
English for Career Preparation - Unit Summaries 

Unit 1: Introduction and Self-Assessment 

1. Importance of English in the Workplace 

English is the global language for business communication. 

Proficiency in English opens career opportunities in international fields. 

It is essential in sectors like finance, technology, healthcare, etc. 

2. Cross-Cultural Communication 

Understanding cultural differences is key in global business. 

Differences in body language, communication style (direct vs. indirect), hierarchy, and punctuality can 
impact communication. 

Example: Some cultures emphasize hierarchy and formality more than others. 

3. Skills and Strategies for Adaptation 

Learn about other cultures. 

Develop non-verbal communication skills. 

Use strategies like active listening, asking clarifying questions, and adapting to the context. 

4. Self-Assessment 

Students assess their current level of English to identify strengths and areas for improvement. 

Exercises help evaluate listening, speaking, reading, and writing skills. 

Goal setting is essential for tracking progress and staying motivated. 

5. Tools and Learning Resources 

Online courses (e.g., Coursera, Udemy, LinkedIn Learning) 

Language learning apps (e.g., Duolingo, Grammarly) 

Reading professional journals and practicing with native speakers help enhance vocabulary and 
communication confidence. 



Unit 2: Reading Job Announcements 

1. Importance of Reading Job Announcements 

Reading job announcements carefully helps applicants understand job titles, responsibilities, required 
skills, and qualifications. This allows them to tailor applications effectively and improve their chances 
of success. 

2. Key Elements in Job Announcements 

A typical job announcement includes: 

 Job title and position summary 
 Main duties and responsibilities 
 Required education and qualifications 
 Work experience and specific skills 
 Additional expectations such as teamwork, communication, or problem-solving skills 

3. Matching Skills with Job Requirements 

Applicants must match their personal qualifications with the job requirements. Understanding the 
employer’s expectations ensures better preparation and a stronger application. 

4. Vocabulary and Comprehension Practice 

The chapter provides exercises to identify key information, answer questions, and summarize job 
announcements. Vocabulary practice helps learners understand and use professional language in 
real-life applications. 

 

 

 

 
 



Unit 3: Completing Job Applications 

 Purpose: 
Learn to complete job applications clearly and effectively to improve job chances. 

 1.Job Application Components: 

- Personal Info 

- Education 

- Work Experience 

- Skills & Qualifications 

- References 

- Additional Info (e.g., availability, salary) 

2. Online Applications: 

- Prepare documents (resume, cover letter) 

- Register on job sites 

- Complete forms carefully and review before submitting 

3.Job Search & Tailoring: 

- Analyze job postings 

- Match resume to the job 

- Customize cover letter 

 4.Accuracy & Clarity: 

- Check spelling and grammar 

- Avoid vague or informal language 

- Use real examples 

 5.Practice: 

- Write or revise a resume and cover letter 

- Edit for accuracy and clarity 

 



Unit 4: Crafting Effective Resumes 
This unit explains how to design and write resumes that capture the attention of 

employers. Students explore various resume formats, such as chronological, 

functional, and combination types, and learn which is most suitable for different 

job situations. Key sections are examined in detail, including contact information, 

objective or summary statement, education, work experience, and skills. Guidance 

is provided on how to highlight achievements and responsibilities in a clear and 

professional manner. The unit also stresses tailoring resumes to each specific job 

application, ensuring that the most relevant qualifications stand out. By the end, 

students are able to prepare polished, well-structured resumes that increase their 

chances of being invited to interviews. 

 

 

 

 

 

 

 

 

 



Unit 5: Writing Compelling Application Letters 
This unit teaches students how to write application letters that are persuasive, 

professional, and tailored to the job being applied for. The structure of an 

application letter is explained, beginning with a strong introduction, followed by a 

detailed body that demonstrates the applicant’s qualifications, and ending with a 

polite and confident closing. Attention is given to tone and language, making sure 

the letter is formal yet natural. Students practice writing letters that express 

motivation, highlight relevant experiences, and show enthusiasm for the role. 

Common mistakes, such as using generic phrases or failing to address the employer 

properly, are discussed so that learners can avoid them. This unit equips students 

with the ability to create application letters that make a strong impression on 

employers. 

 

 

 

 

 

 

 

 

 



Unit 6: Preparing for Job Interviews 
This unit prepares students for the final and most critical stage of the hiring 

process: the interview. It covers various types of interviews, such as face-to-face, 

phone, and online formats, explaining the strategies for each. Students are 

introduced to common interview questions and practice how to answer them 

clearly and confidently. The importance of body language, tone of voice, and 

professional appearance is emphasized. Learners also receive guidance on how to 

highlight their strengths, manage stress, and handle unexpected questions. By 

preparing thoroughly, students build the confidence needed to present themselves 

positively and professionally. The unit concludes with tips on post-interview 

etiquette, such as sending thank-you notes, which can further strengthen a 

candidate’s impression on potential employers. 
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