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Introduction
The textbook consists of 3 units, representing the following topics: education,
non-verbal communication, intercultural competence.
Performing pre-text tasks (Pre-Reading) allows students to update their
knowledge on the topic of the lesson and prepare them for the perception of the
main text. The Vocabulary Guide with translation and transcription of lexical units
is attached to the texts of the increased level of complexity. The purpose of the
Comprehending Context section is to test the understanding of the text, develop the
skill of extracting the necessary information from it and successfully use it to
perform various tasks within the lesson.
The Focus on Vocabulary section is aimed at mastering the basic vocabulary of
the lesson, developing the ability to freely operate with words, terms and phrases,
and group them according to the proposed parameters. An important place is given
to the study of lexical units in their paradigmatic and syntagmatic relations (tasks
for compatibility (Collocations), synonymy/antonym (Match the Synonyms, Match
the Opposites), paraphrasing (Paraphrasing). The section also has additional
exercises to expand the thematic vocabulary in order to improve the language
competence of students. This section covers both subject - thematic collocations, as
well as idioms and phrasal verbs.
The Focus on Grammar section contains grammar exercises, including tasks on
the vide-temporal and non-personal forms of verbs, prepositions and articles, and is
a kind of grammar simulator for students. The main grammatical emphasis of the
lesson is presented in the section Grammar Highlights, where the theoretical
material is presented, accompanied by practical exercises (Practice).
In the Discussion section, students in pairs or mini-groups are invited to
discuss a certain range of issues in order to find a solution to the problem or
to present a reasoned point of view on it. To complete the tasks in this
section, students are invited to divide into two groups: for and against the
proposed thesis, and to defend their point of view, based on the texts in the
Reading and Additional Reading sections, as well as on the results of their
own research.
To improve the skills of writing, the Writing task is offered, which
consists of two blocks. The first involves the production of texts of various
genres, including different types of essays (argumentative/persuasive,
narrative, expositional), summary (summary), as well as journalistic articles.
Recommendations for writing each of these types of texts are provided at the
end of the tutorial in Appendix 2. The second block (Writing) aims to teach

students such important practical skills as writing resumes, recommendations
and motivational letters. Recommendations and tips for these types of work
can be found in Appendix 1.

UNIT 1
ELITE EDUCATION
READING 1
PRE-READING
Discuss these questions
a. What are University majors and minors?
b. How can a student benefit from them?
c. Do you have a major/minor? Which? How can this help you in your career?
d. If you could change your major now, would you do it? Why?
COLLEGE: MAJORS AND MINORS
With hundreds of majors and for thousands of colleges and universities from which to
choose, how does one begin to decide what and where to study? For some, the first decision
is where – at a large comprehensive university, or a small liberal arts college, or a specialized
institution offering programs in engineering or technology or computer science, for example;
in a city or the country; near the beach or in the mountains; near family or far away; at a school
providing financial aid; or at a school that offers specific extracurricular activities, such as the
opportunity to play on a soccer team, or to work on the campus radio or television station,
newspaper, or drama, or film productions. But for many others, the college search begins with
what they might want to study and where the best places to study that subject might be.
Unlike other national educational systems, where someone’s college major is
determined by what was studied in secondary school or scores received on college entrance
exams, undergraduate applicants to U.S. colleges and universities often can choose from the
full range of schools and academic majors.
Of course, at highly selective institutions, competition for admission is very strong
and only a small number of outstanding students gain entrance. Even at institutions that are
less selective, some majors – nursing or engineering, for example – will have stricter and
more competitive admission requirements. But, generally speaking, the array of choices for
prospective students is quite broad.
Stanford University’s Web site states, “A major is the field in which you choose to
specialize during your undergraduate study. Your choice determines the academic discipline
that will absorb a significant portion of your academic time and energy. Upon successful
completion of the major requirements and University requirements, you receive a bachelor’s
degree. Your major offers an opportunity to develop your intellectual skill, to show your
capability in grasping a subject from the fundamentals through advanced study. What you
study is an important personal decision.”
When a student chooses a major, he or she enters into a contract with a college to
complete a prescribed course of study that consists of both general education requirements
(i.e., university requirements) and academic major requirements. In other words, the college
curriculum will consist not only of courses in the major field of study. In fact, as much as

50 to 60 percent of coursework might consist of general education and elective courses, i.e.
courses that the student chooses from a broad range of options both within and outside of the
major. The percentage of general education courses, as compared to major courses, varies
depending on the school and the major, but all institutions require some general education
courses. The U.S. undergraduate education is rooted in a liberal arts tradition, with general
education seen as very important. The goal of all undergraduate baccalaureate degrees is to
develop in each student critical thinking skills and the ability to learn how to learn, as well
as proficiency in a specific academic area.
At many institutions, students can choose both a major and a minor area of study. A
minor, or concentration, is usually closely related to the academic major; e.g. a student might
major in English and minor in theater, or major in history and minor in political science, or
vice versa. A small number of courses in the minor will be required for graduation and will
frequently “count” (i.e. be applicable) toward the major degree requirements as well.
At some institutions, students, working closely with an academic advisor, can design
their own individualized majors. A growing number of undergraduate students choose dual
majors. In other words, they graduate having met the requirements for two majors. The
majors can be related – for example, two majors in the social sciences, such as history
and sociology. Or they can be completely different biology and literature, for instance.
Often students will choose more than one major in order to better prepare for a career or
to make themselves more competitive for graduate school. But sometimes they choose a
double major because of personal passion. At some institutions, double majors can be taken
simultaneously, and at others dual majors must be taken sequentially. Generally speaking,
the length of time to earn a degree will be a bit longer, but students are not starting with
each major from the beginning. A good number of the general education and even elective
courses in one major will count toward the degree requirements for the second major.
All institutions clearly define the expectations and course requirements that students
must fulfill to graduate. Students generally meet each term with an academic advisor who
helps them choose courses that will count toward their degree requirements. Most institutions
also provide tools to help students, such as program or degree requirement checklists.
While students do not have an unlimited amount of time to choose a major – most
baccalaureate degrees are designed to be completed in four years with 120 semester
credits – students often have until the end of their sophomore year to decide and still be
able to complete their degree on time.
[http://www.washington.edu/uaa/advising/majors-and-minors/overview]

VOCABULARY GUIDE
1. A course credit (often credit hour, or just credit or “unit”) is a unit that gives
weight to the value, level or time requirements of an academic course taken at a school or
other educational institution. Students earn credits.

POST-READING
COMPREHENDING CONTENT
1. Answer the questions.
a. How do people choose where to study?
b. How is the US different from other countries in terms of choosing a college?
c. Explain the following terms:
• major
• minor
• dual majors
• elective courses
d. Does a minor have to be related to the major?
e. Do dual majors have to be related?
f. What does an academic advisor do?
g. What is a course credit?
h. What does liberal arts education mean?

FOCUS ON VOCABULARY
1. Match the synonyms.
1) baccalaureate
2) complete
3) comprehensive
4) double
5) field
6) fundamentals
7) range
8) specific

a) general
b) bachelor’s degree
c) dual
d) array
e) individualized
f) area
g) basics
h) accomplish

2. Match the antonyms.
1)
2)
3)
4)
5)
6)
7)

elective
fundamental
liberal arts
major
natural
sequential
unlimited

a)
b)
c)
d)
e)
f)
g)

minor
simultaneous
vocational
superfluous
restricted
artificial
compulsory

3. Write out the names of all academic subjects mentioned in the text.
.................................................................................................................................................
4. Match the words in columns A and B so that they make steady collocations. (There
can be more than one answer).
A

B
a. activity
b. advisor
c. arts
d. college
e. course
f. degree
g. education
h. majors
i. thinking

1. academic
2. bachelor’s
3. critical
4. community
5. double (or dual)
6. elective
7. extracurricular
8. general
9. liberal

Collocations

5. Match the word/phrase with its definition.
1) bury yourself in your books
2) cram
3) know the subject inside out
4)
5)
6)
7)

memorise
mnemonics [nI′mͻnIks]
past papers
rote-learning

a) exam papers from previous years
b) know it completely
c) tricks that help you remember
something
d) spend the maximum time studying
e) learning purely by repetition
f) study intensively for a short time
g) learn off by heart

6. Use the above vocabulary to fill in the gaps below.
Before an exam you can revise or 1) ……………… for it. If the exam happens every
year, you can look at 2) ……………………. . Some things can be memorised or
3) ……………… . But 4) ……………….. is not sufficient for most subject. It is also
possible to use 5) ………… . But tricks alone are not enough, and the best idea is to
6) ……………………until you 7) …………………. .
7. Fill in the gaps with one of the following words.
a) seniors b) freshmen c) alumni d) juniors e) sophomore
As September begins, campus quads around the world once again teem with bewildered
………….., a word first used of a university student at Cambridge over 500 years ago. In the
half millennium since, the students in their first year or term are now also known by more
colloquial and gender-neutral synonyms. In the UK and elsewhere, fresher has been in use

since the late 19th century, while in the US we have had frosh since the early 20th century.
Sophister is related to the familiar American appellation …………….., which is
traditionally said to come from Greek Sophos ‘wise’ and mōros ‘fool’ (the same root from
which we get the word moron), making it particularly apt for the combination of arrogance
and ignorance evinced by young people emboldened by the completion of their first year of
university studies.
In the United States, ………… and ………….. are third- and fourth-year students,
respectively. But beware when using this terminology transatlantically! In the UK, junior
denotes a student at a Junior School (primary school for ages 7-11). Another distinction
between the two sides of the pond is that post-secondary students in the US still go to school
(or college), whereas in the UK that word is reserved for primary and secondary education,
and tertiary students attend university.
Upon graduating from a college or university, students become ……………of an
alma mater (Latin for ‘bounteous mother’). It should be noted that female graduates are
called alumnae (the word takes a female ending).

UNIT 2
INTERCULTURAL COMPETENCE
READING
PRE-READING
Discuss these questions.
a. What springs to your mind, when you hear the phrase intercultural competence?
b. In which circumstances is it necessary?
c. What can a lack of intercultural competence lead to?
WHAT IS INTERCULTURAL COMPETENCE
In this article we shall be looking at intercultural competence and the importance of
having this skill. This is a relatively new requirement for many jobs in recent years and
stems from the mass globalization of business. What are the important criteria required to
be intercultural competent and how can you improve this competence?
Intercultural competence is the ability to work effectively with other сcultures
through an understanding of the attitudes and customs of other countries or organizations.
Let’s look at an example of cultural differences regarding greetings. When you visit
another country you may not necessarily greet people in the same way that you do when
you are in your own country. In some countries, it is customary to kiss people on each
cheek, whereas in others you have to bow, and in some you may even rub noses to say
hello. The traditions and customs that you are used to may not be acceptable in your host
country. So, intercultural competenсe is all about being aware of these differences, and
being able to behave keeping local norms in mind. It is also about keeping an open mind
when dealing with people fromdifferent cultures.
When we consider different cultures, we can also think about differences in working
styles in business. Therefore, intercultural competence is also about understanding other
companies’ ways of thought and being receptive to these different ways of thinking. With
business becoming more and more international nowadays, it is not uncommon to deal and
work with different countries. Businesses need to communicate and work together in order
to achieve business goals, which is why intercultural competence is so important. A lack of
sensitivity can offend your host and therefore adversely affect vital business relationships.
This is why training in intercultural skills is seen as useful for anyone working in an
international or multinational environment, for example. public sector staff such as doctors
and nurses, as well as corporate staff working with colleagues or clients from different
cultural backgrounds. Cross-cultural competence training enhances people’s skills, and
therefore future employment opportunities, by providing them with self-awareness and
confidence-building exercises. In addition to this, it develops ‘people skills’, which means
the ability to deal with people with sensitivity and empathy.
So, other than training, what can we do to improve this skill? The main thing is to
be open and understanding to other communities. Don’t make assumptions about people
based on their, or your, culture. Do some background reading, or talk to people who have

experienced the host culture, and adapt your behavior accordingly. And finally, if you do
make a mistake, try to reduce any negative impact. Admitting that you were unaware that
your behavior or remark would cause offence is better than trying to brush over any upset
you may have inadvertently caused.
Furthermore, by making the effort to learn about new environments, whether it is the
language, the customs, or the attitudes of the people, you are demonstrating that you have
intercultural competence. In fact, you are already demonstrating this as you are willing to
learn another language, and are reading this article in order to practice your English. So you
now have another aptitude that you can add to your work skills!
[www.talencentrum.opschool.nl/.../Intercultural%20competen]

POST-READING
SCANNING FOR SPECIFIC INFORMATION
1. What is intercultural competence? Write out all definitions from the text.
2. What does the text say about
a) intercultural competence and cultural differences
b) international competence and business relationships
c) international competence and multinational environment
3. What can be done to enhance intercultural competence skills?
FOCUS ON VOCABULARY
1. Match the synonyms in columns A, B and C.

1)
2)
3)
4)
5)
6)
7)
8)

A
enhance
adversely
‘people skills’
skill
multinational
affect
inadvertently
intercultural

B
a) aptitude
c) cross-cultural
e) empathy
g) harmfully
i) influence
k) international
m) promote
o) unintentionally

2. Match the antonyms.
1)
2)
3)
4)

adversely
aware
background
confident

a)
b)
c)
d)

enhance
foreground
ignorant
inadvertently

b)
d)
f)
h)
j)
l)
n)
p)

C
sensitivity
cross-border
global
competence
develop
by accident
have an impact
negatively

5) intentionally
6) reduce
7) vital

e) unimportant
f) favourably
g) unsure

3. Decide which verb (do or make) these nouns collocate with.
An effort, business, a course, a suggestion, payment, research, a discovery, a mistake, an
apology, household chores, a decision, an offer, payment, homework, a favour, the dishes,
appointment, an attempt, excuse, activities, one’s choice, one’s best, shopping.
MAKE

DO

4. Choose to insert make or do.
1. I’d like to
Julie an offer of a job. I would be full time in our office
2. David
an excuse to the teacher about why he was late, but she didn’t
believe him.
3. Stop talking and
some work!
4. It takes Susan an hour a day to
the washing up. She would love to have a dishwasher.
5. I said he had time until Monday to
a decision.
6. Can you
the laundry today? We have no clean clothes.
7. Stuart worked hard and
his best at his job, but he still wasn’t promoted.
payment on her debt every month. Soon she’ll have finished paying
8. She
it off.
! I need to clean the bathroom and the kitche.
9. So many chores to

10. Sorry, I
a mistake. The restaurant isn’t here, but on another street.
11. If you don’t speak English, you’ll find it hard to
business in the UK.
12. Unfortunately, all the students
very badly on the test.
13. Lucy has decided to
a course this autumn. She’s going to study Spanish.
14. She needs to
a choice. Either move to Madrid or stay in London.
15. Could you
me a favour and bring dessert to my dinner party tomorrow?
16. I really need to
some shopping this afternoon.
8. Add an appropriate negative prefix to the words below.
a) sensitive
b) common
c) advertently
d) aware
e) favourable
f) significant
g) important
h) confident
FOCUS ON GRAMMAR
1. Insert the right preposition. Translate the phrases.
a) keep local norms ................. mind
b) deal................. different cultures
c) stem ............... incompetence
d)the same way
e) be receptive ................. differences
2. Complete the sentences (1-6) with the right phrase (a-h), using the right form of the
verb (gerund or to-infinitive). There can be more than one option.
a) be able to behave keeping local norms in mind
b) kiss people on each cheek
c) be aware of the cultural differences
d) be receptive to different ways of thinking
e) deal with people from different companies
f) provide people with self-awareness and self-confidence
g) understand other companies’ ways of thought
h) deal and work with different countries
1. In some countries, it is customary…
2. Intercultural competence is about…
3. It is not uncommon …
4. You should make effort ….
5. ‘People’s skills’ means the ability …
6. This is why ....................................................... is seen as useful.

WORD-BUILDING
Form adverbs from these adjectives and insert them in the gaps below.
a) necessary
b) relative
c) intercultural
d) effective
e) adverse
1. This is a
new requirement for many jobs in recent years.
2. A lack of sensitivity can offend your host and therefore
affect vital business
relationships.
3. She introduced the important criteria required to be
competent.
4. Intercultural competence is the ability to work
with other cultures.
5. When you visit another country you may not
greet people in the same
way that you do when you are in your own country.
PARAPHRASE
Paraphrase the sentences (1-11) so as to replace the underlined parts with words/
phrases (a-n).
a) adapt
b) cross-cultural competence
c) be aware of
d) adversely affect
e) offend
f) an understanding
g) keep local norms in mind
h) globalized
i) host country
j) be receptive to
k) aptitude
l) person’s skills
m) be seen as
n) multinational environment
1. With business becoming more international nowadays, it’s not uncommon to work in an
international environment.
2. Intercultural communication is about realizing these differences and being able to
behave in accordance with the local customs and traditions.
3. Intercultural competence is also about keeping an open mind when dealing with people
from different countries.
4. A lack of competence can offend your host and have negative impact on your business.
5. Learn more about the country you are going to visit and change your behavior accordingly.

6. Your behavior or remark might hurt somebody from another country.
7. So you can attain another skill that will help you land a prospective job.
8. Knowledge of attitudes and customs of other countries is vital for today’s business.
9. In some countries people traditionally kiss each other on the cheek.
10. Training in intercultural skills is considered to be useful for anyone working in
international companies.
11. Intercultural competence training enhances interpersonal skills and future employment
opportunities

READING 2
PRE-READING
Discuss these questions.
a. Can you define ‘cultural space’?
b. What’s the usual conversational distance in Karakalpak? What does it depend on?
c. How do people greet each other in Karakalpak? Does greeting include kissing,
hugging, shaking hands?
d. Can you bring examples of cases of discomfort caused by infringement of personal space?
WHAT IS CULTURAL SPACE?
“Every living thing has a visible physical boundary – its skin – separating it from
its external environment. This visible boundary is surrounded by a series of invisible
boundaries that are more difficult to define but are just as real. These other boundaries begin
with the individual’s personal space and terminate with her or his ‘territory’ ”. This concept
of physical boundary and territory can be defined as cultural space. Space is something
that varies greatly from culture to culture. Depending on where you live, the amount of
space or distance that is acceptable in social situations can be very different. The space and
boundaries that encompass our being is a concept that is learned very early and practiced
without a level of conscious awareness. We don’t really talk about what is an acceptable or
a proper amount of space to give someone, we just know. In this essay I will explore the
concept of space and how it is viewed in a variety of cultures around the world and compare
it to the cultural space of Saudi Arabia.
All countries and cultures have “bubbles” or an amount of personal space that they
regard as their own. This bubble of space is a valued barrier and if encroached upon by others
can cause great discomfort or anxiety. Allowing a person to enter into our own personal space
or territory indicates the type of relationship we have with that person. If we allow someone
to stand close or touch us, it portrays one of familiarity or possibly intimacy; keeping our
distance reveals something else entirely. Research has shown that there are four different
zones or ranges of distance in our social space; intimate, personal, social and public.
Intimate distance would be reserved for people we consider to be the closest to us; a
child, a family member, a dear friend or lover. This range of space is intimate in nature from
actually touching to about 18 inches away. When we are conversing with work associates,
casual acquaintances or friends we are not as close to it usually takes place at a personal
distance, that being an arm length away (or beyond 18 inches) to about 4 feet. Social distance
encompasses an area beyond 4 feet to about 8 feet and is usually the distance that is reserved
for strangers or new acquaintances. A public distance would encompass anything greater than
8 feet away; think lecture hall, theaters or other places that are assigned to large audiences.
Some cultures have big bubbles while others are smaller. Certain European cultures like
Germany, Scandinavian countries and England have cultural space bubbles that are quite
large where people keep their distance from one another. Germans, for instance, prefer to

guard their personal space. Maintaining an arm’s length of space during a conversation is a
normal distance. Anything closer is considered an infringement of personal space. Germans
generally don’t touch when conversing and they usually reserve more intimate conversations
to close friends and family where hugging and hand holding is considered appropriate.
As you move further into southern Europe to countries like France, Italy, Greece and
Spain, social bubbles become much tighter and closeness is accepted, encouraged and a large
part of their culture. The distance that is perceived as intimate in the north overlaps normal
conversational distance in the south, all of which means the Mediterranean Europeans “get
too close” to the Germans, the Scandinavians, the English and those Americans of northern
European ancestry. In northern Europe one does not touch others. Even the brushing of the
overcoat sleeve used to elicit an apology. Just as someone from Northern Europe could be
offended for being touched “inappropriately”, Southern European countries may feel similar if
a hug or a kiss was rejected. This is when cultural space can get personal and tricky. You want
to respect the culture and space of the other, but you also do not want to offend by keeping too
much distance. It is always important to familiarize yourself with the practices and expectations
of a culture before visiting in order to make sure you don’t come across as offensive.
In Saudi Arabia, cultural space is consistent throughout the country, but varies a bit
between genders. Saudis tend to feel comfortable standing closer than an arm’s length apart
from one another while in conversation. Haya Hashim, a student at Effat University in Saudi
Arabia, described her country’s cultural space as “very comfortable and close in parameters.
We hug and kiss each other, we touch each other, it’s very casual that way”. After asking
Haya if this close interaction is true for opposite gender interaction, her response quickly
changed to an immediate “No, no, no”. There is a good amount of touching between
members of the same gender during conversation and it is not uncommon to see two men
or two women walking hand in hand with each other in public; not as an implication of their
sexual preference but simply as a sign of their closeness as friends. There is no touching
between men and women in public places.
How Different Cultures Handle Personal Space
Our perspectives on personal space – the distance we keep between the person in front
of us at an ATM, the way we subdivide the area of an elevator – are often heavily influenced
by the norms of the places we inhabit.
Jerry Seinfeld once focused an episode of his sitcom on the concept of personal space,
giving us a new term: the “close talker.”
“Cultural space tells us a lot,” says Kathryn Sorrells, a professor at California State
University – Northridge, whose scholarly interests include perceptions of personal space
across cultures. “It tells us a lot about the nature of a relationship, and people are constantly
reading those things even if they are not aware of it. So if someone comes more into your
personal space than you are used to, you can often feel like, ‘What’s happening here?’ And
it’s easy to misread what someone is actually communicating if you only come from your
cultural perspective.”
[http://hopeinterculturalcomm.weebly.com/what-is-cultural-space.html]

POST-READING
COMPREHENDING CONTENT
1. Answer these questions.
a. What is described as a ‘visible boundary’?
b. What is ‘cultural space’?
c. What is ‘bubble of space’?
d. What are the four zones of social distance?
e. What’s the usual distance for strangers?
f. What’s the distance for family?
g. What’s the distance for large audiences?
h. How is closeness expressed in Saudi Arabia?
i. What’s the normal personal space for a) Germans? b) Italians? c) Scandinavians?
2. Mark the statements as T (true) or F (false).
a. Learning the norms of cultural space is a conscious effort.
b. Visible boundary is the same as the physical one.
c. Cultural space varies from country to country.
d. Germans neglect personal space.
e. In Italy and Spain holding hands and hugging in public places is normal.
f. In North Europe people encourage intimate distance.
g. Southern European countries would be offended if a kiss or hug is not returned.
h. In Saudi Arabia it’s acceptable for men to walk holding hands.
CRITICAL THINKING
a. How would you behave, if a casual acquaintance tries to kiss or hug you?
b. What would you do, if somebody rejects your kiss or hug intended as a sign of fondness?
c. Are you ready to change your preferable social distance to adapt to the norms in a foreign
country?
d. Should countries establish a universal code for social distance in order to avoid
misperception and confusion?
FOCUS ON VOCABULARY
1. Match the synonyms.
1)
2)
3)
4)
5)

encompass
barrier
perspective
elicit
intimate

a)
b)
c)
d)
e)

angle
boundary
communicate
encourage
encroachment

a)
b)
c)
d)
e)

border
embrace
area
view
cease

6)
7)
8)
9)

converse
infringement
terminate
territory

f)
g)
h)
i)

zone
stop
tight
include

f)
g)
h)
i)

invasion
interact
close-knit
bring out

2. Match the antonyms.
1)
2)
3)
4)
5)
6)
7)
8)

acceptable
close
consistent
encompass
invasion
strange
terminate
tight

a)
b)
c)
d)
e)
f)
g)
h)

distal
exclude
liberation
continue
loose
inappropriate
familiar
irregular

3. Identify family groups: Fill in the chart with words and phrases from the text.
Geographic Names

Space

People

ADDITIONAL READING 1
THE FOUR STAGES OF CULTURE SHOCK
Living abroad can be an exhilarating experience that encourages new world views,
increases cultural curiosity and supports willingness to explore unfamiliar terrains. However,
it may also invite a sense of feeling a little lost in the world.
Culture shock is a common phenomenon and, though it may take months to develop, it
often affects travelers and people living far from home in unexpected ways. Culture shock is
more than simply being unfamiliar with social norms or experiencing new foods and it tends
to impact travelers even after they’ve become familiar with and comfortable in new cultures.
Culture shock generally moves through four different phases: honeymoon, frustration,
adjustment and acceptance. While individuals experience these stages differently and the
impact and order of each stage varies widely, they do provide a guideline of how we adapt
and cope with new cultures.
1. The Honeymoon Stage
The first stage of culture shock is often overwhelmingly positive during which travelers
become infatuated with the language, people and food in their new surroundings. At this
stage, the trip or move seems like the greatest decision ever made, an exciting adventure to
stay on forever.

On short trips, the honeymoon phase may take over the entire experience as the later
effects of culture shock don’t have time to set in. On longer trips, the honeymoon stage will
usually phase out eventually.
2. The Frustration Stage
Frustration may be the most difficult stage of culture shock and is probably familiar
to anyone who has lived abroad or who travels frequently. At this stage, the fatigue of
not understanding gestures, signs and the language sets in and miscommunications may be
happening frequently. Small things – losing keys, missing the bus or not being able easily
order food in a restaurant – may trigger frustration. And while frustration comes and goes,
it’s a natural reaction for people spending extended time in new countries.
Bouts of depression or homesickness and feelings of longing to go home where things
are familiar and comfortable are all common during the frustration stage.
3. The Adjustment Stage
Frustrations are often subdued as travelers begin to feel more familiar and comfortable
with the cultures, people, food and languages of new environments. Navigation becomes
easier, friends and communities of support are established and details of local languages
may become more recognizable during the adjustment stage.
4. The Acceptance Stage
Generally – though sometimes weeks, months or years after wrestling with the
emotional stages outlined above – the final stage of culture shock is acceptance. Acceptance
doesn’t mean that new cultures or environments are completely understood, rather it signifies
realization that complete understanding isn’t necessary to function and thrive in the new
surroundings. During the acceptance stage, travelers have the familiarity and are able to draw
together the resources they need to feel at ease.
[https://medium.com/global-perspectives/the-4-stages-of-culture-shock]

DISCUSSION
Define the stage of culture shock in the following cases:
a. Tamara Oxley, Marketing and Communications Associate:
“A couple of weeks into a six-month stay in a very remote town on the Pacific coast
of Costa Rica, I became extremely ill and was bedridden for a week. It was completely
miserable and for days all I could think was: What am I doing here? All I thought about was
how to get home. Of course, once I was finally recovered, I made the mile-long walk to a
nearby beach and the thoughts I had about wanting to be back home instantly disappeared.”
Stage………
b. Fernanda Araujo, Events Specialist:
“I moved to the U.S. from Brazil to a host family as an exchange student and spoke

almost no English. Within three months I found a job, a boyfriend, I moved to an apartment
with two other roommates, started a Brazilian dance club and I was traveling all over
California. It felt easy and quick for me to make the U.S. my home.” Stage ……
c. Arne Plum, Business Operations Analyst:
“There was a time when I realized that constantly comparing and contrasting everything
would never allow me to be really happy here. Qualifying the differences worked both ways,
and I felt torn between my life here and what used to be my life back in Germany. So I began
to see the differences as what they are – just differences – without trying to rate them or use
them to put one place over the other. Over time, I felt much more at ease with my life in the
U.S., and I began to understand that these differences are what living abroad is all about.”
Stage …….
d. Nitya Mallikarjun, Director of Product Development:
“Coming from a really big city, the Research Triangle in North Carolina was tiny in
comparison (population-wise) but, at the same time, I realized how vast distances were in the
U.S. with cities spread out over miles. Not seeing people walking all over the place was very
new to me as I’ve always lived in very busy places. I also came to know good public transport
only exists in the biggest of cities in the U.S. In India there are a lot of neighborhood shops
and markets so you don’t need to shop for groceries or household stuff in bulk. That took a
little getting used to and in grad school I actually found it pretty inconvenient.” Stage …..
e. Kate Riley, Marketing and Communications Intern:
“Because I was in Turkey for six months in a study abroad setting, acclimating to my
new environment was sped up due to all of the resources I was able to access. However,
I found that the best way to understand my new environment was to ask questions and
learn to respect the culture in the way it currently exists. The local Turkish people seemed
much more accommodating when I showed genuine interest in their customs, rather than
obviously being an American who was uncomfortable with her new situation. I also found
myself asking my Turkish roommates what was okay to do, not okay to do, where to go and
where not to go, so I was able to adjust to my environment more quickly.” Stage …..
f. Fernanda Araujo:
“When I moved from California to North Carolina, I came to the conclusion that one
culture is not better than the other – there is no right or wrong, they are just different. And
yes, that brought peace of mind, no more judgement or coming to my own conclusions.”
Stage….
g. Arne Plum:
“One thing that was particularly frustrating to me in the beginning was the lack of
mobility that I experienced in the U.S. Where I grew up in Germany, you can get to any
point at any time thanks to a great public transportation system, sidewalks and bike lanes
everywhere. In the U.S., you are very limited in the things you can do if you don’t have a
car and I completely underestimated how much you have to depend on others to get around.
I realized that home, for me, meant to live in a place with countless opportunities and
absolute freedom. I felt less independent and I think that this was one of the main reasons I
felt homesick (besides the obvious ones: family, friends, etc.).” Stage …..

UNIT 3
NON-VERBAL COMMUNICATION
READING
PRE-READING
1. Can you define non-verbal communication?
2. How important is non-verbal communication?
3. Do people need to master non-verbal communication skills? Why?
WHAT IS NON-VERBAL COMMUNICATION
It’s well known that good communication is the foundation of any successful
relationship, be it personal or professional. It’s important to recognize, though, that it’s
our non-verbal communication – our facial expressions, gestures, eye contact, posture,
and tone of voice – that speaks the loudest. The ability to understand and use non-verbal
communication, or body language, is a powerful tool that can help you connect with others,
express what you really mean, and build better relationships.
A………………………………….
When we interact with others, we continuously give and receive wordless signals. All of our
non-verbal behaviors – the gestures we make, the way we sit, how fast or how loud we talk, how
close we stand, how much eye contact we make – send strong messages. These messages don’t stop
when you stop speaking either. Even when you’re silent, you’re still communicating non-verbally.
Oftentimes, what comes out of our mouths and what we communicate through our
body language are two totally different things. When faced with these mixed signals, the
listener has to choose whether to believe your verbal or non-verbal message, and, in most
cases, they’re going to choose the non-verbal because it’s a natural, unconscious language
that broadcasts our true feelings and intentions in any given moment.
B………………………………….
The way you listen, look, move, and react tells the other person whether or not you
care, if you’re being truthful, and how well you’re listening. When your non-verbal signals
match up with the words you’re saying, they increase trust, clarity, and rapport. When they
don’t, they generate tension, mistrust, and confusion.
If you want to become a better communicator, it’s important to become more sensitive
not only to the body language and non-verbal cues of others, but also to your own.
C………………………………….
You may be familiar with advice on how to sit a certain way, steeple your fingers, or
shake hands just so in order to appear confident or assert dominance. But the truth is that such
tricks aren’t likely to work (unless you truly feel confident and in charge). That’s because you
can’t control all of the signals you’re constantly sending off about what you’re really thinking
and feeling. And the harder you try, the more unnatural your signals are likely to come across.
D………………………………….
What you communicate through your body language and non-verbal signals affects
how others see you, how well they like and respect you, and whether or not they trust you.

Unfortunately, many people send confusing or negative non-verbal signals without
even knowing it. When this happens, both connection and trust are damaged.
E………………………………….
There are many different types of non-verbal communication. Together, the following
non-verbal signals and cues communicate your interest and investment in others:
Facial expressions
The human face is extremely expressive, able to express countless emotions without
saying a word. And unlike some forms of non-verbal communication, facial expressions are
universal. The facial expressions for happiness, sadness, anger, surprise, fear, and disgust
are the same across cultures.
Body movements and posture
Consider how your perceptions of people are affected by the way they sit, walk, stand
up, or hold their head. The way you move and carry yourself communicates a wealth of
information to the world. This type of non-verbal communication includes your posture,
bearing, stance, and subtle movements.
Gestures
Gestures are woven into the fabric of our daily lives. We wave, point, beckon, and
use our hands when we’re arguing or speaking animatedly – expressing ourselves with
gestures often without thinking. However, the meaning of gestures can be very different
across cultures and regions, so it’s important to be careful to avoid misinterpretation.
Eye contact
Since the visual sense is dominant for most people, eye contact is an especially important
type of non-verbal communication. The way you look at someone can communicate many
things, including interest, affection, hostility, or attraction. Eye contact is also important in
maintaining the flow of conversation and for gauging the other person’s response.
Touch
We communicate a great deal through touch. Think about the messages given by the
following: a weak handshake, a timid tap on the shoulder, a warm bear hug, a reassuring
slap on the back, a patronizing pat on the head, or a controlling grip on your arm.
Space
Have you ever felt uncomfortable during a conversation because the other person was
standing too close and invading your space? We all have a need for physical space, although
that need differs depending on the culture, the situation, and the closeness of the relationship.
You can use physical space to communicate many different non-verbal messages, including
signals of intimacy and affection, aggression or dominance.
Voice
It’s not just what you say, it’s how you say it. When we speak, other people “read”

our voices in addition to listening to our words. Things they pay attention to include your
timing and pace, how loud you speak, your tone and inflection, and sounds that convey
understanding, such as “ahh” and “uh-huh.” Think about how someone’s tone of voice, for
example, can indicate sarcasm, anger, affection, or confidence.
What you can communicate through your body language and non-verbal signals
affects how others see you, how well they like and respect you, and whether or not they trust
you. Unfortunately, many people send confusing or negative non-verbal signals without
even knowing it. When this happens, both connection and trust are damaged.
[www.helpguide.org/articles/relationships-communication/non-verbal-communication.htm]

POST-READING
COMPREHENDING CONTENT
1. Answer these questions.
a. What does non-verbal communication include?
b. What happens a) when your non-verbal signals match up with the words you are saying;
b) when they don’t?
c. What can facial expressions indicate?
d. What can eye contact express?
e. What kind of non-verbal message is sent by physical space?
f. What can one’s voice express?
2. Insert the right subheading for the paragraphs above.
a. What is non-verbal communication and body language?
b. Non-verbal communication cannot be faked
c. Why non-verbal communication matters
d. Types of non-verbal communication and body language
e. How non-verbal communication can go wrong

3. Bring examples of
a) body movements:
b) gestures:
c) touch:
4. Read about the evaluation of non-verbal signals.
Evaluating non-verbal signals
Is eye contact being made? If so, is it overly intense or just right?
What is their face showing? Is it masklike and unexpressive, or
Facial expression
emotionally present and filled with interest?
Eye contact

Does their voice project warmth, confidence, and interest, or is it
strained and blocked?
Are their bodies relaxed or stiff and immobile? Are shoulders tense
Posture and
and raised, or slightly sloped?
gesture
Is there any physical contact? Is it appropriate to the situation? Does
Touch
it make you feel uncomfortable?
Do they seem flat, cool, and disinterested, or over-the-top and
Intensity
melodramatic?
Is there an easy flow of information back and forth? Do non-verbal
Timing and pace
responses come too quickly or too slowly?
Do you hear sounds that indicate caring or concern?
Sounds
Tone of voice

5. Work in groups of three: the interviewer, the interviewee and the observer. The
interviewer prepares a couple of questions to ask the interviewee. The observer watches the
interview and takes notes of the body language of its participants, using the above table.
FOCUS ON VOCABULARY
1. Match the adjectives with the nouns (there can be more than one answer). Check
with the text.
1) controlling
2) patronizing
3) powerful
4) reassuring
5) subtle
6) timid
7) true
8) warm
9) weak
10) unconscious
11) strong

a) handshake
b) tool
c) tap
d) bear hug
e) slap on the back
f) pat on the head
g) grip
h) feeling
i) movements
j) message
k) language

true feeling, ….

2. Match the synonyms.
1)
2)
3)
4)
5)
6)
7)
8)

сonstantly
express
intimacy
movements
natural
non-verbal
rapport
recognize

a)
b)
c)
d)
e)
f)
g)
h)

wordless
timid
unconscious
identify
understanding
articulate
permanently
gestures

9) trust
10) weak

i) closeness
j) confidence

3. Match the antonyms.
1)
2)
3)
4)
5)
6)
7)
8)
9)

affection
build (relations)
closeness
enthusiastic
give
relaxed
response
timid
warmth

a)
b)
c)
d)
e)
f)
g)
h)
i)

ruin
receive
question
reassuring
dislike
distance
stiff
coldness
disinterested

WORD-BUILDING
1. Find in the text the adjectives derived from these words.
1) vision
2) express
3) assert
4) count
5) face
6) communicate
7) attraction
8) attention
9) confidence
10) reassurance
2. Suffixes -ful / -less
-ful
only -ful
stressful
awful
beautiful
wonderful
respectful

-less
harmful
careful
powerful
helpful
hopeful
useful

↔
↔
↔
↔
↔
↔

PRACTICE
1. Add -ful and -less to make opposite pairs.

harmless
careless
powerless
helpless
hopeless
useless

only -less
stainless
pointless
homeless
countless

Pain, help, mercy, fear, hope, colour, cheer, thank, doubt, meaning, thought
2. Choose to add -ful or -less.
Stain, parent, awe, point, count, wonder, respect, plenty, end, heart, fright.
3. Add mis, un, mis, dis, im to the following words (sometimes two prefixes are possible).
Check with the text above.
1) interpretation
2) interested
3) expressive
4) mobile
5) comfortable
6) fortunate
7) trust
4. Fill in the gaps in the text with a noun derived from the verb in bold.
Non-verbal communication cues can play five roles:
•
•
•
•
•

Repetition : they can repeat the message the person is making verbally.
: they can contradict a message the individual is trying to convey.
: they can substitute for a verbal message. For example, a person’s
eyes can often convey a far more vivid message than words do.
: they may add to or complement a verbal message. A boss who pats
a person on the back in addition to giving praise can increase the impact of the message.
: they may accent or underline a verbal message. Pounding the
table, for example, can underline a message.
GRAMMAR HIGHLIGHTS: Relative Clauses

Relative clauses usually begin with a relative pronoun (who, which, that) which modifies the
noun it refers to. The relative pronoun who can be used to refer to people and the relative
pronoun which can be used to refer to things. That can refer to either people or things. In subject
relative clauses, who is more commonly used to refer to people than that. In all other clauses,
that is more common. Which and who usually sound more formal and are often used in writing.
Subject clause: The students who/that live next door make too much noise.
Object clause: The beach that/which we visited last week has been closed for the summer.
Object with preposition: The man that/who I spoke to had a thick accent.
In object relative clauses, whom can be used instead of who to convey a more formal tone.
Relative clauses can be of two types: restrictive or non-restrictive. A restrictive relative
clause answers the question Which one? It is used to identify one noun and distinguish it
from other similar nouns.
e.g. She is the author whose books have won many awards.

A non-restrictive relative clause adds extra information to the noun you are talking
about. The information in the clause can be omitted and the meaning of the sentence is still
understandable. Non-restrictive relative clauses are offset by commas.
e.g. J.K.Rowling, whose books are all bestsellers, donates a lot of money to charity.
Some object relative clauses can begin with relative adverbs when, where, why.
PRACTICE
1. Insert the right relative pronoun. In which sentences can it be omitted?
a. I built computer tools .......... can read how much nervous energy you have.
b. When you watch somebody move, a part of your brain............. corresponds to the same
movement lights up.
c. And the final one .......... I focused on was fluency, or consistency.
d. Honest signals are hard to fake and they tell you something important about the activity
…… you are doing with this other person.
e. The experiment ………. I like the best is one ……… we looked at people ........... were
pitching business plans.
f. These were midcareer executives ………. were presenting real business plans for a
business-plan competition and then rating each other.
g. Based on that research, it must be very easy for businesses to choose plans ……… really
aren’t very good but ………. have champions ............... are very charismatic.
h. In many organizations most of the communication.............is really important still happens
face-to-face.
2. Complete the sentences with information about yourself. Use object relative clauses
with where, when, or why.
a. I remember the day…
b. I know a great restaurant…
c.
was the year …
d. Someday I’d like to live in a place…
e. I don’t know the reason…
f.
is a city …
ADDITIONAL READING 1
DRESS CODE
EFFECTIVE NON-VERBAL COMMUNICATION CUES:
YOUR MODE OF DRESS PLAYS A KEY ROLE
BBC NEWS
“For better or worse, realize that your outward appearance and demeanor influence
how others will react to you.”
You’ve heard the expression, “Clothes make the man (or woman).” That may be a
slight exaggeration, since there are other determining factors, but in a large degree, it is true.

What you wear in this world can make you or break you in many situations. Your clothes
can be your best friend or your worst enemy.
What you wear can tell people a lot about you before you open your mouth to speak.
In fact, many psychologists agree that close to 90 percent of what people remember about an
encounter is related to non-verbal communication, a large portion of that being your overall
appearance and demeanor.
When people first meet, they immediately begin making judgments about each other
based on appearances alone. In most cases, people make a decision about a stranger in less
time than it takes to blink an eye. Many times, if you squander that one moment, you will
have to work very hard for the next one. This is especially true in the job interview setting.
Your dress conveys non-verbal clues about your personality, education, background,
financial status and credibility. These clues can break down barriers and launch careers, or
create barriers and hamper careers.
In his book, You Are What You Wear, William Thourlby states: “When you step into a
room, decisions will be made solely upon your appearance; so to be successful, and to be sure
decisions are favorable, keep in mind that you are what you wear, and dress accordingly.”
Thourlby goes on to say that, “Of course, clothes will not compensate for weak credentials,
poor work records or bad habits, but a person who is dressed appropriately and is well
groomed can open doors, where one who is inappropriately dressed and poorly groomed,
will never be admitted.”
Consider the impact that one’s mode of dress has in our society. How does the person
dress who manages your money matters? How do you imagine a policeman, a doctor, a
nurse or a minister to look? In our society, certain “looks” have specific meanings. This
theory may not seem fair, but it is a reality. For example, a person with a dingy, sloppy
appearance, messy hair and rumpled clothes, no matter the reason, conveys the message, “I
don’t care.” A woman who wears a tight dress with a low-cut neckline and high slits up each
side may want to convey the message, “I’m attractive and sexy.” However, her message may
be decoded as, “I’m available. Your place or mine?”.
On the other hand, a person who is well-groomed, dressed appropriately and in good
taste can attend a business function or meeting and, in most cases, be readily accepted. Why?
One of the key reasons is that the person’s mode of dress conveys credibility, competence,
and self-confidence.
Textures and lines of clothing also transmit silent messages. Soft textures in attire tend
to invite human contact and closeness, while crisp textures may indicate that a person wants
to be regarded as efficient. Lines of clothing, whether they are strict or flowing, can provide
some indication of how rigid one’s personality is.
At times, clothes are the only visible clues to our personalities. Even when other
indicators are more apparent; clothing continues to make a statement. Our mode of dress
may also reveal anger, aggressiveness, uncertainty or depression.
Your knowledge of non-verbal clothing clues will be useful not only in gaining some
initial understanding of people, but also in interacting with them on a daily basis. Even
small changes in the way an associate looks from day to day can signal other changes that
may be important to you. Certainly, your skill at interpreting the visual code of dress can
enhance your ability to relate to others. As you learn to interpret even more subtle messages

from others, remember that you are transmitting equally revealing messages yourself. For
better or worse, realize that your outward appearance and demeanor influence how others
will react to you. By emphasizing the positive aspects of yourself through your dress and
grooming, you can inspire confidence in your abilities and judgment, as well as lift your
self-esteem. In essence, your clothing can be a self-fulfilling self-portrait.
[http://www.bbc.com/news/election-us]

DISCUSSION
1. Which professions require a strict dress code?
2. Can you describe what these people wear: a nurse (e.g. scrubs, masks, gloves), a pilot,
an MP, a policeman, a teacher, a firefighter, a driver, a butler, a housemaid, a soldier?
3. On which social occasions do people have to follow a certain dress code?
4. Do you comply with the dressing code rules or not? Why?
5. What’s your attitude to the invitations which include a dress code?
Do you agree with the following statements from the text? Give reasons for your answer.
a. Clothes make the man.
b. You are what you wear.
c. Your clothes can be your best friend or worst enemy.
d. In our society certain looks convey specific meanings.
ADDITIONAL READING 2
10 REVEALING HAND GESTURES
When you communicate, your brain automatically involves your hands to convey
thoughts and emotions, without you even knowing it. In that way, your hand body language
signals what you don’t say with your words. Being able to properly read body language is a
key to ANY successful relationship.
Here are 13 of the most common hand body language gestures (with pictures) you’ll
see every day:
1. Touch
When you make full contact with your palm, this communicates warmth, familiarity and
fondness. Touching with only your fingertips means less fondness, maybe even some
discomfort. When a person touches you and you notice that his hands are warm, this tells
you he is more or less at ease. Cold, clammy hands mean he is tense – not necessarily
because of you, but possibly because of the circumstances.
2. Palms up
Open palms usually have a positive effect on people. It’s effective in making amends or
closing a sale. Combined with outstretched arms, it communicates acceptance, openness
and trustworthiness. When done with a jerk of the shoulders, it can mean resignation or
admittingweakness, as if to say, “I have no idea”.

3. Palms down
This means confidence and shows that you know what you’re talking about – but it also
conveys rigidity. Downward palms with straightened fingers indicate a sense of authority,
even dominance or defiance. When a person does this while talking to you, it means he is
not going to budge and you might have to change your approach. When combined with a
chopping action, a downward palm indicates emphatic disagreement.
4. Hands on heart
This conveys a person’s desire to be believed or accepted. Though intended to
communicate sincerity, it doesn’t necessarily mean honesty. It just means, “I want you to
believe me (whether or not what I say is true”).
5. Chopping movements
Chopping is for emphasis, and is usually authoritative. A person who “chops” has made up
his mind and is not likely to change it. It can often be used as a way to make a point. For
example, chopping down as to separate an idea in two categories.
6. Finger Pointing
People do this when imposing themselves: parents do it to their children, teachers to
unruly students. It’s a way of talking down, usually interpreted as aggressive and angry.
When done to a peer, it’s a show of arrogance – it’s confrontational, invasive and offensive.
A fiercer variation is jabbing your finger. In any case, it’s often considered impolite to point
at a person. It would be more refined to point with your whole hand. A playful finger-point
with a wink however, is a pleasant expression of approval or acknowledgement.
Pointing a finger in the air adds emphasis to your words. It convinces people of your
confidence and authority. You may notice how politicians or preachers use this as they
speak.
7. Clasping hands, squeezing hands
Clasping and squeezing hands together is a self-pacifying gesture. A person who does this
is uncomfortable, maybe even nervous or fearful. He’s trying to assure himself,
“Everything’s going to be alright.” A variation of this is rubbing the wrist.
Clasped hands with interwoven fingers indicate great anxiety and frustration. That person
is thinking, “Things are going really bad”. You better prepare yourself when you spot this.
8. Steepling
Steepling is what you call palms that face each other with just the fingertips touching (the
fingers resemble a steeple). This is a display of confidence and self-assurance. You would
see this in a lawyer or chess player who just found a way to wipe out his opponent. You
don’t want to overdo it, however, as this is a real show of power.
9. Hands on hips Akimbo
This is sometimes mistaken for unfriendliness, but it’s often really just a position of
readiness. This is often observed in workaholics, athletes and productive people. Certainly
sometimes this display can be a show of authority and superiority. For example, this is a gesture

used by the military and law officials to show assertiveness and take control of a situation.
10. Hands in pockets
Pocketed hands indicate unwillingness, mistrust and reluctance. If a person keeps his
hands in his pockets, you will need to first gain his interest as well as his trust. Even if
someone tries to hide what he’s really thinking, his hand signals can tell you the truth. If you
are sensitive to the language of his hands, you can make an appropriate course of action and
even get a good response.
FURTHER EXPLORATION: Search the Internet for some facts regarding non-verbal
communication in one of the countries of the world. Report your findings to the class.

APPENDIX 1
WRITING
1. Motivational letter
2. Reference letter from a senior
3. Reference letter from a peer
4. CV (Resume)

UNIT 1
MOTIVATIONAL LETTERS
1. Read these examples of motivational letters published in The Guardian. Discuss
their structure, language and style.
a. Standard conservative letter:
“Dear Mr Black,
Please find enclosed my CV in application for the post advertised in the Guardian on
30 November.
The nature of my degree course has prepared me for this position. It involved a great
deal of independent research, requiring initiative, self-motivation and a wide range of
skills. For one course, [insert course], an understanding of the [insert sector] industry was
essential. I found this subject very stimulating.
I am a fast and accurate writer, with a keen eye for detail and I should be very grateful
for the opportunity to progress to market reporting. I am able to take on the responsibility of
this position immediately, and have the enthusiasm and determination to ensure that I make
a success of it.
Thank you for taking the time to consider this application and I look forward to
hearing from you in the near future.
Yours sincerely,
b. Standard speculative letter
Dear Mr Brown,
I am writing to enquire if you have any vacancies in your company. I enclose my CV
for your information.
As you can see, I have had extensive vacation work experience in office environments,
the retail sector and service industries, giving me varied skills and the ability to work with
many different types of people. I believe I could fit easily into your team.
I am a conscientious person who works hard and pays attention to detail. I’m flexible,
quick to pick up new skills and eager to learn from others. I also have lots of ideas and
enthusiasm. I’m keen to work for a company with a great reputation and high profile like
[insert company name].
I have excellent references and would be delighted to discuss any possible vacancy
with you at your convenience. In case you do not have any suitable openings at the moment,
I would be grateful if you would keep my CV on file for any future possibilities.
Yours sincerely,

c. Letter for creative jobs
Dear Ms Green,
· Confused by commas?
· Puzzled by parenthesis?
· Stumped by spelling?
· Perturbed by punctuation?
Well, you’re not alone. It seems that fewer and fewer people can write. Unfortunately,
there are still a lot of people who can read. So they’ll spot a gaffe from a mile off. And that
means it’s a false economy, unless you’re 100% sure of yourself, to write your own materials. (Or to let clients do it for themselves.)
To have materials properly copywritten is, when one considers the whole process of
publishing materials and the impact that the client wishes to make, a minor expense. Sloppiness loses clients, loses customers.
There is an answer. Me. You can see some of what I do on my multilingual website at
[insert web address]. If you’d like, I can get some samples out to you within 24 hours. And,
if you use me, you’ll have some sort of guarantee that you can sleep soundly as those tens
of thousands of copies are rolling off the presses.
Luck shouldn’t come into it!
With kindest regards,
[https://jobs.theguardian.com/article/]

UNIT 2
CURRICULUM VITAE (CV)
Helena Shapur1
12 Green Lane, Brighton, Sussex, BTi 3EY2
Mobile 0779 234567
h.shapur@xyz.co.uk3
Personal profile
An enthusiastic, self-motivated professional in the field of online team management, I have
a passion for the potential of the Internet and an in-depth understanding of a wide variety
of web technologies. I am committed to developing the same values and enthusiasm within
my team.
Career Summary5
2014 – present Development Team Leader, Cetaways.com
I joined this online travel company as a web developer, and in 2014 moved up to the position
of DevelopmentTeam Leader. During this exciting time, traffic to the site multiplied by
more than 100 times. Working with a close-knit team, I gained real understanding of the
nature of large-scale website management.
2012–2014 Web developer, Toprank Recruitment, Brighton
Having gained a taste for web technologies, I joined this small startup, developing an IT
recruitment website. Programming the site’s search engine, I learned ASP, Javascript and
SQL. I also gained valuable experience of developing a website as part of a team.
2010–2012 Junior Programmer, Oakleaf Processing, Manchester
As part of a small team, I developed and coded accounts and customer databases for clients
using Delphi. As the Internet started to take off, I taught myself HTML and designed and
created the company’s first website.
Education and Qualification6
2006–2009 Merseyside University, BSC Computer Science
2003–2005 Pince of Walter Sixth College, Brighton A-levels
Hobbies and Interests7
I am an avid reader and film-goer. I like cooking, gardening and writing children’s stories.

Referees:
(professional)
Martin Walker
Toprank Recruitment
Mill Street
Brighton BN2 34Y

(personal)
Elizabeth Joachim
12, Cotswold Ave
Whalleyrange

1

Give your name in full at the top of the CV where it can easily be seen.

2

Give your contact details just below your name.

3

Always provide your email address.

4

Write a personal profile at the top of your CV. In two or three sentences, summarize the skills and personal
qualities that make you the person for this job. Try to link your skills and qualities directly to what you have recently
achieved at work.
5

Always provide details of your most recent employment first and then work backwards.

6

Likewise, provide details of your most recent qualifications first and work backwards.

7

The reader will want to get some sense of what you are like as a person, so do include brief details of your
interests, especially if those interests are relevant.
8

Most employers expect to see details for two referees (= people who will give information about your abilities
or character).

APPENDIX 2
ACADEMIC WRITING

1. Summary
2. Essays
• Argumentative/persuasive essay
• Narrative essay
• Comparison/contrast essay
• Expository essay
•
3. Feature article
4. Survey report
5. Synopsis
6. Profile

SUMMARY
STEPS OF WRITING A SUMMARY
A summary is a brief statement of the text’s main ideas. A summary makes 60% of the
original text. It consists of a thesis and topics.
A thesis is a one-sentence summary of the entire text/article.
A topic is the main idea of each paragraph.
I. Read the article trying to get a sense of its general focus and content
II. Write the article’s thesis.
III. Read each paragraph (or divide the passage into logical sections, if it is too long).
Underline key ideas and terms.
IV. Write each paragraph’s topic.
V. Combine all the sentences to form your summary by using standard phrases and linking
words to connect the ideas in the text.
EFFECTIVE SUMMARY OUTLINE
1. A summary begins with an introductory sentence that states the article’s title and
author.
2. A summary must contain the main thesis or standpoint of the text, restated in your own
words. (To do this, first find the thesis statement in the original text.)
3. A summary is written in your own words. It contains few or no quotes.
4. A summary is always shorter than the original text, often about 1/3 as long as the
original.
5. A summary should contain all the major points of the original text, and should ignore
most of the fine details, examples, illustrations or explanations.
6. The backbone of any summary is formed by crucial details (key names, dates, events,
words and numbers). A summary must never rely on vague generalities.
7. If you quote anything from the original text, even an unusual word or a catchy phrase, you
need to put whatever you quote in quotation marks (“ ”).
8. A summary must contain only the ideas of the original text. Do not insert any of your own
opinions, interpretations, deductions or comments into a summary.
9. A summary, like any other writing, has to have a specific audience and purpose, and you
must carefully write it to serve that audience and fulfill that specific purpose.
An effective summary:
· Begins with an introductory sentence that states the article’s title and author and restates
its thesis or focus.
· Includes all of the article’s main points and major supporting details

· Deletes minor and irrelevant details.
· Combines/chunks similar ideas
· Paraphrases accurately and preserves the article’s meaning.
· Uses student’s own wording and sentence style.
· Uses quotation marks when using phrasing directly from the article or source.
· Includes only the article’s ideas; excludes personal opinion.
· Stays within appropriate length; is shorter than the original.
· Achieves transition through use of author’s name and present-tense verb.

ESSAYS
Basic Essay Structure
1. Introduction
a. Introduction of any essay should be no longer than 1/10 of its length. If the essay itself
must be of a significant size the introduction may have several paragraphs; in the rest of
the cases it consists of one solid paragraph.
b. The contents of an always introduction has a deductive nature, as it leads the reader from
the general views or positions on the analyzed topics to the specific narrow theme of the
essay.
c. A good introduction requires several elements:
d. Opening sentences introducing to the topic of the essay
e. Background information on it (gradually leading to the analyzed aspect of the theme).
f. Literature techniques to grab the reader’s attention.
g. A strong Thesis statement defining and stating the point the author is making in the
essay, the paper’s main argument.
2. Body paragraphs
a. Body paragraph 1
b. Body paragraph 2
c. Body paragraph 3, etc.
d. The body of a basic essay may have as many body paragraphs as it is necessary to prove
the author’s argument of the thesis statement.
e. It is vital to keep in mind that each paragraph is supposed to have one main argument to analyze and has to reveal it in one solid thought in a sentence called the topic
sentence. Therefore the amount of the body paragraphs equals the amount of topic
sentences.
f. Each body paragraph must be connected to following one with a logical link.
3. Conclusion
• It is usually written in one solid paragraph.

•

•
•

The conclusion always deals with summing up the essays arguments revealed in the
topic sentences and the therefore present substantial evidence to prove the thesis
statement.
It is also important to mention the importance of the general conclusion of the essay.
It goes without saying that different types of essay may require certain deflections from
the basic essay structure.

ARGUMENTATIVE ESSAY
Writing an argumentative/persuasive essay is like being a lawyer arguing a case
before a jury. The writer takes a stand on an issue—either “for” or “against”—and builds
the strongest possible argument to win over the reader.
It’s the writer’s job to convince the reader to accept a particular point of view or take a specific
action. Argumentative essays require good research, awareness of the reader’s biases, and a solid
understanding of both sides of the issue. A good argumentative/persuasive essay demonstrates not
only why the writer’s opinion is correct, but also why the opposing view is incorrect.
You write an argumentative/persuasive essay when you try to convince your listener or
reader to accept your opinion. An argumentative essay should contain the following
characteristics:
1. The argumentative essay should introduce and explain the issue or case.
2. The essay should offer reasons and support for your opinion.
3. The essay should refute opposing arguments.

Structure of an Argumentative Essay
1. Introduction:
• Background about the topic
• Thesis statement
2. Body:
• Reasons supporting your opinion (pro arguments). It is usually a good idea to spend one
paragraph for each argument/reason. Two or three reasons are typical.
Refutation (con arguments.) One or two paragraphs are typical.
3. Conclusion (Summary, solution, prediction, or recommendation)
Useful tips for an argumentative essay:
• Avoid strong feelings (don’t say: nobody does this, or it is impossible to disagree with me)
• Use generalizations (e.g. people say/believe/consider)
• Do not use strong personal expressions (e.g. I think)
• Use linking words (e.g. therefore, although, however etc.)
• Use sequencing (e.g. firstly, secondly, lastly)
• Make reference to other sources (e.g. The government claims that…)

•

Give examples – not personal thoughts (e.g. products such as sprayer can destroy the
environment)

Tips for writing an introductory paragraph:
• It is often said that...
• We live in a world in which...
• The issue of X is one that affects everyone...
• Recent years have seen an increasing interest in...
• The past decade has seen the rapid growth of...
• One of the most important developments in recent years is...
This question/matter/subject can be looked at from several points of view.
This problem should be considered in relation to ……
Address the reader directly, e.g.: Have you ever considered …?
Has it ever occurred to you that computers will one day organize your life?
Start with the problem that needs a solution,e.g.: As time passes, our lives will be
controlled by computers.
NARRATIVE ESSAY
As a mode of expository writing, the narrative approach, more than any other, offers
writers a chance to think and write about themselves.
When you write a narrative essay, you are telling a story. Narrative essays are told
from a defined point of view, often the author’s, so there is feeling as well as specific and
often sensory details provided to get the reader involved in the elements and sequence of
the story. The verbs are vivid and precise. The narrative essay makes a point and that point
is often defined in the opening sentence, but can also be found as the last sentence in the
opening paragraph.
Since a narrative relies on personal experiences, it often is in the form of a story. When
the writer uses this technique, he or she must be sure to include all the conventions of storytelling: plot, character, setting, climax, and ending. It is usually filled with details that are
carefully selected to explain, support, or embellish the story. All of the details relate to the
main point the writer is attempting to make.
To summarize, the narrative essay
• is told from a particular point of view
• makes and supports a point
• is filled with precise detail
• uses vivid verbs and modifiers
• uses conflict and sequence as does any story
• may use dialogue
Once an incident is chosen, the writer should keep three principles in mind.

1. Remember to involve readers in the story. It is much more interesting to actually recreate
an incident for readers than to simply tell about it.
2. Find a generalization, which the story supports. This is the only way the writer’s
personal experience will take on meaning for readers. This generalization does not have
to encompass humanity as a whole; it can concern the writer, men, women, or children
of various ages and backgrounds.
3. Remember that although the main component of a narrative is the story, details must be
carefully selected to support, explain, and enhance the story.
Conventions of Narrative Essays
In writing your narrative essay, keep the following conventions in mind.
• Narratives are generally written in the first person, that is, using I. However, third person
(he, she, or it) can also be used.
• Narratives rely on concrete, sensory details to convey their point. These details should
create a unified, forceful effect, a dominant impression. More information on the use of
specific details is available on another page.
• Narratives, as stories, should include these story conventions: a plot, including setting
and characters; a climax; and an ending.
COMPARISON/CONTRAST ESSAY
To write a comparison or contrast essay that is easy to follow, first decide what the
similarities or differences are by writing lists on scrap paper. Which are more significant, the
similarities or the differences? Plan to discuss the less significant first, followed by the more
significant. It is much easier to discuss ONLY the similarities or ONLY the differences, but
you can also do both.
Then for organizing your essay, choose one of the plans described below whichever
best fits your list. Finally, and this is important, what main point (thesis) might you make in
the essay about the two people/things being compared? Do not begin writing until you have
a point that the similarities or differences you want to use help to prove. Your point should
help shape the rest of what you say: For example, if you see that one of your similarities or
differences is unrelated to the point, throw it out and think of one that is related. Or revise
your point. Be sure this main point is clearly and prominently expressed somewhere in the
essay.
Plan A: Use Plan A if you have many small similarities and/or differences. After
your introduction, say everything you want to say about the first work or character, and
then go on in the second half of the essay to say everything about the second work or
character, comparing or contrasting each item in the second with the same item in the
first. In this format, all the comparing or contrasting, except for the statement of your
main point, which you may want to put in the beginning, goes on in the SECOND HALF
of the piece.
Plan B: Use Plan B if you have only a few, larger similarities or differences. After
your introduction, in the next paragraph discuss one similarity or difference in BOTH works

or characters, and then move on in the next paragraph to the second similarity or difference
in both, then the third, and so forth, until you’re done. If you are doing both similarities
and differences, juggle them on scrap paper so that in each part you put the less important
first (“X and Y are both alike in their social positions . . .”), followed by the more important
(“but X is much more aware of the dangers of his position than is Y”). In this format, the
comparing or contrasting goes on in EACH of the middle parts.
The following outline may be helpful; however, do not be limited by it.
I. Intro. with thesis
II. 1st similarity
A. 1st work
B. 2nd work
III. 2nd similarity
A. 1st work
B. 2nd work
IV. 1st difference
A. 1st work
B. 2nd work
V. 2nd difference
A. 1st work
B. 2nd work
V. Conclusion
EXPOSITORY ESSAY
The expository essay is a genre of essay that requires the student to investigate an
idea, evaluate evidence, expound on the idea, and set forth an argument concerning that idea
in a clear and concise manner. This can be accomplished through comparison and contrast,
definition, example, the analysis of cause and effect, etc.
Please note: This genre is commonly assigned as a tool for classroom evaluation and
is often found in various exam formats.
The structure of the expository essay is held together by the following.
• A clear, concise, and defined thesis statement that occurs in the first paragraph of
the essay.
• Clear and logical transitions between the introduction, body, and conclusion.
• Body paragraphs that include evidential support.
Each paragraph should be limited to the exposition of one general idea. This will
allow for clarity and direction throughout the essay. What is more, such conciseness creates
an ease of readability for one’s audience. It is important to note that each paragraph in the
body of the essay must have some logical connection to the thesis statement in the opening
paragraph.
• Evidential support (whether factual, logical, statistical, or anecdotal).
• A bit of creativity!

Though creativity and artfulness are not always associated with essay writing, it is an
art form nonetheless. Try not to get stuck on the formulaic nature of expository writing at the
expense of writing something interesting. Remember, though you may not be crafting the
next great novel, you are attempting to leave a lasting impression on the people evaluating
your essay.
• A conclusion that does not simply restate the thesis, but readdresses it in light of
the evidence provided.
It is at this point of the essay that students will inevitably begin to struggle. This is
the portion of the essay that will leave the most immediate impression on the mind of the
reader. Therefore, it must be effective and logical. Do not introduce any new information
into the conclusion; rather, synthesize and come to a conclusion concerning the information
presented in the body of the essay.

FEATURE ARTICLE
Featured articles are windows into the human experience, giving more detail and
description than a hard news story, which typically relies on the style of writing. Features
focus on an event or individual, giving t he reader a chance to more fully understand some
interesting dimension of that subject. Writing a feature article can be a highly creative and
fun activity, but it does take hard work and planning to write an effective and engaging
article.
1. Find a compelling story. Read the news and talk to people to find interesting
stories. Think about what phenomena are happening and how you can talk about them in a
new and innovative way.
2. Do research on your topic. Finding out background information can help you
figure out an angle and identify subjects to interview. Doing online research is good,
but it may only get you so far. You may also need to consult books to make sure you are
fully aware of the issues surrounding a topic. A historical article may require a visit to an
archive.
3. Decide on the type of feature you want to write. There are a number of ways to
write a feature, depending on what you want to focus on. Some of these include:
• Human Interest: Many feature stories focus on an issue as it impacts people.
They often focus on one person or a group of people.
• Profile: This feature type focuses on a specific individual’s character or lifestyle.
This type is intended to help the reader feel like they’ve gotten a window into
someone’s life. Often, these features are written about celebrities or other public
figures.
• Instructional: How-to feature articles teach readers how to do something.
Oftentimes, the writer will write about their own journey to learn a task, such as
how to make a wedding cake.

•

Historical: Features that honor historical events or developments are quite
common. They are also useful in juxtaposing the past and the present, helping to
root the reader in a shared history.
• Seasonal: Some features are perfect for writing about in certain times of year,
such as the beginning of summer vacation or at the winter holidays.
• Behind the Scenes: These features give readers insight into an unusual process,
issue or event. It can introduce them to something that is typically not open to the
public or publicized.
4. Consider the audience you’d like to talk to. As you brainstorm story ideas, think
about who will read these stories. Ask yourself questions such as Who will be my readers?
and What kinds of angles appeal to these readers? For example, you might write a profile
about a pastry chef, but you’ll write differently depending on if your readers are aspiring
chefs or if they are wedding planners looking to buy a wedding cake.
5. Consider the type of publication you’re writing for. If you are writing for a
magazine or blog with a very specific topic, such as gardening, then you will likely need
to tailor your feature article to reflect that interest in some way. A newspaper, on the other
hand, is meant for a more general audience and may be more open to varied content.

SURVEY REPORT
A survey report is a formal piece of writing based on research.

Structure of a survey report
1. Introduction
State the purpose/aim of the report, when and how the information was gathered.
2. Main Body
All the information collected and analysed is presented clearly and in detail (break
down the respondents into groups according to sex, age and place of residence, state the main
differences between groups). Subheadings, numbers or letters can be used to separate each piece
of information.
3. Conclusion
Sum up the points mentioned above. If necessary a recommendation can be included
as well (one way of summing up is making some general comments).
Useful hints and phrases:
Present Tenses, Reported Speech and an impersonal style should be used in survey
reports. Use a variety of reporting verbs such as claim, state, report, agree, complain,
suggest, etc.

When reporting the results of a survey, the figures gathered should be given in the
form of percentages and proportions. Expressions such as “one in four” or “six out of ten”
can be used, or exact percentages e.g. 25% of the people questioned, 68% of those who filled
in the questionnaire, etc. Less exact expressions such as: the majority of those questioned,
a large proportion of, a significant number of, etc. can also be used.
Useful language for reports:
To introduce: The purpose/aim of this report, As requested, This survey was carried
out/ conducted by means of…,the questionnaire consisted of etc.
To generalize: In general, generally, on the whole, etc.
To refer to a fact: The fact is that…, In fact, In practice, etc.
To conclude/ summarise: In conclusion, All things considered, To sum up, All in all,
It is not easy to reach any definite conclusions, If any conclusions may be drawn from the
data, It is clear that, The survey shows/indicates/demonstrates, etc.

Sample Survey Report
Survey of Academic and General Reading in English
On 8th February 1999, a survey was conducted among 16 overseas postgraduate
students at the University of England. The purpose of the survey was to discover the reading
habits in English of the students.
The survey was conducted by means of a questionnaire given to the students to
complete. The first part of the questionnaire dealt with the type of reading and its frequency.
The second section was concerned with newspapers: the type of items read and those that
were read first.
From the table of data, the most significant items are as follows. In the first section
81% of the students regularly read academic books” while 44% regularly read academic
journals. Nothing else is read regularly or often by 40% or more of the students. The
following comments can be made about the reading of newspapers, magazines and
fiction. 75% sometimes read regional or local newspapers, 69% sometimes read books of
fiction, 62% sometimes read general magazines, and 56% sometimes read national daily
newspapers. On the other hand, 37% never read Sunday newspapers and 31% never read
fiction.
In the second section, not surprisingly, 100% read news about their own country in
newspapers and 56% read this first. 94% read international news,
25% read this first. 81% read about Britain and look at radio and TV information. The only
other item that is usually read by more than 50% of the students is current affairs (read by 56%).
If any conclusions may be drawn from the data, they are, perhaps, as follows. Overseas
students presumably have little time for general reading: most of their reading time is spent
on books and journals on their own subject. Outside their studies, apart from reading news
about their own country, international news, and news about Britain, they probably spend
most time watching TV and listening to the radio.
/from Academic Writing Course by R.R. Jordan/

SYNOPSIS
Synopsis is a brief summary of the text.
Synopsis = abstract=ʹprecis.
Writing a synopsis for an essay or any other piece of literature is simply about
determining the most important parts of a piece of work and using this information to
provide a brief summary. In your synopsis you want to highlight the most important facts,
as well as the little details that will give your reader a better sense of the essay.
The synopsis shall comprise the key idea of each logical section.
Use the following phrases:
The article is about ..................................
The article begins by introducing
It begins by describing ....................
The article goes on to explore
The article goes on to quote …… as saying ...........................
The writer then depicts how........................
The writer then describes a project
The author next looks at how .......................
He concludes by ........................
It concludes by explaining

PROFILES
A profile is an article about an individual, and the profile article is one of the staples
of feature writing. No doubt you’ve read profiles in newspapers, magazines or websites.
Reporters do them on politicians, CEOs, celebrities, athletes, and so on. Profiles can be done
on just about anyone who’s interesting and newsworthy, whether it’s on a local, national or
international level.
The idea of the profile is to give readers a behind-the-scenes look at what a person is
really like, warts and all, away from their public persona. Profile articles generally provide
background on the profile subject – their age, where they grew up and were educated, where
they live now, are they married, do they have kids, etc.
Beyond such factual basics, profiles look at who and what influenced the person, their
ideas, and their choice of vocation or profession.
If you’re doing a profile you’ll obviously need to interview your subject, in person
if possible, so that in addition to getting quotes you can describe their appearance and
mannerisms. You should also watch the person in action, doing what they do, whether it be
a mayor, a doctor or a beat cop. Also, talk to people who know the person you’re profiling,
and if your profile subject is controversial, talk to some of his/her critics.
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[http://www.librarypoint.org/homeschool]
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