
Unit 1
Meeting salvadoran 
personalities

ENGLISH

 Objectives:
 At the end of the unit you will be able to:

 Interpret oral and written English language discourse related 
to appointments, personal interviews, goals and Salvadoran 
personalities by listening to classmates, teacher and audio material.

 Produce spoken and written English language discourse related 
to appointments, personal interviews, goals and Salvadoran 
personalities.

 Value the importance of English to learn about oneself and others 
by cooperatively sharing information and experiences with peers in 
order to appreciate his/her personal and cultural environment.
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In this unit you will learn how to talk about your personal goals, make appointments and prepare yourself for a  
job interview.  You will also learn about important Salvadoran writers and their works.

In the unit 1 project, you will prepare yourself for the job search by exploring your personal goals and by 
brainstorming the skills that you have to offer. At the end of the unit, you will write a cover letter designed to make 
your resume stand out. The unit 1 project is called “Job preparation”.

Unit Guidelines
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Unit One Lesson 1

Activity 1

Achievement indicators
 I can talk about someone’s life using proper vocabulary 

and grammar.

Conversation and more 
Listen to and read the conversation Sarah is having with her 
friend Ana over her cell phone.

A: Hi, Ana. Did you call me?
B:  Yes, I did. I was reading the classified section in today’s 

newspaper and saw an ad about an opening for a 
secretary at the middle school. I thought you might  
be interested.

A: I saw that, too. I think I am going to apply.
B:  Do you meet all of the requirements?
A: Yes, I do. And now that my mom helps take care of my 

daughter, I am available. I’m going to send them  
my resume.

B:  That’s great, Sarah. Listen, I have to go now. Good luck. 
I’ll call you tonight, ok.

A: Ok. Bye.

Write complete answers to the following questions.

1. Why did Ana call Sarah?
2. What is Sarah going to apply for?
3. Who helps take care of Sarah’s daughter?

What are your plans for the future?
Getting started!

What are your plans for the future? Do you think 
mastering the English language can open new and better 
opportunities for you? Why?

How do you prepare for a job interview?  What goes in a 
cover letter?

What specific words do you use when describing  
someone’s character?

 I can engage in a conversation about personal goals and experiences 
with confidence.

When reading in English, try to learn the meaning 
of new words from the context.  If you can’t make an 
educated guess about the meaning of a word, then look 
it up in a dictionary.

Don’t forget!
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Time to read
Read the following paragraphs several times.  During 
the first reading, do not stop to look up new words in a 
dictionary. After reading the passage several times, use a 
dictionary to look up any new words.

Herbert W. Armstrong in his book “The Seven Laws of 
Success” wrote:

“The very first law of success is to be able to define 
success! Once you have learned what success is, make 
that your goal in life. Do you know that most people go 
on through life without a goal at all? In fact, most people, 
as I’ve said before, do not know, and do not apply, a single 
one of the seven laws of success! Most people never 
think of having any purpose in life. They are not going 
anywhere in particular. 

If you have saved up money for a trip to Paris, or Rome, 
or London for your vacation or holiday, you spend a lot 
of time in excited anticipation planning your trip—but 
you do have a definite destination—and all plans are 
laid to take you to that particular destination—that goal. 
You know where you are planning to go. Otherwise, how 
would you ever expect to arrive there? 

As I said once before, most people have no aim—they 
are merely the victims of circumstance. They never 
planned, purposefully, to be in the job or occupation in 
which they find themselves today. They do not live where 
they do because they planned it that way. They have 
merely been buffeted around by circumstance! They 
have allowed themselves to drift. They have made no 
effort to master and control circumstances.”

Answer the following questions about the reading.

1.  Do most people think of having a purpose in life?
2.  When are people victims of circumstance?
3. Do you agree with the author that it is important to 

plan your life or do you think it is  ok to be, as the 
author says, a victim of circumstance? 

4.  How do you define success in your life?

Activity 2

Choose the word that best completes the sentence.

sociable sympathetic

outgoing romantic 

polite pessimistic

conceited fussy

optimistic selfish

1.   Someone with an excessive concern with his 
abilities, achievements, etc. is __.

2.  Someone who is friendly and enjoys the company 
of others is __.

3.  A __ person always sees things in a negative way.
4.  Little kids are __ when they are picky and difficult 

to please.
5.  Someone who tries to understand and share other 

people’s problems is __.
6.  A person who is __ is willing to try new things.
7.  Someone who sees the world as full of promise and 

possibility is __.
8.  He wanted to show that he could be __ by arriving 

with flowers.
9.  If you only worry about yourself, people will think 

you are __.
10. A __ person will hold the door open for others, 

remember their manners at the dinner table, and 
never use foul language.

In the passage above, Herbert Armstrong writes 
about the importance of defining your goals.  In 
this exercise, list different goals you would like to 
see yourself work toward during the next year or 
two. They should include goals that relate to your 
work life but can also include goals relating to 
family life, social life, etc.

Hands on! 1A

Activity 3

Glossary
Optimistic:  always seeing the bright side of things.
Outgoing: extroverted, sociable.

Pessimistic: tending to see things negatively.
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Conversation and more 
Listen to and read the conversation between Sarah and 
her daughter Angela. Look up any new words in   
a dictionary.

A: Could you help me with my homework, mom?
B:   What is it about?
A:  We have to write a biography about one  

important person from El Salvador.
B: Well, you can write about me. 
A:  Come on, mom, I’m serious. That’s only the first 

part. After writing the biography about someone, 
like a poet or a painter, we have to prepare  
a presentation.

B: When is the due date?
A:  Next Friday! I need to start working on this as 

soon as possible. Can I go to the internet cafe  
this afternoon?

B:  How long are you going to be there? I need some 
help making dinner.

A:  I think it won’t take me more than 15 minutes to 
download and print the information. 

B:  Okay, you may go, but remember that you don’t 
have permission to chat with your friends.

A: Don’t worry. I’ll be back soon. 

Later that afternoon Angela is back at home. 

B: Did you find the information?
A:  Yes, I did. It was a little bit difficult to decide which 

person to use.
B: I’m sure you made a good selection.
A: I chose Carmen Brannon Vega.
B:  Who’s she? I’ve never heard that name before.
A:  Well, her pen name was Claudia Lars. She  

was born in Armenia in 1899 and died in San 
Salvador in 1974.

B: Oh, yes. Claudia Lars is a well-known poet.

Decide whether the following statements about the previous 
conversation are true or false.

1.  It was difficult for Angela to select a person for 
her project.

2.  The real name of Claudia Lars is Sarah.
3.  Carmen Brannon was born in San Salvador.
4.  Claudia Lars lived more than 70 years.
5.  Claudia Lars was a famous painter.

Activity 4

Which of the following words have a positive meaning?

1. energetic
2. patient
3. aggressive
4. moody
5. organized
6.  rude
7. kind
8. insensitive
9. reckless
10. loyal

Activity 5

Glossary:
Organized: arranges materials, tasks, obligations, etc. in an orderly manner.
Patient: able to face difficult situations with calm and perseverance.

Reckless: without concern for risks.
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Answer the following questions.

1.  How have Sarah’s goals changed over time?
2.  At the age of 19, what was Sarah’s motivation for 

looking for work?
3.  Do you remember your personal goals at age 16? 

What were they?

Activity 8

Time to read
Read the following passage about Carolina. Look up any 
new words in a dictionary.

Carolina was fifteen when she first started working at her 
aunt’s restaurant. Her Aunt Rose taught her a lot about 
running a business. Carolina watched how her aunt 
always inspected the quality of the food, made sure that 
the customers were well attended to and also took care of 
her employees.

When Carolina first started working, she was serving 
food and drinks. After she entered the university, she 
began running the cash register. While she was studying 
at the university, Carolina only worked in the evenings. 

At the university, Carolina studied accounting. Now that 
she has graduated, Carolina does not work very much at 
her aunt’s restaurant. Instead, Carolina’s aunt hired her to 
do all the accounting for the restaurant. 

Carolina now works as an accountant for several small 
businesses. She thinks that she is especially good at 
helping small, family-run businesses because she has first 
hand knowledge about how they work.

Activity 6
Answer the following questions about the reading above.

1. What was Carolina’s first job?
2. When did Carolina begin running the cash register?
3. Did Carolina work more at her aunt’s restaurant 

before or after she graduated from the university?
4. What kind of work does Carolina do now?

Activity 7
Choose the letter that best answers each of the following 
questions related to the reading.

1.  Why does Carolina have “first hand knowledge” 
about how a small, family-run business works?

 A. Because she is handy in the kitchen.
 B. Because she has worked in a small, family-run   

      business.
 C. Because she always gives her aunt a hand.
 D. Because this was her first job.

2.  In which of the following sentences is the word “run” 
used to mean “manage”?

 A. We ran in the race.
 B. My cat was run over by a car.
 C. The rain water runs off the roof and onto the patio.
 D. Adriana’s dad is the owner of the store, but   

     Adriana runs it. 

3.  How has Carolina put her experience working in her 
aunt’s restaurant to use?

 A. Carolina does accounting for other small businesses.
 B. Carolina is opening her own restaurant.
 C. Carolina wants to buy her aunt’s restaurant.
 D. Carolina likes the restaurant business.

Glossary: 
Run: to manage in certain contexts.
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What are the professions of  each person? Match the following 
personal goals with the pictures below. 

A. “I would like to write a famous novel.”

B. “I am planning to build the largest bridge in  
the country.”

C. “I will work hard to win the World Cup.”
D. “I want to be president.”
E. “I want to discover the cure for AIDS.”

1.

2.

3.

4.

5.

Activity 9

Regular verbs end in “-ed” to form the simple past and the 
past participle. However, there are irregular verbs in simple 
past and past participle that have different endings.

Don’t forget!

Enrich your vocabulary
Read the personal goals that Sarah has had at different 
times during her life:

At the age of 5: “I want to be an astronaut when I 
grow up.”

At the age of 16: “I would like to learn English and travel 
a lot.” 

At the age of 19: “I want to get a job and save up to buy 
a car.”

At the age of 21: “I am going to get married and 
have children.”

At the age of 26: “I want to get my high school diploma.”
At the age of 28: “I want to find a job where I can 

practice my English.”
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Subject Has or  
have 

Past 
participle Complement

Carlos  has played soccer for ten years.
you have studied a lot.

she has been to China.

We have seen the movie twice.

Write the correct form of the verb in parentheses in order to 
complete each sentence.

1. Angela has __ the information about Claudia
 Lars. (print)

2. George has __ his homework. (finish)

3. They have __ the rules many times. (break)

4. We have  __ for two hours. (swim)

5. They have __ late twice during this week.(come)

6.  Sarah has  __ for several hours. (sleep)

7. You have __ too much. (drive)

8. He has __ two houses. (build)

9. I have __ the newspaper. (read)

10. The game has __ canceled. (be)

 Write “simple past” or “present perfect” according to the tense 
of each sentence.

1. She wrote the book Estrellas en el Pozo.
2. David Escobar Galindo has written many books.
3. We have studied that lesson.
4. Julio was sick yesterday.
5. Rosa has been sick for two weeks.

Language in use
Present perfect vs. simple past
Both the “present perfect” and the “simple past” refer to 
events or actions in the past. The main differences are  
as follows:

1.  The simple past refers to events that started at a 
specific time in the past and finished in the past, while 
the present perfect does not specify exactly when the 
event took place. 

Examples:
  We went to Chalatenango last month. 
(Specific time = Simple past)

  We have gone to Chalatenango. 
(Indefinite time = Present perfect)

2. The present perfect can also refer to an action that 
started in the past, continues in the present, and 
might take place again in the future. 

Examples:
  They have lived here for five years. 
(They continue living here).

  She has studied English for three years. 
(She continues studying).

The present perfect tense follows this basic structure. 
Study the examples carefully.

Activity 10

Activity 11
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Change the following sentences to make the present perfect. 
Make all the necessary changes to the irregular verbs.

1. We sent the email.
2. They worked together.
3.  Diana wrote two pages.
4. Andrea sang beautifully.
5. You swam a lot.
6. I ate breakfast.
7. Alberto attached the file.

Arrange the words in the correct order to make sentences.

1. has/ mistake / a / made / friend / my
2. manager / faxes / sent / the / two / has
3.  to / the / have / wait / employees / agreed

Write a paragraph about someone you know describing their 
character. Back up your description of that person by citing 
specific examples of their behavior.

Lesson core

In this lesson you have practiced discussing your 
plans for the future and defined your personal 
goals. You have brainstormed what success means 
to you. You have used vocabulary related to 
character traits and attitudes. You have practiced 
using “has” and “have” with the past participle to 
form the present perfect. You have also compared 
and contrasted the present perfect and the simple 
past in both speaking and writing.

Activity 12

Activity 13

Activity 14
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There are many notable Salvadorans whose work 
has been recognized not only in El Salvador but 

throughout the world. Among them are:
  Noé Canjura (painter)
  German Cáceres (composer, conductor)
  Fernando Llort (painter and sculptor) 
  Savador Salazar Arrué (novelist, poet, and  

    painter) 
  David Escobar Galindo (poet and educator)
  Claudia Lars (poet) 

  Alberto Masferrer (writer)

These creative artists represent El Salvador in 
their respective fields. The works of these and 

other artists have introduced the rest of the world 
to Salvadoran culture.

NOTABLE SALVADORANS
1. a   2. c    3.d   4. a

In the present perfect, have/has __.
a) must be followed by a past participle
b)  shows possession
c) is used alone  
d) must be followed by a gerund

Which word has a negative meaning?
a) sociable 
b)  witty  
c) cheerful  
d)  rude

Which of these sentences is not in the 
present perfect?
a)  They have a new laptop. 
b)  They have bought a new laptop.
c) They have fixed the laptop. 
d)  They have sent the new laptop.

According to Herbert Armstrong, the first 
step in reaching your goals is __.
a)  earning enough money to live
       comfortably
b)  going to collage
c) to define what success is and make
      that your goal
d)  planning ahead

Choose the letter that best answers each question or statement.

Claudia Lars
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Unit One

Activity 1
Answer the following questions about the conversation in 
complete sentences.

1.  Has Miguel started working on his  assignment yet?
2.  What is Angela going to do in order to help her 

friends with the assignment?
3.  Does Carlos think that the assignment 

is difficult?
4.  When’s the deadline for the homework assignment?
5.  When is Angela going to send the email?

Achievement indicators
 I can write a biographical passage with accuracy and creativity.

Conversation and more 
Listen to and read the conversation Angela is having 
with two of  her classmates.  Look up new words in the 
dictionary only if you cannot figure out their meanings 
from the context.

A: Hi, guys.  Have you finished the assignment about 
the biographies of notable Salvadorans? 

B: I haven’t even started it yet, Angela.
C: When’s the deadline for that assignment?
A: We’re supposed to hand it in this coming Friday
B: Oh no! We have a lot to do. It seems that most of 

the teachers don’t realize that we have more than 
one class.

A: Come on! Let’s stop complaining and get to    
work, Miguel.

C: Angela is right. That assignment is not so difficult.
A: I can help you if you want. I can email you some of 

the biographies that I’ve already downloaded so 
you can choose one and complete the assignment.

B: That sounds great. 
C: When are you going to send us the email?

When’s the deadline for that hoMeWork?

Lesson 2

 I can organize events from a biographical text with a chronological 
sequence.

Getting started!

Do you have a favorite Salvadoran author?

What’s the most recent book you have read?

Can you say your email address in English?

What are voiced and unvoiced consonants?

Alberto Masferrer
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Activity 3 Activity 4

Activity 2

Enrich your vocabulary
Look at the following picture of computer parts and accessories.

Identify the computer parts and accessories that appear in 
the picture.

Write the initials that stand for the following phrases.

1. world wide web
2. compact disk
3. read only memory
4. curriculum vitae
5. random access memory

cpu (central processing unit) cd
keyboard mouse 
cd-rom mouse pad
speaker memory stick

monitor/screen
printer

Listen to these email addresses. 

1. martinezw@yahoo.com
2. kdhernandez@pct.org.sv

Now, listen to the following email addresses. Write the email 
addresses as you hear them.

The word “email” (electronic mail) can be used either 
as a verb or as a noun. In English there are many 
words that can function either as a verb or as a noun. 
In the following examples, “email” is used as a noun:

  What’s your email address?
  I didn’t receive your email.

In the following examples, the words download 
and email function as verbs:

  I can’t download that file.
  He already downloaded the pictures.
  Please email me your resume.
  She emailed us the pictures.

Don’t forget!
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Activity 5

Time to read
Read the short biographies below about Salvadoran personalities. 

Answer the following questions based on the biographies above.

David Escobar Galindo
David Escobar Galindo was born in Santa Ana on 
October 4, 1943. He is considered one of the most 
productive contemporary poets and novelists in El 
Salvador. His poems, short stories and articles were 
published every week by the major newspapers in the 
country. His column, “Astillas de Cortés Blanco,” has 
appeared in the editorial page of  La Prensa Gráfica since 
1981.  He founded José Matías Delgado University and 
from 1990 to 1992 was a member of the government 
commission that negotiated the peace process ending 
the civil war in El Salvador.  

Some of his published works include:
“Cornamusa”(1975), “El Libro de Lilian”(1976), 
“Sonetos Penitenciales”(1980), “Oración en la 
Guerra”(1989), “Árbol sin Tregua”(1996), “El Venado y 
el Colibrí”(1996) and “Una Grieta en el Agua”(1972).

1.  Which of the two poets mentioned above is still alive?
2.  What’s the real name of  Salarrué?
3.  Who studied in Washington D.C.?
5.  Which poet participated in the peace process?
6.  Where was David Escobar Galindo born?

7.  What was the profession of Salvador Salazar  
Arrué’s wife?

8.  Which writer had three daughters?
9.  Where was Salarrué born?
10. Who is the writer of  Astillas de Cortés Blanco?

Salvador Salazar Arrué
His pen name was “Salarrué.”  He was a writer as well 
as a painter.  He was born in Sonsonate on October 22, 
1899 and died in Los Planes de Renderos on November 
27, 1975. He studied at the Corcoran School of Arts 
in Washington D.C. from 1916 to 1919.  In 1922 he 
married the Salvadoran painter, Zélie Lardé. They had 
three daughters, Olga, Aída and Maya, all three of whom 
ended up working in the field of arts. 

By the end of the 1920s, he started working as the editor 
of the newspaper “Patria.” He published “Cuentos de 
Cipotes” in the blank spaces of the newspaper. It proved 
to be a great success, although it was not published as a 
book until thirty years later.  

Salarrué’s published works include:
“El Cristo Negro” (1926), “El Señor de la Burbuja” 
(1927), “O’Yarkandal” (1932), “Remontando el Uluán” 
(1932), “Cuentos de Barro” (1934), “Cuentos de 
Cipotes” (1961), and “Mundo Nomasito” (1975). 

Glossary
Pen name: name chosen by a writer to use instead of using their real name when 
publishing books.
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Activity 7

Conversation and more
Listen to and read the following short conversations.

Conversation 1
A: Have you _(1)_ the news? Sandra _(2)_  a bonus 

this month.
B: No kidding!
A: Yes, she  _(3)_ more than _(4)_ computers this 

month.

Conversation 2
A: Will you _(5)_ for the scholarship?
B: No, I won’t. My GPA is _(6)_ low.
A: Sorry to hear that.

Conversation 3
A: I’m  planning to _(7)_ a part-time job instead of a 

full-time one.
B: Really? How come?
A: I want to _(8)_ studying.

Write the word or phrase that means the opposite of the 
words or phrases below.

1. to get a job
2. to start
3. to get a divorce
4. worse
5. a little
6. to create
7. shy
8. to wake up
9. to sit down
10. death

Some words from the transcript have been omitted.   
             Listen to these short conversations again and fill in the  
             missing words. 

“Won’t” is the contraction of “will not” and is used to 
indicate a negative action in the future.  “Be going to” 
is used to indicate the future, the same as “will”. For 
example, Megan is going to get married.

Don’t forget!

Activity 8
Answer the following questions about the short conversations.

1.  In the first conversation, Sandra was given a bonus. 
What did Sandra get a bonus for?

2.  In the second conversation, speaker B will not apply 
for a scholarship. Did speaker B get good grades or 
bad grades in school?

3.  Speaker A in the third conversation does not want a 
full time job. Why does he only want to work  
part time?

Activity 6

Glossary:
GPA: stands for “grade point average”, a number which is the average mark received 
for all the courses a student has taken.
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Enrich your vocabulary
Look at the following objects that are located in  
the office.

Complete the following sentences using the vocabulary above.

1. Where’s the __? I need to plug in my computer 
right away.

2. It’s hot in here. Why don’t you turn on the __.

3. Please throw all this garbage into the __.

4. The __ is locked. I’ll get the key.

5. The boss has posted the company announcements 
on the __.

work permit survey 
passport birth certificate

boarding pass ID 
driver’s license warranty

1. chair 
2. filing cabinet 
3. desk 
4. bulletin board 
5. chart 

6. trash can
7. water cooler 
8. light 
9. air conditioner 
10. outlet

Use the words given below to complete the sentences.

1. The date, time, and location of a baby’s birth are all 
included in the __.

2. A __ asks questions of people to get an idea of their 
opinions, habits, etc.

3. Show your __ and your __ when you are about to 
get on an airplane.

4. An __ can be any form of identification but is often a 
driver’s license or passport. 

5. When living in a foreign country, you may need a __ 
before you can get a job.

6. Make sure you have your __ before driving a car.

7. If the refrigerator breaks down, the __ covers all 
repairs for three years.

1

2

3

4

10

9

8

7

6

5

Activity 9

Activity 10
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Make questions using the present perfect. Follow the example 
below. 

Example:  (she) go shopping  
 

Answer:  Has she gone shopping?

1. (mom and dad) have dinner

2. (they) be home today

3. (you) see Eugenia

4. (they) take the test yet

5. (I) arrive late

In English, the order of words changes the meaning of the 
sentence.  Change the following sentences from statements 
into questions.

1. The photocopier has worked well today.
2. The manager has read the memo.
3. They have attended two meetings this week.
4. The accountant has added up all the figures.
5. It has been cold today.

Activity 12Activity 11

In English, the question mark is used only at the end of 
the sentence. An interrogative is a question.

Don’t forget!

Language in use
Present perfect: negative and 
interrogative forms

A. The negative form of the present perfect tense follows
      this basic structure:

Subject Have  
or has Not Past 

participle Complement

he has not slept well.
diane 
and i have not handed in the project.

andrea has not scanned the documents.

they have not filled out the forms.

B. The interrogative form of the present perfect tense
     follows this basic structure:

Have  
or has Subject Past 

participle Complement

has Brenda paid the tuition fee?
have you gone to guatemala?
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Activity 13 Activity 15
Write the past participles of these irregular verbs.

1. take
2. put
3. begin
4. catch
5. write
6. choose
7. get
8. hold
9. keep
10. teach

Write the name of the document that contains the following 
information.

1. A message or information in writing sent by one 
person or department to another in the same 
business organization.

2. This document guarantees that if the product fails, 
it will be replaced.

3. A document recording a baby’s birth.
4. Your official permission to drive a car.
5. A collection of information regarding people’s 

opinions, behavior, etc.

Write the contractions of the following words.

1. has not
2. I have
3. have not
4. she has
5. you have
6. he is
7. they are
8. they have

Review your list of goals. Consider which goals are 
currently being met by your employment situation 
right now and which goals are yet to be completed. 
Considerations should include your income, 
professional development, health benefits, as well 
as free time to spend with your family.  If you are 
not employed right now, think about what type of 
work would help you achieve your idea of success. 
Write your thoughts in one or two paragraphs.

Hands on! 1B
Activity 14

Lesson core

In this lesson you have brainstormed what kind of employment will help you 
reach your goals. You have studied vocabulary related to the workplace and 
official documents. You have studied the biographies of a couple of Salvadoran 
authors and read about their work. You have studied the negative and 
questioning forms of the present perfect tense and considered the importance 
of word order in English.
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ITALO LÓPEZ VALLECILLOS

 
Italo López Vallecillos was a poet, historian, 

journalist and editor. He was born in San 
Salvador on November 15,1932 and died in 
México D.F. on February 9,1986.  He was the 

guide of the mythical Generación Comprometida 
(Commited Generation), which was composed 

of famous poets like Roque Dalton, Manlio 
Argueta and Alvaro Menen Desleal.  In the early 
1970’s, he founded the Editorial Universitaria 

Centroamericana (EDUCA).

1. c   2. b    3. b,  c   4. d                 

What is a biography?
a) a collection of short stories 
b)  a book written about someone’s life
c) an author   
d)  any piece of fiction

Which of the following sentences is out 
of order?
a)  Has she finished the homework?
b)  She has not finished the homework.
c) Has finished she the homework?
d)  She has finished the homework.

Which of the following verbs have 
irregular past participles?
a)  play 
b)  keep 
c) take 
d)  finish

In a contraction such as didn’t, the 
apostrophe ___ .
a) shows possession  
b)  is part of the spelling
c) is not necessary 
d)  takes the place of missing letter(s)

Choose the letter or letters that best answer each question or statement.
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Unit One

Achievement indicators
 I can make an appointment with courtesy and clarity.
 I can describe past routines appropriately.

Getting started!

What is a cover letter?
How do you ask for an appointment over the 
telephone?
What is a stepping stone?
What were some of your favorite activities when you 
were a kid?

hoW aBout 3:00 p.M.?

Lesson 3

 I can effectively identify and reproduce the linked sound of “used to”.  

Conversation and more
Listen to and read the following conversation.  Look up 
any new words in a dictionary. 

A:  Handy Tools and Hardware, how can I help you?
B:  Good morning, my name is Alan Schwartz. I’m 

calling because I need a letter showing that I used 
to work at the store.

A:  Ok Mr. Schwartz, how do you spell your last name?
B:  It’s S – C – H – W – A – R – T – Z. 
A:  Let me see. Yes, here is your file. You worked with 

us from September 2004 until September 2008, is 
that right?

B:  Yes, it is.
A:  Ok, your letter will be ready this afternoon. You 

can pick it up between 2:00 and 5:00 p.m.
B:  Ok, thank you very much.
A:  You’re welcome, have a nice day.

   

Activity 1
Answer the following questions about the conversation.

1.   Where did Alan use to work?
2.  What is Alan’s last name?
3.  What time will the letter be ready for Alan to pick up?
4.  How many years did Alan work at the store?
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Language in use
Which of the following phonetic spellings refer to “used 
to” from the verb to use and “used to” meaning  
past routine?

“used to” (purpose)  vs. “used to” (past routine or 
accustomed)

Listen to the pronunciation of “used to” when it is from 
the verb “to use”.

Examples
1.  A key is used to open a door.
2.  A photocopier is used to reproduce documents.
3.  A camera is used to take pictures.

Now listen to the pronunciation of “used to” meaning 
past routine or accustomed.

Examples
1.  She used to eat a lot of candy when she was a child.
2.  She used to read two books a week.
3.  We used to go dancing every Friday night.
4.  I am used to working in the sun.
5.  He wasn’t used to getting up that early.
6.  After a while, she became used to his bad habits.

Write whether “used to” means purpose or past routine in the 
following sentences.

1.  Robert used to come late.
2.  We used to complain about that policy.
3. That board is used to place the announcements.
4.  They used to visit us a lot.
5.  The boat was used to take us to the island. 
6.  We were used to work for the project.

Activity 2

Write sentences using “used to” with the information given 
below. Remember that in most cases, you will need to make 
changes to the verb. Follow the example below.

Example:  Henry - collected stamps     
Answer: Henry used to collect stamps.

1.  Mom and Dad- went to the movies
2.  My brother - went bowling
3.  Natalie - carried a big schoolbag
4.  I - ran faster
5.  Carla and Wendy- cut flowers
6.  Ruth- planned everything in advance
7.  He- sang opera
8.  They- wrote poems
9.  Patricia- bought cookies
10. Jim and I - caught butterflies

Activity 3

If you “used to do something”, you did it for a period of 
time in the past or you did it regularly in the past but 
you no longer do it in the present.

Don’t forget!
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Time to read
What is the purpose of writing a resume 
and cover letter?  

Read the following article to answer this question.

Learning to write an effective resume and cover letter 
is very important for anyone entering the labor market. 
Your resume and cover letter should not only describe 
your education and experience but also help you get 
noticed. In the cover letter, highlight ways in which the 
needs of your potential employer will be met with your 
skill set. When there are many applicants for a job, it is 
important for your application to stand out.

The cover letter is as important as your resume and 
should always accompany it. The cover letter serves to 
introduce you and your resume to your prospective 
employer. After reading your cover letter, an employer 
will decide whether or not to read your resume and, 
hopefully, call you in for an interview.  Getting an 
interview with your potential employer is the goal of 
your resume and cover letter.

Answer the following questions based on the reading.

1. What should your resume and cover letter do?
2. What will a successful resume and cover letter earn a 

job applicant?

Write questions to the following responses. Follow the  
example below.

Example:   Mike used to watch football on 
  Monday nights.
Answer:  What did Mike use to do on 
  Monday nights?
1. Julia used to go dancing when she lived with 

her sister.
2. Susan used to go shopping when she had a car.
3. James used to go skateboarding when he was 

a teenager.
4. Rafael used to play trumpet when he was in the band.

Activity 6

Activity 4

Imagine a job that you would like to apply for. What kind of 
skills and experience do you have that would be of use to you 
in that job? What can you say about yourself that would make 
somebody want to hire you? Identify the kind of job that you 
would like to apply for and brainstorm at least six examples of 
special skills or experience that you have.

Activity 5

Glossary:
Resume:  a short written description of your education, qualifications, special skills 
and previous employment. Resume = curriculum vitae = cv.
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B:  Tiffany Hernandez.
A: 3 p.m. will be fine. We’ll see you then.
B:  Yes, I’d like to make an appointment with Mr. 

Anderson.
A: Your name, please. 
B:  Thank you. Good bye.
A: Oh, yes Mrs. Hernandez. Mr. Anderson  

was waiting for your call.  He can see you any time 
this afternoon.

B: How about 3 p.m.?
A: Good morning, Goldman Consulting Firm. May I 

help you?

Conversation and more 
Sarah is making an appointment over the phone. Listen 
to the following conversation. Keep in mind that the 
following text is out of the proper order.

Rewrite the previous conversation in the proper order.

The following are examples of telephone calls made by 
people asking to make appointments. Complete these short 
conversations using the words given below.

Arrange the words to form two different sentences. One sentence 
should be a question and the other should be a statement.

1. have/ busy/ this/ been/ you/ week
2. meeting/ the /begun /has
3. they’ve/ new/ to/ a /office/ moved
4. answered/ all /questions/our /she’s

somebody appointment 
services personnel

how an 
morning morning

may make

A:  Good _(1)_, Dixon Corporation. _(2)_  I help you?
B:  Good morning, may I please  _(3)_ an appointment 

to see the  _(4)_ manager?

A:  Hudson Services. _(5)_  may I  _(6)_ you?
B:  I’d like to set up an _(7)_ with Mr. Ron Hudson.

A:  Good morning, Global Logistics. How can I direct 
you call?

B:  Yes, I would like to schedule  _(8)_ appointment 
with  _(9)_ who can give me information about the 
_(10)_ you offer in Central America.

Activity 7

Activity 8

Activity 9
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Enrich your vocabulary
Learn these two-word verbs:

Complete the following sentences using the corresponding 
two-word verb from the vocabulary list.

1.  You’re in inside the house all day.  You really  
should __.

2.  __ the car. Everything is packed, and we’re ready 
to go.

3.  What time do you __ the bus in the morning?

Complete the sentences with the two-word verbs in the box. 
Remember that you might need to alter the tense of  the verbs. 

call for call off figure out

go over give in look for

1.   The police didn’t __ the search until the suspect 
was found.

2.   Before beginning the game, let’s __ the rules.
3.   I tried to resist a second serving of ice cream but in 

the end I __.
4.   We have been __  you all day.
5.  The recipe __ 2 cups of heavy cream.
6.   I can’t __ how they got that engine 

running again.

get on

get off

get in

get out

Write one or two paragraphs about a real or an imaginary 
vacation. Use all of the two-word verbs listed above in the 
past tense.

Activity 10

Activity 12

Activity 11
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1. What did Paola use to do when she was in school?

Answer the following questions. Follow the example.

Example:  What did Mario use to do when he 
  was younger? 
Answer:  Mario used to go surfing when he   
  was younger.

2. What did Rodolfo use to do when he was on vacation?

Answer the following questions about the conversation.

1.  What did Granddad and Uncle Billy used to 
do together?

2. Melissa appears in a picture with what kind of  
sports team?

3. Where was the old house where Aunt Rachel used 
to live?

4. How did Melissa’s mom wear her hair in high school?
5.  Instead of playing sports, what did Aunt Rachel do?

Conversation and more
Listen to the conversation between Melissa and her  
Aunt Rachel.

Activity 13

Activity 14

3. What did Rosa use to do when she was a kid?

4. What did your family use to do when you lived 
in Virginia?
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In this lesson you have practiced using “used 
to” to describe something that happened in the 
past over a period of time but no longer happens 
now. You have compared the pronunciation of 
“used to” when it refers to an action in the past 
or when it refers to the way in which someone 
or something is used (“to be used to”). You have 
considered the ingredients of a successful resume 
and cover letter and have reviewed vocabulary 
related to job applications and appointments.

Lesson core

Glossary:
Stepping stone: something used to aid progress or advancement.

Now mention five things you used to do when you were a 
kid. Start your sentences with “I used to…”

What did your friends or members of your family use to do 
when they were kids? Write five sentences. 

Example: 
My mom used to roller skate when she was a kid.

A stepping stone is something that someone uses to 
help them get where they’re going. In this exercise, 
come up with possible stepping stones that could 
help you reach your professional goals. A stepping 
stone is not a destination but part of a path toward 
a goal. A job that provides good experience even 
though the conditions are not ideal could be a 
stepping stone toward something better. Another 
example could be special training in your field of 
interest. List two or three specific stepping stones 
that could help you reach your personal goals.

Hands on! 1C

Activity 15

Activity 16
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INTERNATIONAL LANGUAGES
Answers:
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1. b   2. b    3. d   4. b

There have been many international languages 
throughout history.  Latin, for example, was once 
the primary language of communication between 
people from different countries within the vast 

Roman Empire. Educated people spoke not only 
the vernacular (their local language or dialect) 
but also learned Latin which allowed them to 

read documents by foreigners and participate in 
international commerce, culture, politics, etc.

Today, as in the past, many companies have 
operations in different parts of the world. Imagine 

an office in El Salvador that coordinates with 
offices in Germany and Taiwan. Instead of the 
representatives in all three countries learning 
Mandarin, German, and Spanish, it is likely that 

representatives from the three different countries 
will speak to each other in English. 

To make an appointment, you need  
to indicate:
a)  Where your cover letter is.  
b)  Who you want to see.
c) The parts of your resume.  
d)  How to fill out an application.

My dad ___ the bus at 6 p.m. when he 
comes home from work.
a)  gets on
b)  gets off
c)  gets in
d)  gets out

In the sentence, “He used to stay up 
late.” What does “used to” indicate?
a)  purpose  
b)  appointment
c) need  
d)  past routine

“We used to eat a lot of tacos” means….
a)  We used a lot of tacos when we 
      were eating. 
b)  We frequently ate a lot of tacos in the past.
c)  We are eating a lot of tacos and will 
      continue doing so.
d)  We have used a lot of tacos.

Choose the letter that best answers each question or statement.
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Achievement indicators
 I can successfully identify trait-related language.

Getting started!

Why are first impressions important?
If you were going to hire somebody, what kinds of 
attitudes and characteristics would you look for?
How should you prepare yourself for a job interview?

What is your ideal joB?

Lesson 4

 I can successfully identify key words and specific information in 
audio interviews.

Conversation and more
Listen to and read the following conversaion. Look up 
any new words in a dictionary.

A: I just got a phone call, and they asked me to come 
in for an interview, Doris!

B:  Congratulations, Marta! Where is the interview?
A:  The interview is at a law office in the city. I have an 

appointment for 2:30 p.m. tomorrow afternoon.
B:  Are you ready?
A:  I think so.  I want to know more about the job. The 

advertisement said that they were looking for a 
bilingual secretary but it did not give very many 
other details. I’ll answer any questions they have 
about me. I’m not worried.

B:  That’s good. I hope it goes well.
A:  Thanks.

Activity 1
Answer the following questions about the conversation.

1.  What time is Marta’s appointment tomorrow?
2.  What kind of job is Marta applying for?
3.  Does Marta know very much about the job?
4.  Where is Marta’s interview tomorrow?
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Enrich your vocabulary
Study the following pictures of professionals in their 
workplaces.  Do you wish to do any of these things?

Identify the profession of the people in the photographs. 
Choose from the words below.

writer mechanic 

accountant truck driver

physical therapist carpenter

Activity 2

Activity 3
Complete the following sentences with the professions from the 
box below.

1.  We hired a __ to build a closet in my bedroom.
2.  My dad works as a __. He knows a lot about cars.
3.  Alberto Masferrer is a Salvadoran __. 
4.  My cousin works for a professional soccer team as 

a __. She helps injured players recover and avoid 
repeat injuries. 

5.  Businesses usually hire an __ to help them pay  
their taxes.

writer accountant truck driver

mechanic  carpenter  physical therapist

Activity 4
Answer the following questions with your own information.

1. How often do you read for fun?
2. How much do you know about auto-mechanics?
3. Have you ever helped build a home?
4. What kinds of sports do you play?

1. 2.

3.

4.

5.
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Time to read
Read the excerpt about common cover letter mistakes taken from 
a survey posted on  www.careerbuilder.com .
Look up any new words in a dictionary.

In a national survey, 600 hiring managers and human 
resources personnel were asked what they look for in a job 
applicant.  One of the most common responses was best 
summarized by Melanie Prinsen, a vice president of human 
resources, who said, “Applicants must use a cover letter!” 
“Cover Letters are very influential, and a well-written letter 
can grab an interview just on its own merit,” says Jim, a human 
resources manager for Cingular. “It’s too bad most job hunters 
are so lazy they don’t write one. That’s a mistake no savvy job 
hunter wants to make.” 

Answer the following questions about the reading.

1.  According to Jim, why don’t most job hunters write 
a cover letter?

2.  In his article, what does the author say that the first 
sentence of you cover letter should summarize?

3.  Why shouldn’t you rely on spell-checkers?

Some other common mistakes related to cover letters include:

1.  Losing them with your first sentence:
 Imagine yourself with 300 resumes to sort through 

and 295 start their cover letter this way: “I’m applying 
for the job I saw on your Web site.” (Or “in Sunday’s 
newspaper.”) According to the survey results, a cover 
letter and resume only get a 15-second glance, so your 
first line either grabs the reader’s attention or loses it. 
Hiring managers prefer you use a powerful first sentence 
that summarizes the best skills and experience you can 
bring to the job. For example: ‘Five years of experience as 
a high tech project manager with a proven track record 
of being on time and within budget is the background 
I’d bring to your position.’ 

2. Letting careless errors make a bad impression:
 Managers repeatedly said, “I stop reading when I 

see typos and spelling mistakes.” Stephanie, a human 
resource manager who has hired over 500 people, 
confirmed, “Once I see a typo, I know that this is NOT a 
person we want to hire into our organization.” Don’t rely 
on spell-checkers. Proofread very carefully since spell-
checkers correct misspellings but they don’t correct 
wrong word usages such as using the word “sea” when 
you meant to write “see.” 

Come up with answers to the following questions.  Ask your 
family and friends what their opinions are.  

1.  How should you prepare for a job interview?
2.  What work experience do you have that you would 

like to build on?
3. How important is your appearance when applying 

for a job? Are there jobs in which appearance 
doesn’t matter?

Activity 6Activity 5
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Punctuation marks include: comma (,), period (.), colon (:), semicolon (;), question mark 
(?), exclamation point (!), apostrophe (‘), hyphen (-), slash (/), parentheses (),  asterisk (*), 
quotation marks (“ “), under score (_).

Don’t forget!

Conversation and more
Below is the question and answer session from a seminar on 
techniques for getting a better job. Today’s topic is job interviews. 
Some words have been omitted from the transcript.  Listen to 
and read the dialogue below..

A:  Now I will take some of your questions. 
B:  How long does an interview last?
A:  Some say only _(1)_ minutes matter, regardless of 

the actual length of the interview.
B:   Why is that?
A:  If you have not presented yourself in a credible and 

professional manner within the first 5 minutes of 
the interview, it is going to be difficult to regain the 
interviewer’s _(2)_ in you and your resume.

C:  What is it that you need to show in the first 5 
minutes of the interview?

A:  Within the first 5 minutes of your interview, you 
need to have _(3)_ the interviewer that:

   You are _(4)_ and professional. 
   You are a serious contender for the job. 
   And that you are in control of yourself during

     the interview.
C:  So, what is the interviewer _(5)_ for in 

the interview?
A:  The interviewer will probably take note of:
   Your appearance 
   How you introduced yourself 
   Your posture and composure  
   Your eye contact 
   And aspects about your personality.  
D:  How do you suggest that people prepare _(6)_ for 

an interview?
A:  Interviewers are interested in finding people who 

are competent and able to present themselves well 
during the interview.  You should definitely be 
prepared to answer questions about your _(7)_ as 
it relates to the job you’re applying for. Before the 
interview, think about how you want to present 
yourself. A little _(8)_ can make a big difference.

Listen to the excerpt again and identify the missing   
             words from the transcript.

Activity 8

For this activity you will need to work with a partner. One 
person will interview the other about his work history and 
aspirations. After the interview, the interviewer should be 
able to describe to the class his partners’ work history and 
employment goals as well as make recommendations for how 
to meet those goals. The following are some  
sample questions.

1. What is it that you do for work?
2. Where are you currently working? 
3. What kind of work are you most interested in?  
4. What was your first job?
5.  What is your ideal job?  
6. Do you need any special training or degree to be 

able to get your ideal job?

Activity 9

Activity 7

Add the suffix  “-er” to the following verbs.  Which part of 
speech do these verbs become by adding “-er”?

1. interview
2. teach
3. write 
4. speak
5. paint
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Enrich your vocabulary
Study the following pieces of office supplies.

Based on your skills, experience, training, etc., what is the best job for you right 
now? This does not have to be the same job you will have in ten years. It might be 
a stepping stone to prepare you for a better job in the future. Write down a list of 
jobs you feel you are ready for. Your list should include jobs that will present you 
with new challenges and build on your existing skills and experience.

Hands on! 1D

paper clips

staples

rubber bands

folder

glue

scotch tape

thumbtacks

masking tape
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Language in use
To be used to something 
Do not confuse “used to do something”, which refers 
to the past, with “be used to something” which means 
accustomed and can refer to the present.

When you used to do something, it happened in the past 
but is no longer practiced.

When you are used to something or are used to doing 
something, you have experienced it regularly and it does 
not seem strange, new, or difficult.

Examples:
1.  I am used to getting up early. (I usually get 

up early.)
2.  He is used to low temperatures. (He is accustomed 

to low temperatures.)

Notice the difference in meaning between these  
two sentences:

1.  She used to eat spicy food. (She ate spicy food in 
the past but she does not do it now.)

2.  She is used to eating spicy food. (She eats spicy 
food regularly.)

Use “be used to” to form complete sentences. Remember to 
change the verb accordingly. Follow the example below.

Example:   We – listen to classical music
Answer:  We are used to listening to classical music.

1.  They – walk long distances
2. She – live in a small town
3. I – travel by bus
4. Guadalupe – cook Chinese food
5.  We – work overtime

If you use a verb after “be used to,” be sure to add “-ing” 
to it. Also, because neither “used to” (actions in the 
past) nor “be used to” (accustomed) are derived from 
the verb to use [juz], both are pronounced [jus tu].

Don’t forget!

Look  at the picture below and write a possible conversation 
between the two people.

Activity 10

Activity 11
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Read the sample cover letter below and think about the following questions.  Be ready to discuss them with your tutor.

1. How does Kimberly try to grab the reader’s attention?
2. Do you get a sense of who Kimberly is and what she is like?
3. Would you describe the tone of Kimberly’s cover letter as formal or informal?
4. Kimberly does not mention any formal education. Does she demonstrate that she has anything special skills to offer?
5. Would you want someone like Kimberly running your office?
6. Is Kimberly responding to a specific job advertisement?

In this lesson you have discussed job interviews and the importance of making a good 
impression. You have considered the importance of grabbing the reader’s attention 
with a cover letter. You have practiced using “used to” to mean accustomed to. In this 
lesson you have also thought about what kind of employment would bring you closer 
to reaching your personal and professional goals.

Lesson core

Activity 12

444 Beach Street, #7
West Lakeland Park, AZ 22435

May 13, 2006
Mr. Frank Randall, Partner
Randall, Jerneys and Calpert Inc.
101 Stratford Drive
Tempe, AZ 12345

Dear Mr. Randall,

There’s a reason why:
  Friends hand me the dinner bill to divvy up
  My checkbook always balances at the end of each month
  My three kids are never late for events
  Community groups look to me to organize events

I’m a “detail person” — the kind of person you need as your administrative assistant.
For the last five years, I’ve handled all the scheduling, finances, and logistics for my family of five. It’s time for 
me to get back into the corporate work force and put my organizational talents to use there.

I’ll contact you in the next few days to see if you or one of your associates needs an assistant.

Thank you!

Kimberly Lee
tel. (208) 662-1224
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TAKING A RISK

Answers:

UNIT 1
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1. c   2.  d    3. b   4. c

Different people have a different tolerance for 
risk. Sometimes, taking the less secure path can 
pay off. The problem with risk is that the greater 

potential for reward accompanies a greater 
potential for loss.Take, for example, a couple with 
two kids, a mortgage, and a car loan.  They might 
have a lower tolerance for risk than a young law 
student living at home. The student might chose 
to volunteer at a prestigious law office instead 
of looking for paid employment elsewhere. The 
possibility is that he might get hired some day 
at the prestigious law office. The risk is that he 
never gets hired there and is wasting his time. 

Because of their financial obligations, the couple 
cannot afford to take much risk. Because of their 

situation, they have a lower tolerance for risk.

“We used to go to the lake” means …
a)  we go to the lake often.
b)  we don’t go to the lake any more  
 but in the past we went often.
c) we went in the past and continue  
 to go to the lake.
d)  we love going to the lake. 

“I’m used to hearing that noise” means…
a) the noise bothers me a lot. 
b)  the noise is too loud.
c) in the past I heard that noise. 
d)  I hear that noise a lot.

I am used __ a big breakfast only on 
Sundays.
a)   eaten    
b)  ate
c) to eating  
d)  to eat

An office supply used to keep papers 
nice and neat is a ___ .
a)   glue 
b)  scotch tape 
c) folder
d)  staples

Choose the letter that best answers each question or statement.
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Unit One

Achievement indicators
 I can talk about someone’s life using proper vocabulary and grammar.

Conversation and more 
Listen to and read the conversation between Judy and her 
daughter Angela. Look up any new words in a dictionary.

A:  Mom, why do you want me to go with you to your 
job today?

B:  Because today is a big day at work. We will have 
the opportunity to travel out of the country.

A:  Really? Where are we going?
B:  Now don’t get too excited. The new company that 

I am working for is sending me to Miami for a two-
week training course in the use of the new product 
that will be importing.

A:  Wow! And I can go with you?
B:  That’s the idea. But first they want to meet you. 

They need to interview you.
A: Ok! What should I wear? Can I put a little  

makeup on?

Answer the following questions.

1. Why is Angela so excited?
2. Where is Judy going to receive her training?
3. How long will the training last?
4. What will the training be in?
5. What does Angela want to put on?

Getting started!

Do you like to travel?
What country would you like to visit? Why?
What occupations can you name in English?

have you ever Been to the states?

Lesson 5

Activity 1

 I can write a letter expressing personal goals with clarity 
and neatness. 
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Now that you have a list of the types of jobs you 
would like to apply for, it is time to search for job 
openings and possible sources of employment. 
Search newspapers, internet job postings, and talk 
with friends. Perhaps there is a place that interests 
you but has not advertised job openings, such places 
should also be considered during your job search.

Focus on work that brings you closer to meeting 
your long term goals. Sometimes, a lower paid job 
that gives you valuable experience in your field of 
interest may be better in the long run than taking a 
job that pays more but doesn’t bring you any closer 
to your long term employment goals. 

Find one job opening or place of employment that is 
of interest to you. Learn as much as you can. What 
are they looking for in a candidate? What details do 
they give about the job? When is the  
application deadline?

Hands on! 1E

Conversation and more
Read the following short conversations.  Look up any 
new words in a dictionary.

Conversation 1
A:  Can I borrow your car this afternoon?
B:  It is actually my dad’s car, and he is going to need it.
A:  That’s ok. I will see if I can use my brother’s pickup.

Activity 2
In the conversation above, the nouns “dad” and “brother” include 
“’s” to show possession. Complete the sentences below by including 
“’s” with noun in parenthesis. Follow the example below.

Example:  This is my (family) land.
Answer:  This is my family’s land.
1. That is my (neighbor) car.
2. The (lady) purse was found in the bathroom.
3. The (school) principal is Mr. Harrison.
4. The festival will be in the (town) central park.

Conversation 2
A:  There will be an owners’ meeting tomorrow 

morning for all the members of the condominium. 
Can you come?

B:  I don’t have much time in the mornings because I 
have to make my kids’ lunch before going to work. 

A:  No problem, I will let you know what happens.

Activity 3
In the conversation above, the nouns “kids” and “owners” 
include an apostrophe (‘) at the end to show possession. When 
showing possession with plural nouns, add “’” and not “’s”! 
Complete the sentences below by including “’” to the noun in 
parenthesis. Follow the example.

Example:  This is my (parents) house.
Answer:  This is my parents’ house.

Show possession for plural nouns that do not end 
in “s” such as children by adding “’s”, just like for 
singular nouns. 
This is the children’s playground. 
The reason that possession for plural nouns such 
as “kids” and “visitors” is shown with only an 
apostrophe is to avoid doubling the “s”. 

What for?

1.  The (construction workers) pickup is blocking   
my driveway.

2.  The (employees) health plan covers their family 
members too.

3.  We have a place where (visitors) bags are kept safe.
4.  The (students) teacher is Ms. Stetson.
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Time to read
Read following example of a cover letter template. This can be used as a starting point for your own cover letter. You do 
not have to follow this model exactly, but use it simply as a guideline.

Write an opening paragraph for a cover letter using the 
guidelines above.  This cover letter should be aimed at the 
job opening that you chose in Hands on! 1E.

Activity 4

The goal of a cover letter is to get the attention of the 
person who is hiring. A successful cover letter will make an 
employer want to read your resume. Don’t underestimate 
the importance of a well written cover letter.

Don’t forget!

Glossary:
Template: a template is a model or guide.

Your street address 
Your city, state 
Today´s date

Contact’s name
Contact’s title
Company name
Company street address
Company city, state, zip code

Dear Ms./Mr. CONTACT,
The first sentence should grab the reader’s attention.  In the first paragraph, state who you are and 
demonstrate that you have researched the job you are applying for.  The goal of this paragraph is to grab 
the reader’s attention and inspire her/him to read further. Say why you’re contacting the person and 
mention where you learned about the job.  
In the second and third paragraphs tell the reader more about yourself, particularly why you’re an ideal 
match for the job. Summarize why you are the candidate they are looking for.
The last paragraph is your goodbye.  Thank the reader for her/his time.  Give a time when you will be 
contacting them by phone or mention that you look foreword to their reply.

Sincerely,

[sign here]

Your name typed
Your telephone number
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Conversation and more 
In the following activities you will answer questions 
about yourself. Taking time to think about your academic 
and vocational strengths will help you in writing about 
your skills. 

Answer the following questions using  complete sentences.

1.  What is or was your favorite subject in school?
2.  Do you have any hobbies?
3.  Do you have any special vocational skills such 

as auto mechanics, carpentry, horticulture, 
landscaping, etc? If so, describe them in detail.

4.  Do you see yourself getting a university degree to be 
able to work in a certain field?

Activity 5

Listen to the following five questions. During the pause,  
             write down your answer.

Activity 6

Listen to the following questions and answers. Then   
             choose the best answer.

1.  How long did Nancy study last night?
 A. 1 hour
 B. 2 hours
 C. 15 minutes
 D. a half hour

2.  When did Doug move to Santa Ana?
 A. about 10 years ago
 B. last year
 C. 2 years ago
 D. about 5 years ago

3.  Why did Mike decide to study journalism?
 A. He wants to be a reporter.
 B. He likes to read the newspaper.
 C. His mom was a newspaper reporter.
 D. He likes the news.

4.   Where is Greg going for the third time this year?
 A. Mexicanos
 B. Metapán
 C. Mexico
 D. Massachusetts
 

Activity 7
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Enrich your vocabulary 
Look at the following pictures containing types of jobs.

waiter waitress 
dish washer repairman

painter lawn mower 
assembly worker pizza delivery man

executive typist

Complete the sentences using the word or phrase in parenthesis. 
Remember to use the correct form of  the verb.

1. Rose used to  __. (paint houses)

2. Alfredo has __ before. (assemble computer 
components)

3. Doris __ the dishes yesterday.(wash)

4. Stanley used to __. (fix things)

5. Frances will __ dinner tonight. (fix)

Can you identify which of these workers are represented in the 
previous pictures?

Write five chores that you are responsible for doing at home.

Activity 10

Define each of the following professions.

1. butcher
2. lawyer
3. electrician
4. baker
5. waiter/waitress 
6. housekeeper

7.  journalist / reporter
8. custodian / janitor
9. police officer
10. plumber
11. real estate agent
12. receptionist

Activity 8

Activity 9

Activity 11

1.

2.

3.

4.

5.
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Language in use
Possessive form of nouns 
In English, possessives are formed from singular nouns 
by adding -’s.

Examples:  
1. Ken’s calendar (the calendar belongs to Ken)
2. the dog’s tail (the tail belongs to the dog)

In this case, the apostrophe does not indicate a 
contraction but possession.

Possessive form of plural nouns 
When you have a plural noun that ends in the letter -s, 
such as “kids” or “citizens”, make them possessive by 
adding an apostrophe (‘) after the final -s.

Example: The kids’ bedroom or the boys’ shoes

For irregular plurals like men, cattle, children, etc. that do 
not end in the letter -s, show possession with -‘s as you 
would for singular nouns.

Examples: 
1. The men’s chairs. 
2. The children’s toys. 
3. The cattle’s food stocks.

Show possession by adding -’s to the nouns. Follow the 
example below.

Example:  Roger  -  desk    Roger’s desk 

1. Victor – house

2. Antonio – father

3. Evelyn – Ipod

4. Martha – office 

5. Roberto – car 

Activity 12
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Write the possessive form of nouns. Follow the example below.

Example: This shirt belongs to Fred.  
Answer: It’s Fred’s shirt.

1. This application belongs to Natalie.
2. This stapler belongs to my parents.
3. Those tools belong to Jacob.
4.  That CD belongs to Vincent.
5.  Those sandwiches are for the doctors.

Activity 15Activity 13
Answer the following questions with your own information.

1. What kind of job would you like to have?
2. What special training would help you get your  

ideal job?
3. What skills do you have that would make you 

attractive to an employer?
4. Would you prefer to be self-employed or to work 

for a company?

Activity 14
Rewrite the following sentences by adding “’s” or “’” to the noun 
in parenthesis to show possession.

1.  All of my (neighbors) cars are parked on the street.
2.  I am going to buy my (dog) food.
3.  The (workers) paychecks will be available on Friday.
4.  My (car) front tires need to be replaced.
5.  The (passenger) side of the car got damaged in   

the accident.

Activity 16
Write a short autobiographical paragraph that discusses the 
kind of work you enjoy and your work experience in general. 
Use your imagination and consider how your past experiences 
could be useful to you in the type of job you would like to have.

Lesson core

In this lesson you have considered how the 
first several minutes of a job interview are the 
most important. You have looked at examples 
of cover letters and have brainstormed the ideal 
job for you. You have used vocabulary related 
to professional occupations and the office 
environment. You have also practiced showing 
possession with both plural and singular nouns.
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1 3

2 4

THE MAYANS

Answers:1. d   2. a    3. a   4. b

Which sentence indicates that the laptop 
belongs to Rodrigo?
a) Rodrigo’s laptop is over there.
b) Rodrigo is looking for a good laptop.
c) The laptop is with Rodrigo.
d)  Rodrigo brought a laptop.

This food belongs to all my dogs.  
It’s my ___.
a) dogs’s food
b)  dogs’ food
c) dog’s food
d)  dog food

What should you do in the first sentence 
of a cover letter?
a)  You should grab the reader’s attention.
b)  You should say goodbye to the reader.
c)  You should ask for an interview.
d) You should describe your hobbies.

Which of the following is an appropriate 
phrase to put in a cover letter before 
signing your name?
a)  Catch you later,
b)  Thanks for reading my letter,
c)  I really need you to give me this job,
d)  Sincerely,

Choose the letter that best answers each question or statement.

 
Many travelers come to Central America to 

visit Mayan ruins. The Mayans were masters 
of mathematics and astronomy. They kept 

track of time and the movement of the planets 
using different sets of calendars. One of these 
calendars is the Long Count calendar which will 
reset on December 21st, 2012. Members of the 
New Age movement believe that this date marks 
the end of time and beginning of a new world. 
However, many students of Mayan history and 
culture dispute the historical accuracy of that 

interpretation.
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Answer Key

Lesson 1
Activity 1:  Answers may vary.
Activity 2:  Answers may vary.
Activity 3:  1. conceited 2. sociable  3. pessimistic   

 4. fussy 5. sympathetic 6. outgoing    
 7. optimistic  8. romantic 9. selfish   
 10. polite

Activity 4:  1. True 2. False 3. False 4. True  5.False
Activity 5:  1, 2, 5, 7, 10  

Activity 6:  Answers may vary.
Activity 7:  1. B  2. D  3. A
Activity 8:  Answers may vary.

Activity 9: 1. A  2. D  3. C  4. E  5. B 
Activity 10:  1. simple past 2. present perfect   

 3. present  perfect 4. simple past   
 5. present perfect.

Activity 11:  1. printed 2. finished 3. broken 4. swum  
 5. come 6. slept 7. driven 8. built 9. read  
 10. been

Activity 12: 1. My friend has made a mistake .  
 2. The manager has sent two faxes.   
 3. The employees have agreed to wait.

Activity 13:  1. We have sent the email. 2. They have   
 worked together. 3. Diana has written   
 two pages.  4. Andrea has sung   
 beautifully.  5. You have swum a lot.   
 6. I have eaten breakfast. 7. Alberto has   
 attached the file. 

Activity 14: Answers may vary.

Lesson 2
Activity 1:  1. No, Miguel has not started working   

 on his homework yet. 2. Angela is going  
 to email Miguel and Carlos some   
 biographies.  3. No, Carlos doesn’t think  
 that the assignment is difficult.  4. The   
 deadline for the homework is this   
 coming Friday. 5. Angela is going to   
 send the email this afternoon.

Activity  2:  Answers may vary.
Activity 3:  1. www 2. cd 3. rom 4. cv 5. ram 

Activity 4:  1. washingtontaxi@gmail.com   
 2. jimwalton@hotmail.com.sv   
 3. anne_cumberland@state.gov  
 4. reneperez@yahoo.com.mx

Activity 5:  Answers may vary.
Activity 6:  1. heard 2. got 3. sold 4. 100 5. apply   

 6. too 7. get 8. continue 
Activity 7:  1. to lose a job 2. to finish (to end) 3. to   

 get married 4. better 5. a lot 6. to destroy  
 7. outgoing 8. to fall asleep 9. to stand   
 up  10. birth

Activity 8: 1. selling over 100 computers 2. bad   
 grades 3. to continue studying

Activity 9:  1. outlet 2. air conditioner 3. trash can  
 4. filing cabinet 5. bulletin board

Activity 10:  1. birth certificate 2. survey 3. passport,   
 boarding pass 4. ID 5. work permit  
 6. driver’s license 7. warranty

Activity 11:  1. Have mom and dad had dinner?   
 2. Have they been home today? 3. Have  
 you seen Eugenia? 4. Have they taken   
 the test yet?  5. Have I arrived late?

Activity 12:  1. Has the photocopier worked well   
 today?  2. Has the manager read the   
 memo? 3. Have they attended two   
 meetings this week? 4. Has the   
 accountant added up all the figures?   
 5. Has it been cold today?

Activity 13:  1. taken  2. put  3. begun  4. caught   
 5. written  6. chosen  7. gotten  8. held   
 9. kept  10. taught

Activity 14:  Answers may vary.
Activity 15: 1. memorandum 2. warranty 3. birth   

 certificate 4. driver’s license 5. survey

Lesson 3
Activity 1:  Answers may vary.
Activity 2:  1. past routine  2. past routine     

 3. purpose 4. past routine  5. purpose    
 6. purpose

Activity 3:  1. Mom and Dad used to go to the   
 movies. 2. My brother used to go   
 bowling. 3. Natalie used to carry a big   
 schoolbag. 4. I used to run faster.   
 5. Carla and Wendy used to cut flowers. 
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Answer Key
 6. Ruth used to plan everything in   
 advance. 7. He used to sing opera.   
 8. They used to write poems. 9. Patricia   
 used to buy cookies.  10. Jim and I used  
 to catch butterflies. 

Activity 4:  Answers may vary. 
Activity 5:  Answers may vary.
Activity 6:  1. What did Julia use to do when she   

 lived with her sister? 2. What did Susan  
 use to do when she had a car? 3. What   
 did James use to do when he was a   
 teenager? 4. What did Rafael use to   
 play when he was in the band?

Activity 7:  8, 3, 4, 1, 6, 7, 2, 5
Activity 8:  1. morning 2. May 3. make 4. personnel  

 5. How 6. help 7. appointment 8. an   
 9. somebody 10. services

Activity 9:  Answers may vary.
Activity 10:  Answers may vary.
Activity 11:  1. call off  2. go over  3. gave in    

 4. looking for  5. calls for  6. figure out
Activity 12:  1. get out  2. Get in  3. get on
Activity 13: 1. Paola used to study hard when she   

 was in school.  2. Rodolfo used to go to   
 the beach when he was on vacation.    
 3. Rosa used to eat too much when she   
 was a kid.  4. My family used to go   
 on picnics when we lived in Virginia.

Activity 14:  Answers may vary.

Activity 15: Answers may vary.

Activity 16: Answers may vary.

Lesson 4
Activity 1:  Answers may vary.
Activity 2:  1. truck driver  2. writer  3. carpenter  

 4. accountant 5. mechanic
Activity 3:  1. carpenter  2. mechanic  3. writer    

 4. physical therepist  5. accountant
Activity 4:  Answers may vary.
Activity 5:  1. Most job hunters don’t write a cover   

 letter because they’re lazy. 2. According   
 to the author, the first sentence should   

 summarize the best skills and    
 experience you can bring to the job.   
 3. You shouldn’t rely on spell checkers   
 because they do not correct wrong   
 word usages.

Activity 6: Answers may vary.

Activity 7:  1. the first fire 2. interest 3.  shown   
 4. capable 5. looking 6. themselves   
 7. experiences 8. preparation

Activity 8:  nouns; 1. interviewer 2. teacher 3. writer  
 4. speaker 5. painter

Activity 9: Answers may vary. 
Activity 10:  1. They are used to walking long   

 distances.  2. She is used to living in a   
 small town. 3. I am used to traveling   
 by bus.  4. Guadalupe is used to cooking  
 Chinese food. 5. We are used to  
 working overtime.

Activity 11:  Answers may vary.

Activity 12:  Answers may vary.

Lesson 5
Activity 1:  1. Angela is so excited because she   

 might travel outside of the country.   
 2. Judy is going to receive her training   
 in Miami. 3. The training will last for   
 2 weeks.  4. The training will be about   
 the use of a new product.  5. Angela   
 wants to put on makeup.

Activity 2:  1. nwighbor’s 2. lady’s 3. school’s 4. town’s
Activity 3:  1. construction workers’ 2. employees’   

 3. visitors’ 4. students’

Activity 5:  Answers may vary.
Activity 6:  Answers may vary.
Activity 7:  1. B 2. D 3. A 4. C
Activity 8:  1. executive 2. lawn mower 3. waitress   

 4. typist 5. dish washer
Activity 9:  1. paint houses 2. assembled computer   

 components  3. washed  4. fix things    
 5. fix
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Hands on!

“Job preparation”

Purpose

In this project you will write a complete cover letter designed with a specific job or employer in mind. At this point, 
you have carefully considered where you want to go in your professional life and brainstormed different possibilities 
to help get you there.  

Theory and practice

A cover letter is the introduction to your resume. It should grab the reader’s attention and make him want to read 
your resume. Both the cover letter and the resume are crucial to your success in finding a job.

Development

Follow the template on page 45 to design your cover letter. In the body of the letter, remember that you not 
only want to spark the reader’s interest in you but also give her or him reason to believe that you are an excellent 
candidate for the job. 

Wrap up

A cover letter should be short and to the point. It should be no longer than one page.  It should focus on the 
requirements of the position and how you can fulfil them.  Use professional vocabulary and make sure that all the 
spelling and grammar is correct.  After finishing your cover letter, it is a good idea to set it aside and return to it later 
for a fresh read.  Putting some time between writing the cover letter and the final edit will increases your chances of 
eliminating errors.

Answer Key

Activity 10:  Answers may vary.
Activity 11:  Answers may vary.
Activity 12:  1. Victor’s house 2. Antonio’s father   

 3. Evelyn’s Ipod 4. Martha’s office   
 5. Roberto’s car 

Activity 13:  Answers may vary.

Activity 14:  1. neighbors’  2. dog’s  3. workers’  4. car’s   
 5.  passengers’.

Activity 15:  1.It’s Natalie’s application. 2. It’s Betty’s   
 my parents’ stapler. 3. They’re Jacob’s   
 tools.  4. It’s Vincent’s CD.  5. They’re   
 the doctors’ sandwiches 
  

Activity 16:  Answers may vary.
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Resources

For more information about cover letters:

www.trincoll.edu/depts/career/guides/cover_lt     
 www.eresumes.com/tut_ecoverletters.html 
 www.e-cv.com/submit.html 
 http://jobsearchtech.tqn.com/LIBRARY/WEEKLY/aa092997.htm 
 www.careerbuilder.com 
 www.about.com 

For more information about other English topics:

www.englishclub,com/ 
www.Livemocha.com 
http://owl.english.purdue.edu/handouts/esl/index.html 
www.world-english.org 
www.englishlink.com/  
www.rong-chang.com/ 
www.eslcafe.com   


