Lesson 8, Step 3

Application Forms

A few years ago, I had decided to change jobs; so, I began to apply here and there to test the job market. I was both surprised and challenged by the application forms; especially the English ones. Here is some terminology that gave me trouble. Who knows? You may need to fill out some of these application forms in English yourself someday if you decide to seek work elsewhere.

A) Find a synonym or an acceptable similar expression for the boxed words. Be ready to transpose these as you read.

· job market:

· challenged:

· gave me trouble:

· someday:

· to seek:

· elsewhere:

B) Discuss and study the following terminology. Some are yours to define. Be ready to give the exact terminology, not an explanation nor a translation of the word, when you are told the definition at the test.

1. Give your surname and your given name. Is this your maiden name?

· surname:

· given name:

· maiden name:

2. Most forms ask for personal information such as:

a) Place and date of birth (mandatory)


________________________________________________

b) Height, Weight, Health Condition (optional)



How tall are you? How much do you weigh? Do you have any 

health problems?___________________________________

c)
Citizenship: ________________________________________



Marital Status: your personal legal position regarding marriage_
d) Name the possibilities for marital status: Say whether you are single, married, separated, divorced or widowed.


_______________________________________________

e) Spouse: man or woman living with a life partner, legally

      married or not._________________________________

f) divorcee: _____________________________________
g) widow, widower: ______________________________
3. Here is terminology related to education: 


a) Post-secondary education: 


    college or university_______________________________________



b) Specialized training: 




 



    
     _______________________________________________________



c) Secondary schooling: 



    high school______________________________________________



d) Special skills: 






 


     
      _________________________________________________________



     _________________________________________________________



e) Trainee:



    someone who is learning new skills_____________________________


f) Diploma or degree: 



   official graduation certificate from institutions_____________________

4. Experience or Employment History

a) Full-time employment/job  _________________________

b) Part-time employment/job __________________________

c) Permanent employment/job _________________________

d) Temporary employment/job _________________________

5. Miscellaneous Information: 


Miscellaneous means varied; information is detail or data._____________
a) leisure activities: _________________________________

b) shift work: ______________________________________

i) split shift: ___________________________________

ii)  rotating shifts: ________________________________

c) a knowledge of …: ________________________________

d) an asset (assets): __________________________________

e) a duty (duties): ___________________________________

f) career goals: _____________________________________

g) spare time: ______________________________________

h) Outstanding events in your life: ________________________________________________________________________________________________

i) Name a success in your life: ________________________________________________


________________________________________________j) 
Name a failure in your life: 


________________________________________________




_______________________________________________


6. References

· Memorize the following sentence for future use:


        References will be supplied on request.

7. Important instruction words found on application forms:

a) mandatory:

b) compulsory:

c) optional:

d) if required:

e) if relevant:

f) Write a brief statement: (say what this means)___________

________________________________________________

g) guaranteed minimum wage: _________________________

                                                starting salary requested: ___________________________

VISUAL CHART OF VERB TENSES

	Simple Present


xxxxxxxxxx

Tom studies every day.
	Present Progressive


                   XXX

Tom is studying Chapter One.
	Present Perfect


            X      X


Tom has studied Chapter One for two hours. 
	Present Perfect Progressive


            X     X


Tom has been studying since two o’clock.

	Simple Past


             X

Tom studied last night.
	Past Progressive

            
            X

            X

            X
Tom was studying when they came.


	Past Perfect


    XXXXXX    

Tom had already studied Chapter One before he began studying Chapters Two, Three and Four.
	Past Perfect Progressive


    XXXXXX
Tom had been studying for two hours before his friends came and wanted to party.

	Simple Future


                            X

Tom will study tomorrow.
	Future Progressive


                               X 

                               X

                               X

Tom will be studying when you come.
	Future Perfect


                           X       X

       

Tom will already have studied Chapter Four before he studies Chapter Five.                    
	Future Perfect Progressive


                           X       X

   

Tom will have been studying for two hours by the time his roommate gets home.                        


Lesson 8, Step 4 and 5
The Time Line
(according to ‘The English Way of Thinking’)
Some supportive flag words:

1) Past Perfect: Once upon a time; back then; ago; and all other flag words that refer to the past.

2) Simple Past: ago; and all other past flag words.

3) Past Continuous: at the same time; simultaneously; meanwhile; in the meantime; when; while; etc.

4) Present Perfect: since; still; yet; lately; consequently; etc.







                                                                                  

             X                 X                                                                              X
  XX  X  XX   X   X     X      past   present   future                 X        X          X              XXX
             X                 X                                                                              X

5) Simple Present: always, never, occasionally, sometimes, rarely, usually, habitually, regularly, etc.

6) Present Continuous: now, today, this week, this month, this year, these days, etc.

7) Future Intent:  all future flags

8) Simple Future: all future flags
9) Future Continuous: when, while, etc. same as Past Continuous; or/and all future flag words.

10) Future Perfect: before, after, by, by the time, etc
Future Perfect/Future Perfect Continuous (future situations in sequence)





Simple Future a fact/decision regarding the future





Present Perfect/Present Perfect       Continuous (ongoing situation; this includes past and present but not future)





Present Continuous (a little bit of past, MOSTLY present, a little bit of future)





Future Continuous (simultaneousness              in the future)





Future Intent (a plan, an intention for the future)





Simple Present (was true in the past; is still true in the present and will probably continue to be true in the future)





Past Continuous (Simultaneous situations; they’re over.)





Past Perfect/Past Perfect Continuous (this signals a past story; details are given or available; introduces the 1st of a sequence of events)








Simple Past (detail or fact; It’s over.)
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