIGIN OF ITS MEMBERS.)

MILITARY
SERVICE

RANK

THE NAME OR CHARACTER OF WHI

CH INOICATES THE RACE, CREEO, SEX. MARI

PRESENT MEMBERSHIP IN
NATIONAL GUARO OR RESERVES

Aruitoxt provided by Eic:

nECT COPY AVAILABLE

[CONTINUEO oqbzmzn SIOE)
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FORMER EMPLOYERS (LisT BELOW LAST FOUR EMPLOYERS. STARTING WITH LAST ONE FIRST.)

DATE "1 NAME, ADDRESS AND TELEPHONE OF EMPLOYER SALARY POSITION REASON FOR LEAVING

MONTH AND YEAR

FROM

TO

FROM

TO

FROM

TO. T -

FROM

TO
REFERENCES GIVE BELOW THE NAMES OF THREE PERSONSNOT

YEARS

NAME ADDRESS / TELEPHONE BUSINESS
’ . : . . . ACQUAINTED

(lT IS UNDERSTOOD THAT ONLY JOB-RELATED DEFECTS MAY BE USED TO DENY EMPLOYMENT TO AN APPF LICANT.}

PHYSICAL RECORD:

LIST ANY PHYSICAL DEFECTS

WERE YOU EVER INJURED? . GIVE DETAILS
HAVE YOU ANY DEFECTS IN HEARING? IN VISION? IN SPEECH?
IN CASE OF - ) .
EMERGENCY NOTIFY . { )
NAME ] . ADDRESS AREA CODE PHONE NO.

ONTAINED IN THIS APPLICATION. | UNDERSTAND THAT MISREPRESENTATION
DISMISSAL. FURTHER, | UNDERSTAND AND AGREE THAT MY EMPLOYMENT IS

| AUTHORIZE INVESTIGATION OF ALLSTATEMENTS C
THE DATE OF PAYMENT OF MY WAGES AND SALARY, BE TERMINATED AT

OR OMISSION OF FACTS CALLED FOR IS CAUSE FOR
FOR NO DEFINITE PERIOD AND MAY, REGARDLESS OF
ANY TIME WITHOUT ANY PREVIOUS NOTICE.

DATE SIGNATURE

DO NOT WRITE BELOW THIS LINE

ERIC - BEST @@PY AVA&LABLE. .48 . | -

INTERVIEWED BY OATE
NEATNESS CHARACTER
PERSONALITY ABILITY
] . : S SALARY
HIRED . .- FOR DEPT. POSITION ) ~ WILL REPORT WAGES
APPROVED: 1, - . 2. 3. o -
EMPLOYMENT MANAGER DEPT. HEAD GENERAL MANAGER

RELATED TO YOU,WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.



N N EE SN S B =N . [

Trade School

APPLICATION FORM

Telephone

Name

Social security no. .

Address

Citizen of U.S.A,

Position applied for:

Date ready to start

Salary éxpected -

United State's'Mili.tlary Service:

_Date discharged

Date entered service

Serial No.

- Branch of service

Describe work you did

Education:

Name of school

Address of school™ ™~ Dates Did you Course or
From To Graduate? Degree

Elementary

Junior High

High School

Vocational

College

Business or

Other

3-12
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Teacher's Guide

LESSON 4

WRITING BUSINESS LETTERS

I. Text Overview

In this lesson, students will explore an alternative method of searching for a
job, through the use of a business letter.

Students will learn about the different types and purposes of business letters,
as well as their importance in the job search.

After this foundation, the differences between business letters and personal

... letters will be discussed in terms of format, content, and style. Handwritten and

typed letters will be discussed, pointing out to the student the advantages that one
form of business letter can have over the other.

Finally, students will prepare their own business letters, using the dlfferent
forms and styles, with a particular emphasis on clarity and neatness.

&

II. Key Words and/or Phrases for Discussion ‘

Clerk typist A clerk who can also type well.

Cover letter Letter stating the sending of another document such as a
resume, references or letters of recommendation..

Employer's convenience When the employer is available or has free time.

Establish first contact Make contact for the first time.

First draft The document written the first time. It needs
proofreading, changes and improvements. The final
document ready to be used or printed is called the final

draft or copy.

Inquiry letter Letter requesting certain information.

Interview A formal meeting at which information about the

- interviewee is obtained.

Letter of application Letter to apply for something such as a job or
admission to a training program.

Personal interview A face-to-face interview involving you and the
interviewer.

4-1
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Proper punctuation The correct use of punctuatioh marks such as the

period (.), the comma (,), the question mark (?), the
semi-colon (;), the exclamation mark (), etc.

Sell oneself An effort to impress somebody with your capabilities or
skills.

"Thank you" letter Letter expressing appreciation or gratitude.

Typing service Typing (usually for a fee) is provided for those who
need it.

III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1.

2.

© N oW

first, the student should be given enough time to skim over the whole
lesson in order to have some idea of the contents of the lesson;

using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

encourage the student to study the Key Words and Their Cambodian
Translations; '
teach the lesson using different techniques such as the use of synonyms,
antonyms, prefixes and suffixes, oral and written practices of key vocabularies
and concepts, information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on already learned vocabularies ,
grammatical structures and concepts in teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make the
point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.

4-2
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LESSON 4

WRITING BUSINESS LETTERS
I. Obijectives:

Upon completion of this lesson, you will:

1. understand the imporfance of l;usiness letters;

2. learn about the different types of business letters;

3. learn how to use business letters in your job search;
4. be able to write business letters yourself.

Il. Key Words and Their Cambodian Translations

Attention [Uh iy waBggRne
If you want to do a good job, you should pay attention to details.
Base upon (to) tRigimy
My opinions about that subject are based upon my research of many years.
Contact (to) ﬁ]ﬁﬁh
William wasn't able to_contact his mother by phone, so he sent her a letter.
Convenience f].ﬂﬁmnfﬁmlf;mgj
Mark took his time and did the project at his own convenience.
Convince (to) 15“{] wi ﬁ]
John convinced his boss that his idea for the project was the best.
Crucial f’&?]é. tﬁmfi
A good relationship with one's boss and co-workers is crucial to a successful
career. |
Draft ILﬂ]h@ﬁ
The final draft ‘of your letter should be typed on clean, white paper.
Est_ablish (to) Ut

Joe _established a good relationship with his boss by arriving on time every day.
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Hand-write (to)  MUITASIiH srtigsit
It is not acceptable to hand-write a resume; it must be typed.

Impressive fﬁlﬁﬁﬁ]ﬁmfgﬂﬁ

A well- written, nicely typed resume can be very impressive.
Tmprove utfis. (widmbys

John practiced his piano lesson everyday to improve his skills.
Improvement mILUthIIﬁlhE'IS

The grades on this report card show a great improvement over the last report card.
Punctuation I[fléﬂghﬂm (&)

It can be difficult to use punctuation such as the colon (:)and semi-colon(;).
Qualification mfﬁﬁhﬁ@m

Gina possessed the right qualifications_and was subsequently hired for the job.
Quality Ronmn
Pedro bought a good guality car and it lasted him many years.

" pefer (to) wnngime

You should refer to the dictionary when you want to know the correct spelling of a

word.
Referral Ufg

Paula has a referral from her main physician to see the specialist.
Resume (Atrgthuinming

Your resume should include your education and work history.
Satisfy (to) fnmﬁﬁ

Chocolate ice cream is the perfect thing to satisfy my sweet tooth.
Specifically mihAng, sqiwitspana

Martha specifically asked her husband to pick up bread but he got milk,

instead.
State (to) {ghmo

Please _state your full name and social security number for my record.

Succeed (to) MILUUIﬁ]mﬁﬂﬂh |
If you work hard and persevere you will have a good chance to succeed.
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ITI. Writing Business Letters

Business letters have different forms. The following are some of the most common
forms:

A. Letter of Application

The employer will probably not interview all of the applicants who may apply
for employment. Therefore, it is necessary that you convince the employer that you
are one of the applicants who should be interviewed. That is why filling out the job
application properly or writing a good letter of application is so important. The
letter of application and the job application can help you sell yourself to an
employer even before you have the opportunity to meet him/her.

Many times, writing a letter of application may be the only way to get a
personal interview and be considered for a particular job. Listed below are some of
the situations when you should write a letter of application:

o]

When you want to apply for a job in another city;

When you answer a newspaper want-ad that specifically asks you to
apply by letter through the mail;

If you want to apply for a job, through a specific person, based upon a
referral from a family member or friend;

When an employer requests that you write a letter of application; or

When you are simply inquiring if a job is available at a company that
you would like to work for.

You must always remember that, in most cases, when you write a letter of
application, you establish first contact with the company. From your letter of
application, the employer will form a first impression of you. Therefore, it is
crucial that you make a good first impression by writing a good business letter.

You should always type your letter, unless you have been asked to hand-write
it. Take your time, and type your letter neatly. A neatly typed letter, in the proper
format and with all of the words spelled correctly, can be very impressive.

If you do not know how to type, or do not have a typewriter, ask a friend to

type your letter for you. If you do not know anyone who can type, look for a local
typing service to type your letter for a small fee.

45
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If you are sending this letter to apply for a job as a clerk typist for instance,
your letter of application is really important. It will be a good opportunity to show
the employer how well you type, and how much you know about business letters.

The following suggestions will help you write good business letters:

Always write a first copy, or "first draft." Make certain your letter says
exactly what you want to say in good English. Pay attention to proper
punctuation ( the use of the period, comma, question mark, semi-
colon, etc.). Also, ask a friend or a teacher to read it, and make any
suggestions or corrections to improve the quality of the letter. When

you are satisfied with the letter and the form, have the letter typed
neatly;

Never state in your letter how badly you need a job or how nervous
you are feeling about writing this letter. You should tell the employer
“how well you can help him/her if you are given the job;

Always begin your letter by telling the employer how you heard about
him /her, or who referred you to the company;

Next, indicate a particular job, or group of jobs that you are interested
in;

Now that you have explained that you are applying for a particular job,

tell the employer your qualifications or skills which will enable you to
do a good job for the company.

Finally, ask the employer for an interview, at "the employer's
convenience,” and always remember to close the letter with a short
"thank you."

B. Cover Letter

Business letters are written for many other reasons. A cover letter is different
from a business letter. If you are asked to send a resume to an employer, the letter
that you send with the resume is called a "cover letter." In the cover letter, you
thank the prospective employer for the opportunity to send your resume and apply
for a job. You should also express your interest in having a job interview with the
prospective employer at his/her convenience. A well-written cover letter can help

you get a job interview.
C. Inquiry Letter

If you want to get information about job openings, you can write the

4-6
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prospective employer an inquiry letter. In this letter yoﬁvcan ask if there are jobs
available and what kind of jobs the employer wants to fill. You can also ask the
employer to send you a job announcement and a job application.

D. "Thank you" Letter

If the employer answers your letter and invites you in for an interview, you
should send a "thank you" letter after the interview.

A good business letter helps you succeed in your job search. Many times, the
person who can write a good business letter and make a good first impression will
have the best chance to get a job. Examples of a letter of application, a cover letter
and a "thank you" letter are provided at the end of this lesson.

V1. Phrases for Discussion

Clerk typist tf]s hwsf ity

. ‘
Cover letter Wy pnwminn
Employer's convenience ity sdpuyinming
Establish first contact wnmisfishmys
First draft 1)tendyw
Inquiry letter ryingriiaitgghe
Letter of application Ny RNAMggI§mI
Personal interview R1GrgeB finigs
Proper punctuation hh3nQrmay Ry i
Sell oneself Ummmn'ﬁmun’rgs
"Thank you" letter ny(righifnnimnn
Typing service (neyhfwsy s
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Sample Letters

Below are samples of the different types of business letters that can help you in your
job search: a thank-you letter, letter of application, cover letter, and inquiry letter.
These sample letters give you an idea how they look and what you should include.
You should practice writing different business letters as many times as you can and
also discuss your letters with your teacher, counselor or someone who can write
English well. These people can help you not only to.write but also to improve the
quality of your letters.

Thank-You Letter

984 Hope Lane
Abington, PA 19041
(215) 598-0826

May 24, 1993

:: Mr. Henry MacDonald

-- Great Lake Company

1234 Heaven Road

West Middletown, PA 12890
Dear Mr. MacDonald:

I greatly enjoyed meeting with you this week, and I am certain that the job at your
company would suit me well. Your enthusiasm and insight proved to be very
motivating for me.

Should you require any further information, please do not hesitate to call me at
(215) 123-4567.

Thank you for your time and kind consideration, and I look forward to hearing
from you soon.

Sincerely yours,

Sam Nguyen

4-8
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Letter of Application

985 Farmer Road

Fort Washington, PA 19043
(215) 547-0981

June 12, 1992

Mr. John Smith
Manager

Logan Computer Store
15 Eastmoreland Street
Philadelphia, PA 19141

Dear Mr. Smith:

I am interested in working at your store. I would like to be considered for the
position of a salesperson. The enclosed resume will provide you with the details of

.. my background and qualifications.

-':I'strongly feel that my skills would benefit your business. I am a hard working,

responsible worker. I know that if you hire me, you will be pleased with my
performance. '

I'would welcome the opportunity to meet with you to discuss any job openings.

Thank you for your time and consideration, and I am most eager to hear from you
soon.

Sincerely,

Han Chin

Cover Letter

35 Heaven Drive
Rockville, PA 19709
(717) 895-8923

July 7, 1993
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Mrs. Nancy Yim

Director of Personnel

Asia Bakery Company
4321 Daffodil Avenue
Sandy Beach, Florida 17831

Dear Mrs. Yim:

Endlosed please find a copy of my resume as requested. As you will see I am quite
qualified for the job opening at your company.

I sincerely hope that you will give me the opportunity to meet with you to discuss
the possibility of employment at your company.

I am looking forward to hearing from you soon. Please accept my thanks for your
time and consideration.

Very truly yours,

Miss Tan Suh

Inquiry Letter

2921 Rushcomb Road
Yourtown, Fl. 57830
(687) 879-0432

June 23, 1993

Mrs. Joan Braun

Director of Human Resources
Trident Grocery Wholesale
758 Main Street

Hopeville, TX 78493

Dear Mrs. Braun:

I am interested in learning of any job openings in your company. Having
three years of experience as a produce clerk, I feel I can serve your company well.

4-10
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If there are any positions available, would you please contact me at your

earliest convenience, or send me a job announcement? I can be reached at (687) 879-
0432 or at the address above.

Thank you for your time and consideration.

Sincerely yours,

Lan Trinh
V. Tests
1. Fill in each of the blanks on the left column with the best answer on the right
column.,
1.1. __ greeting a. To persuade; to make someone believe in
doing something.
1.2. __ contact b. Skills or education that fits you for the job.
1.3. __ impressive ¢. Getting better.
14. __ succeed d. To review to find and correct mistakes.
1.5. ___ qualification e. Meeting; to get in touch with.
1.6. ___ convince f. To meet the needs of.
1.7. ___ improvement 8- To achieve a goal.
1.8. __ attention h. Causing wonder and admiration.
1.9. __ satisfy i. Concentration; readiness or observation.
1.10.___ proofreading j. Saying "Hello," "Good morning," etc.

2. Fill in each of the following blanks with T (True/Correct) or F (False/Wrong).

Example:

E_ The prospective employer does not always look at the resume of the
applicant (F)

4-11-
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2.1. ___ Good business letters are not a necessary part of the job search.
22. __ When writing a business letter, pay attention to punctuation.
2.3. __ Itis always a good idea to hand-write a letter of application.

24. __ A letter of application gives lyou the opportunity to sell yourself to a
prospective employer before you have the chance to meet him /her.

2.5. __ An inquiry letter is used to ask the employer to give you a job.

2.6. ___When you send a resume' to an employer, the letter you attach to it
is called the "cover letter."

2.7. ___ In the cover letter you should express interest in having a job interview
with the employer at his/her convenience.
2.8. ___ It is not necessary to send a "thank you" letter after the job interview.
4-11
2.9. __ A well-written cover letter can help get a job interview.

2.10.___ In order to write a good business letter, you should write a first draft.

3. Fill in the blank with the best word or phrase below:

resume referred improve
application cover punctuation
inquiry letter convenience sell yourself
interview establish first contact qualifications
handwritten : impressive satisfied
attention specifically crucial
Example:

The job applicant should always bring a resume to the job
(interview) :

3.1. A letter of may help to the employer that you
are one of the applicants who should be interviewed.

3.2. A good business letter requires proper

3.3. If you wish to get information about job openings, you should write an

4-12.
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3.4. A letter of application helps you to with the
prospective employer.

3.5. Make sure that you are with your business letter before you
send it out.

3.6. A professional looking letter can be

3.7. Properly filled-out job application and a well-written letter can
help you

3.8. Itis advisable to begin a business letter by telling the employer the name of
the person who you to him/her.

3.9. In the cover letter, you should ask the prospectxve employer to give you a
job at his/her

3.10. Besides your resume, your job application gives the prospective employer
the opportunity to look at your

... 3.11. Proofread your business letter carefully and make any necessary corrections

in order to the quality of the letter.

3.12. business letters do not impress the prospective employer.

3.13. A cover letter is necessary when you send a job application and a
to the prospective employer.

3.14. In order to make a good first impression, it is to write a good
business letter.

3.15. Pay : to proper punctuation and spelling when you write
business letters.

4-13
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Teacher's Guide-

LESSON 5

WRITING A RESUME
I. Text Overview

In this lesson, the major emphasis will be on providing the students with the
skills necessary to organize their personal data, education, qualifications,
employment history and other information, so as to present themselves to a
prospective employer by way of a written document known as a "resume". The
lesson will show the students how to prepare such a document in a succinct and
informative manner.

Keep in mind that limited English proficient students, generally speaking,
come from countries where a resume is not required in the job search process. In

... fact, many people in these countries have never heard of such a thing as a resume.
. Therefore, it is necessary to explain the importance of this document and to help

your students write their own resume.

Initially, the students will gather their personal data, focusing on the tasks of
collecting the data, and then organizing them in such a way that they are able to
communicate to others their personal history, skills, and special talents. These tasks
can be accomplished by utilizing a simplified personal data sheet.

Having acquired these basic skills, the students will learn how to prepare a
more detailed data sheet, the resume, and will begin to learn about the importance
of a resume for their future success in finding a job. Clarity, style, neatness, and
completeness of this important document will be discussed. A sample of a typical
resume and its format can be found at the end of this lesson and before the tests.

Please discuss the vocabulary and/or phrases commonly found in a resume with the
students.

II. Key Words and/or Phrases for Discussion

Be better prepared More able and ready to do something.
Course of studies - Program of studies, subjects to study.
Highest level of schooling : The highest school grade completed.
In detail With more information.

Individual personal history Life and achievements of a particular person
Marital and immigration status State of affairs regarding marriage and immigration.
5-1
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Machine tool power-driven machine used to sharpen solid work.
Personal background data Information about the history of one particular
person.
Personal information Information or knowledge about a particular person.
Preliminary data Introductory or first information which will
lead to something else.
Prospective employer A possible employer.
Resume

A short written account of a person's career
and qualifications.

Status the condition of a person or thing in the eyes
of the law.

Succinct manner A way to express something clearly and to
the point without wasting words.

Work experience What has been learned by doing certain
work.

"You will never have a second First impressions are very important. If you

chance to make the first impression" do not make a good impression upon first

contact, it will remembered.

IIL. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1.

2.

XN O

first, the student should be given enough time to skim over the whole
lesson in order to have some idea of the contents of the lesson;

using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

encourage the student to study the Key Words and Their Cambodian
Translations; '

teach the lesson using different techniques such as the use of synonyms,
antonyms, prefixes and suffixes, oral and written practices of key vocabularies
and concepts, information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on already learned vocabularies ,
grammatical structures and concepts in teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make the
point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.

5-2
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LESSON 5

WRITING A RESUME
I. Objectives:
Upon the completion of this lesson, you should be able to:

1. gather and evaluate ydur personal background data, education,
training, work experience and skills;

2. organize and summarize this personal information in a
preliminary data sheet form;

3. prepare your own resume; and

4. understand the purpose of the resume and the necessity for it to
be prepared properly and neatly.

II. Key Words and Their Cambodian Translations
Accurate Lﬁﬁ[‘gf ﬁﬁ
Accurate records are important to good record-keeping.
Achieve (to)  UINMIMMUGANY
He has achieved an oustanding research.
Advertising qupm
Advertising one's business in the newspaper can be costly.
Alien yniiy st {usatn
Manuel was an alien when he first came to the U.S. but now he is a citizen.
Applicable to HEIfMB(AU(H]. HIesIfish
The change does not affect me because it is not applicable tomy situation.

Background afLUfﬁé
See lesson #3
Citizen LUﬁ]tI[UIg

Are you a legal resident or a citizen of the US.A.?
Collect (to) Lngm, mq;gﬁ

The paper deliverer comes by every Friday to collect payment for the newspaper.
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Lynn typed the data into the computer.
Design (to) 1, 168

Design (to) Paul designed a flyer on his computer to advertise his business.
Divorced mﬁfmhm:g‘l ‘

Jill and Bob did not get along with each other ; they divorced in October.
Emphasize (to) Uﬂllﬁ |

To emphasize his point, the preacher spoke very loudly.
Evaluate (to) Q‘Iﬁ}g

Each year, my boss evaluates my work performance then tells me how I am
doing.

Gather (to) Lﬁqmﬁ
Barbara went to the library to gather information for her report.

History wifu
' Because Jim has a history of being fired, he will not likely be hired for the
job.
Iomigration HIgU s
Applications for immigration can be very long and complicated.
Impersonal §8§]m28
Telephone conversation can be very_impersonal so it is better to talk directly
with her in her office.
Legal myeno
It is not legal to drive while under the influence of alcohol.
Level iy e
Her level of expertise is not high enough to fill that position.
Logical U\JUmgtmf}ﬁm
It is logical that Tim would become an engineer since he is so good in math.
Manner "U:] u
John' s manner of dress says much about his personality.
Marital fiung

What is your marital status? Are you married, single, or divorce?

5-4
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Married metfums

Ginger and Felipe have been married for 18 years.
Mention Lmﬁajﬁh%

Joe mentioned that he would be arriving late to work today.
omit (to) synumn

When telling stories to children you should omit the scary parts.
organization miflud, [Ryhoiiioh

John works for Keystone which is a healthcare grganization.
Preliminary U]I'IIEU. ﬁqhtﬂgtﬁ

Rachel won the preliminary race so now she will go to the finals.
Presentation miuiim

Jose's presentation was so good that he was invited to speak at the next meeting.
Prospective 1gisnt

Jonathan sent his resume to five px ive employers.
Recommend (to) f\}q[’ﬁﬁo'l L9

The Surgeon General strongly recommends that everyone not smoke.
Resume Lﬁﬂ]ﬁlwtﬂmﬁmlh’ll

See lesson # 4
Review hﬂlf{]tﬂm

Our teacher gave us a review for tomorrow's test.
Saying nfighsunw

Benjamin Franklin coined the saying "a penny saved is a penny earned".
Schooling ﬁqhtsimmfi}qp

Good schooling which requires many years of learning can lead to a well-paid job.
Shortcoming ﬁ(f!hl

One of my shortcomings is that I have a quick temper.
Single (i, ﬁﬁﬁ’létl]tlml

Tasha does not want to marry, she would rather stay single.
Status mﬁ

The interviewer may ask about your marital status.-
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Strength mfﬁhtﬁ

One of his strengths is that he can speak well in public.
Style éﬂ. i

Her style of dress is bold and colorful.
Succinct UAWENIWNN

Dr. Thompson always keeps his lectures succinct and to the point.
sunmarize (to) U(HME3 |

Please summarize your statement into a brief paragraph.
Summary tJ ItJU

Mr. Smith's summary contained all his main points plus a few details.
Widowed 1y

She became widowed last spring when her husband died of a heart attack.

III. Writing a Resume

A resume is a summary of an individual's personal history : education,
skills and experience. The resume may capture an employer's attention or interest,
which may lead to a job interview.

In addition to personal information such as name, address, telephone
number, marital status (single, married, divorced, or widowed) and immigration
status (American citizen, legal alien, etc. ), the resume is a summary of a person's
history including information about his/her skills, educational background, work
experience and what he/she has achieved in his/her life. It should be written in a
succinct manner. It is a form of advertising, or selling oneself. In the case of a job

search, the resume helps get the prospective employer's attention, and, hopefully, a
job interview.

Because your resume represents you, keep it neat, specific and accurate. It
should be typed. Remember the old but true saying, "You will never have a second
chance to make a first impression."

There is no ideal length for the resume, but most people agree that
it should be no more than two pages. Therefore, emphasize your strength and
omit your shortcomings rather than try to explain them. Mention your
education in detail because the employer is interested in your highest level of

schooling and in any courses of studies that are directly applicable to the job you are
seeking.
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Two styles of presentation are recommended. First, what might be called an
"impersonal present tense." For example, "supervising twenty-four clerks,"
"designing machine tools," "selling women's clothing," etc. This style requires the
use of "-ing "at the end of the verb (to supervise/ supervising, to design/designing,
to sell/selling, etc.). The second style requires the use of the past tense, for instance
"supervised twenty-four clerks," "designed machine tools," "sold women's
clothing," etc.

Remember that writing a resume requires not only a review of your
experience and education but also a clear and logical organization of the collected
data. You will learn about yourself while going through this exercise and be better
prepared to make a good presentation at the job interview. Finally, you should
always bring at least one copy of your resume to a job interview.

IV. Phrases for Discussion

Be better-prepared tjugntys

Chance to make the first impression YIBRILMWIAGIGMNIYNA
Course of studies ysifianp

Highest level of schooling g)fgridg

In detail unkjnngs, (rong, finaps
Individual personal history Riuifirveugagpn i
Machine tool o thngags

Marital and immigration status Ruigfiwng Bumgutics
Personal background data Riigiiy

Personal information nﬁmemmgs

Preliminary data tmn’ﬁ'ﬁgh

Prospective employer gngmainnsinsing
Succinct mamner 1f) uBgjennidwdy

Work experience minrfiumofitnns

"You will never have a second chance"fﬂmﬁﬁﬁ]ﬁlﬂmﬂﬁﬁgﬁf
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Sample Resume
Sam Nguyen
194 W. Tabor Road

Philadelphia, PA 19120
Telephone: (215) 555-1234

Marital status: Married with two small children.

Immigration Status: Legal alien with work permit.

Objective:

Skills:

Education:

Hobbies:

References:

Seeking an entry level position, one with growth and potential in a
well-established business. I am applying for a full-time clerical
position with benefits.

Filing, record keeping, and operation of office machines
Computer literate/Typing 35 wpm

 Employment: Office clerk 7/92-9/92

Indochinese-American Center
4936 Old York Road
Philadelphia, Pa 19141

(215) 457-0272

Supervisor: Nick Burenstein

Assistant Clerk

Career Education, Inc. 7/91-9/91
5131 Market Street

Philadelphia, PA 19103

(215) 789-6666

Supervisor: Elaine Lopez

Olney High School
Front Street and Duncannon Avenue

Philadelphia, PA 19120
Grades: 9-10

Playing sports, listing to music and reading.

Furnished upon request.
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V. Tests

1. Circle the best answer.
Example:

Personal background data:

is the information about the employer.

helps you to understand more about the employer.

is the information about the history of one particular person. (Best Answer)
indicates your interest in applying for a job.

poop

1.1. A resume is:

a data sheet describing an individual's life and achievements.
a summary of employment experience.

a letter of job application.

legal document used in the job search process.

ap o

1.2. Why do you need a resume?

a To request information about job openings.

b To write a "thank-you" letter to a prospective employer.
C. To answer all the questions during a job interview.

d To be used in the job search.

1.3. What does your interviewer try to find out when he/she looks at your
resume?

a. Your abilities and skills.

b. Your work experience

c Your educational background
d. All of the above

14. In the work experience or employment section, you should mention:

a. Your supervisor’s name.
b. Address of your old company
C. Your position at that company
d. All of the above.
1.5. Try to keep your resume neat, specific and accurate because
a. it saves you money.
b. it represents you.
59
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C. the employer wants to keep it for a long time.
d. none of the above.

2. Fill in each of the following blanks with T (True/Correct) or F (False/Wrong).

Example:

E Work experience does not necessarily help when you apply for employment. (F)

—_A resume is a summary of your job experience only.

___If possible, resumes should be typewritten.

__Your zip code is part of your address.

___A resume is a business letter.

A resume is not important in finding a job.

___A resume does not need to be neat.

___You should always bring your resume to a job interview.

___Resumes should be hand-written.

—__You should list your relatives as references.

10. __Your resume is a reflection of your father's personal data sheet.

11. ___Your resume should be well-organized.

12. ___You should list all the members of your family in the resume.

13. ___Your hobbies and interests are listed under your education.

14. ___Under references, it is better to state "Available Upon Request" rather
than listing many names. '

15. ___In your resume you should mention what you dislike.

WONNGE LN

3. Fill in each of the blanks on the left column with the best answer from the right
column.

3.1. ___status to announce; publicize; call attention to something.

3.2. ___data foreign; was not born in the country.

3.3. ___shortcoming a brief report covering the main points.
3.4. ___style to collect; bring together.

3.5. ___summary a woman whose husband has died.

3.6. ___advertise legal condition; position.

3.7. ___history facts; figures; information.

3.8. ___alien clear and brief.

3.9. ___gather manner or way of expression in language.

3.10.___succinct
3.11.___widow
3.12.___strength
3.13.___accurate
3.14.___immigration
3.15.___legal

an account of the past.
something you are very good at; force.
weakness; needs to be improved.
going to another country to live and work.
has something to do with the law.
precise; correct.

5-10
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Teacher's Guide

LESSON 6

THE JOB INTERVIEW
I. Text Overview

In this lesson students will learn the basics of the job interview and how to
conduct themselves in an interview.

The students will understand the importance of the interview and why a
prospective employer places so much value upon such a meeting. Emphasis will be
placed upon preparation, including the conversation to schedule the interview;
obtaining the directions to the location of the interview; appearance, punctuality
and preparation for the meeting.

In addition, students will learn the appropriate behavior expected of them

during the interview and will develop skills to be able to respond comfortably to the
interviewer.

Finally, students will learn the proper follow-up after an interview, either
through a telephone call or a letter.

II. Key Words and/or Phrases for Discussion

Attitude How you feel about yourself and people whom you
come into contact with. A "good attitude," or "good
feeling" helps make good impression.
Clean shaven Hair cut neatly and beard or mustache shaved closely to the skin.
Courteous Being cheerful, friendly and respectful, and also having
manners. "Please,"” "Thank you," "You're welcome" and
"Excuse me" are some examples of courteous words and
expressions. Being courteous shows that you have a
good attitude, and helps make a good impression.
Do your best Try to do whatever you can to the best of your ability.

Dress code What you should wear and what you should not wear.
Extra-curricular activities Activities usually scheduled outside the curriculum and after
L school. Example: sports, club meetings, etc.

Eye contact Looking straight into the eyes of the person you speak to.
First impression People often form an immediate opinion about another
person because of what they see in that person the first
time. If, for example, a person is wearing dirty clothes the
6-1
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Follow-up action

Follow instructions
Grooming

Having manners
In person
Interviewing process

Job search process
Pay scale

"Round-about"
Starting salary
To the point

Well-groomed

Well-prepared

first impression may be that this person is dirty or untidy.
Showing an employer that you are honest and considerate
helps make a good "first impression.”

Action taken after completion of an event or task to
monitor results for possible corrective action or support.
Do exactly what you are told or instructed to do.

The personal appearance or the look. In the job
interview, grooming influences the first impression.
Behaving well and being respectful to others.

Physically present.

The way the interview is conducted; the different steps by
which an interview is conducted.

The process or steps by which the search for job is conducted.
The listing of different salaries or wages based on the
position, length of service, qualification, etc.

Not directly; talking about something else before going to
the subject or question.

The salary that you will receive after you start working.
Directly.

Good appearance in terms of dress and look. Being “well-
groomed" helps make a good first impression.

Ready and able to perform a certain task.

III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1. first, the student should be given enough time to skim over the whole
lesson in order to have some idea of the contents of the lesson;

2. using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

3. encourage the student to study the Key Words and Their Cambodian

Translations;

4. teach the lesson using different techniques such as the use of synonyms,
antonyms, prefixes and suffixes, oral and written practices of key vocabularies
and concepts, information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on already learned vocabularies ,
grammatical structures and concepts in teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make the
pomt or explain the lesson;

NGO

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;
praise the student for his/her effort to learn.

6-2

74



LESSON 6
THE JOB INTERVIEW
I. Objectives:

In this lesson, you will learn about the interviewing process, and upon
completion of this lesson, you should be able to:

1. understand the importance of a job interview;

2. schedule an interview;

3. present yourself effectively;

4. respond to a variety of questions commonly asked during

a job interview.
II. Key Words and Their Cambodian Translations

Appearance mﬂlulm
It is important to have a clean and tidy appearance when going on a job interview.
Argumentative  [UTAR,  imtflt
Because he is argumentative, Joe is always in a fight.
Attitude 6if.  Giuwn, N
Ester had a positive attitude which made everyone like her.
Be over (to) Uﬂ]ﬁ
A Be sure to shake hands when the interview is over.
Benefit (Uiuntis

One of the benefits of arriving early is that you will have time to meet
important people.

Bothersome fﬂ ﬂﬁ?]

He does not like the exercise because it is bothersome.
Conduct (to) Eﬁﬁo] tﬁ

Because the interviewer is sick, Ann conducts the interview.
Confidence i1 [Ui?ﬁﬁﬂ ‘

Lee had a lot of confidence in his ability to do a good job.
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Considerate nguam

A considerate person will always ask how someone is doing.
Corrective fﬁﬁw‘

Dr. Rivera prescribed corrective shoes to make the baby's feet grow straight.
Courteous migivy ‘

A courteous person says "please" and "thank you".
Curriculum ﬁg?ﬁfﬁﬂp

His curriculum contains new classes such as computer and survival skills.
Direction TEUIHI, 8ty

Celia stopped the car to ask for the direction to New York City.
Disagree (to) gﬁmﬂiLﬁJU

Although Bill and Tom disagree about many things, they are still good friends.
Document htinng

A lease is a legal document.

Duty uny, figms

It is every parent's duty to raise their children to respect authority.
Encourage (to) I[ﬁﬁgﬁﬁﬁ

Felipe's parents always encouraged him to do his best.
Extra-curricular ﬁg? f foﬂ

Extra-curricular activities such as sports and music are conducted after school.
Favorite n mqmﬁﬁﬁﬂﬁ

My niece sleeps with her favorite teddy bear every night.
Fidget (to) MMV, ﬁsrsittg]s

The three-year old boy found it difficult to sit still and not fidget during dinner.
Follow-up (to) ‘iﬂ?ﬁ

Jen calls the next day to follow up her job interview.
Formal ngm

Since it was a formal dinner, Ted wore a tie and a suit.

Full-time tgminmek,
Forty-hours of work a week is considered full-time.
Groom (to) tﬁmh, wmu

Bob grooms himself well, he always has a nice haircut and a clean shaven face.
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Grooming n‘}mhgsmm
Good grooming is an important social skill.
Hobby grudgi§isitnusss
Paula’ s hobbies include singing, and horseback riding.
Honestly otneh
If . (}i'ou answer the questions honestly, you will not have to remember what you
said.
Instruction m"ﬂ'fo{. fﬂ.ﬂﬁa

See lesson # 3
Interrupt (to) }318

It is rude to interrupt while someone else is speaking.
Interview (to) Mtﬂé

An interview is an important part of the hiring process.
Interviewee Ijﬁt:ﬁ:m

The person being interviewed is the interviewee.
Interviewer fhitys

The person doing the interviewing is the interviewer.
Intzroduce vip. fnnsnwanns

Melanie introduced her fiancee to her mother.
Monitor (to) wﬁﬁém

The children's parents monijtored the TV so that they never watched violent
programs.

Opinion ununs

In my opinion, the mayor is doing a good job.
Opportunity mottnmens gl

See lesson #2

Part-time t’g'mrﬁﬁmhﬁmt}mqhqmmm
Anything less than 40 hours of work a week is part-time.
Position qsmt

The position I applied for is manager of the supermarket.
Pronounce (to) I8y

It shows respect if you make an effort to pronounce a person' s name correctly.
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pronunciation MJINIGH, fJ16IY)

Her students had good pronunciation although they still could not say all of the word .
Qualification HIBMI§EHSGM,

See lesson#4
Quit (to) wo, it

Jeff quit his job after one week because he couldn't do the work.
Reference Hﬁtﬁ[ﬁ§ﬁﬂﬂllﬁ

See lesson # 3
Respectful mnimnane

Respectful children know their manners and obey authority.
Review (to) gl

See lesson # 5

Rush (to) (v

Because Sara rushed through her work, she did not do a good job.
Schedule (to) fil [U?fﬂﬁ

Dr. Ramirez scheduled the appointment for 3:00 PM.
Slang mymaigne

"Yeah" is slang for "yes".
Slouch (to) ﬁth[pm[pm

One should sit straight, not slouch, during a interview.
spare (time)  INMUSIBI

Belinda likes to play tennis in her spare-time.
Straightforward HIH[fi#l

A straight forward person will tell you what he or she thinks.
Supervisor gridums (gt

Keidi' s supervisor gave her a big assignment to finish in a week.
Truthfully s (i

Because she is honest, Michele answered all the questions truthfully.
Workplace ﬁfghtﬁmf

They do not allow smoking in their workplace.
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III. The Job Interview
A. What Exactly is a Job Interview?

A job interview is a formal meeting between the job applicant (the
interviewee) and the employer (the interviewer). Usually, the meeting will last
about twenty minutes or half an hour. Sometimes, it will last longer; sometimes it
will be a little shorter. The interview is the most important part of the job search
process.

For the employer, the interview is the best way to find out what the job
applicant is really like. After reading the job applicant's resume and cover letter,

and after looking over the job applicant's job application form, the employer finally
gets to meet the job applicant in person.

For you, the job applicant, the interview is very important because it gives
you an opportunity to meet the person for whom you may be working. The
interviewer will ask a number of questions about your background: education,

. work experience, skills, interests, hobbies, etc. After having answered all of these

questions or if you are encouraged by the interviewer to ask any questions you
might have about the job, including wages or salary and benefits, you might do so.
At the end of the interview, do not forget to show the interviewer how much you
want the job and how well you will be able to serve the company.

B. Preparing for the Interview

In order to do your best at the interview, you must prepare yourself before
the actual meeting or interview.

First, when the interview is scheduled, write down the exact time of the
meeting. Next ask for directions to the place where the meeting will be held. Even
if you think you know where the location is, double-check it. Write down the
directions correctly to be certain that you are going to the correct address.

In addition to the resume and the properly completed job application, ask the
contact person if he/she wants you to bring any additional documents.

Finally, find out the name of the person who will interview you. Make sure
that you know how to pronounce his/her name properly. If you are not sure of the
name or the pronunciation, ask the person you are speaking with to repeat the

name, and spell it out for you. Also ask about the title or position of the person you
are going to see.

The day before the interview, review the time of the interview, the location,
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the name of the person you will be meeting, and any additional documents which
you have been asked to bring with you. Make sure to fill out a job application form,
if you have been asked to do so, and have all of the information ready, including the
names and addresses of your references.

* Also, make certain that you know exactly where the meeting will be and how
you will get there. Are you going to drive or take a bus or train? Maybe somebody is
going to take you there. Think about what clothes you will be wearing, so that

during the meeting you will look well-groomed and confident. Your appearance is
also very important.

C. The Interview

Try and plan your day so that you will arrive at the interview about 5 or 10
minutes early. Arriving late or rushing in does not start the meeting off well.

When you finally meet the interviewer, introduce yourself and speak in a
friendly but respectful manner. Do not use slang or interrupt the interviewer

~ while he/she is speaking . Answer his/her questions honestly and with a voice

which will make him/her believe that you want the job, and that you will be able to
do well what will be asked of you. It is to your advantage to indicate that you are
able to follow instructions from supervisors, and also to indicate that for you to
have the right attitude in the workplace is very important. There may be more than
one interviewer. In that case, try to answer all their questions.

After the interview, whether or not you like the interviewer or would like
to work for the company , it is always a good practice to take some type of "follow-
up" action. For example, if you were told to call back in a week, make certain to do
just that. If you were told that someone would contact you, it would be a good idea
to send a "thank you" letter to the interviewer. This letter will show the interviewer
that you are interested in working for the company, and it will also keep your name
fresh in their minds as they decide whom they will hire.

If you have followed all of the above suggestions, you should feel confident
and be well-prepared for any question they may ask you at the interview. The
following are some of the questions commonly asked during the job interview.

D. COMMON INTERVIEW QUESTIONS

It will be very helpful if you look over these questions carefully, and think
about how you would answer them well, to guarantee a successful job interview.

. “Why would you like to work for our company?"
. "Are you looking for a full-time or part-time position?"
6-8
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. "Why do you think that you can do this job?"
. "Where have you worked in the past? Why did you quit those

jobs?"

. "What were your favorite subjects in school? What were your least
favorite subjects?"

. "Did you participate in any extra-curricular activities at school?
If so, what were they?"

. "What would you like to do in five years? In ten years?"

. "Would you rather work alone or with others?"

weakness?”

IV. Phrases for Discussion

Clean shaven

Do (to) one's best
Do your best (to)
Double check (to)
Dress code
Extra-curricular activities
Eye contact

First impression
Follow instructions
Follow-up action
Having manners

In ‘person

Interviewing process

"What do you feel are your main strengths? What is your main

"What do you like to do in your spare time?"

"What starting salary do you expect?"
"Have you ever had any serious illnesses in the past?"
"Do you smoke cigarettes?"

"When can you begin to work?"

"How did you become interested in this company?"
"Are there any questions that you want to ask?"
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Job qualification ganeyf gliming

Job search process nEhmng

Pay scale mnkmals_fieimuugmo
“Round about® Bunwiis:ne:, H88UNWG*)
Starting salary (nfiworis.ymiyh

To the point §l1ﬂlllfi‘]

Well-groomed - tng|nmfmunsgan:
Well-prepared | tfjubgnirys

V. TIPS FOR A SUCCESSFUL JOB INTERVIEW

In order to have a successful job interview, you should remember:

*

*

to fill out the job application as completely and as neatly as possible.
to bring your resume with you and attach it to the job application.
to bring a small notebook and a pen with you to take notes.

to go to the interview alone. If someone drives you to the interview,
ask him/her to wait for you outside.

that smoking, or using any type of tobacco product, or chewing gum
during the interview does not give a good impression.

that appropriate dress, being clean shaven and having neatly combed
hair give a good first impression. Dress appropriately for the job

interview and ask about the company's dress code when you schedule
the interview.

that body smell, including bad breath and certain perfumes, can turn
off the interviewer and give him/her a bad "first impression" of you.

that if you are standing, stand up straight. If you are sitting, sit up
straight. Do not slouch.

that crossing the legs, fidgeting around or moving too much can be
bothersome to the interviewer.
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that whenever you speak to the interviewer, look directly at the
interviewer and try to maintain eye contact.

to speak clearly and with a pleasant voice.

to answer all questions in a straightforward manner and to the point.

Do not give "round-about" answers. Answer each question directly
and as truthfully as possible.

that if you disagree with the interviewer, do not express your
disagreement, and do not be argumentative.

to ask the interviewer to explain, if you do not understand anything
that he/she says.

that when the interviewer gives you an opportunity to ask questions,
do ask about the exact duties, working hours, pay scale, benefits, or any
questions you wish to ask.

that after the interview is over, thank the interviewer for his/her time,
and ask when you can expect to hear from him/her about the results
of the interview.

SAMPLE OF A THANK-YOU LETTER

January 1, 1993

Mr. Jack Smith
Personnel Director
Sporting Goods, Inc.
20 Shippers Avenue
Philadelphia, PA 19132

Dear Mr. Smith:

I really appreciate the interview that you gave me on Thursday, December 24, 1992.
I now have a much better understanding of the type of business Sporting Goods,
Inc. does and the kind of work I will be doing for your company. Iam certain that I
will enjoy working for your company.

Thank you for your time and consideration. I hope I will hear from you soon
concerning your decision about the position I was interviewed for.
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Very truly yours,

Sin Chhay

VI. Tests

1. Fill in each of the following blanks with T (True/Correct) or F (False/Wrong).

Example:

T The dress you wear for the job interview can be important. (T)

You will make a good first impression if you are shy when you
introduce yourself.

The interviewer might think that you have something to hide if you
do not look straight into his/her eyes.

A good first impression helps make the job interview successful.
Grooming is not really important. An interviewer does not
necessarily care how you look.

It does not matter if you are late for the interview.

... -You should not ask any questions at the job interview.

The job interview is the most important part of the job search
process.

You should interrupt the interviewer if you wish to argue with
him/her.
Pr eparatlon for the job interview helps make it a success.

It is always a good idea to bring a copy of the resume to the job
interview.

2, Complete each of the sentences, using the best words or phrases below:

introduce training in computers eye contact

a degree extra-curricular activities well-groomed

"round-about" pay scale follow-up

starting salary well-prepared to-the-point

confidence benefits appearance
Example:

At the job interview you should always maintain
(eye contact)
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3.

2.1. and are examples of qualifications.

2.2. When you yourself, you must tell the
interviewer your name.

2.3. If you spend time to get ready-for the job interview, you will be
for it.

2.4. Job interviewers do not seek
answer their questions

2.5.

after school such as sports.

2.6. Being and having a good helps make a

good impression at the job interview.

2.7. The is what you will be paid when you start working.

2.8. The tells you different salaries or wages based on
qualifications, length of service and training, etc.

* 2.9. Besides salaries, you might ask the job interviewer the you will

receivg for the job you are applying for.
2.10. makes you feel good and comfortable with yourself.
Circle the best answer.
Example:
In a job interview, the interviewee is:
a. alist of questions.
b. the person who is interviewed. (Correct answer)

c. the prospective employer.
d. the reference.

3.1. A job interview is a formal meeting between:

the applicant and the counselor.

. the applicant and the prospective employer.

- the applicant and his friend who helps him get a job.
the applicant and the representative of the newspaper.

ooop
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3.2.  The job interview is:

"a. the most important part of the joB search process.
b..- the opportunity for the employer to find out what the job applicant
is really like.

c. agood opportunity for the applicant to impress the employer.
d. all of the above.

3.3. At the interview the interviewer will:

a. ask questions about your personal life.

b. ask questions about your educational background, skills and work
experience.

c. ask questions about your family and friends.

d. ask questions about your country.

3.4. Before the job interview:

a. you should read your resume.

b. your should practice speaking English. ,
c. you should prepare yourself for the interview.

d. you should tell your friends about the interview.

3.5. The job interview gives the applicant a good opportunity:

to meet a nice employer.

to meet the person you may work for later.
to improve your English.

request whatever you want.

o ow

3.6.  For the interview, it is okay to:

a. be late for the interview.

b. dress yourself any way you want.
c. smoke a cigarette.

d. none of the above.

3.7. At the interview, you may:

a. ask questions about the job you are applying for.

b. ask questions about the salary and benefits.

c. ask any questions about the expectations of the company.
d. all of the above.

6-14




£
H .

3.8. Itisalways a good idea to:
a. take some type of follow-up actions.
b. indicate to the interviewer that you have no problem getting a job.
c. tell the interviewer that you do not really need a job.
d. interrupt the interviewer whenever you want.
3.9.  As a preparation for the job interview and if it is possible, you should:
a. find out the name of the interviewer.
b. learn to pronounce the name of the interviewer.
c. ask the title of the interviewer.
d. all of the above.
3.10. Before the job interview, the prospective employer may ask you:
to bring additional documents.

a
b. to fill out a job application.
c
d

to bring the names and addresses of references.
all of the above.

VII. Student Interview Evaluation
In this exercise, as the students and the instructor act out an interview, the
students are asked to judge their fellow student’s performance on a scaleof 1to 5,
with 1 being the lowest possible score and 5 the best score.
1. Was the applicant dressed neatly?

2. Was the applicant on time or was he/she late for the interview?

3. Did the applicant speak to the receptionist or the secretary to
let someone know they he/she had arrived for the interview?

4. Did the applicant have the necessary documents for the
interview such as his/her diploma, school transcript or resume’?

5. Did the applicant have confidence in his or herself?

6. Was the applicant courteous?

7.  Wereall of the questions asked by the interviewer answered
promptly and accurately by the applicant?

8. - Did the applicant interrupt the interviewer?
6-15
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9. Did the applicant thank the interviewer at the end of the
interview?

10. Did the applicant say good-bye to the interviewer, and the other
people in the office? '

Other comments:
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Teacher's Guide

LESSON 7

SOCIAL SECURITY
COMPLETING THE W-4 FORM

I. Text Overview

In this lesson, students will examine the basic rules governing social security,
and how to complete the necessary forms associated with the social security laws.

Students will also learn about the benefits offered by the system, and how to
- complete an application requesting a social security number if they do not have one.

Thereafter, students will examine the W-4 tax withholding form which must
be completed before they start a new job. An explanation of the actual form and the
various words or phrases found on the form will be presented. Students will then
practice how to complete this form. Furthermore, discussions will focus on the
various decisions which must be made by an individual before completing the form
and the impact it will have o his/her net pay.

II. Key Words and/or Phrases for Discussion

As soon as possible As quickly as you can; without hesitation.

Account Record of business transactions

Bank account A bank record of deposits and withdrawals

Cash benefit Assistance by payment of money.

Eligibility Qualification; fitness; acceptability.

Health insurance trust fund An account set up to provide health care
benefits.

Internal Revenue Service (IRS) A federal government agency that collects
income and social security taxes.

On behalf (of) - In the name of; as a representative of; for.

Social security Benefits provided by sodiety.

Social Security Administration A federal government agency in charge of

social security.
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Social security account A record of social security contributions of an
: individual.
Take-home money/pay The amount of money one brings home
after taxes.

III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1. first, the student should be given enough time to skim over the whole
lesson in order to have some idea of the contents of the lesson;

2. using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

3. encourage the student to study the Key Words and Their Cambodian
Translations;

4. teach the lesson using different techniques such as the use of synonyms,

antonyms, prefixes and suffixes, oral and written practices of key vocabularies

and concepts, information questions with "what," "who," "why," "when,"

"how," etc. Furthermore, capitalize on already-learned vocabularies ,

grammatical structures and concepts in teaching new vocabularies and

concepts in a meaningful context, using examples or sentences to make the

point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.

® N0
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LESSON 7

SOCIAL SECURITY
AND
COMPLETING THE W-4 FORM

. I. Objectives:
Upon completion of this lesson, you will be able to understand:
1. the social security system in the United States;
2. the eligibility for social security benefits;
3. the tax withholding process; :
4. how to fill out the tax withholding form known as the W-4 form;

II. Key Words and Their Cambodian Translations

Account I[U?fjhlﬁiﬁﬁ’lml
I have no money in my bank account.
Administer (to) 01 fifoh
The teacher administered the new test this morning.

Allowance gUmARsgimuiang

Allowances are permitted on certain expenditures for tax return purposes.
Beneit [vtunsis

One of the benefits of exercise is a trim and healthy body.
Bill U3nYWima

We will have to pay more taxes because of the new tax bill passed by the Congress.
Circumstance mutgtd:

The single mother's circumstances are difficult so she needs public assistance.
Claim (to) G:rumeng

You can claim your travel expenditures.
Collect (to) Lﬁgmﬁ

The newspaper carrier comes every week to collect payment.
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Contribute (to) {96 {nnn

Each person contributed $25.00 to our charity drive.
contribution  MIGudinAn, Imuss

CoreStates Bank made a large confribution to the school project.
Credit (to) - UMM '

The bank made a mistake, so they credited the amount to my account.

Dependent gﬁlﬁ"ghﬁgﬁ
Although the children are grown, they are still dependent on their parents.
Deposit naggh, ARk

Today, Blanche made a deposit of $400.00 to her bank account.
Disabled ﬁmf
That man is considered disabled because he could not walk.

Earnex grnsmuiin
Joe works full-time and is the income earner in his family.
Earning Lmﬁﬁﬂgm

Jim puts his weekly earnings directly into the bank.
Eligibility gﬁi’ﬁmmﬁ'@
Eligibility for public assistance is based on income and number of people in the

family.
Eligible m8t5§

To be eligible for the prize, you must 18 or over.
Exception I(ﬁﬁfﬂlﬁ }

Because nothing is 100% sure, there is always an exception to the rule.
Expense snmw, 13

Since Bill lived far from work, his biggest expense was gas for his car.
rederal nunus

The_federal government is based in Washington ,D.C.
Fund (mfig 181

The organization raised $10,000 for its scholarship fund.

Health ty3mn

Alma's health is not good, she needs to go to the hospital.
Identification NG A

A drivers' license is a good piece of identification.
74
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Income [ ﬁﬁﬂgm

A person with a college degree should be able to earn a good income.
Insurance - msnih

The insurance company paid for my back operation.

Legal Myeno
See lesson #5
Medical Tensgg
Because of her back problems, Marie is on medical leave from work.
Payee Hheg
Since Christina is the payee of the check she can cash it.
Payroll [@fi[usigRUn
Her company had only a few employees, so the payroll was small.
Portion fﬁﬁ mn
A The title should go on the top portion of the page.
spouse 1 yng
The person you are married to is your spouse.
system oy
IBM makes complicated computer systems.
Trust migndg

Every year his parents put money in a frust fund for him to use when he
becomes an adult.

Withhold (to) ﬁﬁlﬁﬁ]ﬁ[}ﬂﬁﬁﬂgﬂl

The city government withholds income taxes of all those who work and earn
money in the city.

III. The Social Security System and The W-4 Form

A. THE SOCIAL SECURITY SYSTEM

During the working years, practically every American with an income has to
pay the social security tax. His/her employer also has to pay the same amount of tax
on his/her behalf. Thé United States government agency which collects and
deposits this tax in special funds is the Internal Revenue Service, commonly known
as the IRS. The benefits generated from the funds will be paid to the taxpayer
and/or his/her family at a later day when they become eligible. The more the
taxpayer contributes during the working years, the bigger the monthly cash benefit
will be. '
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The following are some of the circumstances in which the person will be
eligible for social security benefits:

1. when he/she is retired at 62 years of age or older;

2. when he/she becomes disabled and can no longer work;

3. when he/she dies. In this case, his/her eligible family members
(spouse and children under the age of 18) will collect the benefits.

The purpose of social security benefits is to replace part of the lost earnings
and help support the eligible individual(s). The Social Security Administration, a
federal agency, decides the eligibility and administers the social security funds.

One portion of the contribution the working person makes goes into a
separate health insurance trust fund. This fund will help pay health care costs such
as hospital bills, doctors' bills and other medical expenses.

B. THE W-4 FORM or EMPLOYEE'S WITHHOLDING ALLOWANCE
CERTIFICATE

When you begin to work at a new job, you will always be asked to fill out a
W-4 form, or the Employee's Withholding Allowance Certificate. This legal form
will enable your new employer to withhold from your pay the appropriate monies
for social security and income taxes that every income earner in the United States
has to pay. There are exceptions. The amount of money which is deducted from the
pay will be recorded with the government using your social security number. The
social security portion of the tax withholding will be used to pay social security
benefits to the taxpayer or his/her family later on.

If you do not have a social security number, you should apply for it as soon as
possible. But why must you have such a number?

Once you have applied for and received your social security number, this
number will stay with you until you die. Everywhere you work, the employer will
ask you to fill out the W-4 form which requires, among other things, your social
security number. In this way, when your employer deducts social security tax from
your earnings, it will be credited to your social security account. This account is
identified by your social security number. The social security number can also be
used as an identification number (ID) in many situations, such as payroll, school
registration, bank account, etc.

It is also very important that you complete and understand the W-4 form
properly. Your take-home money (earning after all taxes) depends on how many
dependents or allowances you claim on the W4 form. Generally, the more
dependents you claim, the more money you will receive in your paycheck.
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However, be certain that the number of dependents is correct, because if you have
made a mistake on this form, the government may require you to pay an additional
amount of tax to correct a mistake you have made. If you cannot or do not know
how to fill out the W-4 form, get help from your employer, teacher, counselor,

relative or friend.

The following is a copy of the W-4 form for your study and practice:

- Employee’s Withholding Allowance Certificate OMB No. 1545-0010

Form W'4
Department of the Treasury ) ﬂ@g 3
Intemnal Revenue Service » For Privacy Act and Paperwork Reduction Act Notice, see reverse.

1

Type or print your first name and middle initial

Last name 2 Your social security number

Home address {number and street or rural route)

3 O Single [ married [ Married, but withhoid at higher Single rate.
Nole: If married. but legally separated, or spouse is a nonresident alien. check the Single box.

City or town, state, and ZIP code

4 If your last name differs from that on your social security card, check

here and call 1-800-772-1213 for more information- - - .« > []-
5 Total number of allowances you are claiming (from line G above or from the worksheets on page 2 if they apply) . 5 T
6 Additional amount, if any, you want withheld from each paycheck Coe g 6]%
7 | claim exemption from withholding for 1993 and | cemfy that | meet ALL of the followmg condmons for exemptlon

_o Last year | had a right to a refund of ALL Federal income tax withheld because | had NO tax liability; AND

© This year | expect a refund of ALL Federal income tax withheld because | expect to have NO tax liability; AND
© This year if my income exceeds $600 and includes nonwage income, another person cannot claim me as a dependent.
If you meet all of the above conditions, enter “EXEMPT " here . . . . . . . . . . b [7]

Employee’s signature »

Under penalties of perjury, | certify that | am entitled to the number of withholding alowances claimed on this certificate or entitled 1o claim exemp! status.

Date b ,19

8 Employer's name and address (Employer: Complete 8 and 10 only if sending to the IRS) 9 Office code 10 Employer 1gentihcation number
’ . {optional) .

1

IV. Phrases for Discussion

As soon as possible
Bank account
Cash benefit

Health insurance trust fund

BEST COPY AVAILABLE

Cat. No. 1022069

MmyY, NWINNoEH
ghNGmA gy dnma
(Athuimssguynin
Nwegsmn, yisimaiiyin
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Internal Revenue Service (Irs)  RnglisguUmIgwgifgnmaA(ng)

On behalf of sgmﬁgw

Social Security Administration [MHS§U3N{IgnHgrgNAnTng
([reghiculisiig)

Social security account LS QIR R R

Social security Hpnningeige (Manjufo

Take-home money (mifHumama (ng) Jo1diw

V. Tests

1. Circle the best answer.
Example:
Take-home money:

is the money you earn before taxes.
is your monthly salary.
includes social security contribution.

is the amount of money after all taxes and contributions have been
deducted. (Best anwer)

1.1. Practically every American with an income:

can buy a house.

is lucky to have a job. _

must thank the employer for the job.
must pay social security tax.

poow

1.2. The employer has to:

a pay the same amount of social security tax as the employee.
b collect the social security tax on behalf of the government.
c. pay social security tax to the IRS.

d all of the above.

1.3. TheIRS is:
a. an employment agency.

b. a federal agency.
7-8
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c a state agency.
d. a local agency.

1.4. The IRS stands for:

International Revenue Service.
International Reference Service.
International Reading Society.
Internal Revenue Service.

o o R

1.5. A person becomes eligible for social security benefits:

when he is retired at the age of 62.
at the age of 62.

when he does not want to work.
when he applies for it.

pn oe

1.6. The Social Security Administration is:

a part of the IRS.

a federal agency which administers the social security funds.
employed by your employer.

all of the above.

1.7.  The Social Security Administration:

decides the eligibility for social security benefits.

decides the amount of income tax of the employer.
decides how much you have to pay for your income tax.
administers federal income tax.

ao o

1.8. The W-4 Form:

contains information about jobs.

is the employer's withholding allowance certificate.
is the employee's withholding allowance certificate.
none of the above.

Ao op

1.9. Your social security tax withholding:

a. will be used to pay social security benefits to you when you become
eligible.
b. will be used to pay social security benefit to the employer.

7-9
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2.1.
2.2.
2.3.
24.

2.5.

2.6.

c. is necessary because the federal government needs money to pay for
its services.

d. all of the above.

1.10. The W-4 form determines:

a. your income after tax.

b. how much your employer has to pay you every month.
C. when you will receive social security benefits.

d. how often your employer pays you.

2. Fill in each of the blanks with the best word below.

claim earnings

withhold dependents

social security collects

benefits disabled

identification insurance

contribute legal

credited payroll

Exemple:

The employer has to to the social security fund of each of its

employee. (contribute)

Your take home pay depends on how many or
allowances you

The Internal Revenue Service the tax withholdings
from the employer and deposits the tax in special funds.
Your employer will from your pay the appropriate

amount of money for social security and income taxes.

Your employer will deduct social security tax from your

When you retire at 62 years of age or older, or if you become

and can no longer work, you may receive from Social
Security.

Income earners have to to Social Security funds for

future benefits.

7-10
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2.7. Health is used to pay for health care costs.
2.8. The W-4 form is a form.
2.9.  Your sodial security tax is to your social security account.

2.10. If 'you work for a compaﬁy and get pay, you are on its

. Fill in each of the blanks on the left column with the best answer on the right

column.
3.1. __ spouse a. husband or wife.
3.2. ___ administer b. payments or services provided in

- case of disability, sickness or retirement.

3.3. ___eligible ¢. something to do with the central
government.

3.4. ____ income d. to place money in a bank.

3.5. ___ deposit e. cost. "

3.6. ___ expense f. to be in charge or manage.

3.7. ___ payroll g Dbased on the law.

3.8. ___ benefits h. to pay for a purpose such as social security
tax.

3.9. ____account i. qualified.

3.10.___ federal j. money earned.

3.11.___ contribute k. list of employees receiving wages or
salaries.

3.12.___ legal 1. abank record of deposits and
withdrawals.

3.13.___ disabled m. request; ask for.

3.14.___ IRS n. a federal government agency collecting

‘ taxes.
3.15.___ apply for . 0. unable to work or perform certain tasks.
7-11
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Teacher's Guide

LESSON 8
READING THE W-2 STATEMENT

I. Text Overview

In this lesson, students will examine the W-2 statement and the information
it contains.

Initially, students will learn about the general purpose of the W-2 statement
and its relationship to the student's paycheck. Thereafter, students will examine
specific numbered boxes to understand the figure in each box, and determine if the

deductions from the paychecks throughout the year are properly summarized on
the W-2 statement.

II. Keys Words and/or Phrases for Discussion

Earnings Income, what you make on your job or business.
Employer's Identification This number is given to each employer for

Number (EIN) identification purposes.
FI.C.A. Federal Insurance Contributions Act which requires

contributions from employees and employers for
social security benefits.
Internal Revenue Service A federal agency in charge of collecting income and
(Also known as the I.R.S.) social security taxes.

Medicare Health care program paid for by the U.S. government.

Medicare benefits Health care benefits provided by the U.S. government.

Non-taxable You do not have to pay tax.

On your behalf In your name and for you.

Pension plan A plan of contributions for the purpose of retirement.

Salary vs. wages Salary is usually calculated on a monthly or yearly
basis, but wages are paid on an hourly basis.

Special purposes Specific reasons

Tax return The declaration of income, expenses and deductions

for tax purposes. Each individual with an annual
income exceeding a certain amount of money has to file
the tax return each year. The deadline for filing the tax
return is April 15. Filing after this date is subject to
heavy penalty and interest.

81-
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Title Name; headline.

Unemployment The benefit received as a result of unemployment.
compensation

W-2 Wage and Tax A summary of earnings and deductions for one
Statement year from January 1 to December 31.

“

II1. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1.

2.

PN D

first, the student should be given enough time to skim over the whole
lesson in order to have some ideas about the contents of the lesson;

using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

encourage the student to study the Key Words and Their Cambodian
Translations;

teach the lesson using different techniques such as the use of synonyms,
antonyms, prefixes and suffixes, oral and written practices of key vocabularies
and concepts information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on already learned vocabularies ,
grammatical structures and concepts in teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make the
point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.
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LESSON 8

READING THE W-2 STATEMENT
I. Objectives:

In this lesson you will examine the W-2 Wages and Tax Statement, known as
the W-2 form or W-2 statement, and upon .completien of the lesson you should be
able to:

1. Understand the purpose of the W-2 statement;
2. Understand the information on the W-2 statement;

3. Know what to do with the 4 copies of the W-2 statement that you
receive from your employer every year.

II. Key Words and Their Cambodian Translations
Compensation mlﬁﬂﬁm

Gwen expected to receive compensation for the extra hours that she worked.
Deduct (to) "6

The government deducts a good percentage of every person's paycheck for tax

purposes.

Earning Lm ﬁﬁﬂl}m
See lesson #7

Education m“{[ﬁ

A good education leads to a good job.
Examine (to) tfim, ﬁEfU

Dr. Green examined the patient's broken arm.
F.I.C.A. (figgsnnstnfipn (gusig

F.I.C.A. stands for Federal Insurance Contribution Act which deals with
social security.

File (to) Iﬁmﬁ (n8§)

Every year, every working citizen must file a tax form with the IRS.
Income (mAtagu |

See lesson #7
Insurance MmNt

See lesson #7

8-3
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Medicare NYRMRINHASMN

Joe's grandparents receive Medicare which pays their medical bills.
Pension (ifiss (AGURIR

My grandfather received a good pension after he retired from his job.
Purpose 1R [

The purpose of the letter was o inform us of her decision.
Record U[ﬁ

My doctor ' s office has a file of all of my medical records.
Retirement ugsig Gipn)

Many people look forward to retirement on their 65th birthday.
Subject iyl

Andrea's favorite 'subject in school is science.
Switch (to) g !

Nora switched a chicken for the turkey and hoped that nobody would notice.
Taxable fiumemning

You only have to pay the sale tax on faxable items such as bicycles and toys.
Tip (e

It is customary to leave a tip equivalent to 15% of your bill for the waitress.
Title onahtih, e

Her title at work is Senior Vice-President.
Unemployment ﬁﬁmﬁmlﬁ]"§

Because Mark cannot find a job, he has been collecting unemployment checks.
Withhold (to) HAIGMA{MAGAYN

See lesson #7

III. Reading The W-2 Form

As you have already learned, each time you are paid, your employer is
required to withhold certain taxes from your paycheck. These taxes are based upon
the information you provided on your W-4 form. They include the withheld taxes
known as F.I.C.A (social security tax), federal tax, state tax and local tax (city, town,
etc.). On your behalf, the employer then has to pay these taxes to different
government agencies: the social security, Medicare and federal taxes go to the
Internal Revenue Service, a federal agency also known as the I.R.S.; the state tax

84
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goes to the state and the city tax to the city. But at the end of each year it would be
very difficult to remember how much money your employer has deducted from
your paychecks, especially if you switch jobs.

The W-2 Wage and Tax Statement commonly known as the W-2 form is the
form which shows all the deductions. The law requires each of your employers (if
you work for more than one employer) to give you a W-2 form by the end of
January each year. Among other things, this form contains the name of your
employer, your name, your social security number and your address. On this W-2
form your employer also provides you with all of the important information about
how much you were paid during the past year and how much your employer

deducted from your earnings for different taxes (social security, Medicare, federal,
state, local, etc.).

Your employer must give you more than one copy of the W-2 form. This is
because when you file your tax returns you must send, along with these returns,
one copy to the LR.S., one copy to the state government and one copy to the local
government such as the city or the town where you work. Finally, one of the copies

- will be for your records.

You will also notice different dollar amounts listed in different boxes on the
form. The title of each box tells you what the amount is for.

Box #10, titled wages, tips, and other compensation, represents the total
amount of your income for the year. To get the total withholdings, you add the
following boxes: Box (9) Federal income tax withheld, Box (11) Social security tax
withheld, Box (15) Medicare tax withheld, Box (18) Other, Box (24) State income tax,
and Box (27) Local income tax withheld. Box (12) Social security wages tells you the
amount of your earnings that is taxable for social security benefits. Box (14)
Medicare wages and tips lists the amount of earnings that is taxable for Medicare
benefits. Please notice that the amount listed in Box (21) Local wages, tips, etc. is not
necessarily the same as the amount listed in box (10) because a certain amount of
money from your income has been withheld by your employer for special purposes
such as your pension plan or health insurance. This withheld money is non-taxable.
The following is a sample of the W-2 form for you to examine:

85

104



1 Loaia 0 Fumon o

OMB No. 1545-C008 .

1 Emptoper b Ramo, Addraz), ad UP Code

T Lmplopes ¢ ldentilicalion Nvmdet

& Lmployer s Sials yandes

!'é!’li. Diac'w . lgl

g o O

1 Svbdtordl voq

¥ Aascated Tipy

1 Advants £ Papmant

Timptayen s Sotiat Sacurny Humdsr

TTidosilacoma Tan Ytnaeid

13 wajes, Dips, Oanser Compensatien

TS atiat Securuy Fae Watnnai¢

"I Tmplagarns Rame, Kadiers, and 10 Lode

TH SuulSu.vm, Wages

T Socul Teewenty Ty

W Staetncomi tas 11 State Wages, bipy, l1e 18 Kame of Staie

36-2515832 AP UM

Form W-2 Wage and Tax Statement

B rca lnum UT] T Locat wages, Tips, Tic. T Rime o Localiy
L
r y N Vo de Nisd with amployse s FEOENAL tas 30 wm Oepeimym ot ine biaatwy
‘lh s intormatton s being Turntahed 1o the Intesnel Revenue Servlee -.. o) Revarws Swvite

IV. Phrases for Discussion

Employer's Idemtification Number IUSH{NINU(A{UEI(Aeglmring

F.I.C.A.

(mfgrugemeapnoinnifips (Grsig

Internal Revenue Service (IRS) Lﬁfllhlﬁﬁﬂg (mﬁ)

Medicare benefit

Non-taxable
On your behalf
Pension plan

Salary vs.

Special purposes

Tax return

Unemployment

wages

compensation

W-2 Wage and Tax Statement

(AfpeIyamn

tiswnng

wrnnegy

vhimfigudty (ipm

(mfifs y@. Attt
1MUY
ngitngippgtunin
(mfisgruisitnugnnsminig
oA mhmns
Butntomghywn

PRESENTATION OF THE W-2 FORM

The employee must include a copy of the W-2 form when he/she mails his
tax return to the IRS and to the state or to the local government. Also he/she keeps

BEST COPY AVAILABLE
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one copy for himself/herself. On the W-2 form, one finds important information
printed in numbered boxes (all W-2 forms from all employers are numbered in the
same'way). The following is the discussion of the most important boxes:

Box 2: Employer's Name, Address, and Zip Code

Box 3: Employer's Identification Number - Every employer must
have an identification number. This number is given by
the IRS.

Box 5: Employee's Social Security Number

Box 9: Federal Income Tax Withheld - The taxes taken

out of the employee's income and paid directly to the IRS.

Box 10: Wages, Tips, Other Compensation - The total
amount of money earned by the employee.

Box 11: Social Security Tax Withheld - The taxes taken out of the
employee's income to pay social security benefits and
support insurance programs for people 65 and older.

Box 12: Social Security Wages - The maximum amount of the
employee's income that can be taxed to pay for social
security benefits.

Box 14: Medicare Wages and Tips - The total amount of earnings
that can be taxed for Medicare benefits.

Box 15: Medicare tax withheld - The total tax withheld for
Medicare benefits.

Box 18: Other - Other deductions such as retirement,
unemployment compensation tax, etc.

Box 23: Benefits included in Box 10 - Benefits other than earnings.
These benefits are taxable.

Box 24: State Income Tax - Total state tax withheld.
Box 25: State Wages, Tips, etc. - Total earnings subject to state tax.
Box 27: Local Wages, Tips, etc. - Total local tax withheld.

8-7
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V. Tests

1. Look at the following W-2 form, then circle the best answer.

1 Control Humber

OMB No, 1545.0008

1 Employers Hams, Address, rnd UP Code

~—

John's Grocery;Storé
7876 Heaven Road
Dreamtown, Conn. 19024

3 Employes § identilication Humber

32-5551212

) [ Employer’s Staty llumbt_l T

T I
S TR & T

?ll = Sublotal - . -
m . P

- " Yold

O

§ Altocated lips

1 Advance LIC Payment

Moorilight, Conn. 19023

T [mploy"!—sou.ll Swcurity Kumbdet ¥ Fedessl Incoms Tax Wanneld 18 wages, Tips, Binet Compensation 1] S;ocin s;tul;ly Tax Withheld
800-11-1234 _ 220 2,500 .15
TT EmpToyavs Fime, Kedress, and 2P Tods TV Soeal Secorny Wages |4thann¢g

Paul Cox 2,500 T o

283 A Sunshine Boulevard M

11 State income Jax

57.16

18 State Wages, lips, Lic.

18 Hams of State -
-{Connecticut

Form W-2 Wage and Tax Staterment
36-2515832 APP /B4 .

TR

ey

11 Local Wages, lips, Lic.

1T Tams ol Cocality

0l To be llled with employee's FF ’
nltormation Is belng furnlehed 10 the Internal Revenue Service Internal Revenue Setvice

DERAL tax return

Depariment of 1Ny livasury

Example:

How much is the employee's state income tax?

a. $67.25
b. $75.00
c $57.16 (Correct answer)
d. None

1.1. What is the employee's Social Security Number?

a. 32-5551212
b. 800-11-1234
C. 787-88-6666
d. None of the above.

BEST COPY AVAILABLE
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1.2.  What is the employer's name?

W-2 Wage

Paul Cox

John's Grocery Store
None of the above..

an o

1.3.  How much social security tax was withheld?

a. $220.00

b. $ 2,500.00

C. $75.00

d. All of the above.

14. The employer's identification number is:

5-2340

32-5651212

100 First St.

None of the above.

an op

1.5. What is the Federal income tax withheld?

a. None

b. $2,500.00
c. $230.00
d. $220.00

1.6. What is the employer's state number?

a. 510

b. 5-2340

c 787-88-6666

d. I do not know.

1.7. What is the employee's total income?

a. $2,500.00
b. $25,000.00
C $220.00

d. $2,200.00

1.8.  What are the social security wages?

8-9
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a. $2,500.00

b. $75.00

C. $220.00

d. I do not know.

1.9.  What is the employee's local income tax?

a. $230.00

b. $220.00

C. $75.00

d. None of the above.

1.10. What is the employee's zip code?

a. 19141
b. 19022
C. 19001
d. 19023

2. Circle the best answer.
Example:
The W-2 Wage and Tax Statement:
a. is known as the W-2 form. (Best Answer)
b. shows the monthly salary.
c. is not an important document.
d

. lists the name of your bank.

2.1. The money paid for the job done for the entire year is called:

a. income tax
b. wage

C. tip

d. salary

2.2. When will you receive the W-2 form?

every month.

every two weeks.

by the end ot January each year.
none of the above.

oo
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2.3. The W-2 form copies are given to the employee so that he/she:

a can file the tax return.

b. understand his/her total earning and deductions.
c

d

can keep a record of total earning and deductions for the year.
all of the above.

2.4. The W-2 form contains information about the total withholdings for:

a the FI.C.A. tax.
b. the local tax.

c the Medicare tax.
d all of the above.

2.5. The employer is required by law to give you:

a a salary increase every six months.
b. the W-2 form copies every year.

c good recommendations for your job.
d tips.

3. Fill in each of the blanks on the left column with the best answer on the right

column.

3.1. ___ payment to an unemployed worker a. salary

3.2. ___ adeclaration of income, expenses and b. pension
deductions for tax purposes. A

3.3. ___ pay on an hourly basis. C unemployment

' compensation

3.4. ____ a statement of income and deductions d. tax return
needed for tax return.

3.5. ___ you lost your job and do not work. e. wages

"3.6. ___ you are over 62 and do not work f. retirement
anymore.

3.7. ___ afixed sum of money paid regularly g unemployment
to a person during his retirement. '

3.8. ___ that can be taxed. h taxable

3.9. ___ money given as an appreciation for a i. tip

particular service or reason such as
in restaurants or hotels.
3.10. __ pay calculated on a monthly or yearly basis. j. W-2 form

&1
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I. Text Overview

Teacher's Guide

LESSON 9

READING A PAYCHECK

In this lesson, students will learn how to read and interpret the standard

paycheck and stub.

Initially, students will examine how their total pay is calculated. Examples
will include flat salaries as well as hourly rates.

Thereafter, students will look at the concepts of gross pay, net pay and the

various deductions.

Each deduction will be discussed, so that the students

understand the purpose of each deduction, and the benefits derived from the

deductions.

I1. Key Words and/or Phrases for Discussion

A lot of

Consist of (to)
Department
Gross pay

Net pay
Overtime (OT)
Overtime rate

Paycheck

Payroll check

Pay period

Pay stub

Regular hourly rate

Regular time
Year to date

Much; many; plenty.

Composed of; made up.

Division, section. For example: accounting department.
Pay before taxes and deductions.

Pay after all taxes and deductions.

Time in excess of 40 hours a week.

The amount of money paid to the employee for each hour
over 40 hours a week. The overtime rate is usually 1.5
times the regular hour rate. For example, if the regular
hourly rate is $6.00, the overtime rate is $9.00.

check in payment of wages or salary.

check issued to pay salaries or wages.

The amount of time from the first to the last day of the
period for which you are paid. It can be one week, two
weeks, or a month.

The part of the check that contains information about
earnings, deductions, pay rate, gross income, net income, etc.
The amount of money paid per hour if you do not work
more than 40 hours a week.

Time within 40 working hours a week.

From the beginning of the year to now.

9-1
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III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1.

2.

PN O

first, the student should be given enough time to skim over the whole
lesson in order to have some ideas about the contents of the lesson;

using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

encourage the student to study the Key Words and Their Cambodian
Translations;

teach the lesson using different techniques such as the use of synonyms,
antonyms, prefixes and suffixes, oral and written practices of key vocabularies
and concepts, information questions with "what," "who," "why," "when,"
"how," etc. Furthermore, capitalize on already learned vocabularies ,
grammatical structures and concepts in teaching new vocabularies and
concepts in a meaningful context, using examples or sentences to make the
point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.



LESSON 9
READING A PAYCHECK

I. Objectives:

In this lesson, you will examine the information contained on the
paycheck and pay stub, and upon completion of this lesson you will be able to:

1. identify the various items found on the pay stub;

2. understand the various deductions listed on the pay stub;

3. determine how gross and net pays are calculated;

4. understand the importance of reviewing each paycheck and

maintaining records of previous pay periods.

II. Key Words and Their Cambodian Translations
Amount ﬁ@ﬁ

The amount on Regina's paycheck was smaller than she had hoped for.
Calculate (to) M) fﬁﬁmj? ‘

An accountant is able to calculate your tax return quickly.
Cash (to) ﬂ'ﬂﬂ, Lmﬁ

Brenda always cashes her paycheck at her employer' s bank.
Check : {run

It's better to cash a check at a bank than at a check cashing place.
Current ﬂﬁJf, NUUgug

Jackie's current job is that of a secretarial assistant.

Deduction HALGLY

A payroll deduction is an amount of money taken out of your paycheck.
Department fﬁﬁ, [y

The shoe department at Macy's is hiring sales representatives.
Gross [‘mﬁqgmﬁmﬁ (n§)

The government wants to know your gross income.

9-3
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Hourly noUte
Jim earns an hourly wage of $6.75
Insurance MmNk
See lesson #7
Item eIy
You are allowed 10 or less items in the express lane at the supermarket.
Net (RtMWmAng (MR
The government deducted a large portion of Margie's paycheck therefore her net pay
was small.

overtime (om) IR GO tlghywINGYy
John got a bigger paycheck this week because of 10 overtime hours.

Paycheck itniusgrunnud)s
At my job, we receive a paycheck every 2 weeks.
Payroll uf(mfijuciygn
His company has a small payroll because it has only a few employees.
Period fus oy
A pay period can be anywhere from a week to a month.
Retirement mifi{n. mudigms
See lesson #8
salary Al y o
Timothy earns a salary of $450.00 a month.
Savings 11 {3y E:I
Carol puts 5% of her income into her savings.
stub ngw (frum)
Your pay stub lists all the deductions taken from your gross income.
Voluntary m"’lﬂﬁﬁﬂ

Paula does not get paid for her work because it is yoluntary.
III. Reading a Paycheck

Each time you receive a paycheck, also known as payroll check, you will find
that it contains a lot of very important information. The paycheck describes how
your employer calculated the amount of your paycheck. It also lists the total
amounts of earnings and deductions for each particular period called the pay period,
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and also from the beginning of the year to the date of the paycheck. The pay period
can be one or two weeks or a month. Since the information is contained in the
paycheck, it is necessary that you understand exactly what all of this information
means.

In most cases, your paycheck consists of two (2) parts: the actual check and the
pay stub. This check represents the amount of money available to you after all
the deductions during the pay period. The amount on your check is your net pay.
You can cash the paycheck by presenting it to a bank or a cashing place, or you can
deposit it in your bank account. In both cases, you have to sign or endorse the check
by putting your signature on the back of the check.

When you cash the paycheck, the bank or check cashing place does not need
the pay stub. However, you should keep the pay stub because it contains a lot of
very important information about your earnings and all deductions. This
information helps you understand how your net pay was calculated.

In examining the pay stub, you should first examine it to see if the proper
amount for the current pay period has been paid to you.

To calculate your current net pay, you must first determine what your
current gross pay should be. If you are paid on an hourly basis, you must multiply
the number of hours worked during the pay period by the pay rate per hour. For
example, if your pay period is one week, and if you worked forty (40) hours, and
your regular hourly rate is six (6) dollars per hour, then your gross pay will be
calculated as follows: ‘

Grosspay: 40hours x $6.00 = $240.00

If you work more than forty (40) hours during the week, you are entitled to
overtime pay. The hourly overtime rate is higher than your regular hourly rate.
The overtime rate can be as much as 50% higher than the regular rate. This rate is
called "time-and-a-half." For example, if you get $10 an hour at the regular rate, your
overtime rate can be as high as $15.00 an hour. However, overtime pay only applies
to the number of hours exceeding 40. In other words, if you worked a total of 45
hours during the week, the overtime rate only applies to 5 hours, and the other 40
hours will be paid at the regular rate. The following calculations will demonstrate
the point discussed here:

40 hours x $10.00 an hour = $400.00 (regular pay rate)

S hours x $15.00 an hour = 75.00 (overtime rate)
Total earning: $475.00
9-5
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If you are paid the same amount each pay period, it is not necessary to
perform any type of calculation to figure your gross pay, which is usually referred
to as your "salary.”

In either case, in order to determine your net pay, you must subtract all of
your current deductions from your gross pay. These current deductions are all of
the different taxes, social security withholding, and any other deductions such as
insurance, savings or retirement that are deducted from your gross pay. This result
will be your net pay, and you should make certain that this same amount is on the
front of your paycheck, written out in words and in numbers.

The other information represents the total amount which you have been
paid during the year. This information is called “year-to-date” information. The
year to date information includes the totals of all of your income and deductions,
both individually and in total for the year. Although some of the calculations, such
as the various taxes, may be difficult for you to calculate, in most cases it is easier to
total the other items such as insurance or savings deductions. Since these
deductions are usually voluntary and of great value to you and your family, it is
important that you review these calculations on each pay stub.

It can also be very helpful if you keep the pay stub from each one of your
paychecks. You should find a safe place in your home, and keep the stubs in good
order. In this way, should you ever find a mistake in your pay or deductions, it will
be easier to explain the mistake to your employer with the use of your previous pay
stubs as examples.

1 V. Phrases for Discussion

A lot of t[fi'
Consist of  (to) Uﬂ}ﬂl[ﬁ
Current earnings mAsnguagy (Engrd)
Employee number I3 {UBIYHIGMI
Gross pay (figfysimumami (ng)
Net pay (Agprmwnumans (ng)
Overtime rate smAEnGmiiuihl
Pay period nEnmnuh(me
Pay rate nEnmishmisunt 3 yo)
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Pay stub ngsire

Payroll check inueigpinryd)s
Period beginning :w:mmqsﬁgb
Period ending Wt MWwole
Regular hourly rate (mfitdiiagm
Regular time €0 nhbqhgwm'ém
Time-and-a-half Juwng:

To the order of | angaime

Year to date deductions e nemIynEnagig
Year to date earnings tHuInmeuninigig
Year to date met pay nfuQunighg

Year to date 1) ninseunig

PRESENTATION OF A PAYCHECK AND A PAY STUB

The following is a sample of a paycheck and a pay stub:

. 1e9s  |-No. 1699.

; [ - NN i) ) VRO NAME SOCIAL SICURITY NO PIRICD BLC PERIOD END CHECR NO
- EARNINGS MAS/UILS | CURAENT AMCUNT YEAR 10 OATE OEOUCTIONS CURREHT AMOUNT YEAR 10 CATE
v .
g Regular Time : Federal W.H. Tax
= F.1.C.A.

State W.H. Tax

Insurance

. A0 0ate VA 10040 " stintngarg
PAY RATR CURBINT EARNWGS CUARLRT DLOUCTOMS NET Pay Cannwt DEOUCICas nit Par
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ADIHIOAVd

Paycheck

The following are terms and phrases commonly found on the pay check:

TODCO
“To the order of”

N

3 Pay

4, Logan Bank
5. No.

6. Date

7 - Amount

8 Signature

e e o — — — t—— e Y T —— — e — o o— ——

Name of the company (employer).
The name of the person who is entitled to cash the
check.
The amount of the check (net income).
The name of the bank.
Check number.
Date when the check was issued.

Amount of the check; same as net income.
Signature of an official of the company (employer)
who is authorized to sign the check.

12 Second St.
City, Hinn.

PAY

T0 THE
ORDZA
OF

ﬂ%ﬁ CHECK .N&1699

MY BANK DATE AMOUNT

City, Minn.

1027117275410 006 2LOm

Pay stub

The following are terms and phrases commonly found on the pay stub:

1. Pay rate

2. Current earnings
3. Current deductions
4, Net pay

BEST COPY AVAILABLE

Amount you earn per hour.

Total amount of money you made from the first
day to the last day of the pay period. The pay
period can be one week, two weeks or a month.
Total amount of money taken from your income
from the first day to the last day of the pay period
for taxes and/or other purposes.

Total amount earned after deductions (take-home

pay).
9-8
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5. Year-to-date earnings Total amount of earnings from the beginning of
the year to the end of the current pay period.

6. Year-to-date deductions Total amount of deductions from the beginning of
the year to the end of the current pay period.

7. Year-to-date net pay Total amount of earnings after deductions (or take-

home pay) from the beginning of the year to the
end of the current period.

8. No. Check stub number; same number as on the check.

9. Check number The number of the check (1699).

10.  Period Ending The last day of the pay period.

11.  Period beginning The first day of the pay period.

12.  Social Security No. The social security number of the employee.

13. Employee Name Name of the employee entitled to cash the check.

14.  Dept. The department where the employee works

15. Employee No. (number) The number assigned to the employee by the company.

16.  Regular time Number of hours worked during the pay period.
EXERCISES

Exercise 1

Bob’s regular pay rate is $10.00 per hour. If Bob works over 40 hours a week,
his overtime pay rate is $15.00 per hour. During the last pay period, Bob
worked 45 hours.

How much did Bob get for the overtime? §
How much was Bob’s gross pay ? $

Exercise 2

During the pay period of February 1 - 14, 1993, Nancy 's gross earning was
$1,850. Her payroll deductions include the following:

Federal tax withheld : 12% of the gross income: §$ X =

State tax withheld: 1.5% of the gross income: $ X =

City tax withheld: 2.75% of the gross income: $ X =
X

Insurance contribution: .5% of the gross income: $

How much was her net pay? $

9-9
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V. Tests

1. Look at the pay stub below, then answer the following questions.

METAN

: No. 2975
106 5/10/93 | 5/21/93 12975 :
{ur 89§ DEOT tur orlt Namt 20CAL SECURITY MO #LMOD BLO PLNOO END CHECR NO
EARNINGS wasunns | cunnent amount YEAR 1O DATE DEDUCTIONS CURAENT AMOUNI YEAR TO OATE
Regular Time 80 640 6,080 }r'e?ega}\ H.H. Tax 105.60 | 948.00
; _ L LLCLA 53.86 | 483.48
Overtime 8 State W.H. Tax 14.08 126.40
Insurance 1.85 35.15
8.00 704 175.39 528.61 6,320 1,593.03( 4,726,97
PAY RATL CURALNT EARNNGY Cuantut otouctions HET PAY Caanu03 OIOUC 13 . LTIRZN]
Example:
What is the name of the employer? (Metan)
1. 1. What was the last day of the pay period ?
1.2. How many hours did this person work during the pay period?
1.3. What is the year to date net pay on the stub?
14. How much money was taken out for federal income tax?
1.5. How much money was taken out for state income tax?
1.6. What is this person’s employee number ?
1.7. How much did this person earn from the beginning of the year to the
end of this pay period?
1.8. How much has been withheld for the year?
1.9. What is the regular pay rate of this person?
1.10. How much did the person make after the tax deductions during this
pay period?
9-10
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Circle the best answer.

Example:

The pay stub :

a.
b.

C.

d.

can be deposited in a bank account.

can be cashed.

contains information about earnings and withholdings. (Best
answer)

indicates how well the employee does his/her job.

2.1. The information on the above pay stub describes :

a.
b.
c
d.

the tax deductions.
the net pay.

the gross pay.

all of the above.

2.2. The net income can be calculated by:

an o' e

subtracting the gross income from the federal tax.
subtracting all deductions from the gross income.
adding together all of the deductions.

none of the above.

2.3. The phrase “year to date earnings” refers to:

po o

the net income for the present pay period.

your income for this entire year.

your deductions for the present pay period.

the total income from the beginning of the year to the end of the
current pay period.

24. Federal withholding tax is the money:

op

the employer deducts from the pay check for retirement.

the employer deducts from the paycheck to support the state
government.

the employer deducts from the paycheck to support the U.S.
government.

all of the above.

25. Your “take-home pay” on your paycheck is your:

9-11
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Teacher's Guide

LESSON 10
HOW TO USE AND RECONCILE

CHECKING ACCOUNTS

I. Text Overview

In this lesson, students will learn how to use and properly maintain a
personal checking account.

The lesson will begin with a review of the general rules that govern checking
accounts. Students will then examine the proper procedures for making deposits
and writing personal checks. Special emphasis will be placed on the proper
maintenance of an account record, and the importance of recording deposits, checks
and any other transactions or expenditures in the check register.

The concluding portion of this lesson will cover the necessity of properly
reconciling a personal checking account, and the procedures to complete the
reconciliation. This will serve not only as a review of the entire lesson, but also to
develop the skills necessary to enable the student to make full use of the bank's
services. As such, it is hoped that the student will have enough confidence to
inquire about the procedures that he/she may not understand, and to discover
possible errors that can be found in his/her account.

II. Key Words and/or Phrases for Discussion

As aresult of Because of; as a consequence; resulting from.

Bank statement A monthly report of all transactions such as deposits and
withdrawals

Blank check A signed check with blank spaces: the name of the payee
and the amount

Book of checks A set of unsigned checks bound together like a book.

Canceled check A check paid for, and then voided, by the bank.

Check register Usually a booklet for recording the information on issued

checks such as check numbers, dates, amounts of money
paid or deposited, and names of the payees, etc.

Checking Account a bank account mainly for the purpose of paying bills or
expenditures.
Cover the check (to) To have enough money in the bank account to pay for the
amount on the check.
10-1
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Deposit receipt A piece of paper showing the amount of money you
deposited in your bank account and the date you made the
deposit. The receipt is for your records.

Deposit slip A small form that you fill out when you make a deposit.

Deposit ticket Also known as deposit slip.

Ending balance The amount of money available in your account at the
end of the bank statement period which is usually a
month.

Insufficient funds There is not enough money to pay for the check(s) you
signed.

Keep track of (to) To maintain a record of; to follow and/or to know about
what is going on.

Schedule of service A listing of different types of services and how much each

charges/fees service costs.

Service fee The expense or cost for the service.

III. Teaching Suggestions

The following are suggested steps to teach each lesson, but of course the teacher
should use whatever techniques he/she feels comfortable with:

1. first, the student should be given enough time to skim over the whole
lesson in order to have some ideas about the contents of the lesson;

2. using simple language, summarize the main theme(s) of the lesson as
well as its objectives;

3. encourage the student to study the Key Words and Their Cambodian
Translations;

4. teach the lesson using different techniques such as the use of synonyms,

antonyms, prefixes and suffixes, oral and written practices of key vocabularies

and concepts, information questions with "what," "who," "why," "when,"

"how," etc. Furthermore, capitalize on already learned vocabularies ,

grammatical structures and concepts in teaching new vocabularies and

concepts in a meaningful context, using examples or sentences to make the

point or explain the lesson;

review what has just been taught;

go over Phrases for Discussion;

administer tests and give feedback as soon as possible;

praise the student for his/her effort to learn.

NSO
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LESSON 10
HOW TO USE AND RECONCILE

CHECKING ACCOUNTS

I. Objectives:

In this lesson, you will learn about personal checking accounts. At the
conclusion of this lesson, you should be able to:

1. understand the rules which you must follow when you have a
checking account;

2. complete a deposit ticket properly, and make a deposit into your
checking account;

3. write a personal check correctly and properly record it in the check
register.

4, read and understand a bank statement, and reconcile your
checking account using a bank statement and a check register.

II. Key Words and Their Cambodian Translations

Advantage L uiun ﬁé

One advantage of having a bank account is to be able to pay bills by check.
Agree (to) UIH:ILnU

Tom and Marty agreed to meet at one o'clock in town for lunch.
Balance Ifﬁg’l

The balance in her account was $125.49
Bill u3nsenywima

Our gas bill is usually low so we can pay it as soon as it arrives.
Bounce (to) imnngegi,  vingQm

Maria had no money in her bank account so when she wrote a check it bounced.
Cancel (to) vl tegns

When you cash a check, the bank cancels it so nobody else can cash it.
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Charge (to) mmﬁ[g
The bank charges fees for its check cashing services.
Charge/fee }g. mﬁﬁ}['ﬁ

Since you have maitained enough money in your account, the bank service
charge/fee is waived.

Clear (to) UJ"I'I
Mike deposited a check on Monday, but it won' t clear until Wednesday.
Deposit mr’sqmqh. kil

Marie always deposits her paycheck into her checking account.
Falsify (to) mﬂ:f?'fll

It is against the law to change or falsify a legal document.
Forge (to) inhmw, (v

It is illegal to forge or sign someone else's name on a check.

Handle (to) memu
Banks handle loan for housing or car and other big items.
Honoxr (to) ifg]:[ﬁﬁ

The bank will honor all checks that are drawn from my account.
Manage (to)  ([A{M. tBUMISt(gGe

Because my secretary is very organized she managed the office well.
Overdraw (to) ﬂﬁtfffﬁ]ﬁ[‘ﬁﬁ

Manny overdrew his account because he wrote a check for more money than he had
in his account.

rad 810
It's good to keep a pad by the phone to write messages.
Payee Hnusgn
See lesson #7
Pending . gems(rgo
The check is still pending because it has not been cashed yet.
Reconcile (to) [Eﬁwﬁm e (fyru
Martha reconciles her bank book with the bank statement every month.
Rule g, 8w
He has to follow the company rules, if not he will be fired.
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Schedule mniima

His normal work schedule is from 8:00 am to 5:00 PM, 5 days a week.
Statement UMNWIN: Yrons

Paula's bank statement shows that she has written 22 checks in the last month.
Supply fruigy

It is important to have a supply of checks on hand to pay all of your bills.
Transaction figmisifish

Cashing a check is considered a bank transaction.
Troublesome {4 [UIEQJ%U

I find it troublesome to balance my check book because it never comes out right.
Waive (to) tunint
They couldn’ t afford the application fee so the college waives it.

III. How to Use Banking Services

Having a personal checking account can be very helpful and can offer many
advantages in managing money. However, if you do not understand the bank’s
rules and service charges or fees, and if you do not use your bank account properly, a
checking account can also be very troublesome and sometimes very expensive.

Therefore, whether you already have a checking account or you are about to
open an account, ask a person who works at the bank for a copy of the rules and a
schedule of service fees or charges for checking accounts. Some banks charge a fee

for each check you sign but waive this fee if you maintain a certain balance in your
account.

A. MAKING DEPOSITS

When you first open your account, you will receive a book of blank checks
without your name printed on them. However, about a week later your bank will
send you a supply of checks and deposit slips with your name on them. The bank
will charge to your account the cost of this supply.

The way you put money in your account is to make a deposit. To do so, you
will have to use a deposit slip with your name and your account number printed
onit. These slips are usually found in the back of your book of checks. A sample
deposit slip can be found at the end of this lesson. For practice purposes, fill out the
deposit slip correctly and completely. Make certain that you write the proper dollar
amount(s) on the slip and the date of the deposit. Add the items of the deposit if
there are more than one. It is also very important to record the date and amount of
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the deposit in the check register. Keep the deposit receipt which the bank gives you
when you make your deposit. The receipt is proof of the deposit and is needed
when you reconcile your account or if there is a question about the deposit.

B. WRITING A CHECK OR WITHDRAWING MONEY

When you write a personal check to pay a bill or to buy something, it is also
very important that you write the check properly and completely, including the
name of the payee. An incomplete check could be forged or used in a manner
which you did not intend. A copy of a sample personal check can be found at the
end of this lesson.

Before writing a check, make sure that you have enough money in your
account to cover the check. If you write a check without enough money in your
account, the bank will not honor your check because of insufficient funds and will
return it to you. In this case, your check bounces and your account is overdrawn.
The bank will charge you a fee for handling the bounced check. This fee or charge
can cost as much as $30.00 per bad check.

Always use a pen whenever you write a personal check, . If you write a
check in pencil, the dollar amount of the check and the name of the payee could be
erased or changed, or the check could be forged.

Make certain that the dollar amounts are correct, and that the numbers and
the written words indicating the amount are the same.  Sign and date the check
properly, and fill all of the spaces properly. Leaving blank spaces on the check could
also allow someone to change the amount or falsify the check. Finally, before you
remove the check from the pad, or give it to someone, make certain that you have
recorded it properly, including the date and amount in the check register.

C. RECONCILING YOUR ACCOUNT

Each month you will receive a statement from the bank describing all of the
transactions which occurred in your account over the past month. This statement
lists all of the deposits you made to your account, as well as all of the checks which
you wrote during this period. All of the checks which have cleared your account
are returned to you along with the statement.

In order to maintain your account properly, it is necessary to reconcile your
account. This procedure is very important if you want to know exactly how much
money you have in your account, which checks are still pending, how much has

been deposited, and any fees which the bank may have charged you over the past
month.
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In order to reconcile or balance your checking account, you must first look at
all of the checks which you have written for that particular month and which have
been returned to you. These canceled checks should be checked against the
information recorded in your check register. Next, you must list all of the pending
checks which you wrote over the past month but have not yet cleared.

Next, compare the balance in your check register with the “ending balance”
on the bank statement. It is very likely that these balances will not agree. However,
if you add all the pending checks and the ending balance on the bank statement, the
total should be the same as the balance in your check register, and your account is
reconciled. Remember, reconciling your account is not always easy, and sometimes
it can take a long time. But if you do not reconcile your account each month, you
cannot keep track of your money, and sometimes it can become very expensive
because of a loss as a result of mistakes made by the bank.

IV. Phrases for Discussion

As a result of
Bank statement
Blank check

Book of checks
Canceled check
Check register
Checking accoun£
Cover the check (to)
Deposit receipt
Deposit slip
Deposit ticket
Ending balance
Insufficient £fund

Keep track of (to)
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Schedule of service charges/fees ﬁ'lﬂﬂUlﬂ'lﬁﬁﬁ}gﬁﬁ

Service fee }QU"

0 o

V. Tests

1. Fill in each of the following blanks with T (True/Correct) or F (False/Wrong)

1.1.

1.2,

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

Example:

T The bank statement is a monthly report of all bank transactlons such as
deposits and withdrawals. (T)

___When you pay a bill by check you have to fill out a deposit slip.

—_When the bank charges you for writing checks, it is called
over withdrawal.

__ A check bounces because of insufficient funds in the account.
—There is no charge for bouncing a check.

__Bank reconciliation is a process of checking the accuracy of all bank
transactions.

—__You have to use a deposit slip to make a deposit in your own account.

___A payee is the person who pays you.
A bank statement lists all the banking transactions over a period of time.

—The bank does not charge a fee for overwithdrawings.

1.10.__The account is reconciled if the total of the ending balance on the bank

statement and the pending checks agrees with the balance in the check
register.

2. Fill in the each of the blanks within the best answer.

Example:
You have to fill out a when you make a deposit at the bank.
10-8
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a. job application.

b. pay stub.

c. deposit slip. (Best answer)
d. request for information.

2.1. When you bounce a check, the bank will you.

2.2

2.3.

24.

2.5.

2.6.

a. honor.
b. manage.
c. charge.
d. cover.

A lists all transactions at the end of the bank statement period.

a. deposit slip.
b. statement.
c. schedule.

d. bill.

If you have enough money in your bank account to pay for a bill, your check
will

a. bounce.
b. clear.

c. handle. '
d. reconcile.

If you do not fill out your check properly, someone may it.

a. honor.
b. charge.
c. deposit.
d. forge.

If you a check, it will show up on your bank statement.

a. charge.
b. falsify.
c. deposit.
d. manage.

When you receive your bank statement, you should it.
a. overdraw.

b. sign.
10-9
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Cc. waive.
d. reconcile.

2.7. When you write a check, make certain that there are funds in your
bank account. '

a. sufficient.

b. insufficient.
c. alack of.

d. a schedule of.

2.8. The bank charges a for over withdrawing.

a. rule.
b. transaction.

¢. deposit.
d. fee.

2.9. When the bank your bad check, it will charge you for this service.

a. handles.
b. falsifies.

c. signs.
d. deposits
2.10. You can write a check to pay a

a. book of checks.

b. a bank statement.
c. bill.

d. schedule of fees.

2.11. Putting money into your account is called making a
a. statement.
b. deposit.

c. reconciliation.
d. rule.

2.12. Depositing and withdrawing money, and writing checks are all examples of :

a. opening a checking account.
b. bank transactions.
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2.13.

2.14.

2.15.

2.16.

2.17.

2.18.

c. bank statement reconciliation.
d. balancing the bank account.

The bank sends you every month, which describes all of your
transactions.

a. a schedule of fees.

b. a book of checks.

c. a supply of deposit slips
d. a statement.

A is the person or business that you send a check to.

a. payee.
b. employer.
C. payer.

d. manager.

The first step in your bank statement is checking your canceled
checks against your check register.

a. forging.

b. honoring.
c. clearing.

d. reconciling.

If someone erases or changes any of the information on your check, then the
check has been .

a. canceled.

b. forged.

¢. over withdrawn.
d. reconciled. '

If you write a check for more money than you have in your bank account,
then your account is

a. canceled.

b. closed.

¢. over withdrawn.
d. covered.

The money available in your bank account is your
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a. balance.

b. deposit.

c. transaction.
d. schedule.

2.19. The final step in reconciling your bank account is to make sure that the
"ending balance" the balance in your check register.

a. agrees with.

b. does not agree with.
c. honors.

d. handles.

2.20. When you write a check with insufficient funds in your bank account, the
bank will not it.

bounce.
honor.
waive.
cancel.

po o

3. Fill in each of the blanks on the left column with the best answer from the right

column.

3.1.__ bill a. A check that has not been cashed yet.

3.2.___pending b. What happens to a check when it is written for
more money than you have in your account.

3.3.__bounce ¢. A statement of charges that you have to pay.

3.4.___account balance d. Intentionally making changes to give wrong

' . information.

3.5.___falsify e. The amount of money available in your bank
account.

3.6.___clear f. After the bank has paid for your signed check.

3.7.____deposit slip g. When your bank does not charge you for a
service that you are supposed to pay for.

3.8.___advantage h. What you are supposed to do or follow; a guide
for conduct or action.

3.9.___rule i. You have to use this form when you put money
in your bank account.

3.10.__waive k. Benefit as a result of an action.
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Answer Key
Lesson 1
Test 1
l 11.b. 1.2.b. 1.3. b. 14. b. 1.5. a.
Test 2
l 2.1. hiring, application 2.2. charge  2.3. sign, contract 2.4. experience
2.5. employment agencies 2.6. contact  2.7. interest 2.8. hiring
2.9. source job leads 2.10. neighborhood
l Test 3 ‘ ~
3.1. a. 3.2, i 3.3. b. 3.4. d. 3.5. f.
I 3.6. g 3.7. h. 3.8. j. 39. e. 3.10. c.
Lesson 2
l Test 1
1L1. b. 1.2, a. 1.3. a. 14. d. 1.5. a.
| 16. b. 17. a. 18. d. 19. b. 110. b.
I Test 2
2.1. d. 22. g. 23. i. 24. f. 25. a.
2.6. c. 2.7. j. 2.8. h. 29. b. 2.10. e.
I Test 3
3.1. Jobopenings  3.2.look for, classified  3.3.expense  3.4. requirements
I 3.5. announce 3.6. daily basis 3.7.services  3.8. represent
3.9. opportunities 3.10. training course
Lesson 3
I Test1
11. T 12. F 13. T 14. F 15. T
| 16. T 17. F 18. T 19. F 110. F
Test 2
l 2.1. type 2.2. finandial situation 2.3. firstimpression
2.4. employmeny history 2.5. purpose 26. N/A
' 2.7. references 2.8. suggestions 2.9. overlook
' 2.10. prospective employer
\(o A1
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Test 3
3.1.e -3.2.f.
3.6.8. 3.7.d
Lesson 4
Test1
1.1 j. 1.2. e.
1.6. a. 1.7. c.
Test 2
2.1.F 22. T
26.T 2.7.T
Test 3
3.1. application,convince
3.4. establish first contact
3.7. cover, self yourself
3.10. qualifications
3.13. resume
Lesson 5
Test1

1.1. a. 1.2. d. 1.3.

Test 2
21. F 22. T 23. T
26. F 27. T 28. F
211. T 212. F 213. F

Test 3
3.1 £ 32 g 33. L
3.6. a. 3.7 j. 3.8. b.
3.11. e. 3.12. k. 3.13. o.

Lesson 6

Test1
1.1. F 1.2. T 1.3.
1.6. F 1.7. T 1.8.

3.3. i.
3.8. c.

. punctuation
. satisfied

referred
improve
crucial

14. d.

24. F
29. F

214. T

34. i
3.9. d.

3.14. m.

19. T 1.10. T

3.5. b.
3.10. h.

1.5. b.
1.10. d.

25. F -
210. T

. inquiry letter

. impressive

. interview, convenience
. handwritten

. attention



Test 2
l 2.1. a degree, training in computer 2.2, introduce 2.3. well-prepared
2.4. "roundabout", to-the-point 2.5. extra-curricular activities
2.6. well-groomed, appearance 2.7. starting salary 2.8. pay scale
. 2.9. benefits 2.10. confidence
Test 3
| 3L b. 32 d. 33. b. 34 c 3.5. b.
3.6. d. 3.7. d. 38. a. 39. d. 3.10. d.
Lesson 7
l ‘Test 1
1.1. d. 1.2. d. 1.3. b. 14. d. 1.5. a.
l 1.6. b. 1.7. a. 1.8. c 1.9. a. 1.10. a.
Test 2
I 2.1. dependents, claim 2.2. collects, social security 2.3. withhold
2.4. earnings 2.5. disabled, benefits 2.6. contribute
' 2.7. insurance 2.8. legal 2.9. credited
2.10. payroll
I Test 3
3.1. a. 3.2, f. 3.3. i 34. j. 3.5. d.
3.6. e. 3.7. k. 3.8. b. 3.9. L 3.10. c.
l 311 h. 312, g 3.13. o. 3.14. n. ~3.15. m.
l Lesson 8
I Test 1
1.1 b. 1.2. b. 13. c 14. b. 1.5. b.
l 1.6. d. 1.7. a. 1.8. a. 1.9. d. 1.10. d.
Test 2
l 2.1. d. 22. c 23. d. 24.d. 2.5. b.
Test 3
I 3.1 c 3.2. d. 3.3. e 34. j. 3.5. g.
3.6. f. 3.7. b. 3.8. h. 3.9. i. 3.10. a.
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Lesson 9
Test 1
1.1. 5/21/93 1.2. 88 1.3. 4,726.97 1.4. 105.60 1.5. 14.08
1.6. 106 1.7. 6,320 1.8. 1,593.03 1.9. 8 1.10. 528.61
Test 2
21.d. - 2.2. b. 23. d 24.c. 2.5. b.
Test 3
3.1. c 3.2. b. 3.3. a. 34. e. 3.5. d.
3.6. g. 3.7. i. 3.8. j. 3.9. h. 3.10. f.
Lesson 10
Test 1
1.1. F 1.2. F 13. T 14. F 15. T
16. T 1.7. F 18. T 19. F 110. T
Test 2
21. c 2.2. b. 2.3. b. 24. d. 2.5. c
2.6. d. 2.7. a. 2.8. d. 29. a. 210. c
211. b. 2.12. b. 2.13. d. 2.14. a. 2.15. d.
2.16. b. 2.17. c 2.18. a. 2.19. a. 2.20. b.
Test 3
3.1. c 3.2. a. 3.3. b. 3.4. e. 3.5. d.
3.6. f. 3.7. i 3.8. k. 3.9. h. 3.10. g.
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Bilingual English - Cambodian Glossary

Each entry is followed by the letter "L" and a number. This combination indicates
that the entry can be found in the lesson indicated by the number, for instance "L.2 "
means lesson 2, L.2/L.5 means both lesson 2 and lesson 5, etc.

Abbreviation (L.1/L.2) NITRSIMIf

Account (L.7) IUSAHISTABIM

accurate (1.5) [A¥(gL. fin

Achieve (to) (L.5) UINMIMMuUANG
Acquaint (to) (r.3) WIFHH

Ad (gnvertisement) (L.1) mrﬁmwﬁnﬁ'h
Administer (to) (L.7) G16{GH

Advantage (.10) ANL{UIUNGE

Advertise (to) (L.2) HjIW

Advertisement /"ad" (L.1/L.2) m:rmwﬁuﬁu
Advertising (L.5) MIGHW

Agency (1.1) filNL, [Atgh

Agree (to) (L.10) WIIAY

Alien (L.5) gﬁfu'mm'nsiqh[ptsmm
Allowance (1.7) JUU[MA(IUimusnng
Amount (L.9) 5@8

Announce (to) (L.2) [UffY

Appearance (L.6) MIUHIDY

applicable to (n.5) HRIiMB(A¥(G!, Mmsfish
Applicant (1.3) HRJMIbIIG

application (1.1/1.3) MK, GIMQMMYK.  (ANMKMIt
Apply (to) (L.3) HIAMAJNJ

Approach (r.1) fYJUMIAg, 18T1fp:
Argumentative (n.6) (UM, mmtlfh
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attention (n.4) [yh{udIgwABRgAMA
Attitude (L.6) OIfi, G, VNG
Available (L.1/L.2) IHUMGINOS
Avoid (to) (L.2) tﬁ]mi]h
Background (1.3/1.5) RI(UIg8
Balance (L.10) (M)

Base upon (to) (L.4) IHIUISIMY
Basis (L.2) Ijﬂlg]. ansmn

Be over (to) (L.6) Uﬂ]ﬁ

Benefit (L.6/L.7) LU.tlIﬂﬁ

Bi11 (1.7/1.10) MUSKOWYWRMA

Blank (L.3) O8I

Bothersome (L.6) IHMUT318

Bounce (to) (L.10) INAGStgjh, UVINNM
Calculate (to) (L.9) MIUANIYS
Cancel (to) (L.10) uil o

case (r.2) i, nnfiw

cash (to) (r.9) M, (Mf

Certain (r.2) Of{MAH, MAGNA
Charge (to) (L.1/L.10) mmﬁ[,s
Charge/tes (r.10) 1§, WAAIY

Check (L.9) INIfi

circle (to) (r.3) §N, 1hlh
Circumstance (L.7) HRIUIGHS:
Citizen (L.5) Lumnmrg

Claim (to) (L.7) G3[UfiltY
Classified (n.2) fubfonmi(jy

Clear (to) (L.10) GJ]h'I
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Collect (to) (L.5/L.7) LUI{[U. msjqn
Comfortable (L.3) fﬁIULhJIU

Company (L.2) HHYU]8
Compensation (n.8) MIIAgHim
Compile (L.1) [UYIU

Conduct (to) (L.6) ity IE
Confidence (L.6) IHIUGABY

Consider (to) (L.3) MGIIAM
Considerate (L.6) fIG11AM

Contact (L.1) B1figH

Contact (to) (L.4) B1figH

Contain (to) (L.2) IHMUNS
Contribute (to) (L.7) {Uﬁfﬂnﬁ
Contribution (r.7) MIGUuGinnn, Imnss
Convenience (r.4) MNBMNTHUIU)GY
Convince (to) (1.4) 1§tHIWIH]
Corrective (L.6) INfi[Yi

Costly (L.2) 18, fily

Course (L.2) QS?Q"IEQIII

Courteous .(L.G-) Mgy

Credit (to) (L.7) Unlm

Crucial (L.4) I8, GG
Curxent (L.9) ﬁ({Jf. 1nuugulg
Curriculum (L.S6) ﬁg?ﬁtﬁqp

Data (L.5) Egém

Deduct (to) (L.8) HRIGM
Deduction (L.9) HAH1G(]

Department (L.9) I§fi. ny

Depend upon (to) (L.2) tunigimy
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Dependent (L.7) IjﬁtSﬂ;hUﬁﬁ
Deposit (L.7/L.10) mﬁqmqu. ki
Describe (to) (L.2) ﬂ:]U'I'II'I
Design (to) (L.5) Hf, 108
Direction (r.6) IMMUIH,
Disabled (L.7) fAMI

Disagree (to) (L.6) BSWHNI{IU
Divorced (n.5) M8IHUIH
Document (L.6) RftUS

Draft (L.4) t[p]ﬂﬁﬁ

puty (L.6) UNY, fgms

Earn (to) (L.1) 9@[11@1&

Earner (L.7) ﬁﬁlﬁﬁtﬁﬁmﬁ
Earning (L.7/L.8) Lmﬁﬁngm
Education (L.2/L.8) MIHUT
Eligibility (L.7) ijﬁfﬂmmﬁtﬁ@
Eligible (L.7) ms:ﬁ@
Emphasize (to) (L.5) UMIA
Employment (L.1) M1fiif
Encourage (ﬁo) (L.6) t[ﬁﬁgﬁﬁﬂ
Establish (to) (L.4) (UR
Evaluate (to) (L.5) s’gtﬂg
Examine (to) (L.8) (8N, ﬁ§t{]
Exception (L.7) IURTMUH
Expense (L.2/1.7) GOMU, 18
Zxperience (L.1) MIAtAINA
Extra-curricular (n.6) MYIRI{AI
F.I.cA. (n.8)  (MAGUIBRINENCHAIMNTTAS (Gusiy)

Falsify (to) (r.10) WIUISHY
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Favorite (1.6) IHMUGUIGEY
Federal (L.7) NGLT:

Fee (L.1/L.2) igngm

Fidget (to) (L.6) HNYJ, t‘imitm,]g
File (to) (L.8) t’g'mr'i (ng)

Fill out (to) (L.1) t'imm
Financial (1.3) f11UJWMA

Find out (to) (L.2) INtHNY, LhﬂiLﬁli
Follow-up (to) (L.6) U

Forge (to) (L.10) UMW, [UE]
Formal (L.6) HHMHI

Foundation (r.2) MIUKNDN, YeIans
Full-time (L.6) IGMINEINY,

Fund (L.7) [MS18]

Gather (to) (L.5) [,trqmﬁ

Goal (L.3) THVUIHI

Government (L.1) JYfilf

Groom (to) (L.6) (UM, ANU
Grooming  (L.6) n"rmugsl,mnn
Gross (L.9) [MAgBMAiMA (N§)
Hand-write (to) (r.4) MNIITAUITH Hrin
Handle (to) (L.10) MBMU

Health (L.7) {J3MN

Helpful (1.2) HIHGW

Biring (L.1) MIGUE[Fm

mistory (u.5) (Uifjju

Hobby (L.6) GUIGHIGISTINMUEIRS
Honestly (L.6) (GHIENS(Aith
Honor (to) (L.10) tfgl:[ﬁfl
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Hourly (L.9) ﬂ@tﬁ]h
Identification (L.7) NPU(N
Imigration (L.5) HIGI{UtInE
Impersonal  (L.5) ﬁegm’rg

, ‘
Impress (to) (L.1) GIUMIgNN
Impression (.3) MIGIGMIgAA
Impressive (L.4) IJGRGIGHNIYA
Improve (r.4) Utf8, (Uidrttiys
Tmprovement (1.4) MI[UIRIHYR
Income (L.7/L.8) [MAGANMY
Information (r.1) NAWS, HOAk
Inquiry (L.1) {Jf
Instruction (.3/L.6) MIGYM.  vrg)s. aned
Insurance (L.7/L.8/L.9) BBINUIH
Interest (L.1/L.2) ﬁm;mt?g
Interrupt (to) (L.6) 1218
Interview (to) (L.6) mmé
Interviewee (L.6) liﬁtﬁlﬂ
Interviewer (L.6) HMlJI
Introduce (L.6) UYUY. TANSUNWANNS
Item (L.9) IU(fIQlII
Legal (L.5/1.7) MYGNU
Level (r.5) §Ifi § M8
Limitation (L.3) IHIUHBH{HA
List (L.3) NWAY
List (to) (n.2) G2, q:tmg:qh
Locate (to) (L.2) HI8EAigH
Logical (L.5) [UUMEINGEN

Look for (to) (L.2) 1, [pﬂi[ﬁ]i
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manage (to) (L.10) [A(M. tHUMISI(G
Manner (1.5) 11U}U

Marital (L.5) f{LUﬂg

Married (1.5) OMBI{UMI

Medical (L.7) 1MNSE]

Medicare (L.8) (JU{FMBINHMIMN

Mention (1.5) (MUF[HHYS

Messy (L.3) HIBUANOMT

Misunderstand (L.1) g8wns

Monitor (to) (L.6) [}jﬁﬁm
Neighborhood (L.1) HAfigH

Net (L.9) [MAIWMANG (MA)

Nickname (L.3) IUNSTNTL{AT

Notice (to) (L.1/1.2) (UIfnitdimy, wmn
offensive (L.3) MINAHEH(

offer (to) (r.2) {MU, 8

omit (to) (1.5) BBYAUMMN

Opinion (L.6) IUNULY

opportunity (L.2/L.6) MNTHUNGNBIFH
organization (.5 Mufud, (Aghoiiioh
Overdraw (to) (L.10) HABIMGRIA{EH
overlook (to) (L.3) ti’:mstw

overtime (o) (.9) 1N GO tdghywNEyy
Pad (L.10) 8810

Part-time (1.6) IGMIAGMUCOEMGHYWIMEY
Particular (L.2) YUWAK{MAH

Paycheck (1.9) {ronfHsgnU[fuy]s

Payee (L.7/1.10) {NS§M

Payroll (1.7/1.9) UMj[MA{UGIYRIUn
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I Pending (1.10) fff, tss18(ng0
l pension (n.8) (WA ((MAGUBIE
I Period (L.9) [WMNIY
Permit (to) (rL.3) HBINH
l Personal (L.3) tjmigs
Plan (to) (r.1) HI{gH
l Popular (L.2)  MIJRINM
Portion (L.7) iffi, MIf
l Position (L.6) H3M
| Preliminary (r.5) GV01fy, Hyhule
Presentation (L.5) RUUH{IN]
l President (L.2) (U8, LUI{SIQ
Private (L.1) Lfifi8
I Process (..1) URHINNS
l Profit (L.2) t'imnm
Pronounce (to) (L.6) HISMHY
l Pronunciation (L.6) QJItJIHH, n;m'ig
Prospective (L.3) IS8THBIft
l Prospective (L.5) I181HBIGM
l Provide (to) (L.2) QMU
-
Punctuation (L.4) ({U3AQNIN (1)
l Purpose (L.3/L.8) IHINUIH1
Qualification (L.4/1.6) WIBMIERUSEN
l Quality (L.4) HONMN
l Quit (to) (n.6y MUG, nniuh
race (1.3) ffMINE
| Reader (1.2) HMHB
Recommend (to) (L.5) hiqmﬁ"'l[ﬁ
' Reconcile (to) (L.10) [ﬁﬁ[}jﬁm. e pytu
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Record (L.8) Uﬂi
Refer (to) (L.4) (UNMIISIMY
Reference (L.3/L.6) l_-[ﬁtagllﬁé.ﬁmmﬁ
Referral (L.4) UIQB

o 4
Refuse (to) (L.3) UHINIGS
Religion (L.3) fJ1fUB)
Represent (to) (L.1/L.2) ROMUHYW
Require (to) (u.1) IHMI{GIMI
Requirement (L.2) GR[fim1
Respectful (L.6) IHUNIRINZG
Respond (to) (L.2) {fjIfits
Response (L.2) NMUIGWHU
Resume (L.4/1.5) [fthtdtutjusimiing
Retirement (L.8/L.9) IHOUGMUBIR (ifnm. minwdifms
Review (L.5/L.6) MNEHHIN
Rule (L.10) WM, 18U
Rush (to) (L.6) (UGS
Salary (L.9) mei't’s 1}] g°1
Satisfy (to) (L.4) mmﬁq
Savings (1.9) MIAURJ
saying (u.5) RURfHBUNW
Schedule (L.10) MIUIMIA
Schedule (to) (L.6) MIIIMM
Schooling (L.5) ﬁqht‘lmﬂlfﬁm‘l
Section (L.2) Mf, iff
Self-confidence (L.3) m’nmqbg
Serve (to) (L.1) Uf
Service (L.1) Mgl

o
Shortcoming (L.5) -ﬁU‘ tJ
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sign (L.1) NI

single (x.5) (1, Gsméujums
Situation (L.2) HANOSMN

Skill (L.1/L.2) qs?mﬁmm

Slang (L.6) M{JOGHNS

Slouch (to) (L.6) ngmt[pm[,ﬁm
Source (L.1) UfiN

Spare (time) (L.6) NS 181
Specialize (to) (r.1) ffitstuNtimiing
Specifically (L.3/L.4) MIMAANG, vmfuAlcpang
Spouse (L.7) ﬁ yung

State (to) (L.4) IGH(MO

Statement (L.10) mﬁnmmm: gmn’r
status (n.5) U18:

Straightforward (n.6) MY{nll
Strength (L.5) MNTHH

seub (1.9) NgW (fruf)

style (L.5) §H, HIfi

Subject (L.8) ﬁgi-tj'

Succeed (to) (L.4) MI[HGIMMUGANY
Succinct (L.5) ét(ﬁﬂlﬁj‘lh’mﬂhi
suggestion (L.3) MIFJIUNUNITHIH
Summarize (to) (u.5) U(HMY3
Summary (L.5) (JIHU

supervisor (1.6) HRIHUMISN(G]
Supply (L.10) Eiﬂ'IUfﬁtJ

Switch (to) (L.8) gt

system (1.7) 11U]U

Taxable (L.8) i’ummsmﬁng
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rip (n.s) (WA

ritle (L. GOABIRH, e

rraining (L.2) MIMNA1]8
Transaction (L.10) AQGMISIfigh
Tricky (L.2) MU, [lﬁti

rroublesome (L.10) IHM1§[30

Trust (L.7) R§NGYH

Truthfully (L.6) IHIWIRE (At

mype (1.3) fwHylis, fuo,
Unemployment (L.8) RAYIBMIMIIG
Unpleasant (u.2) MIGBGUIBY. GEINNW
untidy (n.3) 8miunigh

Valuable (L.1) ‘t’ummsﬁ’ig

Voluntary (L.9) mmnﬁt‘;g

Waive (to) (n.10) tCUftRsh
Well-groomed (L.6) MHTAHIN

Widowed (L.5) 1HHIW

Withhold (to) (L.7/1.8) HAIGMA(MAGANN
Withhold (to) (1.8) HMIGMA(MASNN
Workplace (L.6) MigHIGMI
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