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E3
Easy Everyday English

This book contains an explanation of words and expressions used
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I don’t have any classes to teach on a Friday, so I’m pretty much free to come and go, to do what I want.  This particular Friday morning, I picked up my camera and wandered around the university; just drifting aimlessly with no real purpose in mind.
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As I was wandering around I spotted lots of new students who were undergoing/doing their military training.  There were squads of uniformed, hot and flustered students marching everywhere at the double.  I took a few photos of them.
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Then I dropped-in/called in at the Dean’s office.  I went to visit the Dean in her office.  I could also say that I ‘popped in’ to see the Dean.  And there, sitting on the sofa, chatting to the Dean was Jenenne, from Australia.  Jenenne is a cop.  She is a police officer.  Jenenne has an Australian accent.
[image: image131.png]E-mail addess:
weifanggii@hotmai.co.uk

f—

Status: Oriine ~

] Remember me.

] Remember my password

[ sign me in automatically

sanin



[image: image132.png]weifang (Busy) v

<Enter a personal message> .

= @ &





   [image: image3.jpg]



Sitting talking/chatting/gossiping
Then I decided to go downtown to the computer market.  So I asked an English speaking student if she could tell me how I could get to the computer market? 

She told me to take a short-cut between the buildings, walk across a beaten track on a patch of waste ground,  through the pedestrian gate where the security guard was, use the zebra-crossing (pedestrian crossing) to cross the road to where the bus stop was and hop on/jump on the number 16 bus.  So I thanked her for her help and I set off.
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Along a deserted (empty) road       Across the beaten track on a patch of waste ground
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Past the security guard at the pedestrian’s gate       Over the zebra (pedestrian)crossing 
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I crossed the road to the bus stop where I joined the queue.  I didn’t have to wait long to catch (get) the bus downtown (into the city centre).  When the bus pulled in at the bus stop, I hopped on and sat down in a seat.
As the bus travelled towards the city centre I kept my ‘eyes peeled’ for landmarks.  Keeping your eyes peeled is just an expression that means to look closely –examine/pay attention – or, I could say I ‘kept an eye out’ for places I would recognise when I travelled back home, so I would recognise the place where I had to get off the bus.
They are constructing many new tall buildings in the city.  Dominating the skyline were two cranes.  They ‘stood out’ (were obvious and easy to see) and were a good landmark.  I would easily recognise them again.  Cranes are used for lifting (picking up) things.
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‘Eyes peeld’
In England, where I come from, the traffic drives on the left-hand side of the road.  In China the traffic drives on the right-hand side.  It always confuses me.  When the bus stopped at a road junction I saw a car indicating to turn right.  For a moment I thought the car was driving on the wrong side of the road -  and then I remembered!
A car has two orange/yellow lights at the front and two at the back.  These are called indicators.  When the driver wants to turn right he indicates right –and the orange indicator flashes on the right-hand side of the car, telling the traffic he will turn to the right.
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About ten minutes later I spotted the technical market (computer market), and when the bus stopped, I hopped off.  I had arrived at my destination.
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It’s quite big inside the technical market.  The stall-holders sell everything imaginable.  That just means they sell everything you could possibly want to buy.  Most of the goods they sell are new, but of course there are also second-hand goods/items.  Second-hand means not new.
I ‘was after’ (wanted) some blank dvds and cds.  Blank  dvds and cds have nothing on them.  You use blank dvds and cds to put information onto – like music, movies, photos … You can copy things onto blank dvds and cds.  This is known as ‘burning’ -  you ‘burn’ information onto them using a computer.
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I only know a few words of Chinese so I was unable to talk properly with the stall holder.  But it was easy .. I just pointed at the blank dvds and cds, and he understood.  Then I indicated (pointed at) a mouse and keyboard – I wanted those as well.
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And that was it!  I decided to ‘call it quits’ – I could also say that I ‘decided to call it a day’ (end/finish/do no more).  There was nothing else I wanted to purchase (buy) so I went to the bus stop, joined the queue and hopped onto the first bus back to the university.
On the ‘return leg’ (on the journey back – the return journey) I noticed some very tall street lights.  You could also call them street lamps.  Lights and lamps are pretty much the same.
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Tall street lights/lamps                                                                A desk light/lamp
You perhaps have bedside light/lamp next to your bed?  Lights in the ceiling of a building are always referred to (called) as lights, not lamps.

And then my camera quit.  It packed in.  It gave up. It stopped working.  I could say there was no electricity in the batteries, but a better way of saying this would be to say there was no power left/remaining in the batteries.  ‘Power’ is another word used to describe electricity.
There is another very common way of describing batteries that have no power – it is probably the expression that everybody uses: The batteries were flat.  My camera had flat batteries.  The battery in your mobile phone can ‘go flat.’  No power.  A car can have a flat battery – it will not start.

After I hopped off the bus I called in/popped in to a small shop, where I bought a packet of new batteries.  I removed the old batteries from the camera and popped in (put in) the new batteries.  I powered-up the camera just to check (make sure) the new batteries were ok.  The camera powered up (switched on/turned on).  It was ok.
You can also ‘power up’ a computer.  It just means to switch on/turn on.  ‘Power down’ means to turn off/switch off.
When I returned to my apartment I tossed/chucked (threw) the old batteries away.  They were disposable batteries, and I could not use them again.  I disposed of the old batteries -  I got rid of them (threw them away).

Some batteries are rechargeable.  You can put power back into them by charging them.   When a rechargeable battery becomes flat it is discharged (empty – emptied of electricity/power).  A battery that has ‘plenty of power’ (electricity) is described as fully charged or charged – up.
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Of course I was eager/keen to see what images (photos) were in my camera, so I plugged my laptop into the mains and powered it up. A laptop is a small computer that is portable (easily carried).
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Once the laptop had powered-up, I connected the camera and transferred (moved) the images from the camera into the computer.  Easy!

A dictionary gives you the literal meaning of a word.  If you translate words in a sentence using a dictionary, then that sentence may not make much sense to you.
As an example, one meaning of the word ‘hop’ is a type of plant that is used to make beer.  Another meaning of the same word is to jump up and down on one leg.  And a frog also hops, not walks.

If you used a dictionary to translate ‘hop’ … you might think the sentence ‘I hopped on a bus’  meant that I had really jumped up and down on one leg on the top of a bus.

Always read the words within context of what is happening.  If somebody told you they hopped on a bus you probably would work-out/figure –out (guess/understand) that they must mean they got onto a bus.
Your own brain is more powerful than any dictionary.

On the next pages you can again read the text - without any keywords or Chinese words of explanation.  If you can read it and understand it- well done.

I don’t have any classes to teach on a Friday, so I’m pretty much free to come and go, to do what I want.  This particular Friday morning, I picked up my camera and wandered around the university; just drifting aimlessly with no real purpose in mind.

As I was wandering around I spotted lots of new students who were undergoing their military training.  There were squads of uniformed, hot and flustered students marching everywhere at the double.  I took a few photos of them.

Then I dropped-in at the Dean’s office.    And there, sitting on the sofa, chatting to the Dean was Jenenne, from Australia.  Jenenne is a cop.  She is a police officer.  Jenenne has an Australian accent.

Then I decided to go downtown to the computer market.  So I asked an English speaking student if she could tell me how I could get to the computer market? 

She told me to take a short-cut between the buildings, walk across a beaten track on a patch of waste ground, go through the pedestrian gate where the security guard was, use the zebra-crossing to cross the road to where the bus stop was and hop on/jump on the number 16 bus.  So I thanked her for her help and I set off.

I crossed the road to the bus stop where I joined the queue.  I didn’t have to wait long to catch the bus downtown (into the city centre).  When the bus pulled in at the bus stop, I hopped on and sat down in a seat.

As the bus travelled towards the city centre I kept my eyes peeled for landmarks.  I ‘kept an eye out’ for places I would recognise when I travelled back home, so I would recognise the place where I had to get off the bus.

They are constructing many new tall buildings in the city.  Dominating the skyline were two cranes.  They ‘stood out’ and were a good landmark.  I would easily recognise them again.  Cranes are used for lifting things.

In England, where I come from, the traffic drives on the left-hand side of the road.  In China the traffic drives on the right-hand side.  It always confuses me.  When the bus stopped at a road junction I saw a car indicating to turn right.  For a moment I thought the car was driving on the wrong side of the road - and then I remembered!

About ten minutes later I spotted the technical market (computer market), and when the bus stopped, I hopped off.  I had arrived at my destination.

It’s quite big inside the technical market.  The stall-holders sell everything imaginable.  That just means they sell everything you could possibly want to buy.  Most of the goods they sell are new, but of course there are also second-hand goods/items.  

I was after some blank dvds and cds.  Blank dvds and cds have nothing on them.  You use blank dvds and cds to put information onto – like music, movies, photos … You can copy things onto blank dvds and cds.  This is known as ‘burning’ -  you ‘burn’ information onto them using a computer.

I only know a few words of Chinese so I was unable to talk properly with the stall holder.  But it was easy .. I just pointed at the blank dvds and cds, and he understood.  Then I indicated a mouse and keyboard – I wanted those as well.

And that was it!  I decided to call it quits.  There was nothing else I wanted to purchase so I went to the bus stop, joined the queue and hopped onto the first bus back to the university.

On the return leg I noticed some very tall street lights.  You could also call them street lamps.  Lights and lamps are pretty much the same.

And then my camera quit.  It packed in.  It gave up. It stopped working.  There was no power left in the batteries.  They were flat.
After I hopped off the bus I popped in to a small shop, where I bought a packet of new batteries.  I removed the old batteries from the camera and popped in the new batteries.  I powered-up the camera just to check the new batteries were ok.  The camera powered up.  It was ok.

When I returned to my apartment I tossed the old batteries away.  They were disposable batteries, and I could not use them again.  I disposed of the old batteries.

Some batteries are rechargeable.  You can put power back into them by recharging them.   The batteries in my camera were non-rechargeable.
Of course I was keen to see what images were in my camera, so I plugged my laptop into the mains and powered it up. A laptop is a small computer that is portable.

Once the laptop had powered-up, I connected the camera and transferred the images from the camera into the computer.  Easy!
There are two blank pages.  Use the pages to write –in your own words – ‘What I did on Friday’ as though it was you who was writing it for the first time.
If you can write, you can read!  However, if you just read it does not mean that you can write.   Writing and reading are different skills.
Use this page to practice writing:

Use this page to practice writing:

Riddles and Puzzles

Later that evening I had time on my hands (spare time/free time) and I was thinking.  What could I do for my lesson on Monday?  What could I do to give the students some new words and help them to remember them?

What could I do to make it interesting and fun?  Then I had a brainwave ( a very good idea!).  I would teach them the words ‘riddle’ and ‘puzzle’ and inject (put in) some fun/humour.
Anybody who worked-out or figured-out (knew/understood/gave the correct answer) would win a bar of chocolate as a prize.

So what’s a puzzle?  Well, imagine that you are sitting in an exam and the questions are hard (difficult) ..  you would be puzzled if you couldn’t work-out or figure out the correct answer!
A puzzle is something that makes you think.  A riddle is pretty much the same.

Here’s the puzzles:
1. Just an Egg …
The English word yolk sounds like ‘yoke.’


Which is correct?
1. The yolk of an egg is white?

                       Or

2. The yolk of an egg are white?

2. The Train
Embark  means to get on or begin/start.

Disembark means to get off.

Onboard –on.

Sets off –begins.
You embark upon your holiday – you begin/start your holiday.  You embark onto a train, boat or plane – you get onto a train, boat or plane.  You are onboard.  You are on the train, boat or plane.
When you reach your destination, you disembark from the train, boat or plane.

                                            ………………………..
You are the driver of a train that begins its journey at Beijing.  When the train sets off there are 400 passengers onboard the train.  There are 400 passengers on the train.
You drive the train to Jinan.  At Jinan, 100 passengers disembark (get off the train) and 50 new passengers embark.  50 new passengers get onboard.

You then drive the train from Jinan to Qingdao.  When the train reaches (arrives at) Qingdao 50 passengers disembark and 100 new passengers embark onto the train.
You then drive the train to Weifang.  At Weifang 10% of the passengers disembark. 60 new passengers get onboard.  You drive the train back to Beijing.

What is the name of the train driver?
……….
3. Socks
                Pair = two
                matching pair = 2 the same

                rolled – up = together

                lying loose =  not together/separate

                jumbled up =  mixed up together/haphazard/not in order/not together

                pitch-black/inky black =  completely dark/no light
In a drawer in my bedroom I have 6 pairs of socks. 3 pairs are white. 3 pairs are black.  The socks are lying loose and ‘jumbled up’
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This morning when I woke up, the sun did not rise.  There was no electricity and the lights did not work.  It was pitch black/inky black.  There was no light at all.  I could see nothing.  It was like being blind.

What is the minimum number (least number) of socks I have to take out of my drawer before I am certain that I would have a matching pair when the light returns?

4. The Hotel
Chip-in – to share the cost

‘hands’ – gives

Overcharged – you have paid more money than you need to

Bellboy/bellhop – the member of staff who carries your luggage to your room
Pockets/pocketed – to keep for yourself
Refund(s) – to return some money

Ascend(s) – to go up

In the first place – originally.  At the beginning.
Three friends go to a hotel.  To save money they ask the hotel manager if there is a room that has three beds?

The manager says ‘Yes, I have room that contains three beds.  The cost (price) of the room is thirty Yuan.’  So each friend hands (gives) the manager 10 Yuan.  They chip-in and share the cost of the room.

Each friend has chipped-in 10 Yuan.

                                                         3 x 10 = 30

Later, the manager realises that he has made a mistake.  The cost of the room should be 25 Yuan, not 30.  So the manager calls for the bellboy/bellhop, hands (gives) him 5 x 1 Yuan coins and says ‘Go up to the room where the three friends are staying.  Send them (give them) my apologies and tell them I have overcharged them (asked for too much money). Refund (give back/return) these 5 x1 Yuan coins to them.’
As the bellboy/bellhop was ascending (going up) the stairs he thought to himself ‘I have 5 x 1 Yuan coins.  There are three friends.  I cannot share five coins between three people.’  So the bellboy/bellhop pockets (keeps) 2 Yuan for himself.  He pocketed (kept) 2 Yuan for himself.
When the bellboy/bellhop reaches the room where the three friends are staying he gives each friend 1 Yuan each.

In the first place – at the beginning – each friend had paid 10 Yuan each.

3 x 10 =30.

The bellboy/bellhop handed-back (returned/refunded) 1 Yuan to each friend.  That means each friend paid 9 Yuan each.

                                                        3 x 9 = 27

The bellboy/bellhop pocketed (kept) 2 Yuan for himself.

                                                27 + 2 =29

Where is the missing 1 Yuan?

5.  The Hole
Infinite/infinity – never ending. It ‘goes on’
(continues) forever.  The stars in the sky are

 infinite –they never end, they go on and on ..

Bottomless  - no bottom. If you dug a hole

2 metres deep, the bottom of the hole is

2 metres below .  A bottomless hole has no

bottom.  If you fell into a bottomless hole

you would keep falling and falling …

forever.








A man is standing at the edge of a bottomless hole. In his hands he is holding a rope of infinite length.  The rope has a beginning – a start – which the man begins to lower down the bottomless hole.  But the rope is of infinite length – it continues forever.  There is no other end to the rope, just the beginning of it.

The man will never become tired.  He does not eat food.  He does not need to go to the W.C.  He will not die.

How far down the bottomless hole can the man lower the rope of infinite length?
(how far down the hole will the rope go?)
Can you work-out/figure-out the answers to the puzzles?
Answers to the Puzzles!

1. The yolk of an egg is white or the yolk of an egg are white?

Neither.  The yolk of an egg is yellow!

Were you tripped-up by the question? Did you fall for it? Did you have the wool pulled over your eyes?  It was a trick question.  Were you tricked?
Tripped-up
Fall for it

The wool pulled over your eyes
It all means you were tricked!

2. Who is the train driver?  You are!

 You drive the train from Beijing.   You drive the train from Jinan to Qingdao ..

You were told five times that you are the train driver ..

3. The minimum number of loose socks that you must take out of the drawer is three.
 The first sock you take out might be white.  The second sock might be black.  So it doesn’t matter what colour the third sock is – black or white, it will ‘match’ either sock 1 or sock 2.

4. Where is the missing 1 Yuan?  There is no missing 1 Yuan!
 The trick works because you thought that the three friends paid 9 Yuan each,

 3 x 9=27 + 2 Yuan the bellboy/bellhop kept = 29 Yuan.
It is how you ‘work it out’:

                  3 Friends paid 30 Yuan.                                      

                   The room cost 25 Yuan.

                   The manager returned 5 Yuan.   25+5=30.  No missing money!
5. The more rope that is lowered into the hole … the heavier the rope becomes. Eventually, so much rope will be lowered into the bottomless hole that it cannot ‘hold’ (take) its own weight, and will snap (break).
This is known as the breaking strain.  If you take a thin piece of cotton used for sewing and gently pull it apart in your hands, it will eventually ‘snap’ –break – it has reached its breaking strain (or ‘breaking point’).
                             

Saturday
Saturday was a day for taking it easy. A more recent expression that has crept into the English language in recent years is chill out.  If you ‘take it easy’ or ‘chill-out,’ you relax.  Do not do much – enjoy yourself.
Anya, who comes from Russia and who teaches English, had been given an old bicycle to use.  The tyres (or tires in American English) were flat.  A battery that has no electricity is described as ‘flat.’  A tyre that has no air in it is also described as flat.  Anya asked me if I could inflate (pump up) the bicycle tyres for her?  Inflating and pumping-up the tyres means the same: putting air into the tyres.
I have a foot-pump that I use to pump-up the tyres on my own bike.  Of course I would pump up the tyres for Anya.
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A foot-pump

I was surprised at the state (condition) that Anya’s bike was in!  It was so rusty (corroded).  The wheels were brown with rust (corrosion) and the chain was so corroded that it was rock-hard and stiff as a board.  The chain was rock-solid.
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These are called pedals 

(you ‘pedal’ a bike).
The wheels were rusty
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The chain was rusty 

and ‘solid.’
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So I connected the foot-pump
and pumped-up the tyre

After I pumped-up (inflated) Anya’s tyres, I turned my attention (looked at/examined) to the chain on her bicycle.  It was rock-solid and needed lubricating.  It needed some oil to free it up.  It needed some oil to make it ‘loose’ and stop it from being rock-hard.
So I oiled (added oil/lubricated) the chain and freed it up.  Then I realised that I had dropped a clanger/ made a cock-up.  I had made a mistake.  I had fixed (repaired) the wrong bicycle!  It wasn’t Anya’s bicycle that I had fixed.  It belonged to somebody I didn’t know, so I had to start all over again (begin again).
Here are some more images (photos) of a bicycle:
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Here’s an account (a short story) about Linwei and his bicycle.  It uses a lot of the words you have already read:
   Linwei was chilling-out at home when he heard a knock at his door.  It was Hui, who had bought a new bike which he had brought to show to Linwei.
   ‘What about your old bike?’ asked Linwei.

   ‘Ah, that is not a good bike,’ Hui explained.  ‘The tyres are flat and it’s so old and corroded.  It needs repairing – and I don’t know how to repair it.’
   ‘It’s easy to fix a bike!’ exclaimed Linwei.  ‘Why didn’t you ask me to fix it?’

   ‘I didn’t know you could fix bikes,’ said Hui.  ‘But if you want that old bike of mine you can have it.’

   So Linwei took Hui’s old bike.  True, the tyres were flat and the bike was in a terrible state.  But his next door-neighbour, old Zhang Lei, had a foot-pump which he could borrow to pump-up the tyres.  Which is exactly what he did – he borrowed old Zhang Lei’s foot-pump and inflated both tyres until they were rock-hard.
   Then he tried to ride the bicycle, but it was so difficult.  The bike wouldn’t slow-down or stop, because the brakes didn’t work properly.  The handle-bars weren’t straight and the seat was uncomfortable because it wasn’t straight either.  Even worse, the chain was so rusty that it was rock-solid and when he pedalled, his legs became so tired and sore that they were as stiff as a board. Painful!

   ‘Ok,’ Linwei said to himself.  ‘There’s only one way to repair something, and that’s by fixing it properly in the first place.’
   He got some oil and lubricated the chain.  When it was oiled, it was no longer rock-solid and was just like the chain on a new bike.  Then he turned his attention to the seat and handlebars.  It was easy to straighten those, no more than a five-minute job.
   The brakes were a bit more tricky.  But Linwei knew that brakes were more difficult to fix.  Eventually he fixed them.  He looked at his bike.  Yes, it was rusty, but that didn’t matter at all.  Corrosion wasn’t important.  The bike still looked to be in a terrible state, but it worked and it worked very well.  Here was a bike that was saying Go-on, get on me and ride downtown.  Get on me and pedal into the city!

   And that is what he did – he hopped onto the saddle and began pedalling downtown. The bike went like the wind: it was fast.  Up ahead of him was a road junction, where the cars were indicating that they were turning left and right.
   As Linwei approached the junction the traffic lights turned red, so he began to kill his speed and braked-in to a stop.  There, sitting on his bike at the junction waiting for the lights to turn green, was Hui.
   ‘Hey!’ exclaimed Hui, when you noticed his friend.  ‘You’ve fixed the old bike!’

   Linwei nodded and grinned.  ‘I’ve even given it a name,’ he replied.  ‘I call it “Rusty”.’

Then I was at a loose end.  I was just kicking my heels and twiddling my thumbs.  I had to find something to fill-in my free time.  I had to find something to do that would keep me busy.  I had to find something to do that would fill-in and occupy my spare time.

A Meal
Out of the blue
Means unexpected; a complete surprise

Gob-smacked  
Surprised and can think of nothing to say. ‘Gob’
also means ‘mouth’ (not a particularly polite
word, but not rude either).  Linwei told Hui to

‘shut his gob’ – he told Hui to shut his mouth

(be quiet/stop talking).  Hui was so surprised 

that he was gob-smacked.  Hui could not think
of anything to say ..

You could also use the words ‘speechless’ and

‘lost for words’ .. Hui was speechless/lost for

words for a few moments.

as long as 
‘During’ or ‘provided.’

You carry an umbrella as long as it is raining 

(during the rain..)

Lei told his sister that she could use his bike

as long as she took care of it (provided she took
care of it)

cracking eggs 
Breaking eggs open.  It means to ‘break .’ 
Whisk
To stir something quickly – you ‘whisk’ eggs! 
A whisk is also something you could buy in a
Supermarket - an electric whisk or a whisk you
use with your hand – for whisking eggs!

- 
Carrier bag
The plastic or paper bag that a supermarket 

gives you to carry things in

Microwave oven  
A small electric oven used to defrost/thaw or

cook food in.
defrost/thaw 
To make warmer/warm-up.  Ice defrosts/thaws
as it warms up and melts.

Chopping/cutting board  
A board is a piece of wood.  Just a piece of 

wood that you chop/cut food on.
You can ‘chop’ down a tree –hit it hard to cut it

Slice 
You ‘slice’ some vegetables and meat with a

knife –you cut the vegetables/meat into  slices.

You cut the vegetables/meat into smaller pieces

- slices.

A birthday cake is cut into slices – smaller 

pieces.  You slice tomatoes, oranges, potato ..
Strip
This really means to ‘remove’ or make into long

thin/narrow pieces. The meat was cut into 
strips – thin pieces, like string.

The newspaper was torn into strips – 

the newspaper was torn into narrow/thin pieces.

Min stripped her bed:  Min removed the sheets

and blankets from her bed.

Linwei stripped off his clothes:  Linwei 

removed his clothes.

Extractor-fan
Extract means to ‘remove’ or ‘take-out.’
You  extract money from your pocket – 

remove or take out the money from your

pocket.

A dentist might have to extract one of your teeth

(if you are unlucky!).  The dentist will remove/

take out a tooth from your mouth.

A fan is something that moves the air.  In the 

summer you perhaps use an electric fan to keep

cool.  An extractor fan is just something that

removes air from a room.

Fumes 
Smoke/smell.  

When you cook, the kitchen can be filled with

fumes (so use an extractor fan!).

The fumes from the factory were terrible –

the smell from the factory was terrible. The 

smoke from the factory was not nice ..

Fug

It also means smoke/fumes.
There were 10 men in a room smoking 

cigarettes.  The room was filled with a fug that

made your ‘eyes water’ (painful to see properly

/hurt your eyes).

The fug was ‘hanging/ drifting’ Staying/

remaining) in the air: The room was full of
smoke (fug) and it wasn’t easy to breathe.

The factory filled the air with a fug that made

your eyes water and smelled terrible.
Wok
A Chinese frying pan.

A Chinese wok is ‘curved’ with ‘steep’ sides.

In the west a frying pan has a straight (flat) 
bottom.  It is a different shape.

In the west, Chinese woks are very popular for

stir-frying food.  Everybody knows what a 
wok is.
Spatula  
A spatula can be made from wood, plastic or 

metal.  They can be big or small.  They are flat
in shape.

A dentist uses a small spatula to open your

mouth.  An artist uses a spatula to mix (stir)

different colour paints together.

You use a spatula (a big one) to stir-fry and

cook food in a wok.

Overcook
To cook too much – burn!  Overcooked food

tastes burnt and not nice.
The table was laid   
The dishes, chopsticks, plates and cups were 
put onto the table before the food was served.

Serve-up/served
To give or ‘present’ (pre –sent).  Food is served

-up/served to the table.  Food is taken to the

table.  The food is ready to eat.
Then, out of the blue, four students came to visit me.  I wasn’t expecting them and I was bit gob-smacked at first, but it was a pleasant surprise when they knocked at my door.  They’d bought a variety of vegetables and wanted to know if they could use my kitchen to do some cooking?  Yes, of course they could as long as they cooked me a meal as well.
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Whilst one girl cracked eggs into a bowl and whisked them, another girl removed some frozen meat out of the freezer-compartment of the fridge.  The meat was frozen rock-solid and of course was impossible to slice into thin strips.  It was just too hard to cut.
So she popped it into the microwave-oven for about 10 minutes to defrost.  When the meat had thawed and was soft enough to cut into thin strips, she gave it to her friend who sliced it on the cutting board.  When she had sliced the meat she gave it to her friend who stir-fried it in a wok with vegetables.  She was a good cook – she was careful and turned-down the gas so the flames were not big and fierce and burned the food.  Overcooked food tastes terrible.  But she didn’t overcook the food.
As she stir-fried the food in the wok the kitchen became full of fumes and a ‘fug.’ It was like a light fog hanging/drifting in the air.  So she switched on the extractor-fan and, within a very short time, the air had cleared.  It didn’t take long until the kitchen was empty of all the cooking smoke.
Then the table was laid.  The chopsticks, plates and bowls were put onto the table. The food was served-up and we all sat down together for a meal.  And then …



Following the meal, we set off for a bit of sightseeing in the city.  The four girls weren’t over familiar with the city and when I asked them where we should go, they merely shrugged their shoulders.  We were foot-loose and fancy-free and at the mercy of the wind.
We ended up – well – who knows where we ended up?  We got off the bus somewhere and just drifted aimlessly, looking at shops and other things.  Then, when we walked through an archway, we found ourselves on the banks of a river.
On the river were rowing boats with canopies and also pedal boats – the sort of boat that has pedals just like a bicycle.

We hired a big rowing boat for half an hour and went rowing.  Three girls used one big oar to row with, and I used the other oar.  We didn’t actually get far … girls aren’t that good at rowing.  We spent a lot of time going round in circles.  Surprisingly, nobody actually got splashed or soaked.
Thirty minutes soon passed and we had to head back to the place we had hired the rowing boat from.  The rowing boat proprietor was highly amused because we hadn’t rowed far in thirty minutes.  I didn’t think it was that funny, but it had been an enjoyable outing.  Then we headed back to the university and I returned to my apartment.
There are two blank pages for you to use.  Write an account as if it had been you who had prepared the meal and then gone rowing in a rowing boat.

Why write?  Well, if you have just read the words you will probably understand … but can you write them?  Books that just ask you to fill a missing word in are not good books and do not help you very much at all.
By writing you will become very familiar with grammar and how to construct fluent sentences that ‘flow’ together.  You will become very fluent by writing, not reading.

If you wish, just try memorising (remembering) the sentences that have already been written and then try writing them.  Keep doing it.  You’ll soon become confident and capable (can do it).

Emails



E-mails.  1. Rakesh’s email.
In the very late evening I checked my emails.  I know stacks of people, and they email me regularly.  I like to keep on top of my emails otherwise they build up in the inbox which becomes choc-a-bloc.  When that happens it becomes tedious and time-consuming to sift through and read them and then reply.
Here’s an email I received from a friend called Rakesh, who wasn’t born in England although he has now lived there for many years.  He’s talking about his wife Lynn, and his son Navin, who is fifteen:

   Hi.
Today is Saturday, which means it’s the weekend. Normally this means that we 
get to relax from the day to day grind that is work! But, these are not 
normal times. Lynn has still not recovered from the operation on her ankle. 
So what? I hear you ask. Well, it means that I have to do all the shopping, 
cooking and everything else as well as go to work. Mind you, I can’t 
complain too much as Lynn has been able to do the ironing and believe me, 
that is a great help to me.
 
Navin has started with a company who provide a sort of apprenticeship. They 
train the new recruits in IT skills and even help the trainees to find jobs. 
Apart from IT skills, they also train the recruits in CV writing, 
presentation skills and how to behave in a work environment. I think this is 
going to be very good for Navin as he is also learning that there is a nine 
to five-thirty working day. This also means that you can not stay awake till 
two in the morning and get up when you like. You have to be disciplined and 
start planning your days. Then the weekend becomes something to look forward 
to!
 
Cheers Pal.
This is everyday English. Effective English. He writes as he would speak: plainly, simply and effectively.  He does not use big superfluous (not needed!) words and expressions. He writes like the vast majority of people do – using words and expressions he knows, without worrying about grammar. 
His email is fine, absolutely fine.  Rakesh was not able to speak or write English when his family first went to live in England. If I had not told you that Rakesh was not born in England, you probably would have thought he was.  His written and spoken English is exactly the same as that of someone born in an English speaking country.
Where was he born?  He was born in India, where he went to school for many years.

You will probably understand everything he has written?  There may be just a couple of words/expressions that you do not know.  That too, is fine.  Rakesh may use some expressions that I do not understand – but I would be able to guess what he was talking about.  You can do the same.
Read his email again.  Do you know what a C.V is?  Probably not..  And what does ‘apprenticeship’ mean?  He’s talking about his son who has started work with a company.  His son has started an apprenticeship .. so, you probably think that an ‘apprenticeship’ means his son is learning how to do the job?  You would be absolutely correct.  His son is learning what to do at work.
If Rakesh had said that his son Navin was ‘learning the ropes’ he would have been saying the same thing as his son was learning an apprenticeship.

A dictionary gives you the literal meaning of a word.  Your own brain is far better at interpreting and ‘guessing’ the meaning when you read it in context of the entire sentence or paragraph.  That simply means if you understand what someone has written (or spoken) – the new words will make sense to you, even if you do not know the literal meaning.
So what’s a C.V?  Look again at what he has written and read it in context – his son will receive training in CV writing and presentation skills … C.V writing .. that suggests his son is writing!  Presentation skills?  How to present something that he is writing …?  
If that’s what is going through your mind, you’re on the right track/on the right lines.

C.V means Curriculum Vitae – C.V ‘for short’ (Curriculum Vitae are not English words, but widely used and understood throughout the world). C.V means ‘life history’ or ‘life story.’  A similar word is Resume (‘res-yoo-may’).  When you apply for a job you give the employer your C.V/Resume.
On the next page there is an example of a C.V/Resume.  It is a real C.V -  it belongs to a girl called Caroline who comes from Kenya.
After the C.V we’ll look at another email, from a friend called Julian who is married to a Chinese girl, and who currently (at the moment) lives in England.  Julian writes using a different style of English, using different words.  It is however, everyday English that everybody understands.
Resume of Caroline (Shiro) Wanjiru

Mailing address: PO Box 3958-XXXX Nairobi, Kenya

Tel: +8653568XXXXX (house)

Email: wshiru@XXXXX.com |
KEY QUALIFICATIONS

· Excellent language skills (English, French, Spanish, Mandarin, German, ) allow me to effortlessly engage in communications with a majority of the world’s population

· A patient, dedicated and effective ESL instructor (Mexico & China)
· Possess the ability to execute ideas and strategies from start to finish

· Solid experience as a team player with exceptional interpersonal skills

COMPUTING

· Proficient in Microsoft Office XP (Excel, Access, Word, PowerPoint) 
· Computerised accounting via WinFibu (Swiss accounting package)
· Strong background in writing proposals and electronic based research
· Excellent understanding of Internet/Intranet technologies (weblogs, web forums, wikis, video bloging) that can enhance or improve corporate communications
WORK HISTORY
English Instructor, SDA CHURCH PROJECT, China (Aug 2005 )
Responsibilities: Teach English to  Chinese students from Shandong Institute and Yantai University in addition to basic computer applications.


Achievements to date: Thanks to my exposure to humanitarian work with the Swiss Embassy in Nairobi, I’m able to make a difference in the lives of many poor students in this region by providing emotional and practical assistance. 
This includes providing advice and talking to students.
My hands-on computer tutorials allow my students to use email and search for jobs, which instils a sense of confidence among them. Students are able to practice and improve their English thanks to events/meetings that I help to organize with teachers of all nationalities who are native speakers of said language.
Administrative Accountant, EMBASSY OF SWITZERLAND 
(Sep 2001 - Jul 2005)
Responsibilities: Utilised my foreign language abilities at the Swiss Development Cooperation (SDC) office in Nairobi to coordinate and perform a wide range of operational support activities which involved:

· Posting, balancing, monitoring, reconciling and preparation of quarterly accounts for the SDC liaison office in Nairobi
· Assisting the director in problem solving and project planning along with the development and execution of stated SDC goals and objectives

· Attending inter-agency meetings and workshops on development related and humanitarian issues on behalf of the liaison office

· Acting as the main contact person for the SDC liaison office in Nairobi relating to HIV/AIDS programs

Handled all correspondence with government departments, NGOs, and other agencies
· Scheduling and coordinating of meetings, events, interviews, appointments, and other similar activities for the attaché and head office staff on mission
· Liaising with the Bern (Switzerland) head office where important policy decisions were made

Personal Assistant to the CEO, KOBO SAFARIS 
(Sep 2000 - May 2001)
Responsibilities: Assisted and provided administrative support to the Chief Executive Officer on a wide range of activities such as:


· Marketing safaris to travel agencies throughout North/South America and Spain
· Utilised my language abilities to correspond with agents along with responding to inquiries and requests from agencies
· Attending to executive clients and dealing with specific problems and requests

· Translation of documents (travel brochures, etc.) from French and Spanish into English

· Preparation of itineraries for executive clientele

· Requisitions of supplies, maintenance, and other services for the office

· Dealing with incoming and outgoing mail along with routine correspondence

EDUCATION & PROFESSIONAL DEVELOPMENT

( 1997–1999: Universidad Autonoma de Mexico
   - BA in Latin American Studies   
( 1984 - 1987: Langata High School
   Studied a variety of subjects – obtaining a pass in all of them.
INTERESTS & FUTURE PLANS

Interests: Learning and practising foreign languages, running, cycling, cooking, reading and writing (I write for the lifesize magazine for Ayo Africa on community based activities), theatre, hiking, digital photography, making videos, traveling, and nature. 
Future Plans: To learn Linux, how to set up wireless mesh networks, and how to create eCommerce websites using the open source Zen-Cart shopping cart.
REFEREES

Anne Nyambura Makome (Legal Officer)

Tel:  XXXXXXXX
Email: makome@XXXXXX. un.org
Glenn Smart

Senior English Teacher
Tel (UK) +44 01670 523XXX
Email: glennsmart@XXXXX.com
Janvier Riedmatten (Representative, UNHCR - Brazzaville)
6, Avenue du 18 mars 1977
Quartier Mission Catholique Sacre Coeur, BP 1093
Brazzaville, Republique du Congo
Tel: +242   81 XXXX
Email: RIEDMATT@XXXXX.ch

Andrea Semadeni (Political Attaché, Embassy of Switzerland)
633 Third Avenue
New York, NY
USA
Tel: +1 212-286-XXXX

So, that’s a C.V (Curriculum Vitae).  Caroline called hers a Resume.  C.V or Resume – they both mean the same.
You can understand what Rakesh meant when he said that his son, Navin, was being shown how to write a C.V and use presentation skills.  Being able to present a coherent and precise C.V is important – it helps you to find a job.
Caroline’s C.V is ok, but it is a bit too long.  A C.V should really be no longer than two pages unless it is unavoidable to make it longer.  But, we’ll look at C.V’s later.  Now we’ll look at Julian’s email.
Emails. 2.  Julian
My best fiend Glenn asked me to write some English words and grammar for students.  This came as a blow and is boring but I am not bored.  I would tell students that too much grammar is bollocks. Grammar is not the dog’s bollocks.  It’s what you want the words to mean that is important.
Me:  I’d like a short

Student: A short what?

Me: Either a girl or a whiskey.  Xie xie!

I hear Chinese spoken everyday by my wife but I don’t understand what she says because I’m not too hot with Chinese.  My wife speaks and writes fluent English and I ain’t that hot with English grammar either, even though I hear it spoken everyday.  Who gives a toss?
Glenn’s a pain in the arse ‘cos he asked me to write a few words.  Fiend or friend – your choice!

At first glance (the first time you read/see this email) it looks ‘difficult’ and probably doesn’t make much sense to you.  The reason for this is quite simple – it is written in everyday English using words and expressions that everyone understands.  It isn’t ‘text book’ English.  If you were to use a dictionary to translate some of the words, it still wouldn’t make sense to you.
Julian is good at English.  He has purposely written his email using everyday ‘slang’ and expressions to illustrate (show/demonstrate) that a vocabulary and willingness to write is more important (and interesting) than worrying about the rules of grammar. 

Remember – if you can write, you can read and understand.  A book that merely asks you to fill in the missing words in a sentence is not helping you very much.  And your own brain is infinitely (much) better than a dictionary which only gives the literal meaning of the words.
Try it - use a dictionary to translate some of the words that Julian has written in his email.  It still probably won’t make much sense.  If you buy a book, buy one that explains how and why those words are used – not just the literal meaning.

What did Julian really mean?  Here are some keywords with explanations.  You can read (and understand) his email again further on:




In his email, Julian was self-deprecating.  That just means he was making fun of himself – he was ‘sending himself up’ – making fun of himself.  He said that he wasn’t too hot (good) at Chinese even though he hears it spoken everyday by his wife.  He also said that he wasn’t too good at English even though he also hears that being spoken everyday – and Julian is English.
I could also say that Julian was poking fun at himself   making jokes about himself/sending himself up.
He was also poking fun at me.  He was Taking the Mick – he was teasing me.  Poking fun and taking the Mick just means that he was teasing/tormenting me.  He described me as his best fiend (devil/not a nice person).  He meant I was his best friend, but he described me as a fiend.
So what was Julian actually saying? A lot of what he said was a ‘play on words’ – words that have double meanings.  Here is his email reproduced again with what he was actually saying/meant written in italics:
My best fiend Glenn asked me to write some English words and grammar for students 
Glenn isn’t a nice person because he asked me to write some English words and grammar for students.

This came as a blow and is boring but I am not bored.  I would tell students that too
This came as a surprise/shock and is tedious but I am not bored.  I would tell students that too 
much grammar is bollocks. Grammar is not the dog’s bollocks.  
much grammar is nonsense. Grammar is not the most important thing.
.
(What he is actually saying is don’t worry too much about grammar – just speak and write)
Me:  I’d like a short   I’d like a small glass of alcohol (like whiskey or bai jiu)
Student: A short what?  The student doesn’t understand what he means by a ‘short’
Me: Either a girl or a whiskey.  Xie xie!
       Either a short girl or a whiskey.  Thank you!
      (It’s a joke ..)
I hear Chinese spoken everyday by my wife but I don’t understand what she says because I’m not too hot with Chinese. 
I don’t understand because I’m not very good at Chinese
My wife speaks and writes fluent English and I ain’t that hot with English grammar either, even though I hear it spoken everyday.  Who gives a toss?
My Chinese wife is better at English than I am.  Who cares?- Not me!
Glenn’s a pain in the arse ‘cos he asked me to write a few words.  Fiend or friend – your choice!
Glenn’s a nuisance because he asked me to write a few words to help him help students.  Horrible person or friend – you decide!

Of course grammar is important, but it is not the most important thing.  Speaking and writing is.  If you went to any English-speaking country and talked about adverbs, prepositions and articles … most people wouldn’t know what they were!
People don’t worry too much about grammar in their own language for the simple reason that the more they speak and write as they grow up, the grammar ‘comes naturally’ – they learn the grammar without realising they are learning.  You can do the same if you speak and write.  Never be afraid to try.  Mistakes do not matter.
Here’s an example of worrying too much about grammar.  It was a question a Chinese teacher once asked me; it was a question in her English book.  Which is grammatically correct?
At the top of the mountain there is a house

Or

There is a house on top of the mountain

Or

On the top of the mountain there is a house

Or

There is a house at the top of the mountain

I don’t have a clue.  I haven’t got the faintest idea.  I haven’t got the foggiest.  I don’t have an inkling.  That all just means I don’t know!  I couldn’t give her an answer.
As a native-born English speaker, they all make perfect sense to me.  I would either speak or write any of those sentences.  Somebody who was writing a novel (a book) would use any of those four sentences. They all mean exactly the same.  If one of those sentences is grammatically correct, I don’t know which one it is.  And I don’t care - it isn’t important in everyday English.  Worrying about grammar can be a pain in the arse.  Write as you speak.  Speak as you write. Enjoy speaking and writing.
If you were going to reply to Rakesh’s and Julian’s emails, what would you write?  Different people speak and write differently.  There is no right or wrong way to speak or write.  We all use different words, grammar and styles.  Here’s what I would write:
To Rakesh:

Hello pal,

Nice to hear from back from you so soon, and thanks for taking the time to email me.  I’ve included your email in the book I’m writing.  I’ve explained to the students some of the words you used – words like ‘apprenticeship’ and ‘C.V.’  They’ll understand.
I’m glad to hear that Navin is enjoying his apprenticeship.  He should do well in his new job.  Give my regards to Lynn, and I hope that she recovers from the operation on her ankle.

                 Cheers pal.

To Julian:

Ha ha!  Very funny. I-think-not.

You’re a pain in the arse – it took me ages to explain many of the words and expressions you used. But xie xie anyway!

It’s a good job you have a Chinese wife to teach you English.

Bollocks indeed.
                                     zai jian
We speak and write differently when we talk with/communicate with different people.  That’s how life is –we use different words and expressions depending on whom it is we are talking to.  So don’t worry too much about grammar.  Just use the words you know.
The reply to Rakesh was in a style of English that he uses when speaking/writing.  The reply to Julian was ‘short and sweet’ – not a big or long reply.  It was in the same ‘tone’ (manner/fashion/style) as the email he sent to me.  It was to the point.
There is a blank (empty) page.  Use the space to compose (write) a reply to both Rakesh and Julian.  Use the words that you have read here, or, use your own words.  Whatever you decide to do is not wrong because you are communicating.  They are your own words – be proud of them!
Following (after) the blank page for your email replies, we will look at an amazing email.  But don’t forget to write a reply to Rakesh and Julian.  It will help you to improve your vocabulary and help you to remember any new words and expressions.
If you just read, you may understand everything .. but you will forget the words.

If you write …you will remember.  Writing is more important than reading (and speaking is more important than listening).

Your email to Rakesh:
Your email to Julian:

Next, we’ll look at an amazing email that I received:

Emails 3.  An Amazing Email

Here’s the email that I received.  It came (arrived/was received) with an attachment. Attachment just means ‘with’ or ‘included’.  Here was something with the email she sent to me.

The girl who emailed me attached a word document (writing) for me to read.  Here is what she wrote:
Pollution

Some children take it for granted that the sky is red or grey. Where is our blue sky that our grandparents knew? The sky is now murky and blurred. It’s as if we are looking at the sky through cataracts. Once, our ancestors navigated by the position of stars in a night sky, however now, we can’t even see the stars. Are we lost? Do we know where our society is going? Can we navigate through the modern pollution? 

Our factories are pumping out countless thousands of tons of carbon particles into the atmosphere everyday. The accumulation of carbon causes a pall to hang over cities and countryside like some omnipresent and foreboding dragon blocking out the sun. The increase in the numbers of motorcycles and cars on the road is exacerbating the situation.

Add to this, the pollution caused by the myriad of flashing neon signs that help block out the night sky. Light pollution is another form of pollution. 

The black civic activist Martin Luther King once said in a famous speech when he was talking about the plight of blacks in America. “I have a dream” He was of course referring to his future hopes concerning the black people.

I also have a dream which I believe is shared by all Chinese. The dream is that one day we would again see blue sky and twinkling stars at night. When that day comes, we know we will be back on course. 

Pollution in all its forms like water pollution, atmosphere pollution and even light pollution is of major concern to the Chinese people. 

To tackle this problem, is not straight forward. A booming economy has enhanced and bettered life for Chinese society. However, I would argue that pollution in its present form is a price too high to pay. It is adversely affecting our health and well-being and also our environment including lands, trees and animals. The perpetual miasma of airborne toxins is dissolved by falling rain and finds its way into the water –table and, ultimately, our bodies via the foods we eat.

The bull must be taken by horns, and the problems confronted. It is a problem that must be addressed at the highest level of government. The people are concerned and are voicing their fears about pollution. The government must listen and do something.

Fabulous, brilliant, superb –Excellent!  What a lovely use of descriptive and high-level English.  She said she enjoys writing, and she writes very well indeed.  It was a pleasure to read what she had written.
She’s a young Chinese girl.  She asked me to ‘check’ (examine) her English and make corrections.  But there was nothing to correct!  If I hadn’t known that she was a young Chinese girl, I would have presumed (thought) that it had been written by a well-educated native-born English speaker.
She enjoys speaking and writing – and her level of English has ‘rocketed’ (increased/improved).  If I hadn’t known that she was a young Chinese girl, I would have thought that she was a well educated person from an English speaking country.   Fantastic!

Did you know that some ‘foreigners’ become so proficient (good) at Chinese they are better at speaking and writing Chinese than Chinese people?
The same is true of Chinese people - they become so adept (capable/good) at English, that they surpass (better than/higher than) the level of spoken and written English of those people born in English-speaking countries.  
English is only a language.  It is yours to use as you see fit (you decide what to do with it).
So what was that young Chinese girl in her essay about pollution?  She used some words that you probably do not know – and she used them very well indeed.  We’ll now look at the keywords and essay again.

The writer of the essay just meant that because of pollution in the atmosphere (air) it was difficult seeing things like the sky/clouds which appeared murky and blurred.

. 
navigated 
pumping out 
countless 
thousands 


When the writer talked about an omnipresent and foreboding dragon blocking out the sun and stars all she meant was that like a dragon in the sky, it was worrying .. and like a big dragon in the sky, pollution was hiding the sun and stars.  Pollution – like the dragon – was everywhere and blocking out the sun and stars.  They could not be seen.
Once our ancestors navigated (found their way – like on a ship) by the position of the sun and stars … a long time ago, people used the sun and stars to know where they were.  So when the writer talks about ‘can we navigate our way through the modern pollution’  she is implying (meaning) that society is ‘lost’ – where are we doing? What shall we do with the problem of pollution?  A very clever use of words indeed. 

. 



.
Here is that essay again.  Now you can understand what the writer meant:
Some children take it for granted that the sky is red or grey. Where is our blue sky that our grandparents knew? The sky is now murky and blurred. It’s as if we are looking at the sky through cataracts. Once, our ancestors navigated by the position of stars in a night sky, however now, we can’t even see the stars. Are we lost? Do we know where our society is going? Can we navigate through the modern pollution? 

Our factories are pumping out countless thousands of tons of carbon particles into the atmosphere everyday. The accumulation of carbon causes a pall to hang over cities and countryside like some omnipresent and foreboding dragon blocking out the sun. The increase in the numbers of motorcycles and cars on the road is exacerbating the situation.

Add to this, the pollution caused by the myriad of flashing neon signs that help block out the night sky. Light pollution is another form of pollution. 

The black civic activist Martin Luther King once said in a famous speech when he was talking about the plight of blacks in America. “I have a dream” He was of course referring to his future hopes concerning the black people.

I also have a dream which I believe is shared by all Chinese. The dream is that one day we would again see blue sky and twinkling stars at night. When that day comes, we know we will be back on course. 

Pollution in all its forms like water pollution, atmosphere pollution and even light pollution is of major concern to the Chinese people. 

To tackle this problem, is not straight forward. A booming economy has enhanced and bettered life for Chinese society. However, I would argue that pollution in its present form is a price to high to pay. It is adversely affecting our health and well-being and also our environment including lands, trees and animals. The perpetual miasma of airborne toxins is dissolved by falling rain and finds its way into the water –table and, ultimately, our bodies via the foods we eat.

The bull must be taken by horns, and the problems confronted. It is a problem that must be addressed at the highest level of government. The people are concerned and are voicing their fears about pollution. The government must listen and do something.

Of course we all speak and write differently.  We construct sentences differently.  We use different words that mean the same thing. But, the meaning of what we say or write remains the same.  Here’s that same essay rewritten using different words.  It is written in everyday English:
The Same Essay –Using Different Words
Nowadays most children think it is perfectly normal to see hazy, grey skies.  This is because of the pollution caused by cars, motorcycles and factories which makes it difficult to see clearly.  Our grandparents saw blue skies, a shining sun and the stars at night.  That, for them, was normal.  Now it is normal for children to think that the sky is grey.  They never see stars in the night sky.
The smoke and smell caused by pollution from factories is causing carbon and other poisons to gather in the atmosphere.  This pollution is made worse by the cars and motorcycles on the roads.  They too pollute the atmosphere.

I look forward to the day when our skies are once more blue and clear.  I hope the time will come when I can see the stars in the night sky – just like our grandparents saw them.  In our modern society, city lights and the advertising signs on shops and buildings also hide the stars.  Light from the cities is another type of pollution.  I think that all Chinese people would like to see clear skies and stars at night.
As China develops, our life becomes better.  We earn more money … we become richer and buy more and more goods like cars.  But is it worth it?  Are the problems caused by pollution too much for us?  The pollution is everywhere.  It never goes away.  We can see it and we can smell it.  It hides the sun and stars.
The pollution in the air is brought back into the ground by falling rain.  The poison in the pollution goes into the plants, fruits and vegetables we grow.  Animals eat the plants – we eat the animals, fruits and vegetables.  The poison from the pollution goes into our body and can make us ill.

We must deal with the problem of pollution.  The problem must be dealt with by those in the government who have the power to do something about it.  We, the Chinese people, are worried.  We are telling everyone that we are worried about pollution: they must listen to us and do something about it.
The essay has the same meaning –using different words and sentence construction.  Easy, isn’t it?  It is a different style of writing, that’s all.  You will write in your own style (way /method of writing) just as you will speak in your own style.  It depends on what words you know … 
You can use the rules of grammar without thinking about them.  How?   Easy!  Read the essays and try to remember them word for word.  Then try writing those essays.  You will become accustomed (get used to/familiar with) how sentences are constructed. By writing, you will remember how sentences ‘flow’ – join together and you will also remember most of the new words/expressions.  If you just read … you may understand but you will probably forget the new words.  Writing is a different skill from reading…
It’s your turn again.  Use the space below (and the next blank page) to write an essay about pollution.  You can remember and copy the words from either essay – it doesn’t matter.  Just practice writing.  You can develop your skills:
Writing a C.V

Earlier, you saw an example of a C.V.  Writing a C.V and a ‘covering letter’ is perhaps one of the most important things you will ever do in your life.  It helps you to get a job.
Employers don’t read every C.V they receive.  What happens in the ‘big wide world’ (real life) is that an employer will advertise a vacancy (job) and perhaps receive hundreds of C.Vs.  The employer (or somebody in the office..) will quickly ‘flick through’ the C.Vs without actually reading them.
The person flicking through the C.Vs will, out of a hundred C.Vs, choose ten that look good - without even reading them.  The rest of the C.Vs are thrown away, unread.

Then the employer will quickly look at the ten C.Vs and choose perhaps five of them, which are then read properly.  Out of those five C.Vs the employer will decide how many –and who – will be asked to go for an interview for the job.
Why do so many C.Vs not get read and just thrown away?  The answer is simple.  An employer is too busy to read them all and just chooses those that ‘catch the eye’ (noticeable – look good).  The design, layout and the way you present yourself is very important.  You want your C.V to ‘catch the eye’ or ‘stand out’ (different from all the others).
What’s a ‘covering letter?’

Often, an employer will ask you to send a covering letter with your C.V.  Let’s imagine (pretend) that you have seen an advert for a job that you want to apply for.  
Here’s the advert:

The advert mentions a ‘pressurised environment’ – many companies will use this expression.  It just means that it is busy and you will be busy! (if you get the job).
The advert is ‘pretty straight forward’ (easy to understand).  You must be able to use a computer and speak/write English.  You also will work in the city centre office and will be busy.
It also tells you that you have to send a covering letter to Miss Wu, along with your C.V.  As Miss Wu has an email address you can send your covering letter to her as an email and attach your C.V as a word document.  You can of course also post/mail it to her.  The choice is yours.
Let us first look at an example of a covering letter and a C.V that many people would send to Miss Wu.  We’ll call our hypothetical (not real/false/pretend) applicant Ji Min, who is applying for the vacancy (job) at Shanghai Electronics:
Ji Min’s Covering Letter

Is this a good ‘covering letter’?
No it isn’t.  It is terrible!  And yet … it is what many people will write …  Ji Min’s covering letter would be thrown away immediately (at once/straight away).  The employer wouldn’t even bother to look at her C.V.  The covering letter was bad – her C.V would probably be terrible as well.
Ji Min has completely ‘missed the point’ (not understood).

Now we’ll produce a covering letter that Ji Min should have written:
Ji Min’s Concise and Relevant Covering letter


That’s better –much better!  Ji Min’s second letter is professional.  It ‘reads well’ (it makes sense/is easy to read - a pleasure to read).  It is also concise and relevant.  It contains no nonsense like  ‘I am a very hard worker’ and ‘I studied so hard...’  
In everyday English, you could say that Ji Min’s first letter was full of ‘waffle’ – that just means full of words that mean and say nothing at all.  Some people waffle-on.  They talk a lot without meaning or saying anything at all.  They waffle.

Her second letter contains no waffle or nonsense.  Do you really think a prospective and potential (future/possible/maybe ..) employer is interested in Ji Min playing basketball or what her friends said about her?  No of course not.  Ji Min’s covering letter would have been thrown away at once – along with her C.V.
Now it’s your turn.  Write a covering letter for the same job with Shanghai Electronics:
Don’t use the expression ‘play computer.’  You play games on the/a computer. If you’re not playing games and using the computer for work or to do something, you’re using the/a computer or working on/at the computer.
And did you notice the use of white space in Ji Min’s second letter? Ji Min’s second letter used paragraphs.  White space is the ‘blank’ (empty) space in between the paragraphs.  Using white space makes a letter or document easy to read.

Next, we’ll look at the C.V attached (sent) with the covering letter written by Ji Min.  A C.V should also be concise and relevant.  A C.V should be a maximum of (no more than) two pages.
The first C.V isn’t a good one – but, it is what many people will write.  That’s why potential/prospective employers don’t read it and throw it away without reading it as soon as they see it.

Ji Min’s Terrible C.V!

Atrocious (‘ah- troe-shus’) – terrible!  Ji Min has written in her C.V what she wrote in her covering letter – the ‘waffle’ (nonsense) about her friends saying she was a good worker, how hard she studied …  There is no need to repeat what you have written in a covering letter in your C.V.  They are two different things.
Even worse, Ji Min has written more waffle – her boss says she is a good worker, she talks to many people…   Has she shown a prospective/potential employer that she has the skills and abilities to work in a busy city-centre office just like the advert asked?  No, she hasn’t.  Ji Min would never be invited to an interview if she sent such a terrible/atrocious C.V.
We’ll now look at a good C.V – the sort/type that Ji Min should send.  You can chose the layout (how it looks/the design) of your own C.V.

Ji Min’s Professional C.V
Ji Min  b: 17 September XXXX
Dormitory 7

Weifang University

Dong Feng Jie

Weifang

Shandong

261061

Tel:01234 123888

Email: shandonghappygirl256@hotmail.com
September 2004 to July 2008 

Currently studying English at Weifang University, Shandong Province.

Studies include Business English, Written English, oral English and computing.  I have attained high grades in all these subjects and I am due to graduate in July 2008.
Computing

I am fully computer-literate.  I attended computing classes at university and I am able to produce and translate written documents from Chinese into English, and English into Chinese.  I have an excellent working knowledge of all Microsoft Office applications including Word, Access and Excel.  I am familiar and competent with the sending and receiving of emails, attachments and Internet applications.
Academic Qualifications

July 2008, Weifang University:  Anticipated degree (BA) in English studies.

                  Modules covered include Spoken English, Written English,

                  Literature, and Business English. 
January 2008, Weifang University. Certificate of computing.
                  Modules and subjects include:  Microsoft Office (Word, Excel and
                  Access), also email use and Internet applications. 
Employment History

March 2007-June 2007    - I worked in the ‘Golden Dragon’ restaurant as a waitress. 

                                         Duties included cleaning, preparing food and serving 

                                         customers. This was a temporary part-time job.    
November 2006- Feb 2007     I assisted at a Weifang No 3 middle school teaching     
                                                English to the students on two evenings a week and at 

                                                weekends.   
Strengths and Abilities
I have an excellent command of the English language – both spoken and written.  I have used this to great effect whilst teaching and in the restaurant where I worked part-time.  I also have a noteworthy ability to produce written documents to a high standard – I am a writer/editor for the university English newspaper. I also communicate with people from all walks of life as part of my journalist’s role.
Interests and Hobbies

I enjoy playing basketball.   I also enjoy reading books and writing my own work.  One day, I hope to write a book of my own                 

References:
英国的大坏狼
Room 534
English Department
Weifang University

Shandong  261061

Email: 英国的大坏狼@weifanguni.com
Tel: XXXX  XXXXXXXX
Relationship:  英国的大坏狼 foreign teacher who taught our class oral
and business English.

中国帅哥
Computing Department

Weifang University

Shandong  261061

Email: 中国帅哥 @weifanguni.com
Tel: XXXX  XXXXXXXX
Relationship: Computing teacher
Well, that’s certainly a much improved C.V.  It is concise and relevant – it has no ‘waffle’ (unnecessary and meaningless words).  It is ‘straight to the point.’  It also looks more professional and is easy to read because of the white space between the paragraphs.
Did you notice that Ji Min also used bold headings to ‘draw’ the eye’ or ‘catch the eye’ (make it noticeable).  It’s a good idea to write the headings in bold like:
Strengths and Abilities
I have an excellent command of the English language – both spoken and written.  I have..
Strengths and Abilities above is written in bold writing. Only write the headings in bold – if you make all the words bold it ‘loses the effect’ (doesn’t work very well).
Ji Min also placed her work history and educational history/qualifications with the most recent at the top.  Always do this – it is professional and expected by employers.
                                                    


Ji Min was concise and relevant when describing her part-time jobs.  Instead of describing her duties in the ‘Golden Dragon’ restaurant as: 
‘I served customers at their tables with the food they ordered and then took the dishes away when they had finished their meal.  I also cleaned the tables and laid-out the chopsticks and clean dishes for the next customers.  I also cleaned, peeled and cooked vegetables for the meals. Later, I cleaned the floor and the kitchen and got rid of the trash/rubbish.’
That would have been too many words – too much ‘waffle.’  Employers know what people do in a restaurant!  There is no need to ‘elaborate’ (too many words .. silly and unimportant little details).
Instead, Ji Min used twenty-four simple words to effectively describe what she did.  She did it very professionally:
                                         I worked in the ‘Golden Dragon’ restaurant as a waitress. 

                                         Duties included cleaning, preparing food and serving 

                                         customers. This was a temporary part-time job.    

Don’t ‘elaborate’ and use waffle.  Whoever reads your C.V will soon get bored - and probably throw it away.  Be concise, relevant and professional.
A C.V tells a prospective/potential (future?) employer about your education, qualifications and work history (or employment history – it means the same as ‘work history’).  Your C.V should also tell a potential employer something else about you as a person:

Strengths and Abilities
I have an excellent command of the English language – both spoken and written.  I have used this to great effect whilst teaching and in the restaurant where I worked part-time.  I also have a noteworthy ability to produce written documents to a high standard – I am a writer/editor for the university English newspaper. I also communicate with people from all walks of life as part of my journalist’s role.
Did you notice how Ji Min told her potential employer that she ‘had an excellent command’ (was very good at) of the English language?  She gave an example – working in the restaurant.  She also proved to that potential employer that she could write and produce documents: 

‘I also have a noteworthy ability to produce written documents to a high standard – I am a writer/editor for the university English newspaper’
She was telling that potential employer just how good she was.  She had all the skills necessary to do the job.  Good for her.  You do the same when you write your C.V.
References: Use them. Somebody who is not related to you.  Usually, you use a previous employer or an academic reference (teacher ...).  Never criticise (say anything bad) about a previous employer, school, college or university as it is frowned upon (disliked).  It is unprofessional.
Layout, Design ad Style of C.Vs 
There is no hard and fast rule (no precise/exact way) of writing your C.V.  It is your own choice of what it will look like, though common sense suggests that it should have an organised structure like Ji Min’s.
Here is Ji Min’s C.V again using a different layout, design and style using text boxes.



Of course it isn’t always possible to put all the information on one page.  The golden rule (do not ‘break’ the rule) is that your C.V should never be more than two pages long.  Otherwise it is boring, not concise or relevant and a potential employer won’t even bother reading it.  Keep your C.V simple, but effective.
Which C.V doesn’t look good or professional – difficult and not interesting to read?




It’s the first one of course.  It is just line after line of writing.  Boring.  Dull.  It has no white space or bold headings and doesn’t ‘stand out’ or ‘catch the eye.’  It looks more like an essay than a C.V.
On the next page there is a blank C.V for you to complete.  ‘Give it a go’ (try!).   The more you write, the better you become.  Then we’ll look at what happens after you have created your C.V: How and where to send it and, of course, the interview that you will probably be invited to attend because your C.V was concise, relevant and professional.
Change the words/layout to suit your own needs:

Personal Details
………………………………….
………………………………….

………………………………….

………………………………….

………………………………….

………………………………….

Academic Qualifications

Employment History

Currently:
Strengths and Abilities
Interests and Hobbies
References:

1. ………………………………..      2. ………………………………..
………………………………..          ………………………………..

………………………………..          ………………………………..

………………………………..          ………………………………..

………………………………..          ………….  ……………………

What Happens Next?
You send your C.V to a potential employer!

You attach (include/put with) the covering letter with your C.V and just post it to whoever you are applying for a job with.  But you can also do something else …  It takes a few days for the covering letter and C.V to reach its destination, so why not send an email and attach your C.V?
The email becomes your covering letter.  In the email you just write exactly what you would write in the covering letter:
          Dear Miss Wu,

                                I write in response to a recent advert by Shanghai Electronics for an office clerk to work in the Shanghai office.  I would like to be considered for this particular role.

I am computer-literate and fully conversant and familiar with all aspects of Microsoft Office and email applications.  I am currently an English major, due to graduate soon.

I am confident that I possess the skills and abilities required by Shangai Electronics.  A copy of my C.V is attached.

                                                            Yours sincerely,

                                                             Ji Min

It’s so easy and quick to do it by email.  Don’t worry if you don’t have an email address or don’t know how to use a computer to create (write) a C.V – it is all explained later.  It’s easy.
Here’s two questions for you:  You will soon graduate from college/university.  How soon before you graduate do you send your C.V to a potential employer?  A week?  Two weeks?  And do you just send your C.V and (hopefully) wait for a reply?
Begin sending your C.V to employers two months before you graduate.  Send your C.V to many potential employers.  Don’t wait for an employer to reply – they may not contact you.  If you send your C.V to a different company every day, that’s fine.  Don’t worry about it.  Eventually you will receive a reply from somebody.
‘On Spec’
‘off-chance’

‘On spec’ just means on the off-chance.  You go to your friend’s house on spec – you go to your friend’s house not knowing if your friend is at home or not.  There’s a chance that your friend will be at home, but there’s also a chance that your friend may not be at home.  You go to your friend’s house on the off-chance your friend is there.

You go to your friend’s house on spec.
                                                              Speculate/speculation

                                                               Maybe/perhaps/just a guess ..

You can send a covering letter and your C.V to any company on spec.  The company may not be advertising any vacancies (jobs) but that should not deter (discourage/prevent) you from writing to them anyway.  So don’t hesitate – send the covering letter and C.V on the off-chance they might offer you a job.  Send the covering letter on spec.  Maybe, perhaps, possibly … they will reply and invite you for an interview.  It’s worth a shot (worth trying/attempting).
The easiest way is to use the Internet.  Nowadays most companies have a web site.  Usually, somewhere on their website they will have an email address or, it might say ‘contact us.’  Don’t hesitate – contact/email them!
Here’s a letter (or an email) written ‘on spec’:

 Dear Sir/Madam,

                                I write to enquire as to whether there are any current or future vacancies in (name of company).  

I am computer-literate and fully conversant and familiar with all aspects of Microsoft Office and email applications.  I am currently an English major, due to graduate soon.

 A copy of my C.V is attached.

                                                            Yours sincerely,

                                                             Ji Min

Easy!  All Ji Min has to do now is attach her C.V and send the email.
haier.com




Most – if not all – companies will have a contact email address somewhere on their website.  It will be along the lines of (Like/similar to) ‘contact us.’  Some companies like Haier shown above) allow you to fill-in (complete) a form online – though you do need an email address.
There are so many companies online (have a website) that it only takes seconds to find them by using a search.  Type (write) into a search-engine like Google something like ‘toy manufacturer China’ or ‘computer manufacturer China’ and you will be inundated and swamped with ‘hits’ -  you will find a lot of companies.  Email them on spec with your C.V.  
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The Interview
So you’ve responded (replied) to many adverts and sent covering letters with your C.V attached to many companies ‘on spec’ and a few companies have contacted you to ask you to go for an interview.  Which interview should you go to?
Go to as many interviews as you can. Take nothing for granted.    That just means don’t believe/think that just because you have been invited for an interview the company will offer you a job.  They won’t.

Your chances of being invited for an interview are greatly enhanced (improved/better) because you have submitted a concise, relevant and professional C.V but the company might want to speak with five candidates (people who have been deemed (thought of..) as suitable for that particular job.  Take nothing for granted.
You can of course enhance (improve) your chances of getting that job if you know how to present (‘pree-zent’ - show) yourself in the best possible light (the best/most effective way) during the interview.  You should show evidence (prove) that you have the skills and abilities for that particular role (job).
Your first golden rule is that you never just answer ‘yes’ or ‘no’ to a question unless it is a ‘closed question.’  Here’s an example of a closed question:

Q. Are you married?

R. No

A closed question can only be answered by saying yes or no.
An open question is a question that requires a longer answer – it should be more ‘detailed.’  For example:
Q. Do you think pollution is a problem?
R. No (or ‘Yes’)
… is the wrong thing to say.  You are not communicating.  Talking, yes – but you are not communicating.  Parrots (鹦) can talk but they can’t communicate.
Ji Min was invited to attend an interview.  Let’s look at how she blew (ruined/spoiled) her chances of getting that job:
Interview No1:  Ji Min ‘Blowing’ (spoiling) Her Chances
Q.   So you want to work for Shanghai Electronics.  Why?

R.   I need a job and I saw your advert
Q.   You’re a student.  We need somebody who can speak and write English to a  
              high level. How good are you?

      R.   No problem – I’m good.  I was an English major at university.
      Q.   We require somebody who can produce written documents in both English    

              and Chinese.  Can you do that?

S. Yes, of course. I’ve done that sort of thing before.
Q.  How proficient are you with a computer?
R. It’s easy to use one. I can do anything

These are only a few example questions.  In an interview you will be asked more than four questions.  At first glance it looks as though Ji Min has answered the questions but really, she has said absolutely nothing that will help her get that job.  She has ‘blown it.’
Her replies are not much better than saying yes or no in reply to a question.  She hasn’t used the interview as a platform to promote herself (show how good she is).  An interview is an opportunity for you.  Use it to show how good you are!
On the next page is an example of what Ji Min should have said at the interview:
The Good Interview
Q.   So you want to work for Shanghai Electronics.  Why?

R.     I’m about to graduate from university where I study English and of course 
         I’m looking for employment in the near future.  I’d heard of Shanghai 
         Electronics and knew it was a large, professional company.  I would rather 

         work for  a larger, more professional company because it gives me more
         opportunities to use the skills and abilities that I have acquired at university.

         Besides, a larger company offers more opportunities in terms of gaining 
         experience and opportunities for promotion.  That’s something a smaller

         company just cannot really offer.  I believe that I have something positive
         to offer a bigger, professional company.

Q.   You’re a student.  We need somebody who can speak and write English to a  

              high level. How good are you?

      R.   I got high grades in both oral and spoken English.  But more than that, I 
             made friends with my foreign teacher who used me as an interpreter.  I really                                               
              learned a lot from that teacher – not just those words and expressions used 
              in everyday English – the sort of words and expressions that you don’t learn 

              from a book, but also I learned confidence.  I had the confidence to speak 
              and communicate in English with anybody.

              One day I asked him something and he said ‘Why are you asking me?  You 
              know as much English as anyone else.’  That’s when I suddenly realised he 
              meant that I was as fluent as anybody from an English speaking country.  
              They say if you can speak you can write, and I can write as good as I speak.  

              I often begin writing something and suddenly realise that I’m writing in both   

              Chinese and English:  I no longer differentiate between English and   
              Chinese; they’re just languages for communicating in, that’s all.

      Q.   We require somebody who can produce written documents in both English    

              and Chinese.  Can you do that?

R.  Yes, I can do that. At university I was a journalist-editor for the university newspaper and I wrote articles in both Chinese and English.  I also translated Chinese into English and English into Chinese for academic use within the university. A lot of my translated work was used by teachers and administration staff.  I’m aware that my written work was considered to be high-level.
Q.  How proficient are you with a computer?

R.  I know nothing about programming such as C++ or Visual Basic, but I do have an excellent working knowledge of Microsoft Office which is used in all company offices everywhere.  That’s one of the subjects I studied and used at university.  I am familiar with Access databases, Excel spreadsheets and of course Microsoft Word.
I can of course use e-mail as well to attach files and send them; I know how to create ‘zipped’ files to save memory and attach them to emails – I always use ‘winrar’ to do this but of course all computers have ‘winzip’ on them which does the same thing.  Our parents and grandparents had to be able to write to work in an office.  In today’s technological age we need to be able to use a computer.
Wow! Ji Min has certainly proved that she has the skills and abilities for this particular job.  There were no ‘empty words’ or yes or no answers in this interview.  She used it as a platform to show how talented she was; to demonstrate that she had the skills and abilities for that particular role (job).
Look how she supplied evidence (proved) that she had the ability to do certain things:
              I often begin writing something and suddenly realise that I’m writing in both   

              Chinese and English:  I no longer differentiate between English and   

              Chinese; they’re just languages for communicating in, that’s all.

It’s a lot better than saying ‘I can speak and write English’ – what Ji Min is politely telling the interviewer is ‘look here – I’m very high level – and here’s why …’
She also supplied the evidence that she could produce written documents in both Chinese and English:
                                  At university I was a journalist-editor for the university newspaper and I wrote articles in both Chinese and English.  I also translated Chinese into English and English into Chinese for academic use within the university. A lot of my translated work was used by teachers and administration staff.  I’m aware that my written work was considered to be high-level.

Wow!  She certainly provided evidence of her skills.  This girl has ability and proved it beyond the shadow of a doubt (beyond any doubt).  She has answered the questions completely using her own experiences and by communicating.  Ji Min did not use any ‘yes or no’ answers – she fully answered the questions put to her by the interviewer.  Everything she said in reply to the questions was positive and relevant.
Like her C.V, Ji Min used the interview as a platform for her abilities (to demonstrate how good/capable) she is.  You can do exactly the same.  Use the ‘covering letter’, C.V and the interview to help yourself.  Be professional, concise and relevant.
On the next page there are some interview type questions.  Have a go (try/attempt) at answering them by writing your own replies. If you write (and speak) you improve your vocabulary and skills. You also become more confident.
Interview Type Questions
1. We are looking for somebody who has a good problem-solving ability.  Can you give me an example of a problem you had to deal with?

2. What did you do to solve the problem?

3. The job we are offering also requires the successful candidate to have     
good inter-personal awareness.  Can you give an example of a time you demonstrated good interpersonal awareness?
4. What do you think you can offer this company?
5. Where do you see yourself in five years time?
6. (what do you think you will be doing in 5 years? – will you still be with the company/be a boss?)
7. Have you ever done something that is creative or innovative?
8. What do you offer this company that other applicants (job seekers) do not?
It is of course impossible to write all the questions you may be asked at an interview, though most interviews are along the same lines (more or less the same type of questions).  An interview can usually last between ten minutes and an hour.  Thirty minutes or so is ‘the norm’ (how long it normally lasts).
The second part of this publication will look more closely at those skills and abilities that are wanted by employers for different roles (jobs).  It will give examples of how you can be assessed (examined) by professional companies and how you can present (show) your skills and abilities to good effect.
The next page is all yours.  Have a go at writing what you would say in reply to these questions:
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4.  The next screen is where you choose your email name (address).  This account has been set up (made/arranged) with a .co.uk name.  When you set up an account you will have an email address    xxxx@hotmail.com
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Passwords are case sensitive.  THIS IS UPPER CASE (Capital letters).  this is lower case (small letters).  If you choose ‘beijing’ as your password in lower case and then try to log in (enter) using the password BEIJING or Beijing, it will not work.  It is case sensitive. Remember your password – and is it in big letters or small letters?

Continue filling-in (supplying) the information that is required:
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5.

The name ‘weifang girl’ is only used as an example.  Use your own name.
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Later, when you log into hotmail, the writing will be in Chinese (though you can still write in English!)

Keep following the on screen instructions (the information that is required/what to do)
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                   Click the button ‘I accept’

The next screen will give you some more information.  You choose!

Nowadays, most computers have a broadband connection.  That just means they connect to the Internet very quickly.  But, it is your choice – ‘Classic’ or ‘Full’ – they both do the same.
7.
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That’s it.  You have now signed-up with hotmail.  The next screen to appear is your email account.

There is already one email in your inbox.  It is just a welcome message from hotmail.

8. 
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                               To read the email in your inbox, simply click on that email

To write a new email click on NEW and …

This screen will appear.  Your email address is automatically entered where it says ‘From:’


                      Write the email address of the person you wish to send the email to

                                                       Write something in the subject line
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I have written ‘Hello somebody! I have attached a photo of Weifang University!’ in the body of the email.  Now, I want to attach (put with/include) a photo to send with the email:

10. 
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Above the ‘From’ in the email, look on the menu (just like in restaurant –you choose from the menu). Click on the drop-down arrow where it says ‘attach’ – a drop-down list will appear.
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A ‘file’ just means something like a written document or a song.

When you have chosen ‘photo’ from the drop-down list another screen will appear:

11. 
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The photo is uploaded (sent up to the Internet) … so just wait …. and …
When the photo is attached and the email is ready to be sent, this screen will appear:
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13. 

Click once on ‘Send’
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14. 
Success!  The email with the attachment (the photo) has been sent to its recipient

(the recipient is the person who will receive the email):
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15.
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16. 
The next time I want to use my email account I go to www.hotmail.com 
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Remember … if you first select China, then the province … and enter the postcode (such as  261061) and then fill-in (complete) the rest of the information, your email account will be  set up (created/made) in Chinese.  You will have a hotmail.com address (not co.uk).
[image: image62.png]Owmzle OFemale

Ecample: 1955

*Country/Region:

*province: Salactons

*postal Coda:





Hotmail is a good email.  With your hotmail username and password you can also sign-in to MSN and MSN Messenger.

MSN Messenger is used for chat (like QQ).

Because you already have created a hotmail account you can sign into MSN Messenger with the same username and password.  You can even use MSN Messenger to check (look at) your email in hotmail.
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You can download MSN Messenger onto any computer. With MSN Messenger you can set up (make/create) your own photo space to keep photos. It’s very easy to do.  If the computer you are using does not have MSN Messenger – search the Internet:
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 Download it!
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Here is what you do to create your own photospace:

                                               [image: image66.png]



MSN Messenger has been downloaded to the computer. Click on the icon (the picture/photograph) of the two people and sign in.
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I have now logged in to MSN Messenger. You will see the next screen:
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 This icon tells me I have one new email in my inbox.  If I click on the envelope (the letter) it will open my hotmail email inbox.  But I don’t want to check (look/see) my email, I want to create a photospace.


And wait until  …
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First, click on the icon  choose web address.  You have to choose a name.
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I have chosen the name shandongstar.  It is available and I can use it.  I can never change the name .. so think carefully about what name you will choose for your photospace.  You can never change the name.  You can edit (change/alter) everything else in your photospace, but not the name.

I then clicked  ‘save’.  

 [image: image78.png]Hsove




The web address now belongs to me. 

The web address is http://shandongstar.spaces.live.com   Anybody anywhere in the world can use a computer to visit this photospace (unless I change the ‘permissions’ to keep it private … but no, I’ll make it public.  Anyone can look at my photos).

I then clicked the icon for ‘share photos’ 
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This is the next screen (What you will see next on the computer):
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An Album is a book where you store (keep) photos.  I wanted to create (make) an album, so I clicked on the add album icon [image: image82.png]1 Add album
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Automatically (it will do it itself) it will put the date in as the album title (name):
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However, 16 October is not a very good title (name) – so I can rename it to anything I choose.  I have chosen to call the album ‘weifang images’ (images is just another word for photos).
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The album has been renamed to ‘weifang images’

I then clicked on Add photos. 
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Another screen opened up (appeared)  and I was able to browse (look/see) into my computer.  I was able to browse through the folders and choose which images to upload:
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On the left, are the contents of the computer.  I have chosen a folder called ‘military training’ where there are many photos.  I have a choice .. I can choose which individual (single) photos to upload, or ‘select all’ (choose all of them).  

I chose select all:
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I have selected the photos – so I click the Upload now button.
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The files (photos) have been uploaded, so I click on save and close
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and then ….

Success!

The photos have been uploaded to an album called weifang images:  There are 20 photos in this album.  There are twenty images in this album.  I can edit them - change their name or delete them at any time I wish.  I can also edit the album – rename it or delete it.  At any time I wish... by clicking on edit/delete albums).
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Yes!  The whole world can see these photos by logging on to 

http://shandong.spaces.live.com
But …  the photospace doesn’t look very nice/good. It needs a good layout (design) and some colour.  So I click on Customise.
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Themes
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  I click save.  If I change my mind and want to use a different colour, I click ‘cancel’.  I like this theme so I click on ‘save’.

I then click on customise again, and choose Change the layout.  
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Layout
The layout is how it looks:
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                                     [image: image99.png]



I then clicked on save [image: image100.png]Save.
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Then I clicked on ‘close’ at the bottom of the page.  The layout was applied to my photospace.

Here is what it looks like with the theme (colour) and layout (design) applied:
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The theme and layout can be edited (changed) at any time.  The only thing that can never be changed is the name http://shandongstar.spaces.live.com
Editing the Title and Tagline
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 A drop-down list will appear.  This where you make the changes and choose the font colour (colour of the writing) and the size.
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                       SAVE – after you have chosen colours and style of writing.

Here is the new title and tagline:

                                                      [image: image106.png]Travelling through life
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In the top right-hand corner I then click on sign out  [image: image107.png]



Of course you can make many different changes to your photospace.  You can add a blog if you wish.  A ‘blog’ is just where you write words – rather like a diary.  You can re-arrange the modules.  Modules are just the different things you can have on your photospace - your profile (information about you), the photos, the blog …   You can rearrange them – put them wherever you wish – on the photospace.
Always remember to sign-out of your email account and MSN Messenger when you have finished!

Once you have created your photospace you can log onto it and sign-in.

I could use any computer with an Internet connection and go direct (straight) to http://shandongstar.spaces.live.com and sign-in.  When you have created your own photospace you can go to it direct, sign-in and edit it – make changes.  You use your hotmail username and password to sign-in.

An instead of attaching photos to an email – you can of course attach a C.V!
Words Written by Students
We’ll look at some writing done by freshman (new) students.  These students are obviously learning English at a university and are just ‘getting to grips/getting a hold’ (beginning to understand) of how to use another language.
These students had to talk about something that interested them at the front of the class.  They had to talk to their classmates in English for fifteen minutes.  They also wrote new English words and expressions they had learnt on the blackboard and explained them to the class.  Here’s an example of what one student who wanted to talk about animals in Africa wrote to explain new words:
domestic   家的 家庭的                        giraffe   长颈鹿 

Livestock   家畜  牲畜                             antelope    羚羊
Rare  instances:not many  time             territory    领土 版图 

Pride   自尊心 ；群居                               dung     粪便
mates    传宗接代                                   consume   大吃 大喝  消耗
lick          舔                                          uproot   连根拔起 

rub            搓；磨                                  severely   严重的  严厉的
plains    平原                                         quest   探寻 探索 

arid    干燥的 干旱的 不毛的                       thereby   因此 因而 

bushy      浓密的  多毛的                          distribution   分配 分送
coarse    粗糙的 粗鲁的                            versatility    多才多艺的
sedge   苔草                                          bulb  球茎球根
bud  含苞  发芽 芽苞                                strip  剥光 剥去    

bark  树皮                                             pod   豆荚 

marine  海的 海运                                  subregion    地区
vertebrate   脊柱 脊椎                            jaw     上颌  下颌  

moustache  胡须                

Yes, a lot of new words!  She wrote the Chinese words as well so the class could understand what she was talking about.  But .. because she was interested in African animals and wrote the words and then spoke them – she remembered those words.  She increased her vocabulary and improved her pronunciation but more importantly, she became more confident. 
In the first class this girl was shy and ‘hesitant’ (she was afraid to speak in case she made mistakes) .. she said ‘My name is ..’  Do you like rice?  Do you eat Chinese food? One month later because she was confident and spoke and wrote about African animals she became more confident in her own abilities.
Two months later she spoke about relationships.  Her writing  had grammatical errors and spelling mistakes.  And that does not matter at all – she was communicating.  She was developing (improving) her own skills just by speaking, writing – and becoming confident.  Mistakes do not matter.  Here is what she said about relationships:

At around our age people begin to start form and developing relationships. However, there are many reasons for relationships forming – and breaking down.

Many relationships are founded on nothing more than curiosity about the opposite sex.  Quite natural -  everybody goes through this stage of sexual curiosity in their life.  Or, it may be nothing more than physical attraction:  A boy thinks a girl has a nice arse, therefore he thinks that she is a nice girl.

This is not always the case.  A nice appearance does not mean that the person is actually a nice person.

Subsequently, relationships that are based on no more than physical appearance and attraction may be doomed from the outset.  The physical aspect takes no account of character and personality.  Many boys are ‘blinded’ by a girl’s prettiness and later, regret the relationship.  That’s when they split-up:  They find they are not compatible.

Of course a girl can become enamoured with a boy.  It cuts both ways.  Girls also have a sexual curiosity as well and sometimes, a girl can find that she is pregnant and has split-up from her boyfriend who is not suitable for her or she does not even like!

Perhaps there is a maturity that is missing in the early stages of a relationship -  the maturity of knowing that person well.  It seems that maturity is like knowledge – it takes time to learn, and is worth waiting for!

There are perhaps many new words and expressions here that you do not understand?  Probably.    But just look at how her ability has improved just because she spoke and wrote.
Here are some more words spoken/written by students. Mistakes do not  matter.  What they wrote has been corrected.  But …  they were confident enough to try.  Excellent!
‘Shared a common memory’

Someone wrote about their childhood, saying they shared a ‘common memory.’ Whilst the meaning of this is understood, the writer was really saying that he/she remembered their childhood – had good memories of childhood.

[Keywords: reminisce, reminisced, nostalgia, nostalgic]
Another way of expressing this would be to say ‘ I look back on my childhood with nostalgia. I have happy memories’.

Nostalgia means to look back and remember with affection. If you take a ‘nostalgic view’ it simply means that you remember a past time or an event as being good. ‘I have a nostalgic view of the years I spent at University’ – I remember those years at University with affection. You could also say ‘I remember the time I spent at University with nostalgia’.

Reminisce has a similar meaning. ‘I often reminisce about the years I spent at University’ –

I often think about – remember – the years I spent at University. Reminisced is the past tense.

‘Yesterday I was in a sorrowful mood. I spent the day just thinking, remembering my earlier life’. I reminisced about the happy years I spent at University. 

For example, if you spent the day with your grandfather you might well say to your parents when you returned home ‘Grandfather spent the whole day reminiscing. He reminisced about the days when he was a young boy. He was very nostalgic about it all. He talked about the good times he had with his friends and the places he visited. Nostalgia is a strange thing – he completely forgot all about how hard life was in those days and how poor the people were’.

Other ways of saying the same thing include:

Seeing the world through rose-tinted glasses (or tinted- glasses). ‘Glasses’ are spectacles – or ‘specs’ as they’re sometimes called. So when someone sees the world through rose tinted glasses it simply means that they see just the good things in life – the things they want to see – and not those things that are not so nice.

If you reminisced about your University and recalled the time spent there with nostalgia, a friend might say something like ‘What? You must be joking! We had to get up early, work late and spend hours and hours studying! You’re seeing it through rose-tinted glasses. It wasn’t that good!’ Your friend might also say that you had taken a rosy view or had a rose-coloured view about the time spent at University.

On ‘the other side of the coin’ (alternatively) you could take a rosy view of something that is good - something you like. If you started work at a new company and found that you liked it a lot, it could be said that you had a rosy view of that company: Good pay, good prospects and nice people. The thought of working there would give you a rosy feeling.

‘The making method’

Describing how to make food.
 [Keywords: recipe, ingredients].
 It would be better to say that food is prepared. A recipe (ress-ip-ee) is a list of those ingredients used to make a particular meal or type of ‘dish’.

If the ingredients for one type of meal are carrots, onions, fish, salt and potatoes. The recipe would perhaps tell you to ‘Put the potatoes into a pan of boiling water for 15 minutes. Add some salt to the water. Cut the onions and carrots into thin slices and add them to the potatoes after 15 minutes. Leave them all to boil for another 10 minutes. Then add the fish and boil for another 5 minutes. (It doesn’t sound as though it is a nice meal)

The recipe tells you what to use and how to cook it. The recipe also tells you what quantities you need – how much. ‘Use four carrots and one big onion’. The ingredients are the different vegetables, spices and meats etc … that you would use.

There are French words used in the English language to describe cooking. All English speaking nations understand these words [keywords: haute cuisine, cordon bleu, culinary]

Haute cuisine (‘hort kwiz-een’) means ‘high cooking’ or ‘high kitchen’. (Haute means high, and cuisine is kitchen/cooking) In other words a place where ‘high’ (excellent) food is prepared.

Cordon bleu (‘cordon blerr’) means ‘blue ribbon’. A chef (‘shef’’) is someone who can prepare meals of the highest quality. They are experts. If you call a chef ‘a cook’ they become angry – they will say that anybody can cook. They are not cooks – they are chefs. They are better than cooks. Chefs have a lot of exams before they are qualified. 
When they finish (and pass) the exams they are given a cordon bleu – a blue ribbon. The blue ribbon is an award (like a degree is an award) for being a top-class chef. Therefore a restaurant that advertises cordon bleu cooking is saying that it has a chef who is highly qualified. The chef can prepare haute cuisine meals.

Cooks, chefs, your parents and perhaps you yourself all use culinary equipment. Pots, pans, knives, forks, bowls and dishes are all examples of culinary equipment. You can see that the word culinary has something to do with cooking. A chef would make culinary preparations – get the food ready, peel potatoes, cut meat, get the cooking equipment ready – and so on. You would do likewise.

‘Without sex’

This was written about two cartoon characters that were neither male nor female.

[Keywords: sexless, asexual, androgynous]

A better way of describing the cartoon characters would be to say they were ‘sexless’. Not male, and not female. 

A bigger and more impressive word is androgynous (‘ann-droj-a-nus’). It would be used at a higher-level of English than ‘sexless’, although it means the same. For example, a newspaper once wrote ‘.. the androgynous Michael Jackson..’ (Michael Jackson is an American pop star). What the newspaper was really saying was that nobody really knew if Michael Jackson was a boy or a girl – it was difficult to tell! The newspaper could have described him as sexless but at a higher level in a good newspaper, the word androgynous was used.

Asexual also means neither male nor female, but in a different sense. An amoeba (an amoeba is a simple single-cell creature) is asexual. No male, and no female. The amoeba reproduces itself by splitting into two (one amoeba becomes two..). The word asexual would be used in a scientific context. A biology book would use asexual and not sexless or androgynous.

 

‘Wed-lock’

The correct word is wedlock (wedding-locked). Literally – married. The student who talked about wedlock had seen a movie in which a woman fell in love with a man who was already married to another woman. [Keywords: marital, marriage, extra-marital, affair] 

 

Marital means married or marriage. ‘They lived in marital bliss’ – they were happily married. ‘They had marital problems’ – something was wrong within their marriage. Their marriage wasn’t working.

A married man or woman has a relationship with another person is described as having an extramarital affair – a relationship with someone who is not their husband/wife. Usually, we would say that they were having ‘an affair’. In extra-marital, ‘extra’ simply means ‘outside of the marriage’ (extra just means ‘more than/ in addition).

‘David and Susan were having marital problems. David knew that his wife, Susan was having an affair with someone she knew at work. He didn’t care. He knew their marriage was ‘on the rocks’ and wouldn’t last’.

‘On the rocks’ simply means that the marriage was breaking up and wouldn’t last for much longer. You might also describe a business as being ‘on the rocks’ – it has troubles and is unlikely to be a business for much longer. (Note: there is an alcohol called ‘Scotch’ - a whisky (like bai jiu). If someone asked for a ‘scotch on the rocks’ what they would be asking for is whisky with ice in it).

‘Looks funny without the words’

This was about an old movie that had no sound. It was a silent movie. 
[Keywords: visual humour, visual, vision] 
The movie was funny (a comedy). Visual means ‘to see’. What this means is that the movie relied on visual humour to make you laugh – people falling down holes .. having their hand bitten by a dog. How they look and act. Everyone understands visual humour. It does not rely on words.

Visualise – if a friend said to you ‘The Chinese football team has a new manager. He has introduced new football tactics (methods). They are certain to win the next world cup’ – you might say ‘What? They think they can beat Brazil, Italy and Argentina?’

Or you could say: ‘That’s difficult to visualise!’ Or even ‘I can’t see that happening’. It means the same. Visualise means ‘to see’.

Vision. ‘I have perfect vision’ – I can see things clearly. I do not wear glasses. There is nothing wrong with my eyesight.

‘The ship was within my vision’ – I could see the ship. It might be a long way out at sea, but it was still within my vision – I could still see it.

‘The philosopher had great vision’ – he could see things that ordinary people could not. In this context, vision means understanding – the ability to think about things. The philosopher was very wise.

‘Brutal competition from other Universities’

All Universities want to attract students. [Keywords: compete, competition, brutal, brute]
‘Brutal’ is normally associated with violent behaviour. "He was brutal towards his children. He hit them, shouted at them and made them afraid. He was a brute." ‘Brutal’ means to behave ‘like a animal’ – the Japanese were brutal to their prisoners. They didn’t treat them very well. ‘Some people can be very brutal’ – cruel and unkind.

Universities compete against each other to attract students. ‘Come to Weifang University and learn a lot. This is the best University in China’. Weifang University is in competition with other Universities.

Students are in a competition against each other to be the best in the class. They compete against each other. "The competition was ‘stiff’. There were many good students who had to compete against each other.

‘Universities face stiff competition from other Universities to attract students. ‘Stiff competition’ is a very common expression. Stiff means hard and difficult, unbending (it won’t bend). 

‘The competition to win business is stiff’. Shops compete against other shops to win (attract) customers. You might also describe a sore leg as being ‘stiff’ – difficult to move.

 ‘A beautify movie’

This student meant a beautiful movie. She had seen a beautiful movie.

[Keywords: enhance, decorate, decorators, decorated, cosmetics, cosmetic, beautify]

‘Beautiful’ can be used in many ways. ‘It was a beautiful day’. ‘She’s a beautiful girl’.

Beautify means to make something look better. You could write ‘Before a girl goes out with her boyfriend she spends a lot of time beautifying herself. She puts on her make-up: her eye shadow, lipstick and perfume’. In this context, beautify means to enhance – looks better. A girl will beautify (enhance) her appearance (a boy would not ‘beautify’ himself).

Lipstick, eye shadow and perfume are all cosmetics. (Things that a girl will use to enhance her appearance). Enhance means to ‘make better’, ‘look nicer’ or ‘improve’. A student can enhance their chance of passing an examination by studying hard. Students who will talk in speaking lessons have an enhanced chance of not being killed by their foreign teacher… a student enhances his or her speaking skills by taking part in lessons.

Cosmetics are something that is applied to enhance appearance. The appearance of a girl is enhanced (beautified) by the application (putting on) of cosmetics. 

However, a building could also have cosmetic changes. If the accommodation building shisan hao lou is having new paint applied to the outside (we’d say the building is being ‘repainted’ or ‘redecorated’) I might well say ‘They’re making a few cosmetic changes to shisan hao lou’. I could also say ‘They’re decorating shisan hao lao’. Decorators are people who decorate.

Cosmetic changes are those which are only ‘on the surface’ – not deep, major changes or alterations. A cosmetic change to a building is only on the surface – repainted, or ‘redecorated’. They were not putting new doors, windows and water pipes into shisan hao lou. The changes were only cosmetic.

So perhaps you can see that when a girl applies make-up (cosmetics) the changes that she makes to her appearance are only ‘cosmetic’ – on the surface. There is a saying ‘Beauty is only skin deep’. This really means that underneath our ‘surface’ – beneath our skin - we have our own personality, our own unique character. You can’t tell what a person is like just by looking at them. You can’t hide your character by changing your appearance.

In everyday English we would just say ‘that a girl puts on (or wears) make- up’. She applies her make-up. She uses cosmetics.

Crocodiles and Snakes

[Keywords: cheating, copying, venom, venomous, fangs, poison, poisonous, puncture, discoloured, antidote, inject, constrict, amphibious, ambush, suspicious, suspect]

Quite a lot of students mentioned snakes and crocodiles in their essays. A lot of students made the same mistakes! I am very suspicious. I suspect that students may have been copying someone else’s work. This is cheating. Don’t cheat. Use your own words. Crocodiles have BIG, sharp teeth. Anyone caught cheating will be thrown to the crocodiles! I keep a lot of crocodiles in my apartment and in the classroom...

There are two types of snake. Snakes are either poisonous or non-poisonous. We could say ‘There are two types/varieties of snake. One is venomous and the other is non-venomous’. This means the same as saying ‘There are two types/variety of snake. One is poisonous and the other is non-poisonous’. Venomous means poisonous and venom means poison.
A snake has fangs, not teeth. A venomous snake kills its prey (‘prey’ means the animals that it kills and eats) by injecting venom through its fangs. The snake injects its prey with venom.

You could also write ‘A poisonous snake kills its prey by injecting venom though its fangs’. There are many ways in which to use words and expressions. Don’t be afraid to try and use them.

‘My friend was really unlucky. Talk about misfortune! (bad luck) As he sat down on the grass he was bitten on the leg by a poisonous snake. Its fangs punctured his skin. When the snake let go of his leg I could see that he had two puncture wounds where it had bitten him. By the time we got to hospital his leg was swollen and discoloured because of the poison (or ‘venom’). The doctor used a big needle (hypodermic syringe) and injected him with an antidote. My friend was lucky. He survived, but was very ill for a few days’.
An antidote is a cure – in this example the antidote cures the effects caused by the snake’s venom. A common expression is ‘there is no known antidote‘– there is no known cure.

You can now perhaps understand that ‘to puncture’ means to break the surface – to ‘burst’. A sharp object will puncture the wheel of a car. A poisonous snake is described as ‘striking’ at its prey. ‘The snake lay in the grass, waiting for the right moment to strike. It waited until its prey was within striking distance. A few moments later it struck, sinking its fangs into (the animal’s) body and injecting it with poison’.

Amongst the non-poisonous (or non-venomous) type of snake there is the boa constrictor. A big powerful snake, that kills larger prey by constricting- choking/squeezing -  them. Hence the name boa constrictor.

The boa strikes at its prey and then winds itself around the body. It constricts its prey. As the animal breathes out, the boa tightens its coils (coils –the loops that it makes around the body). Its prey cannot breathe in. It struggles for air. It slowly dies. It has been constricted. The boa then swallows its prey. Boas can swallow students. Don’t cheat.  Always use your own words.
You could describe some that you don’t like as ‘a snake in the grass’. You do not trust that person. It is a common expression. ‘I don’t trust John, he’s a real snake in the grass’.

Someone who says unkind things might be described as ‘having a poisonous tongue’ or a ‘venomous tongue’. You could also describe them as being ‘full of venom’. ‘Sally is full of venom. She says some terrible things about her classmates. That girl really does have a poisonous tongue’.

A snake has a ‘forked’ tongue. A forked tongue has two ends. A snake uses its forked tongue to ‘taste’ the air and find prey. Another common expression uses ‘forked tongue’. This saying is used to describe somebody who says one thing, but means another. Or it is used to describe someone who tells lies.

‘Darren said that his parents were very rich, and he lived in a big house in the countryside. His parents aren’t rich and they actually live in a small house in Beijing. You can’t believe a word Darren tells you. That boy has a forked tongue’. Darren was a liar.

‘We weren’t very happy at work. The pay wasn’t good. One of the managers told us just to continue working hard for the next two weeks because there was a pay-rise on its way. So we did work harder. We worked very hard. When the pay rise came through we learned that it was for the managers, not us! That manager certainly fooled us. He speaks with a forked tongue’. The manager said one thing, but meant another.

 

Crocodiles

Crocodiles are amphibious. They can live on land and in water. Frogs are amphibious.

A crocodile is an amphibian. A frog is an amphibian.
Crocodiles have scaly (rough/hard/tough) skin. They kill their prey by dragging it beneath the surface of the water, where it drowns. Then they eat it. Students are a favourite food of the crocodile. A crocodile lies in wait beneath the water – ready to ambush (just like a snake will ‘ambush’ – take by surprise) larger animals that come too close.

Crocodiles have wet eyes – it looks as though they are crying. There is a saying: ‘crying crocodile tears’. Would you feel sorry for a crocodile that was ‘crying’? Of course not. Someone who cried because they would never see you again – but didn’t care that they would never see you again – they would be ‘crying crocodile tears’. (False tears). They are just pretending.

‘The company had too many people working for it, and I lost my job. My boss said he was very sad. His eyes were full of tears and he said how much I would be missed. It’s strange, but he never liked me from the day I started working there. He didn’t fool me, I knew they were crocodile tears’.

If the crocodiles in my classroom ate some students who had been cheating I would ‘shed crocodile tears’.

‘I am a common girl’

[Keywords: common, common-folk, common people, connotations, sleeping-around, promiscuous]

Several students wrote ‘I am a common girl’ or ‘I am a common boy’. This does make sense. However, the word ‘common’ has other connotations (different meanings depending on how and where you use it in speech and writing) of which you should be aware.

Bicycles are common in China. You see them everywhere. Fish are common – they live in all waters everywhere. Mistakes are common. We all make mistakes.

However, in the English language there is an expression ‘She’s a common sort’ or she’s a common type. When this expression refers to a female, it really means that she sleeps around or sleeps about. 

‘Sleeps around’ or ‘sleeps about’ means that a girl will ‘sleep’ with a lot of men – have sex with lots of different men. This is referred to as casual sex. Another expression to describe this is a one- nightstand. 

‘Janice met a boy at a party. She went back to his apartment and slept with him. When she went home the next morning she couldn’t even remember his name. It was just a one-night stand’. 

Janice had sex with someone on a casual basis. No love or affection involved – just a one night stand. This type of behaviour is referred to as promiscuity. Janice was promiscuous
(‘prom-iss-cue-uss’). She was willing to have sex with anyone. She was sexually active. Janice was not a prostitute who wanted money in exchange for sex. Janice was a girl who slept around She had sex with anyone because it was in her nature (character).

A boy who is described as ‘common’ – ‘he’s a common sort/type’ would mean, quite literally, that he wasn’t ‘any good’. Don’t trust him. He’s not a good person. 
"I wouldn’t let my daughter marry him –he’s a common sort!’ 

‘I won’t let my son marry her. She has been sleeping around for years!
It is important that you understand the connotation that exists between the word ‘common’ and when we talk about people

A better way in which to describe yourself would be, "I’m an average sort of girl/boy" or ‘I’m an everyday sort of boy/girl’.

A ’commoner’ is a person just like you or I. ‘The king and queen were well liked by the commoners’. One day the king and queen were riding their horses through the forest when they saw some commoners. The king stopped and spoke to them. ‘Tell me,’ said the king. ‘Are you happy with your life? Is there anything that I can do to make your life better?’

‘Sir,’ replied a commoner. I am very happy with my life’. The king looked at the other commoners and said ‘What about you people?’ ‘We’ replied another commoner, ‘are happy that we have a good king’.

In this example you can perhaps understand that the word ‘commoner’ means someone who is not of ‘royal blood’ (not a member of a royal family – like an emperor, prince or princess). You would not describe yourself as a commoner when writing or speaking. You could say that the king had the respect of the common people. The king was respected by the common people. The common-folk all respected their king and queen.

A more modern and widely used expression is common people or common-folk. 

‘There is nothing different about the people who live in Weifang. They’re just like the common-folk in any city, anywhere in the world. They have jobs, they worry that they don’t have enough money and they care about their children. People in all countries have a lot in common. Common people share the same worries and concerns’. There are many ways of expressing yourself in writing and in speech. Don’t be afraid to try.

.

 

 In the paragraphs below are some further examples of written work. The corrections and alternative phrases and words are shown in Italics. 

" I am the oldest child in our family which is, my father, my mother, and my sister, who is younger than I" 

'My family consists of my mother, father and my sister. I am the eldest child. 

"I have dream where I am frightened, I dream I get chased by people who will kill me".

'I have dreams that frighten me. I dream that I am being chased by people who will kill me (if they catch me)". OR: 'I have dreams in which people chase me. I know that if they catch me they will kill me. It is frightening". A word to describe a frightening dream is a nightmare. Or you could say 'I have nightmares. One of my nightmares is about people who chase me. They want to kill me".

There are many ways to express yourself. There is no right way. We are all individuals who act and think differently. We all have an individual style of writing and speaking. 

Nightmare can be used in other contexts - that is, when not referring to a bad dream. For example, if a friend asked you "Was the exam difficult?" you could say: "Difficult? It was a nightmare!" - difficult, horrible, unpleasant ... Similarly, if a teacher was asked what Weifang University was like, he might well say: "The University is ok but the students are an absolute nightmare!"   The students are trouble..
A student might say to a friend ‘Last night I dreamt that I was cheating in an exam and the crocodiles came to get me. What a nightmare!’ And when the crocodiles do come to eat the cheats, ‘their worst nightmare has come true’. When something that you are afraid might happen and does happen, your worst nightmare has come true. Beware of crocodiles!
 

 ‘I come from a beautiful village which sets in’

We would say ‘I come from a beautiful village which is set in’. ‘Sets in’ would be used in another context.

‘I come from a city called Xiangtan, which is set in Hunan Province. From my home I have a good view of the sun as it sets in the west every evening’. A lot depends on your own style of writing and speech. For example, I could also write:

‘I come from a city called Xiangtan, which is located in Hunan Province’ or ‘I come from a city called Xiangtan, which is situated in Hunan Province’. 

‘I come from a very small village which is situated in the north west of Shandong Province’ means the same as saying that the village is set in, or located in the north west of Shandong Province.

Usually, ‘set in’ is used in picturesque (‘pic-ture-esk’) speech and writing. Picturesque means a more descriptive way of describing something. 

‘The millionaire’s home is set in its own big gardens. There are many trees and flowers in his gardens. There is also a large lake that contains fish. Of course, because he is a millionaire, he has no neighbours living close by. His home is secluded, hidden from view by tall trees. 

The nearest small village is almost a kilometre away. The village is set in beautiful countryside. There are hills and trees all around. A small, clean river winds its way past the village. It is peaceful and quiet. It is idyllic. It is the sort of place where everyone would like to live, if they had enough money. It is a very picturesque village’.

You can perhaps understand how ‘set in’, ‘picturesque’ and ‘idyllic’ can be used in writing and in speech?

Secluded means ‘by itself’. A secluded house is by itself – there are no houses near it. Someone who lives in seclusion is a person who lives away from others.

‘The pop star bought a large house in the country in which he lived with his wife, far away from everyday life. They enjoyed the seclusion.

A similar word to seclusion is isolation, or isolated. ‘They lived in an isolated house’. Nobody lived near them – there was nobody else living nearby for kilometres and kilometres. ‘They enjoyed their isolation. It was a very private and quiet life they had, far away from people.’
Off the coast of Scotland there are small islands. These small islands are home to very small communities – there may be no more than a dozen (12)(‘duz-en’) families living on one island. We could say

‘They live in isolation, away from the main coastline of Scotland. Their island home has no shops or any of the ‘trappings’ (things like everyday goods and services we take for granted) of modern society such as streetlights, railways and newspapers’.

You could also use isolated to say ‘Something went wrong with the electricity supply in our district. We had no electricity for 16 hours. Something had gone wrong with one of the main power cables, but the engineers didn’t know what had caused the problem. It took them a long time to isolate the fault’. 

To show how isolated and located can be used in writing:

‘The army captain looked at the distant forest through his binoculars. "Do we know where the enemy is situated?" he asked one of his subordinate (junior) officers.

One of the younger officers pointed to a map. "They’re located here" he tapped the map, "and here, and there. Some of our own men are surrounded and have no means of getting back. They’re isolated!"

You could also write ‘The army captain looked at the distant forest through his binoculars. "Do we know where the enemy is located?"
One of the younger officers pointed to a map. "They’re situated here" he tapped the map, "and here, and there. Some of our own men are surrounded and have no means of getting back. They’re isolated!"
Remote has a similar meaning to isolated and secluded. Remote actually means ‘far away’ or ‘at a distance’.  You use a remote/the remote to change channels on the tv … remote … remote … not near the tv.  Here’s an example of how you would use remote.

‘They lived on a remote island that was many hundreds of kilometres from the mainland. The island had no villages, no towns and very few people. No ships ever stopped there and no aircraft ever landed. There was nothing on the island except for a few houses. If it wasn’t for their radios, the inhabitants would have no contact with the outside world. It was a very quiet life they led. Nothing much ever happened on their island.

The few people who inhabited (lived there) the island lived in seclusion from one another. The thick, impenetrable jungle (impenetrable – impossible to get through) meant that they could not visit one another, not without spending a whole day walking through thick jungle and climbing over fallen trees.

Being isolated from their neighbours and the rest of the world didn’t bother them. Isolation was a way of life for them. They were used to it. Even though they were isolated from humanity they were quite happy to lead a quiet secluded life on their remote, far away island’.

Another example of how you could use remote is Susan noticed the dreamy look in her husband’s eye. "What’s up?" she asked. "You seem rather remote!"
"Nothing really" he replied, "I was just thinking of the days when I was a student. My best friend was eaten by crocodiles". His thoughts were far away.

A recluse is someone who prefers to keep away from other people, to live alone and have no contact with every day life. They ‘keep themselves to themselves’. They live a reclusive lifestyle.

‘Kirsty lived alone on the 7th floor in our apartment block. The apartment block was a busy, lively place, full of noise and children running about everywhere. We hardly (seldom/rarely) ever saw Kirsty. She stayed in her room most of the time, keeping herself to herself. Sometimes we would bump into her (meet) on those occasions when she went to the shops, but she would only smile or nod her head at us. It was obvious that she didn’t want to stop and talk. She was a recluse who led a reclusive lifestyle in our apartment block. Everyone has his or her own life’.

 

You could also say ‘Kirsty was a recluse. We seldom saw her in the apartment block where we all lived. It seemed strange, her leading such a reclusive way of life as she did. She didn’t bother with us at all and we didn’t bother with her’. A recluse could also live in an isolated location, on an isolated island or in a cave on a mountain. When we talk about a recluse, it just means that they ‘prefer their own company’.

A word that also means recluse or reclusive is hermit. ‘The hermit lived in an isolated cave, high up in the mountain’. ‘Kirsty was something of a hermit, she preferred the quiet life’.
 

Everyday Words and Expressions
Everyday Expressions

Here’s some everyday expressions widely used in British English.  A lot of them are also used in American English.  A dictionary will probably be of no use to you .. have a go (try/attempt) at answering them.

1. To spoil something/prevent it from happening.  Is it:

a. Spike their/his guns

b. Put a spanner in the works

c. Screw it up

d. All of these  (a-b-c)

2. Your friends ask you to go for as meal with them.  You have no/very little money.

 In the following 9 sentences 7 of them have the same meaning.  Which 2 do NOT mean   that you have very little or no money?

a.    I’m strapped for cash                     b.  I haven’t got two pennies to rub together

c.    I’m as poor as a church mouse      d.  I’m skint                 e.  I’m borasic

f.     I’m broke                                       g.  I’m stony broke      h.  I’m sitting pretty                 

i.   I’m on top of the world

3.

Someone has you by ‘the short and curlies’ What does this expression mean?

a. There’s nothing you can do about it (whatever it is)

b. They’re pulling your hair.

c.  They’ll only talk  with  you for a short time   

d.  They have got hold of your clothes

4.

There’s going to be trouble or something has some wrong/liable to go wrong….which of the following expressions does NOT mean that there’s trouble coming?/something’s gone wrong ?

a. The balloon has gone up                           b. The shit has hit the fan

 c.  It has turned/ gone pear shaped                d. There’s a fly in the ointment      

e.   In the shit                                                  f. Everything is coming up roses

g.  A spanner in the works

5.

Somebody you know is aching very strange. Which expression does NOT describe his strange behaviour?

a. He’s off his trolley                                      b. He’s lost his marbles

c .He’s gone /is cuckkoo.                               d.  He’s  not  a  full  ticket.

e. He’s  nut  case/nutter.                                 f . He   is/has  gone/turned  loony.

g .He’ s  a  bit  of  an  oddball.                       h. He’s  as  blind  as  a  bat.

6.  Somebody you  know  has  had  a  terrible   accident.  When you talk about   the  accident with  others  you ‘ shed   crocodile  tears’.  When  you ‘ shed   a    crocodile  tear ‘ are  you: 

a. Only pretending to be upset

b. Genuinely  upset

c. Pleased that it wasn’t you who had the accident   

d. Look like a crocodile

7.

 A very common expression is ‘birds of a feather’.  The full expression is ‘birds of a feather flock together’  though it is the shorter ‘birds of a feather’ that is more commonly used.

Two or more people can be described as birds of a feather  Does this mean:

      (a)  They share a common interest/behaviour and are alike in many respects

(b) They argue amongst themselves

(c) They live together

(d) There’s a lot of them
8. A taxi driver takes his car to a workshop.  The car engine is leaking oil and making unusual noises.  He asks the mechanic to examine the engine and tell him what is wrong.  The mechanic examines the car engine and tells the man that it is beyond repair.

There are a number of different expressions that the mechanic could use [some expressions are what you might call ‘street level’ language – crude!].  Which ONE of the following expressions would the mechanic NOT use to describe the damaged/broken car engine:

(a)  It’s well and truly fucked      (b)  It’s completely shagged   (c)  It’s knackered

(d)  It’s duff                       (e)  You need a new engine – it will cost you a packet

(f)  Every cloud has a silver lining            (g) It’s kaput

9
 There a number of ways used to describe someone who is motivated/keen/eager to do something (whatever it is).  Which of the following expressions  refer to a person who is NOT  motivated/keen/eager?

(a)  Chomping (or ‘champing’) at the bit      (b)  As keen as mustard   (c) Raring to go

(d)  An eager beaver      (e)  Fired-up   (f) Straining at the leash   (g) In a world of their own

10.

If you were to win (or be given ..) a lot of money, you’d be ok for the rest of your life.  How would you describe your new situation?

(a)  I learned the hard way               (b)  I’m sitting tight              (c) I’m sitting pretty

d I’m sitting still

11
Despondent and sad means pretty much the same .. you can become despondent or sad for many reasons. Which TWO of the following could you use to describe someone who felt/looked sad?

(a)   Down-in-the-mouth                                             (b)  Down-at-heel  

(c)  Down-in-the-dumps                                             (d) Down but not out

12.

If you were to buy something [perhaps without first seeing it] and it turned out to be useless/not working properly – not suitable for your needs [you may have been cheated] – which of the following does NOT describe the faulty/useless/worthless item you bought?

(a) I bought a dud                (b) I bought a lemon             (c)I  bought a pig-in-a- 

                                                                                                poke                     

(d)  I had my eyes taken out      (e)  I bought a pup            (f)  I bought a packet

13.
Some words have more than one meaning.  An example is ‘pussy’ which can mean a cat, the vagina (female sex organ) or a person who is scared.  This double-meaning can be described as a ‘play on words’.

There is a (French) expression widely used in all spoken English for when a seemingly innocuous [innocent] word is used in a sentence to create a rude joke.  Is it the expression:

(a)  double-barrel     (b)  double-jeopardy     (c)  double-vision      (e)  double-entendre 
Common Expressions – Explanation

1. To spike the/his/her/their guns:

In ancient warfare, soldiers would creep out when it was dark and hammer (force) a large metal rod – a spike​ into the touch-hole of the enemy’s guns where the gunpowder was lit.     
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Forcing the metal spike into the touch-hole made the guns useless – they could not be fired.

The ‘guns were spiked’ – spoiled, prevented.  You could prevent someone from doing something -‘spike his guns’.

Throw a spanner (or a ‘wrench’) in the works
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A spanner (called a ‘wrench’ in American English) is a hand-tool used by a mechanic.  ‘The works’ refers to moving machinery – metal wheels with cogs on them.  Throw a ‘spanner into the works’ and it all stops …   If you were to throw a spanner into someone’s works – it just means that you prevent them from doing something.

Screw it up

This also means to prevent/spoil something from happening.  Somebody could ‘screw up’ your plans – do something to spoil your plans.  You could also ‘screw up’ an exam – make lots of mistakes: prevent you from being successful.

All three expressions mean to prevent/spoil something from happening.

2.                                                                                                                                          


2. ‘by the short and curlies’
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The ‘short and curlies’ is a polite way of referring to your pubic hair.  If someone had you by the ‘short and curlies’ it simply means that you are in a situation over which you have no control.  You must do as you’re told.   This is not a rude expression.
A similar expression is ‘they’ve got you by the balls/bollocks’.  Again, this means you are in a situation which you have no control over.  ‘Balls/bollocks’ is also used to refer to the male’s testicles. ‘They’ve got you by the balls/bollocks’ is not a particularly rude expression, though you perhaps would not say it when talking with someone you didn’t know.
4. ‘Everything is coming up roses’ means that things are working out well.  There are no problems – life is absolutely wonderful.

5. ‘he’s as blind as  a bat’   means that he has poor eyesight. This is the wrong answer.   [a bat is a flying mammal that hunts at night]. [image: image112.jpg]



He’s off his trolley                  He’s lost his marbles         He’s gone /is cuckoo                                  He’s not a full ticket               He’s nut case/nutter      He is/has gone/turned loony.

He’ s a bit of an oddball        All mean to act strange
A trolley  is something that has wheels – like a shopping trolley.  Off your trolley – not right/not working properly (your brain isn’t working properly).
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Cuckoo – a bird that lays its eggs in the nest of another bird: strange behaviour!
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Not a full ticket – incomplete, not all there.  (Missing a few brain cells).
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 not a ‘full ticket’ .. ‘something missing’ – acts strangely!
Loony – from the word luna (moon) and somebody who acts strangely when there is a full moon – a lunatic (a mad person)
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crazy…mad… acts strangely

Nutcase/nutter – the head is sometimes referred to as the ‘nut’.  Something wrong in the head/with behaviour.  A similar expression is ‘he’s a head-case’ – he’s not right in the head.

Oddball – odd and ball put together.  Just an expression that means weird or strange
6.

The answer is (a).  If you cry crocodile tears or shed crocodile tears (shed means to ‘spill’ or ‘get rid of’) you are only pretending to be upset. 

Crocodiles often have wet eyes that makes them look as if they are crying.
                                                         Remember:

‘Never smile at a crocodile,

Never raise your hat and say you’ll stay a while.

Never walk – run away!

Say goodnight, not good day.

Never smile at Mr. Croc –o –dile’ !
(from a song)
7. The answer is (a)

Birds flock together – they stay with their own kind [a flock of birds … a flock of sheep.  Students flock to the canteen at lunchtime: Lots of them – all together].  Birds of a feather means two or more people who share a common interest/behaviour/characteristic.  For example, if you saw two well known criminals together you might well say ‘birds of a feather’ – meaning that the two criminals had the same (criminal) characteristics and were with their own kind.

Students who are interested in art will ‘flock together’ – they mix with their own kind.  They are birds of a feather.

In the summer people flock to the beach – lots of people going there at the same time.  Just like a flock of sheep.

8. The wrong answer is (f). Every cloud has a silver lining means that something has been a disappointment, or has gone wrong – but will or may get better.  The mechanic would use all the other expressions to describe the broken/defective car engine.  Some of the expressions have sexual connotations but, in all reality, are the sort of words/expressions used by some people at a ‘street-level’ of vocabulary.

The word ‘fuck’ was banned on television for many years.  It is rarely used on television though it is often heard in movies.  It is widely used in a non-sexual context. The true meaning of ‘fuck’ is ‘to have sex’.

Peter asked Susan for a fuck:  Peter asked Susan for sex.
Susan told Peter to ‘fuck off’:  Susan told Peter to go away
Peter told his friends that he had fucked Susan.  Peter told his friends that he had sex with Susan.
Susan couldn’t give a fuck what Peter told his friends:  Susan didn’t care what Peter told his friends.

Linwei told Hui that his watch was fucked:  Linwei told Hui that his watch was broken
You will hear this word a lot – particularly in movies
9.The answer is (b):’Once bitten twice shy’ means that you have tried something once, it wasn’t a pleasant experience so you won’t try it again: You have learned from your 

mistake / unpleasant experience.

The answer is (g): ’In a world of their own’ is used to describe someone who is alone with their own thoughts and ideas: Susan didn’t hear a word of what her friends were saying. She was thinking about other things. She was ‘in a world of her own’ 
All the other expressions refer to someone who is keen and motivated:
Chomping [or ‘champing’] at the bit

A racehorse has a ‘bit’ between its teeth-the bit is what the rider [the jockey] uses to control the horse. A racehorse eager to start running ‘champs’ [bites] at the bit between its teeth-‘champing at the bit’
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‘as keen as mustard’  

Keen means sharp-like a knife. Food can taste ‘keen’-‘sharp and bitter’. Mustard is a spicy sauce-keen. It’s just an expression ‘as keen as mustard’
Raring to go

Raring just means very eager. If someone offered you a free holiday anywhere in the world-you’d be ‘raring to go’—couldn’t wait to go.  Eager. Keen. Champing at the bit to begin your holiday.

Eager beaver

A beaver is an animal that always seems to be busy, wanting to work, work, work ... An eager beaver! Raring to go!
Fired-up

Motivated . Remember that free holiday anywhere in the world…..? You would be ‘fired up’….keen to get started: eager .You would also ‘fire up’ a computer or car engine-start them up 

Straining at the leash

Similar words to leash : leader, lead. Someone who takes their dog for a walk will put the dog onto a leash/leader/lead

The dog is keen /eager/raring to go/fired-up—and will pull [strain] at the leash. It is ‘straining at the leash’
10. The answer is (c): ‘sitting pretty ‘ is used to describe a good situation -no problems: things are good.

‘I’m sitting tight’ means that you’re not going to do anything – Hui sat in a cave. He ‘sat tight’ until the storm had gone.  He did not move until the storm had gone.

Sitting pretty – everything is fine/ok.  Life is good!
‘Sitting tight’ (not doing anything until ..).  Sitting tight in a cave until the storm passes by  (in other words – just waiting!)
 11. The answer is (a) and (c): Both are used to describe someone (or yourself) who is sad, unhappy or despondent.
 ‘Down at heel’ is used to describe someone who does not have a lot of money [through bad luck perhaps] and is not well dressed – old clothes. 
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 “well heeled” is used to describe someone who has money and appears well dressed. ‘Susan appears well-heeled’ – Susan appears to be wealthy/successful person.

‘Down  but not out ‘. This expression means that you [or someone else] may have had bad luck, or something has happened – but you will be back and try again!

This expression comes from the sport of boxing. A boxer who is hit hard and knocked-out [made unconscious] is ‘out for the count’ [the referee counts to 10 – if the boxer does not get back onto his feet he is ‘out’]

· However, if the boxer was ‘down but not out’ he would get back to his feet and try again. If you were ‘down but not out’ you would come back, try again..
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12. The answer is (f): I bought a packet . Paul returned from the shop and said ‘I’ve bought a packet’. Paul had bought a lot of things. The other meaning of ‘bought a packet’ is died/dead. The soldier bought a packet in the battle – the soldier was killed during the battle.
All the other expressions mean that you have bought something worthless/of no use/does not work properly.
13. The answer is (d):double-entendre. Also called a ‘play on words’.
 For example, the word ‘pussy’ can either mean a cat, vagina (female sex organ) or someone who is scared.
Susan said “Hui is coming to my home to look at my pussy”                                                                 

                                 What Susan meant as a rude joke:

             “Hui is coming to my home to look at my vagina”.
This is the double-entendre- a ‘play on words’ [the word ‘pussy’]. ‘Pussy’ is not      considered a rude word.
Double barrel: A gun has a barrel.   Some types of gun have two barrels – double barrelled!  In the west someone can be said to have a double-barrelled name [family name] such as Peter Williams-Rees.  Williams-Rees is a double-barrelled name (2 family names joined together)
.[image: image122.jpg]



double-barrelled shotgun
Double-jeopardy: jeopardy means danger.  Twice the danger. If you were being chased by a tiger you would be in danger .. if, to escape from that tiger you tried to swim across a river full of crocodiles .. you would be in double jeopardy.  Twice the danger.  If the tiger doesn’t eat you the crocodiles might ..

Double-vision: If you were to fall and bang your head you might, for a few seconds, see ‘two of everything’ – double vision.

                              .

The next section – part 2 - is a bit more specialised.  It deals with how you are assessed (examined) by many professional companies when you go for an interview.  Most, if not all, employers are looking for certain skills and abilities.  These skills and abilities are sometimes called competencies.
Employers assess potential candidates (people seeking a job) by using a number of different techniques (methods).  Each method examines your skills and abilities.

Skills and abilities (or ‘competencies’ … it comes from the word competent – are you competent – can you do it?) does not mean that you are competent at using a computer.  It does not mean that you are a competent cook -  a good cook.
Skills and abilities – competencies - are nothing to do with work/life experience or even academic qualifications.  It is about traits and characteristics that you are born with.  For example, some people have excellent problem solving skills.  Others have poor problem solving skills.  A further example is that of interpersonal awareness (how you deal with and treat other people).  Some people have excellent interpersonal ability – others do not.
Professional companies and organisations use this type of assessment for both applicants (people seeking a job) and for those who already work within the organisation and are seeking promotion.

Why?  Because in English, it is described as ‘putting round pegs into round holes.’ (A peg is a small piece of wood).  That just means that the best person ‘fits’ into the job.  The best person – the one with the skills and abilities – gets that job/promotion.
This information will not be found in any other book.  It is unique.  It will give you a tremendous insight (understanding) how big, professional companies and governments choose their staff both for recruitment and promotion.
Part  2
Assessment and Selection

As used by employers for recruitment and promotion

Written, verbal and interview type exercises

With practical examples

Introduction

It’s all to do with confidence and knowing how to present (show/demonstrate) evidence of your own skills and abilities to your advantage.  Confident individuals are those who not only possess a self-belief in what they can do; they can demonstrate it as well.

Assessment of your skills and abilities is part and parcel (‘part of’) of the job selection process.  Indeed, it is the main system of assessing and examining you. There is always some form of selection process involved.  This includes a selection process for promotion within most organisations.

The days of simply filling a vacancy with one of the many applicants are all but gone.  Within professional organisations in the private sector and government organisaions there is a form of assessment used.
This includes ‘call centres’ of all types, giant supermarket chains and well, virtually every other type of employer you can think of. If there is no applicant with the requisite levels of skills and abilities, then that particular job vacancy or role is left unfilled.

The duration of the selection process can vary anywhere from a brief interview to a few days in which prospective candidates for recruitment or promotion are required to undertake written and spoken assessment exercises, but the fundamentals are the same.

The stark reality (the simple truth) is that at least 75% of all prospective candidates are unsuccessful.  The figure is often as high as 97% either for initial selection into the organisation or promotion within it.  
The importance that an organisation attaches to putting the person into a particular role or job should not be underestimated.  They want the person with the skills and abilities needed to function in that particular job or role.  If there is nobody deemed suitable as a result of the recruitment or promotion-selection process, then the vacancy is left unfilled. They will not try and put a square peg into a round hole.  This is also the reason why there are so many well paid and professional jobs going begging (unfilled).

You will hear a lot about skills and abilities.  Sometimes they are referred to as competencies or core competencies.  We all possess these skills and abilities – or competencies – they are inherent in us (born with them).  It is the selection and assessment process that measures by way of written and spoken tests the degree (level) to which we can display and present-show and demonstrate- our skills against a measurable standard (for the organisation involved).

So why, if we all have the same skills and abilities in us from childhood until death, does a minimum of 75% of all applicants not succeed in a job interview, promotion assessment or selection process?  The simple answer is that they do not know how to present the evidence of their own skills.  Interviewers and assessors are usually well trained to find evidence of your skills.  If you do not present the evidence, then the recruitment or selection process finishes right there and then.  You are going no further.

There are no trick questions in competency based assessment or recruitment.  Nor are there any right or wrong answers.  It all hinges (depends) on the evidence that you give concerning the skills and abilities that are required for a particular role or job.

What this does is blow-away (remove) the mystery surrounding the assessment and recruitment process and show you how to present evidence of your skills that will perhaps influence the rest of your working life.  There is no mystery about it all.  We’re all human and we learn by our mistakes as we go.  It’s as simple as that.  Nobody looks inside your brain to see ‘how you tick’ (see how you ‘work’).  It’s all about what you already have – skills.  
All this publication does is to explain them and help you to understand and present, show and use them to greater effect.

Why Assessment?

A question very often asked is ‘why don’t they just ask for a C.V?’  Many employers do ask for a C.V and covering letter of course, though many job adverts tell you that CVs are not acceptable.

The reason that CVs are not accepted is for the simple reason you can write anything in a C.V.  It may not be realistic or even true. Somebody else could even have written your C.V for you.

C.Vs should be seen as a starting point, that’s all.  A company that offers employment based on the strength of a C.V alone (what is written in a C.V) is not putting the person with the skills and abilities into a particular role or job where those skills are needed or used to the best effect. The individual may not have the skills anyway - a C.V can say anything.  By contrast, a company or organisation that uses assessment following the initial application is using talented people within that role.  




Organisations develop through the strength and skills of those who work for them.  It develops the organisation and those who work within it.  It’s a two-way process that benefits both the individual and the organisation.  That’s why assessment is used.  It proves beyond any shadow of a doubt that you have the requisite (needed)skills and abilities.

Getting Started

Use Part 2 as if you were physically there at an assessment centre or interview.  An assessment centre is not a place – it is a methodology.  In written exercises candidates have a pen and some blank pieces of paper.  That’s all you need.

In the following pages there is a written exercise and problem solving paper taken from a real life assessment situation.  There are also some blank pages for you to write your answers on. All you need is a pen and a bit of motivation.

Don’t be tempted to skip ahead (not bother doing it..) to look at model type answers.  This is all about developing your skills and abilities.  Mistakes do not matter.  We all learn from our mistakes and, if you write as you go, you will develop your abilities.

Everything is explained for you and by the time you reach the last page you will be able to present the evidence of your skills and abilities in any assessment or interview situation.  You will also know what the assessors are looking for and how they assess.

Get your pen ready – we’ll now look at a written exercise – usually called the ‘Letter and memo writing task’.

Memo is the short word for ‘memorandum’.
The Written Exercise

Instructions to candidates:

You have 10 minutes in which to read through the requirements of this written exercise, followed by a further period of 60 minutes to complete the letter and memo. 



Letter of Complaint:

Additional Information:

Linwei is learning how to repair motor bikes.  All staff consider him to be a polite, well mannered young man who should continue to do well.  He has however confided in (told) one or two staff members that his parents are ‘too restrictive’ in that they try and control everything in his life.

He is particularly friendly with Xinting, a 16 year old girl whose father is a lawyer and mother is a doctor.  Xinting is intelligent and articulate (well spoken) but is disliked by her own peer group (people of her own age) because of her brash and arrogant attitude (she is not shy/quiet).  She also dresses in short skirts and wears small tops with plunging necklines.

Linwei has also struck up (made) a friendship with an older man, Cai  Zu Hua, who is 43 years old.  Zu Hua occasionally buys a bottle of beer for Linwei.  Cai Zu Hua is unemployed and has spent many years in prison for offences of burglary, fraud and theft.  He now wants to sort his life out (make it better) and sees the motor bike course as a way of getting skills and a job.

What would you write in a letter of reply to the  complainant –Mrs Liu Rong?  How would you word a memo to your staff?  Take a few minutes to think about it then use the space provided to draft write your own reply.  

You are the manager.  You have received that letter from Mrs Liu Rong.  You now have to reply to her and write a memo to your staff.  What are you going to say?
The next pages are blank.  Use them.

Own reply to complainant letter:

Memo to your staff

That was easy, wasn’t it?

Here’s what at least 75% of all people would write as their letter of reply and memo:

That was the letter.  Here’s the memo:

The letter writing and memo exercises were easy, weren’t they?  That’s what most candidates say.   It was relatively straightforward?  That’s what most candidates say…
The letter and the memo were abysmal – absolutely terrible. A manager wrote these?  How would you feel if you received a letter of reply like this?  How would you feel if you were a member of staff and that manager wrote such a memo to you and your fellow workers?
That manager has no skills and abilities.  None at all.

Did you write the same sort of thing as the manager did?  75% of all people do that.  They may have skills and abilities but they don’t know how to present –show – those skills and abilities.

Being able to show that you have skills and abilities – competencies – that are inherent (born with) in all of us is very important.  It helps you, it helps the organisation you work for – and, it is something we all should be aware of.
Imagine that somebody goes for an interview – any job you care to think of.  A computer engineer, an interpreter, an office clerk, a waitress in a big hotel ... anything.
How does that company know that you have interpersonal skills, problem solving skills, creativity (the ability to make/think of new things) …  How do they know that you can communicate orally or communicate in writing?  How does that company know that you can cope with pressure?

They assess those skills by what you say and by what you write.  They use assessment techniques (methods) just like the letter and memo writing exercise you have just done.  They want to know if the candidate for the computing job has interpersonal skills, problem solving skills ..   They are not examining technical knowledge about how much that person knows about computers.
Analysing The Memo

The Assessable Skills

Here are those skills and abilities –the competencies – that are assessed by most professional and major employers:
· Interpersonal Skill

 This is understanding another’s point of view; being able to listen, understand and empathise.  An ability to develop a cooperative working environment

· Problem Solving

Being able to look at and understand all the factors, issues and information to hand and be able to come up with a viable solution or answer to the problem.

· Written Communication

Using a style of writing with an appropriate use of grammar and spelling that conveys its meaning clearly and effectively in the hands of the reader

· Oral Communication

Being able to listen and understand; being able to express yourself in such a way that the listener fully understands the content and meaning of what you are saying

· Ability to Cope with Pressure

Showing no undue reaction or over –reaction to the matter in hand.  An ability to remain calm and level headed whatever the circumstances.

· Acceptance of Responsibility
Taking and understanding the consequences for any decision made.  Being aware of influence that can be made.

· Drive and Determination

Showing enthusiasm and motivation for the task in hand; a willingness to get things done despite difficulties.

· Decision Making

Being able to use all the information and facts at hand to arrive at a logical and realistic decision or outcome

· Creativity

Lateral (creative) thinking; an ability to introduce new and innovative practices, methods, procedures and ideas into the workplace or situation.
It seems to be all commonsense doesn’t it?  Yet, a minimum of seven out of ten people are not successful when they go for assessment either as a new recruit or for promotion within the organisation.
Why?  The answer is very straight-forward (simple).  It is because they do not know how to present the evidence of their skills or, they misrepresent their skills.

You will now learn how to provide evidence of your skills in a professional setting.  Before you do, go back and re-read what you wrote as your letter of reply and the memo you wrote to your staff.

Then compare it with the ‘model type’ letter and memo on the following pages.
The Model Letter of Reply


Wow!  In a few short lines this candidate has not only complied with the requirements of the exercise, but also supplied a wealth of evidence about all their skills and abilities.  

Look at the evidence of the interpersonal skill that is so evident from the outset– ‘I was saddened and distressed..’  and ‘we pride ourselves on the excellent facilities that we offer to all member of the community.’ No inappropriate ‘teenagers can go through a troubled patch’ type of comment which is not interpersonal ability. 

 The writer has said that the centre is open to all – irrespective of race, creed ..  A wealth of interpersonal awareness is evident; a good awareness of others. 

Being able to promote or develop a cooperative working environment is a part of interpersonal ability.  You can refer to this as teamwork.  This candidate has demonstrated that ability. The writer of this memo is certainly part of an enthusiastic and well-knit team.  

Nowhere in the letter is there any indication of any over-reaction.  This candidate did not react to threats or criticism and argue with the complainant.  The irrelevant things were ignored.  This candidate can, quite evidently, cope with pressure.

Creativity, sometimes referred to as lateral-thinking, is the ability to introduce new ideas or practices; to do something that is new or innovative. ‘I have introduced workshops..’    Here is something new – something an assessor would spot straight away.  You could also say it was evidence of decision making skills.  

What about acceptance of responsibility?    Nowhere in the letter has the candidate shifted the blame either directly or indirectly elsewhere.  Here is a centre manager who is firmly in charge and has the skills for the job in hand. 

The whole tone of the letter suggests that the writer is competent and has drive and determination skills.  You can call this enthusiasm – look at what was written – ‘In order to further develop our excellent facilities’ and ‘continue to enjoy its justifiably high reputation’.  Wow!  Here is somebody who is positive and evidently well motivated.

Notice the use of ‘I’ …   ‘I’ ..  here is an individual who has the task in hand, is fully in charge and has the skills and abilities for the job.  The writer used ‘we’ .. ‘we’/us/our… here is somebody who whilst in charge, is a part of a team.  Somebody who can develop a cooperative working environment.  Somebody who is an effective and valued part of the machinery.

Brilliant.  Absolutely brilliant -  and the writer accomplished it all  within a few lines and presented evidence of their skills and abilities.

Here’s the original letter of reply again.


Did you notice that the exercise said ‘Write back to the complainant.  The matter is to be finalised without inviting any further correspondence’ ?  Oh dear … the person who wrote this letter can’t understand written instructions either and wrote ‘please feel free to contact me at anytime..’
There is no need to rebut (argue against) everything that the complainant says.  Don’t do it.

Understand the skills and abilities – the competencies.  You must be able to present those skills and abilities positively (to good effect).
Next we’ll look at a model-type memo.  

Model Memo

Yes!  This memo is ‘short and sweet’ (it is brief, to the point and relevant).  It does not threaten or intimidate the staff.  The writer accepts responsibility – he/she is the manager.  It is his/her problem to deal with – and it has been dealt with very well indeed.
The original problem –the letter from Mrs Liu Rong – has been dealt with.  This candidate has a good problem solving ability as well as interpersonal skills.  But more, this candidate – the writer of the letter – has shown that s/he can accept responsibility.  The blame was not passed onto the staff.
Drive and determination (motivation)?  Just look at it –here is somebody who is keen, motivated and enthusiastic.  Somebody who wants to ‘sort it out’ (deal with it).  Somebody who has decision making skills.
Creativity?  Look what the candidate wrote: ‘I am introducing weekly workshops’…  That was something new; something innovative and well within what the exercise wanted.
Compare your own letter and memo with those given as model-type answers.  You should now understand that being able to present the evidence of your skills and abilities is very important.
Seven out of every ten people do not present their skills and abilities correctly

Each exercise gives you a role and a task.  Stay within the allocated role.  Each written exercise gives you all the information that you need.  All you have to do is present the evidence of your own abilities

Interpersonal Skill

Problem Solving

Written Communication

Oral Communication

Ability to Cope with Pressure

Acceptance of Responsibility

Drive and Determination

Decision Making

Creativity

Assessment uses four main exercises to assess potential recruits and those staff who are seeking promotion within an organisation.  These exercises are:

· Letter/memo writing exercise

· Problem Solving Paper

· Group Discussion

· Structured Interview

An organisation may use just one of these exercises –or it may use more.  It all depends on how big the organisation is (assessment centres are expensive to run).
However, each exercise assesses –examines – the same skills and abilities.  The group discussion also examines oral communication, and so does the structured interview.
The structured interview may be the only exercise used.  It is the interview you attend when looking for a job …

Don’t worry if you made a complete mess of your letter and memo writing exercise.  You’re now beginning to learn how to present the evidence of your skills and abilities.

Next we’ll look at the problem solving paper.  Get your pen ready.  If you write you will hone (‘sharpen’ –develop) both your writing skills and your own skills and abilities.

Problem Solving Exercise  ‘The Bridge’

You have ten minutes in which to read through the requirements of the exercise and a further forty-five minutes in which to produce your written work.

Candidates should use the information and 4 options supplied by the exercise ‘The Bridge’ to give an explanation of why a particular option is rejected or accepted.  All the issues are to be addressed and a clear decision given with reasons for rejection/acceptance.


Additional Information

The 300 year old bridge spans the river to the south of the city, in a semi-rural area on the outskirts of the city.   Because of its age and narrow width heavy goods vehicles have been banned from using it.  Pedestrians, private cars and buses that carry children to the city centre schools mainly use it.  Further upriver there are three modern bridges that adequately handle the city traffic. 

Local traders who have their businesses to the south of the city have expressed concerns that its closure will adversely affect their businesses.  Residents are concerned that will be a lot of dust and disturbance during renovation and repair work to the bridge and that the public service buses will be re-routed, leaving the children unable to get to school.
Options
Option 1:  Bridges-R-Us

Bridges-R-Us have been established for 30 years.  They specialise in building ornamental footbridges in scenic spots and parks.

Bridges-R-Us have offered to cover the crumbling sandstone outer blocks with Art stone, which is a man-made stone consisting of powdered slate, concrete and glass.  The finished product has a dark grey, waterproof texture and has a pleasing ‘sparkle effect’ due to the glass.

Bridges-R-Us will complete the task of covering the crumbling sandstone with Art stone at a cost of  £245,000 pounds.  The work will take two weeks to complete.

Option 2: Aquabond Injection Services

Aquabond Injection Services have been in business for two years.  They are a new and innovative company that uses state-of-the art plastics technology and specialise in injecting liquid polymer plastic at high pressure into the foundations of houses, where it rapidly dries and forms a waterproof membrane.  They use the same plastic-injection technology to repair cracks and damage to swimming pools and concrete-built storage tanks.

Aquabond estimate that it would take four days to inject the bridge with polymer plastic which they say would set as hard as concrete and bind the sandstone blocks together. It would cost £127,000 for the work to be carried out.  As yet, the company have not carried out any work on load bearing structures. Aquabond are confident enough to offer a six month guarantee with their work.

Option 3: Troll Ltd
Troll Ltd is a professional civil engineering construction company.  They say that to do the job properly the bridge must be completely dismantled and rebuilt from the ground up.  There are two options which they offer:

(A) Completely dismantle the bridge and replace all the cement and damaged sandstone, both internally and externally.   The bridge will then be as good as the day it was built without any visible alteration to its original appearance.

This work would take 4 months to complete and cost one and a quarter million pounds (£1,250,000).  It would also mean that the bridge would be closed to all traffic for 4 months.  When complete, Troll Ltd would give a 15 year guarantee on their work.

(B) Troll’s second option is similar to the first with the difference that they would drill holes through all the internal sandstone blocks as the bridge was being reassembled and insert thick, high tensile steel rods through the holes.  

This would ‘lock’ the sandstone blocks together to provide a structure of unparalleled strength without spoiling the historic appearance.  Because of the extra drilling work involved and the high cost of the steel rods, the project would cost an additional £500,000 and take 5 months to complete.  Troll Ltd  would then offer a 25 year guarantee and say that the bridge would be able to deal with any amount of heavy goods vehicle traffic.

Option 4:  Pedestrians Only

There is no need to carry out repair work.  The bridge is old and there are more modern bridges that adequately handle the traffic.    Do nothing except close the bridge to all traffic: pedestrians only.           

Now it’s your turn again.  Remember that this problem solving exercise examines all those skills and abilities except oral communication.  You have ten minutes to read through it and then forty-five minutes to write your answer.
The next pages are blank.  Use them.  Then a ‘typical’ candidate answer will be given.
Example Problem-Solving Paper Written by Candidates

Here are a number of examples taken from real candidate papers:

Example 1.

I have examined the four proposals carefully.  In my opinion, three of them are not worth considering as they are not very good.  The problem isn’t solved by them.

The most suitable proposal is number 4 – Troll Ltd as it is the only one that would work.  The bridge needs to be properly repaired and Troll Ltd seems to be the only company that will be able to do it.  I recommend that Troll Ltd do the rebuilding work on the town bridge.
Example 2. 

Gentlemen,

As you know I have been appointed to investigate the unfortunate aspect of the Yiwu bridge which is in urgent need of structural repair.  As an expert in these matters I have conducted a thorough investigation of the options available to us.  Options 1-3 are, in my considered opinion, worthless.  Option 4 is the only viable alternative that you have.

In option 4 there is a further choice of addition work and guarantees.  I would recommend option 4 b because I think it is the most cost effective.  I’m sure you will agree with me?

Whilst the bridge is closed for repairs it might be a good idea for the city government to arrange a bus service for the children to get to school.  As regards to the local traders being worried about loss of business, I cannot see anyway around the situation.  These are events outside of our control and not something you need worry about.

We live in a modern, hectic world.  The residents who are worried about dust and disturbance must surely appreciate that putting up with a bit of discomfort is surely in their long term benefit?

                                                  Yours faithfully,

                                                   A. Candidate

Example 3

I have examined the four proposals put forward.  Each proposal is discussed in turn with the advantages and disadvantages of each noted.  My recommendation is given at the end.

1. Bridges – R - Us

This proposal completely fails to address the problem.  Covering the crumbling sandstone and cement with an artificial stone ignores the fact that the structural integrity of the bridge is the key issue and, as such, is only a very short-term cosmetic answer.  No guarantee is offered.  There are no identifiable advantages to this proposal.  I have dismissed this proposal.

2. Aquabond Injection Services.

I am aware that Aquabond is a new company using state of the art technology.  However, despite the relatively low cost and time scale to complete the task by them, to suggest using untried and untested plastic-injection waterproofing techniques on a load bearing structure is, in my considered opinion, arrant nonsense.   In a similar vein as the Bridges –R-Us Proposal, Aquabond have failed to recognise the problem and also the question of safety arises.  We would be failing in our responsibilities if we were to allow the public to use what in all probability would be an unsafe bridge.  I reject this proposal.

4. Pedestrians Only

Closing the bridge to all traffic except pedestrians achieves absolutely nothing.  The fact that there are other modern bridges capable of handling heavy traffic is irrelevant.  The underlying problem would remain.  I have rejected this proposal out of hand.

3. Troll Ltd

Both options put forward by Troll Ltd are acceptable and unlike the other proposals, are not merely short-term fixes to a longer term problem.  Option A fully meets our requirements at a cost of £1,25,000 and comes with a 15 year guarantee.  Option B surpasses our actual requirements.
At first appearance option A would be the one to accept. However, as option B offers an extra 10 year guarantee at an additional work cost of £500,000 (total £1,750,000), the annual ‘running cost’ of the bridge can be shown as:
	A. Cost of work
	B. Guarantee (years)
	C. Annual Cost

(A ÷ B)

	£1,250,000
	15
	£83,333

	£1,750,000
	25
	£70,000


Having examined each proposal I am fully convinced that option B is the most cost-effective solution to our problem.  I have therefore decided that Troll Ltd option B be accepted.

Analysing the Problem-Solving Exercise

What did you write?  What did you think?  What did you say? The chances are that you wrote something pretty much along the lines of what those three candidates wrote; perhaps a mix of all three answers.

Let us now look at what each candidate wrote.


Is this the result of forty five minutes work?  Were the requirements of the exercise too much pressure? If so, it shows this candidate cannot present any evidence of their skills and abilities. Did this candidate read and understand the requirements of the exercise?  Probably not and based on what was written here, the assessment process has probably been a waste of time.  To be perfectly blunt (honest), here is someone who is going nowhere.



Yes … some people will begin by writing ‘gentlemen’ as though it was speech.  Option 4 is the only viable alternative you have..’  Oh really?  This candidate shifted the onus (responsibility) from him/herself … ‘I’m sure you will agree with me?’   Despite identifying what was probably the correct option, this candidate is weak and ineffective.

Now, if you flick back (return) to what candidate 3 wrote you could be forgiven for thinking that it is a perfect answer.  In terms of problem-solving ability, yes, it is.  Fantastic layout; each option is fully explored and rejected/accepted with very good reasoning and analysis.  The candidate certainly demonstrated excellent decision making and acceptance of responsibility, and gave a clear and unequivocal recommendation and overall, it really was a professional piece of written work that flowed and used appropriate spelling and grammar.

And it didn’t meet the full requirements of the exercise.  Sad, but true, this candidate – despite getting ‘high marks’ for written communication, problem solving ability’ decision making and acceptance of responsibility, could have presented an outstanding answer if evidence of interpersonal awareness and creativity skills had been included.  .

What did you write?  Most candidates dwell (concentrate) on the problem in hand and tend to overlook or ignore the ‘minor issues’ such as the local traders… the children who can’t get to school… these are the areas in which you can demonstrate your ability to promote a cooperative working relationship –teamwork -  your interpersonal skills.  All of which are part of the assessment and selection process.

Each written exercise assesses all the competencies (skills and abilities) with the exception of oral communication.  It is worth repeating:  Every exercise assesses all the competencies.

Like most candidates you would go into the assessment process ‘blind’ – not really knowing what to expect or was required, but hoping to do ‘a good job’.

Now it’s your turn again.  Remember the written answer given to the problem solving exercise – example 3 -  the answer which looked quite good?  Go back to that page and re-read what that candidate wrote.  There are a couple of things missing – it is your task to provide the evidence of interpersonal and creativity skills which were missing from the answer.

Read the problem solving exercise again and use the boxes below to give examples of interpersonal and creativity skills that you would have included if it had been your answer paper.

Creativity is the ‘free rein’ within the requirements of an exercise. It is your opportunity to bring in something new, innovative or just plain useful within the exercise.


Let’s now look at the sort of thing you might have written.  A few extra paragraphs can turn that problem solving answer into an outstanding answer.  This is shown on the next page as Other Areas of Concern’. Let us just add those missing paragraphs and make a perfect answer:

Other Areas of Concern 

I am acutely aware of the concerns expressed by local residents who are worried about dust and disturbance during the renovation work.  I also have sympathy with the local traders who are worried about losing business during this time.  Additionally, there is the question of schoolchildren not being able to get to schools in the city centre.  We can address and satisfactorily deal with these issues.  My proposals are outlined below.

1. Before the renovation work is carried out adverts are placed in the local newspaper and on local radio informing everyone of what is happening.  This will enable motorists to plan ahead and extend their journey times by using one of the other bridges.

2. A free bus service to carry the children to and from school is implemented.  The cost of this service should be met by the local council.

3. Residents are informed of when the noisiest renovation work times will take place.  This simple step will show residents that we are aware of their concerns.  Additionally, around the bridge area we arrange a water-spray system that will operate during daylight hours only.  This will help to keep down the dust caused by the renovation work.

4. Negotiations are begun with the local bus company to resolve the issue of public transport.  If we all work together the problems associated with the renovation work can be overcome.

5. Local traders are quite rightly concerned about the affect it will have on their businesses.  However, I propose that we adopt a two-pronged approach to deal with this:
1. We start talks with the local council to obtain a reduction in business rent payable for the duration of the renovation work.
2. That we promote the renovation of the historic bridge on local radio and   newspapers.  The bridge is of historic interest and is a local icon.  I am confident that we can develop it into a tourist attraction both during and after   the renovation.  This will boost our local economy.
Wow!  Just imagine these few lines tagged onto the answer.  In addition to problem solving skills, written communication and ability to cope with pressure, here is somebody who has demonstrated superb inter-personal abilities and creativity.

Here is somebody who is aware of the problems and worries faced by others.  Notice the use of ‘I’ and ‘we’.  Using ‘I’ shows that somebody has stayed within the role allocated by the exercise and is a person who can take responsibility and make a decision …  Using ‘we’ shows that the writer is part of a team; part of the overall scenario.



It’s straightforward, really.  Isn’t it?  Once you know how to present the evidence of your skills you’re off to a flying start (a good start).  

It is worth mentioning that there may not be a ‘correct’ answer to the problem.  The example you have just read is quite straightforward – there are no complex financial facts and figures for you to juggle with.  Some problem solving exercises may be a bit more complex.

Quite often the problem solving exercise will revolve around a particular aspect – is it a short-term problem or one which is long term?  The first step in any problem solving exercise is to read and understand the information that you have been given.  This may seem to be stating the obvious but some candidates in the assessment process do wander way-off target.

An example of where a candidate wanders off target, away from the requirements of the exercise would be where the candidate – in the problem solving exercise ‘The Bridge’ - suggests building a tunnel, or a multi million dollar flyover.  Valid ideas they may be, but it isn’t within the requirements of the exercise. Use the information on hand to deal with the problem and you won’t go far wrong.

The problem solving exercise doesn’t just measure or assess your problem solving ability, it also examines all those other competencies – skills and abilities – in exactly the same way as the letter and memo writing task does.

We’ll now move on to the group discussion exercise.

The Group Discussion

Like the letter/memo writing exercise and the problem solving paper, the group discussion also measures and assesses all those skills and abilities with the exception of written communication.  Verbal communication skills are assessed instead.

The group discussion may be used as an exercise alongside a letter/memo writing and problem solving exercise.  Or, it may be used as the main assessment before the interview process.  Different organisations use a combination/mix of assessment exercises.  It all depends on how much time, money and resources they have available.

To begin with, what is verbal communication?  It isn’t merely the ability to talk.  Somebody with good verbal communication skills can convey their meaning – the content – to the listener in a lucid, clear and unambiguous manner that gives information and meaning that can be understood by the recipient. 

 Using big words and sentences with obscure meanings isn’t communicating if the listener has no idea what you are talking about.  It impresses nobody.  Just as in the letter/memo and problem solving paper where everyday jargon-free written English rules supreme, the group discussion -like the interview – is a waffle-free zone (no nonsense).  Say what you mean and leave no doubt about your meaning.

In a group discussion there will no less than three candidates and no more than six.  There will be at least two assessors present, who take notes.  Assessors also examine your written work in the same way.  Here is an example of the type of notes that an assessor will write:

Assessors Notes


Now it’s your turn again.  It’s impossible to have a group discussion by yourself, but what you can do is read the exercise which follows and write down what you would say/your thoughts as if you were sitting there at the table with other candidates.

Take a few minutes to read through the instructions and exercise scenario.

Group Discussion Exercise ‘Crash Landing’

1. You have 10 minutes to read through the exercise followed by a further 45 minutes in which to discuss and decide what course of action will be undertaken.
2. At the end of the group discussion your findings/decisions must be made known to the assessors.
3. A map is supplied
Crash Landing

You are passengers on flight C22 from Jhama to Kistinbal, which are cities in the middle- eastern country of Haslin, a vast place consisting of mainly desert in the central and western areas stretching to the cooler coastline and modern cities in the east.

Including the pilot and navigator, there is a total of 18 passengers onboard flight C22. The aircraft took-off at 0800 from Jhama in the east and was due to land at 1700 at Kistinbal in the west of the country.  The distance between Jhama and Kistinbal is three thousand  miles – a nine hour flight time.

Five hours after take-off, flight C22 crashed because of an electrical fault.  No distress call was made.  Both the pilot and navigator were killed upon impact.  Some of the passengers have injuries, though none can be described as life threatening.

Your task is to decide upon a course of action.
Additional Information

Shortly after the crash landing, flight C22 burst into flames and has been all but destroyed.  Some suitcases that were stowed in the luggage section at the rear have survived the flames, as has 10 metal 5 litre water containers used by the air crew.  The containers are full.

There is an undamaged 9mm pistol and 40 rounds of ammunition in the remains of the aircraft.

One of the passengers – an eighty six year old woman has broken her arm during the crash.  She constantly cries with the pain.  Her husband, also eighty-six years old, has broken his nose and lost several teeth during the crash landing.  Several other passengers have cuts, scrapes and bruises.

The passengers are a mix of age and sex.  There is a five-year old girl with her parents. One twenty six year old woman is pregnant.

According to the map, 120 miles to the southwest of the crash site there is a town.  95 miles to the northeast there is a small drilling works with a railway station.  The railway line runs in a south easterly direction and is believed to be spur line that may join up with the main Jhama-Kistinbal railway network.  
The map is old – it is not known if the drilling works or spur railway line is still used or now even exists.

The crash site is in the desert. There are plants but they can best be described as ‘scrubland’.  By day the temperature reaches 46 degrees centigrade and by night falls to well below freezing.
Map


           N

[image: image123.wmf]

                                                                 Drilling Works         



                                           Town

Main  Railway network

Spur Line  

Remember what the group discussion asked you to do – decide upon a course of action (what you would do under those circumstances).  Also remember that this exercise is examining all your skills and abilities.
The next two pages are blank to use for your reply – what you would think/say if you were there in the ‘crash landing’ group discussion.  Use them.  Get used to writing –and develop both your writing ability and your personal skills and abilities.  Let your confidence grow.
After you’ve written your thoughts/what you would say we’ll look at what a good candidate might say and provide evidence for all those skills and abilities.
Group discussion notes

Group discussion notes
Group Discussion Candidate 

‘I would suggest that a lack of water is our main problem as we have only fifty litres available for sixteen of us.   Fifty litres may sound a lot but that gives each person just over three litres each, though I would ask you to bear in mind that we have a child and a pregnant woman amongst our numbers and I ask you all to be aware and give them priority. 

It would be folly to use our precious water to clean any cut or scrapes we may have received, or rinse the grime from face and hands.  That water is our one and only means of survival until rescue eventually comes.  We must put our priorities in order and our first priority is to continue surviving and help one another to this end.

I have every confidence that we will be rescued – providing we all stick together right here where the aircraft is and conserve our water supply. I see very little point in wandering off into the desert to look for help.  We are lost somewhere in a big country, traumatised by what has happened and I believe the plain truth of the matter is that if we split into groups, those people who leave the crash site would perish quite quickly.

In a few hours the authorities will be aware that our flight is overdue and will undoubtedly begin to arrange a search.  They will begin by following the aircraft’s flight path and this crash site is where they will send rescue, once it has been located.  To contemplate splitting into groups and wandering off would cause additional problems for the authorities – they would be forced to search in other places once those people at the crash site had been rescued.  We do not want to compound our present situation any further.  We must remain together, here at the crash site.

As I see it, we have two major problems to deal with straight away.  One is the scorching heat of the day and the other problem is the freezing cold night.  Nightfall happens quickly in the desert and within a short time after sunset, we have a different problem to face.

It is in our best interests to make some sort of shelter to provide shade from the sun to reduce the temperature.  We have pieces of metal from the aircraft and also suitcases with their contents to help us.  Anything will do – we can use clothing, cloth or whatever to make a simple sun-shade or tent.

We can use the suitcases and anything else to make a shelter just for tonight -  a place where we can all crowd together for warmth – with the most vulnerable of us in the centre where their chances of survival will be greatest.

Tonight, perhaps if there are sufficient flammable materials to hand that we can find in the aircraft, we can build a fire.  The fire will serve two purposes.  One is the obvious – to keep warm –and the other is to serve as a beacon should any rescue aircraft be searching at night; though it must be pointed out that any search aircraft are unlikely to put in an appearance until after dawn tomorrow.

To start a fire we can always use the 9mm pistol.  By putting the muzzle into some flammable material and pulling the trigger the flash from the detonation may ignite the material.  Other than that I am confident that we will be able to find something somewhere in the aircraft that is capable of starting a fire.  I would not burn the suitcases or any clothing they may contain.  They will help us keep warm during the night.

We cannot stay in the remains of the crashed aircraft during the day because, just like a car parked in the sunshine, there is build up of heat inside.  At night the metal skin of the aircraft would act like a giant conductor, sucking heat from our bodies and throwing it into the night sky.  The aircraft is an oven by day and a fridge by night.

The dead pilot and the navigator, cruel and uncharitable as it seems to say, are not our problems.  We all regret and sympathise with what has happened but to consider a burial for them is out of the question.  We cannot afford to expend energy unnecessarily by digging graves.  They must remain where they are until the authorities arrive and do the correct and proper thing for them.

I, like you, am aware that some of our group have injuries.  Hang on.  Until rescue arrives we will do whatever we can to ease the pain and distress caused. We can use clothing to make a makeshift support for broken limbs. Many heads are better than one and I know that somebody in our group will have some constructive suggestions or be able to do something to help.

I firmly believe that we will only spend tonight and tomorrow here at the crash site.  I have every confidence that by this time tomorrow our rescuers will have arrived.  All we have to do is stay together, remain calm and understand the problems we are facing and deal with them.  Then we’ll go home.

This type of group discussion reply has been drawn from what a number of real candidates have said in similar exercises.  In a group discussion the situation is somewhat dynamic – constantly moving and changing as candidates put forward ideas and suggestions.  Things change as new information is put forward; other ideas are introduced and flaws seen with potential courses of action.  There’s nothing wrong with changing your mind.  The group discussion is where you ‘thrash out’ what to do and how to do it.  As long as you contribute and take an active and enthusiastic role.

What this reply to the group discussion Crash Landing does –and does very well – is to illustrate that you don’t need to know the first thing about survival techniques.   It all comes down to understanding what the exercise is asking you to do and presenting evidence of your skills.  Crash Landing is common sense – the information is all there for you to use.

Look at the reply again.  Nowhere is there any specialist advice about how to survive in those conditions.  It’s all common sense, drawing on the skills and abilities that we all possess.

Now, pretend you are an assessor.  Look at that reply again and decide what comments, sentences or part of the sentences could be used as evidence for a particular competency.  You can only use a piece of evidence once.  That’s how assessors work.  In the most general of terms, if you supply one example of ability in a particular competence, that’s ok.  Give two examples and you’re doing well.  More than two – and well, you’re ‘flying without wings’ (doing very well indeed!)
Compare what you have written as evidence for particular skills and abilities with what an assessor might notice:

What did you write that could be evidence of interpersonal skills? 
What did you write/say that could be seen as evidence of problem solving, drive and determination ..?  You must present evidence of all those skills and abilities.
Next we’ll look at candidate faults in a group discussion exercise and then well analyse ‘crash landing.’
Candidate Faults in the Group Discussion

By far the most common fault in the group discussion scenario is where a candidate sits in silence for long periods with only the occasional nod or shake of the head when other members of the group speak.

True, it may feel a bit awkward when you are sitting with perfect strangers to become actively involved from the outset, though each exercise gives you a role and a task and it does assess drive and determination.  Become involved from the word go.  Be enthusiastic. 

Waiting twenty minutes before speaking is leaving it too late.  By all means listen to other group members, but don’t interrupt or talk-over them.  Remember interpersonal skills.  Be a valued member in a team.

Repeating what others have said or simply agreeing with them isn’t adding any valued input into the discussion and is certainly not doing you any favours either.  In this instance you’re talking, not communicating. Voice your own opinions and thoughts.  Don’t be afraid to query what others have said.

Nor are there any ‘extra marks’ to be gained by setting yourself up as the self appointed chair-person or ‘leader’. Assessment doesn’t examine inflated egos or self-opinionated candidates.  It does however recognise their lack of skills.  Don’t try and become the number one honcho (the ‘boss’) and get the rest of the group to go along with what you want.  You are part of a team.

In a group discussion scenario a good candidate will be aware of other group members who are perhaps a bit quiet and try to draw them in – ‘what do you think of the latest proposal?’  The good candidate takes on the role and the task, is motivated and enthusiastic .. and shows a wealth of skills and abilities across all the competencies.  The assessors will pick this up (notice it) straight away.

The group discussion is another exercise that assesses and measures your individual skills and abilities across the competencies, just like the written exercises.  Nothing more.

Like the problem solving paper there may not be a ‘correct’ answer, though usually there is one solution which stands out – something obvious – some course of action that seems the most logical and sensible to pursue.

Before we go any further, did you identify the problem associated with Crash Landing?  Like written exercises the group discussion may well present you with a problem.  Was it a short-term or long-term problem you faced?

We’ll now analyse crash landing.
Analysing Crash Landing

It was a short term problem (was ‘The Bridge’ a short-term or long-term problem?).  In that daytime heat the human body dehydrates very quickly.  There is very little water available so energy and resources must be conserved.   Life expectancy is limited.  There is no other option than to remain at the crash site and await rescue.

Some candidates will suggest splitting the survivors into groups.  One group heads towards the town to the south east, whilst another group heads towards the drilling works in the hope of either meeting a train or finding water/people.  Perhaps a third group stays with the aircraft.  Anybody who does not stay by the crashed aircraft will die; it’s as simple as that.

Candidates who suggest digging a hole, putting a plastic sheet with a stone in the centre above it to collect the moisture in the night air are showing creativity and initiative, but it doesn’t work.

Digging a hole by day uses more energy and causes the body lose more water than could be collected at night.  The amount of moisture in the air that could be collected and condensed into water is minimal, and not worth the physical effort.  Any physical activity in desert conditions leaves the body feeling weakened and ‘drained’ (no energy).

By night, temperatures plummet (fall quickly).  The desert is a cold place.  Survivors face the problem of keeping warm.  It is possible to freeze to death in the desert.

Any physical activity in the desert becomes a death sentence if there is not enough water.  This exercise is very much a short-term problem.

Some individuals will show creativity/problem solving by suggesting that the 9mm pistol could be used to kill wild animals that can then be cooked and eaten.  The reality is that a wild animal (if seen) is unlikely to be hit by a shot from a pistol.  Not only would the ‘hunting’ cause further dehydration and weakening of the body, but in order to digest protein, the human body needs large amounts of water.

Food is not an issue or consideration within this exercise.  The human body can go for many days without food.  Without water/rescue the food aspect is irrelevant.  Most of the survivors – if not all – would be dead within 48 hours.  The young, vulnerable and very old would die within hours if they walked away from the crash site.

The question of injuries is often mentioned within the group discussion – and quite rightly so.  However, because of the almost sterile conditions of the desert, wounds and cuts seldom become infected and should not be seen as a pressing (urgent) problem.  A broken arm, lost teeth and a broken nose are painful, yes – but they are not life threatening.  Nor are cuts and scrapes.  Infection is usually associated with damp, humid and wet climates.

And what about the dead pilot and navigator?  Are they a source of food?  Some candidates will suggest that when things become desperate, the bodies can be eaten.

Before that situation arises everybody will either be rescued or dead, depending on what the group decides.  One candidate actually said ‘if push comes to shove (we would have to do it), and we’re all desperate – we must break that human taboo and use the pilot and navigator as food, unpleasant as we think it is, to ensure our own survival..’

Unpleasant, yes … but that particular candidate was showing understanding and sensitivity when dealing with what he considered a long-term problem within the context of the group discussion.  He was completely wrong of course, but the assessors noted him as showing motivation ...drive and determination... perhaps problem solving and interpersonal skills as well.  Had that particular candidate made a flippant remark or joke about ‘ready made in-flight meals’ then his assessment for that exercise would have been low…

The rule of thumb (‘in general’) when taking part in such assessment exercises is do not use inappropriate humour.  Do not rely on humour alone to impress your fellow candidates and the assessors.  It doesn’t work.

This group discussion exercise isn’t about survival techniques.  Candidates and assessors don’t know the do’s and don’ts of survival methods.  If it appears to an assessor that you are presenting evidence of the competencies then that’s all that matters.  If you suggested using the pistol to hunt wild animals for food then that will be seen as drive and determination or perhaps evidence of problem solving ability, even though hunting wild animals is not a viable option in the grand scheme of things.

Providing The Evidence
Remember that good candidate in the group discussion?  Well, here’s what an assessor might note the candidate as saying as evidence of all those skills and abilities:

Interpersonal

‘I would ask you to bear in mind that we have a child and a pregnant woman amongst our numbers and I ask you all to be aware and give them priority..’  Very aware of vulnerable people and their problems.
‘our precious water to clean any cut or scrapes we may have received..’ The use of ‘our’ and ‘we’ indicates that the candidate considered him/herself part of a team.

‘we all stick together right here…’
‘It is in our best interests..’
‘We all regret and sympathise with what has happened…’
‘some of our group have injuries.  Hang on.  Until rescue arrives we will do whatever we can to ease the pain and distress caused…’  candidate acutely aware of others
‘Many heads are better than one..’  
This indicates that the candidate was open to suggestions and would listen to others. A cooperative working environment.

Wow!  There is so much evidence of interpersonal ability here, that the assessor is ‘swamped’ (too much…).  An assessor would note down what was said (or written.   One or two examples – fine – but look at the wealth of evidence presented to the assessor.
Problem Solving

‘a lack water is our main problem..’ The candidate immediately identified that it was a short term problem.
if we split into groups, those people who leave the crash site would perish .. .  We do not want to compound our present situation any further..’  Was aware of other factors that could adversely affect the situation and cause additional problems.
‘As I see it, we have two major problems to deal with straight away … We cannot stay in the remains of the crashed aircraft during the day because…’ Was aware of potential problems by day and night and was able to explain about the shell of the aircraft becoming an oven by day and a fridge by night.
‘We cannot afford to expend energy unnecessarily by digging graves ..’ The candidate confronted a sensitive issue most effectively and was able to point out potential survival problems concerning a burial of the pilot and navigator.
There is more than enough evidence of problem solving ability here; more than enough to assess the candidate as outstanding in this particular competency.   Instead of having to ‘hunt’ through notes of what was said at the time to look for evidence – the assessor has too much to choose from.

Oral Communication

For this candidate an assessor would write comments such as ‘made his/her meaning absolutely clear to others ..’  ‘was evidently able to understand and consider information and suggestions put forward by other members of the group..’

When a candidate is doing well, it tends to have a knock-on effect in competencies like this, in which an assessor writes positive things.  Had this been a written exercise an assessor may well have written comments for written ability along the lines of ‘A fluent easy to read piece of work which appeared free of any apparent spelling mistakes, using an appropriate style of grammar..’
Acceptance of Responsibility

‘We must put our priorities in order and our first priority is to continue surviving..’  The candidate has demonstrably taken on the role and task set by the exercise and is willing to take responsibility.

‘I believe the plain truth of the matter is …’   Candidate is evidently capable of using all information to hand to reach a decision and take responsibility for that decision.

When talking about the dead pilot and navigator said ‘They must remain where they are until the authorities arrive..’  It appears as though the candidate could make a firm decision and stick by it.

Admittedly, within a written exercise it is easier for an assessor to spot (see) evidence of Acceptance of Responsibility as that how the exercise is so arranged.  However, within the group discussion, unlike the written exercise, there is nobody in overall control.  Having said that, an assessor will find the evidence - if you have taken an active part in the discussion.
Ability to Cope with Pressure

At no time did the candidate over-react, and appeared calm and level throughout

It’s as easy as that.  In the absence of any evidence that you did over react, an assessor will simply write a comment as shown above. The ability to cope with pressure includes being able to complete a written exercise in the time allocated.  It also includes a lot of common sense – if you write or say nothing which could be construed as over reacting to the situation it can only stand you in good stead.

Drive and Determination

The candidate wrote:

‘I have every confidence that we will be rescued…’  ‘We must remain together, here at the crash site…’ A positive, determined outlook within the demands of the exercise.  This was further enhanced by comments such as ‘I would not burn the suitcases or any clothing they may contain.  They will help us keep warm during the night…’  The whole tone of what the candidate said indicated that he/she was determined and motivated.  

This view is further supported by remarks like  ‘I firmly believe that we will only spend tonight and tomorrow here at the crash site.  I have every confidence that by this time tomorrow our rescuers will have arrive … then we will go home..’

There can be little doubt that this candidate was motivated and enthusiastic – the assessor has noted that ‘the whole tone ..’.  From what has been written/said it becomes very obvious indeed that this individual has more than enough drive and determination. ‘I have every confidence ..‘  ‘ firmly believe ..’ and just look at the last sentence: ‘Then we will go home’.   Doesn’t this just shout out  Drive and Determination?

Creativity
The candidate demonstrated that he/she could introduce new ideas and practices within the exercise:
‘We can use the suitcases and anything else to make a shelter just for tonight ..

‘..and the other is to serve as a beacon should any rescue aircraft be searching at night..
‘..We can use clothing to make a makeshift support for broken limbs..’
‘To start a fire we can always use the 9mm pistol ..’ 
At first glance you could be forgiven for thinking that something as simple – and obvious – as using a piece of clothing as a support for a broken limb or using suitcases to make a shelter of sorts is easy; not really worth mentioning because everybody thinks of those things, don’t they?  They are rather minor examples of creativity, right?

Wrong.  They are examples of creativity.  End of story.  This candidate gave four examples of creativity which provide evidence to an assessor that there is an ability here, in this particular competency.  The scale or ‘importance’ of the creativity is irrelevant.  If you can think of something to write or say, just do it.  Nobody will laugh at you.

What follows next is another group discussion type exercise.  Like many such exercises they are based on ‘survival’ type scenarios.  They are designed to provoke discussion within a group as everybody has their own thoughts and opinions about what to do and how to do it.

Having read this far you are now aware that it doesn’t matter one iota (not the slightest/least – not important at all) if you know nothing about survival techniques.  
It’s all about assessing those competencies and how you present your own unique individual skills and abilities to meet the requirements.  Read the next group-discussion type exercise ‘Rising Water’.  All you have to do for this exercise is to write down  of what you might use as examples for Creativity, Decision Making and Problem Solving ability in the space provided.  If you can identify examples of skills and abilities, you’re doing absolutely fine.
Rising Water

You are a member of a 4- man cave-rescue team.  You have been called to the Dragon’s Teeth cave which is situated at the base of the cliffs in a nearby cove.

In normal circumstances Dragon’s Teeth cave is perfectly safe.  It is a local tourist attraction in which visitors to the area pay to be taken on guided tours to see the amazing stalagmites and stalactites, which give the cave its name.  The entrance is from the beach.  There are a number of such caves along that particular stretch of coastline although the Dragons Teeth is by far the biggest and well known cave.

A sudden heavy rainstorm has caused water to rush into the cave from the cliff tops thirty metres above and bring down a section of the roof, collapsing the rock walls and blocking the entrance to the cave.  The only way into the cave is through a small hole at ground level thirty metres above sea-level through cramped, narrow fissures in the rock with a ten metre drop into the cave itself. 

Trapped inside of the cave is a party of six people, plus the guide.

Within the next thirty minutes the incoming tide will come into the cave and water levels will rise up to the roof.  There is only time for the entire rescue team to bring one person to the surface.  It will take the combined efforts of the rescue team to make just one rescue. The process of rescuing just one person is physically and mentally tiring.  

The incoming seawater and the rainwater finding its way into the cave are cold and sap the energy of the rescuers, whose own lives could be endangered.  The rescue team and the evacuee must be above the level of the cave roof in order to survive. The remainder of those trapped in the cave will drown.

Your team have just sufficient rope, flashlights and personal climbing equipment to make the thirty-minute descent into the cave from the surface. It would not be possible to carry additional ropes or other items into the cave.
Once the cave is reached your rescue team have just three minutes to decide whom to rescue and begin the climb back to safety out of the cave. Due to the geographic location and urgent timescale it will not be possible to arrange other emergency type equipment or resources, other than an ambulance. 
You can rescue just one person.  The rest will drown. No other form of rescue is possible.
Additional Information

The guide for the Dragon’s Teeth cave is a 22 year old geology student called Li Nan who is working part-time as a guide to help pay her university fees.  She is an only child and is due to graduate in 8 months.

Amongst those trapped in the cave is the husband and wife team of Elena Sun and Ding Lei, who are both in their late seventies and who are on holiday from Beijing.  Din Lei suffers from low blood pressure and has ‘blackouts’.  Elena Sun has arthritis in her neck.

Meng Fanli, 35 years old. He is single and a reformed alcoholic.  It is two years since he last touched alcohol. (it has been two years since he drank alcohol).  He is unemployed.

Wang BI, 36 years of age. Wang Bi is divorced and has an eight year old daughter at home.  She has her own property development business and is very rich.

Zoey Lifang, and Angel Lifang. 18 years old.  They are identical twins.  Zoey hopes to university in due course.

Give examples of what you might use as:

Creativity

Decision Making

 Problem Solving
Helping You To Decide

It’s not that easy, is it?  In some exercises it may seem that there is little scope to introduce evidence of these skills.  Unlike Crash Landing in which there are a number of possibilities, and where there was no absolute deadline for being rescued, this Rising Water exercise is somewhat different in that it gives absolutes in terms of time, resources available and the outcome.

This exercise positively lends itself to interpersonal ability ... but showing evidence of creativity,  decision making and problem solving is a bit more difficult simply because the way in which the exercise is worded and set out.

Many candidates will do one of two things:

· Take this exercise at face value and forget all about creativity, decision making and problem solving.  After all, the exercise has firmly laid out what you can do and can’t do.  Hasn’t it?

· Introduce examples of these competencies which are outside the remit of the exercise – for example, suggesting that air tanks are taken into the cave so that everybody can breathe underwater until the tide goes back out or getting a machine to dig a rescue shaft …

This type of suggestion/remark is way outside of the bounds of the exercise which stated quite categorically ‘Due to the geographic location and urgent timescale it will not be possible to arrange other emergency type equipment or resources, other than an ambulance.  No other form of rescue is possible’.

To suggest something that is outside of the remit of the exercise is to indicate that the candidate hadn’t fully understood the written instructions  -and understanding the requirements of the exercise is to show an understanding of written communication.

Some of the additional information can be somewhat of a ‘red herring’ (false/not true – it may ‘trick’ you somewhat).  In a group discussion many candidates will (quite rightly) argue that a particular individual should be rescued.  Their reasoning is based on the information provided and usually comments such as ‘a worthwhile contributor to society’ or ‘hasn’t contributed anything to society’ and ‘has had a life and we should give the youngest a chance ..’ are common. There’s nothing wrong with that -  we are all guilty of being human.  Nor would you lose any actual marks.

When you read the additional information who did you decide to rescue -  Li Nan, the 22 year old guide who was a geology student?  Or maybe it was Wang Bi who has a daughter at home?  Maybe it was one of the twins, Zoey and Angel Lifang?  Zoey obviously has a bright future ahead of her as she wants to go to university.

Probably your initial thoughts about Elena  Sun and Ding Lei were that they were old, and had had a life?  As for Meng Fanli –well, a reformed alcoholic?  He’s unemployed as well.  He probably will never get another job in his life.  He’s no real loss is he?

You wouldn’t be alone in thinking along these lines (thinking like this).  Most candidates do the same when confronted by a tight, constricted exercise such as this.  Most candidates consider the human element because we’re all human … we can’t help it.

We’ll now change the additional information a little … 
Additional Information (2)

The guide for the Dragon’s Teeth cave is a 22 year old geology student called Li Nan.  She is working part time as a guide to help pay her university fees.  She is an only child and is due to graduate in 8 months.  Li Nan is highly promiscuous and often works as a call girl (a prostitute), earning good money in the evenings at weekends. She hopes to be able to set up her own call-girl agency in the near future.

Amongst the party trapped in the cave is Elena Sun and Ding Lei, who are both in their late seventies and who are on holiday from Beijing.  Ding Lei suffers from low blood pressure.  Elena Sun has arthritis in her neck.  Din Lei is a medical specialist in the area of cancer in children.  His research work is ongoing and funded out of his own pocket.  Elena is a retired doctor who spends most of her time helping sick children.  She is also a writer and a charity worker.
Meng Fanli, 35 years old.  He is single and a reformed alcoholic.  It is two years since he last touched alcohol.  He is unemployed.  Meng Fanli was sexually and physically abused from an early age.
After many years of low self-esteem he is now beginning his life again and has shown an aptitude for computers and computing.  It is his ambition to get a degree and begin a new life.  He has a girlfriend who is divorced and who is the mother of two girls aged seven and nine.  They think he is fantastic.  Meng Fanli adores them and his girlfriend, who he will soon marry.
Wan Bi, 36 years of age. Wan Bi is divorced with an eight year old daughter at home.  She has her own property development business.  Wang Bi was divorced after her husband found out about her numerous affairs.  She seldom sees her daughter who is looked after by a relative. 
Wang Bi likes parties and the ‘good life.’  The police are currently investigating her for fraud and embezzlement.
Zoey and Ainsley Lifang, 18 years old.  They are identical twins.  Zoey hopes to go to university in due course.  Like her not-so-academic sister Angel, who works as a checkout assistant in a supermarket, Zoey enjoys taking drugs at weekends in company with friends.  Zoey isn’t too sure at the moment, but she thinks she may be pregnant by Angel’s ex-boyfriend.
Has your opinion changed?  Perhaps now you are looking to save either Elena Sun or Ding Lei?  After all, they have both contributed a lot to society.  Or what about Meng Fanli?  No doubt your views on him have changed drastically – just like they have on everybody else?

Group members will talk about each individual and mull things over (think about) before coming to a decision, but actually, there is no incorrect –or correct – decision.  The outcome will be the same whoever is rescued.  There’s usually plenty evidence of interpersonal ability within this exercise and the real problem tends to become masked (hidden/forgotten about) or overlooked.

To bring this particular exercise down to the nitty-gritty (the ‘basics’), it is a short-term problem.  A very short-term problem.  The problem is of course that you can only rescue one person and that your own lives will be in danger. 
So what evidence of problem solving skills would you think about in this instance?  We’ll look at what our hypothetical (pretend) candidate might say:
‘The main problem is of time.  We just do not have enough time to afford us anything other than a brief opportunity to grab one of the trapped people and get out of that cave.  It’s an unfortunate thing to say but if we hesitate it could well compound make worse)  the problem we face.  It would put our own lives at risk ..’

The hypothetical candidate is obviously well aware of the underlying problem and of other factors – like the possibility of a terrible situation becoming worse.  This candidate has obviously thought about the situation:

‘I know it’s a terrible thing to say but we must confront reality. There is another potential problem we have to confront: We cannot tell those people in the cave that we can only rescue one person and that the rest of them are going to drown.  We cannot do this.  If there is any panic in the cave it may lose us precious time and could potentially cost us our lives as well.  

We have to be mentally and emotionally strong as well as physically capable. There is only one decision possible as I see it – we go in, take the smallest and lightest person to bring back to the surface.  I make this decision solely on the basis that we can only rescue one person and that the smallest and lightest makes our chances of reaching safety on the surface more probable. 

‘Those unfortunate people trapped in that dark cave will think they are all about to be rescued.  We must maintain that belief, that illusion, even though we know otherwise. We must confront this aspect head-on. When we get into that cave we must be quick – we tell them that time is so urgent, and we do not give them time to think – we grab the smallest and the lightest person and make our ascent to the surface.  If we waiver or hesitate in our resolve, there may be no survivors at all’.
Excellent.  Ignore any evidence of interpersonal skills.  Look at how this candidate has anticipated potential problems like panic amongst those trapped in the cave.  This candidate is also aware of potential problems in getting somebody to the surface – hence the decision to take the smallest and lightest person, irrespective of what was contained in the additional information.  The supporting evidence is there to back up the decision.

You can also see the evidence of decision making -  ‘we must confront reality ..  ‘There is only one decision possible as I see it …’ and ‘I make this decision solely on the basis…’  This candidate explained how and why this decision was arrived at.  Excellent!

The success of this candidate is due to the fact that he/she fully read and understood not only the information supplied by the exercise, but also the requirements, and went straight to the heart of the matter – the problem.

Each exercise gives you a role and task. This candidate fully took on the role and dealt with the task in hand.  You probably noticed how determined and motivated he/she came across (seemed/appeared)?  So would an assessor.

What about creativity?  The exercise seemingly gives little leeway or scope (chance/opportunity) to introduce creativity.  The assessors are aware of just how difficult it is within this type of exercise for a candidate to write or say something that is new or innovative and will positively leap on the slightest whiff of creativity with absolute delight (they will see it!).  It doesn’t matter one iota if the suggestion of creativity is small, minor – it is evidence of that skill.  If you were unable to come up with an example of creativity within this exercise, go back and think again.

We’ll look at what our good hypothetical candidate might have said during the group discussion to present evidence of creativity:

‘ …  we cannot change the past or prevent natural occurrences like rock-falls, we can do something to minimise the risk of such a tragedy happening again.  We can arrange for warning signs to be placed along that stretch of coast.  Each sign gives the time of high tide with the warning that the caves must be vacated ninety minutes before the tide reaches the high water mark.

Consideration should also be given to the option of having a patrolling official – whose task it is, during the summer holiday months – is to visit those caves and remove the tourists and visitors who may be inside during the ninety minutes before high tide …’

Two excellent examples of introducing something new – the warning signs and the patrolling official –  even though these two examples were not within the actual rescue as such, they are within the overall context of the exercise. This is absolutely fine and commendable.  Here is somebody who has fully taken on the role and task given by the exercise.

Simple suggestions, yes they were.  Effective? Definitely!  Never hesitate to write or say something constructive within the exercise requirements.  It will show your skills in a most positive light.

Next, we’ll take a look at the structured interview.

The Structured Interview

It’s an interview, that’s all.  It’s called the structured interview for the simple reason that it is focused towards a particular purpose.  The purpose being - and this should come as no surprise – is to examine your skills and abilities in the assessable competencies.

Usually the interview comes at the last stage of assessment.  Depending on the organisation concerned, it may be the only form of assessment following the submission of a C.V or application form, or it may follow the letter/memo writing task, the problem solving exercise and the group discussion.  Or any combination of those.

It’s an interview.  Nothing else.  No trick questions and no looking inside your head to see how you ‘tick’ (how you think).  You are what you present the evidence of your skills and abilities as.

The difference being that in the structured interview situation it is the first – perhaps the only – time that you will come face to face with the assessors/interviewer(s).  The larger organisation may use two or three assessors (interviewers) whereas the smaller ones tend to use just one interviewer.

In whichever situation you find yourself you will see the interviewer(s) writing things down as they ask you questions.  All they are doing is writing down evidence of the assessable competencies.  Nothing else.

The larger organisation which uses three interviewers (assessors) to interview you are not ganging up on you or trying to intimidate you by outnumbering you.  Nor or they trying to make you feel uncomfortable to see how you ‘react’.  If you have this idea dismiss it entirely.  Some interviewees (candidates) have wrongly read ulterior motives into the interview situation.  It doesn’t happen.

Just like any written exercise or group discussion, the interview looks at those skills and abilities – the assessable competencies – in the same manner.  The only difference being that an interviewer/assessor is in direct personal contact with you.

The interview is your opportunity to show how good you are.  Use it as a platform for your skills and abilities.  Interviewers and assessors use open questions as opposed to close questions which, in the grand scheme of things, means that you should be doing at least seventy five percent of the talking.

Closed questions are those which only require a simple answer –perhaps yes or no.  For example: ‘Are you married?’  ‘Do you have any children?’  Other than answering yes or no there is little leeway (‘room’/necessity) to expand on the reply.
An example of an open question is:  ‘Do you think the recent troubles in the Middle East will have an affect on oil prices in the long term?’  

One of the most apparent faults in an interview situation is where the interviewee treats an open question as a closed question and just gives a yes or no reply.  Avoid yes or no replies.  You aren’t doing yourself any favours if you merely answer yes or no.

The reason is of course that some interviewees/candidates will feel a little apprehensive or nervous for the simple reason they are on unfamiliar territory – an office or room belonging to the organisation concerned.  That’s life.

The assessors/interviewer(s) only ask questions that examine the competencies – your skills and abilities.  They will not ask your opinions or views on topics like global warming, politics or anything else you can think of.  They restrict themselves to examining those same skills and abilities that are examined by the other exercises.  The questions they ask can be drawn or based from your own personal life, your work experience or even something you wrote in your initial application form.

We’ll have a short look at the structured interview which, after all, is only another exercise/form of assessment:

Questions Asked by Assessors and Interviewers

Listed below is an example question that assessors have asked in real interview situations:

Q. I see that you once worked in a warehouse.  Can you give us an example of something new or different that you introduced within your working environment?

R. No, not really.  Everything was controlled and laid out as to what you could do, you see.  It was a bit dangerous to try and change anything because there was moving machinery and conveyor belts bringing quite heavy packages into the place.  Though I did show the people who worked with me how to store old cardboard boxes to save space.

Q. What was the situation concerning the cardboard boxes?

R. We had to unpack hundreds of them each day and put the contents into smaller boxes and bags.  There was always hundreds of flattened cardboard boxes stacked up everywhere.  They used to fall over regularly.  I showed the people I work with how to stack them so they didn’t fall over.

Q. And what was the difference between the way they used to be stacked up and the way in which you showed your colleagues to   stack them?

R. The mistake people make, you know, is stacking things one on top of the other for as high up as they can reach.  That just means that they begin to lean and the slightest vibration or gust is enough to make them slide.  I stacked them like bricks – if you ever notice in a wall, bricks are arranged so that each one overlaps the one underneath it.  The edges aren’t one above the other in a line.  The weight and length holds the one below it in place.  The same happens with cardboard.  It’s locked together like a brick wall.

As you can see from the outset, an interviewer/assessor may well ask ‘can you give me an example of …. ?  It is highly probable they will do this for each and every competency.

The example given here of creativity could also be an example of problem solving ability as well – the problem being that the piled-high cardboard boxes kept toppling (falling) over.  But as an example of creativity, it’s fine.  Simple as it may appear, such a straightforward example is perfectly acceptable.

If you notice too, the candidate began by saying ‘No, not really ..’ when asked if there was something new or innovative that had been introduced …   This suggests that the candidate didn’t see the method of stacking empty cardboard boxes as being something particularly  creative or new.

This is not uncommon in an interview situation.  It’s almost as if the interviewee is apologising for not being a ‘rocket-scientist’ (very clever) or an inventor of sorts.  The stark reality (the plain truth) is that most of us are not in any position to introduce something so new and innovative into our working lives.
It isn’t the scale or impact (the ‘end result’) of the example of creativity that is important.  What does matter is that the candidate provided some evidence of this particular skill.  It is also worth bearing in mind that this particular candidate went into the interview ‘blind’ – not knowing what was being looked for and in all truthfulness, probably had never heard of assessable competencies.

You know different.  What would you do – knowing all about assessable competencies and what you have read so far –  to make this a more ‘polished’ performance?

You wouldn’t use any negative evidence.  You wouldn’t begin by saying ‘No, not really …’  You would begin by saying ‘Yes, at work ..’  A positive start from the outset.  The candidate reply that you have just read is fine, all we are doing is putting a polish on things.

Is there anything else you noticed about the creativity question asked by the interviewer?

The interviewer/assessor asked three questions before finding out what the creativity concerning the cardboard boxes was.  There’s nothing wrong with this – interviewers will delve deeper to find the answers they’re looking for.  Those answers being evidence of your skills of course.

Now that you are aware what the interviewer/assessor is looking for, you can use the initial opening question to supply evidence of that particular competency and demonstrate that your have verbal communication skills at the same time.  Just keep talking until you’ve said your bit or the assessor asks you a question or moves you on to another area altogether.

Here’s an actual example of what two different candidates said to the assessors in response to the question ‘Can you give us an example of a problem you faced at work and what you did to overcome it?

Candidate A was a twenty-eight year old soldier.  Candidate B was a nineteen-year old girl who had worked on the checkout of a large supermarket since leaving school.

Example of Problem Solving in the Interview Situation

Candidate A

R. We had a couple of guys injured during the fight.  Both had gunshot wounds and one of the guys was in quite a bad way and we had to get him out of there fast.  The problem was for me, if I obeyed procedures like we are supposed to, there was every likelihood that we would have suffered further casualties when getting them out.  I decided to do it my way.  It was my choice, though there was no other choice at all, really.  It worked out.  We got them out of there.

Q. Where there any other factors you took into account when evacuating them?

R. Sure.  They’ve got you by the balls whichever way you turn.  If I’d evacuated those two guys according to rules and it had gone wrong, I’d have been responsible for screwing it up by not doing something else under the circumstances.  That’s how it is.  I had a problem and what I did worked.  Nothing is ever said in those circumstances.

Candidate B

R. The till roll kept sticking time after time. It was becoming a bit of a problem.  There were no other checkouts free and the shop was very busy.  Every time it jammed I had to call my supervisor over as we aren’t allowed to open the cover of the till.  It caused delay after delay and you could tell that it wasn’t just the line of customers who were getting irritable – the supervisor was as well, though it wasn’t my fault I had to keep calling her over.

At the finish I put the blade of a knife into the slot where the receipt gets printed out.  Before I tore the receipt off I pulled and waggled the knife a little bit and that seemed to work pretty well.  The receipt didn’t stick so much as it came out.  Before my shift ended I saw the manager walking about.  I called him over and explained the annoyance and delay.  He arranged for an engineer to come after I left work.

Candidate A has given the better answer.  Right?

Wrong.  Both answers are as good as one another.  It is not the scale of the problem that is important.  There are no ‘extra marks’ for dealing with or having dealt with a bigger problem, interesting as though candidate A’s answer was.  And in the assessment process candidates do not compete against one another.  They compete against a standard.

Here, both candidate A and B have presented evidence of a particular skill.  On the face of it you could be forgiven for thinking that in the case of candidate B, who used the blade of a knife to free a continually sticking till-roll, that it was obvious … ‘Well, that’s not much of a problem is it?  Hardly worth mentioning!’

Think again.  If candidate B hadn’t mentioned that as a problem she would have not presented evidence of problem solving ability.

You can draw upon your personal life to give examples of skills and abilities.  Not everybody has the leeway within their working environment to introduce creativity or is required to solve problems.  If not – tell the interviewer and then give an example from life outside of work.

In an interview situation just be yourself.  The days of management being ‘able to spot a good candidate’ as soon as he or she walked through the door has long gone.  That was all nonsense anyway and has deservedly been consigned to the dustbin of history.

There is nobody who can tell you what to say in an interview.  There are no correct answers – just evidence of your skills and abilities presented to the interviewer(s).  There is only one person who can do that.

Do

· Use an interview as a platform to show how good you are

· Use real examples from your work and/or private life

· Keep talking until the interviewer asks a question or moves on to another area

Don’t

· Use jargon and slang.  You’re not communicating

· Be afraid to query something or explain

Just to refresh your memory, here are all the competencies –the skills and abilities:
· Interpersonal Skill

· Problem Solving

· Written Communication

· Oral Communication

· Ability to Cope with Pressure

· Acceptance of Responsibility
· Drive and Determination

· Decision Making

· Creativity

Whatever form of assessment you go to, you will have to demonstrate ability in these.  You now know what is required and how to do it.  The ‘odds are stacked in you favour’ – that just means your chances of success are greater then those of anybody else.
75% of all candidates for either recruitment or promotion are unsuccessful.
More than 75% of candidates who understand what assessment is about are

successful
It’s your turn again.  You now know all about skills and abilities and how to present them effectively.  Have a go (try) the following two written exercises.  There are no model answers supplied.  Everything comes from your own ability.
Problem Solving Exercise – ‘Lin Yi Basketball Team’

Lin Yi basketball team is in the national second division.  They have attained promotion and next season will be playing in the first division and now need to spend some money to bring their basketball court up to an obligatory division-one standard.  
They need to raise 2,000,000 (two million) yuan to upgrade the court from its present capacity of 7000 seats to a capacity of 15,000 seats, which is a requirement for teams in division one.  If the court is not upgraded, Lin YI basketball team will automatically be returned to the second division.
Lin Yi  play fifteen games at home during a season.  Crowd capacity is always around the 5000 mark and spectators pay 10 yuan per ticket.  It is not known if raising ticket prices would cause a drop in the number of spectators.  The revenue generated by ticket sales for home games is 750,000 yuan per year.  Inclusive of all wages and other outgoings, the club must spend 650,000 yuan per year.
One of the players is Zhang Ge, who is the mainstay of the team (top player) and who is seen by many as having the potential to play for his country at international level.  He is highly popular with the home crowds and has developed something of a cult following.

You have been appointed to look into this matter for Lin Yi basketball team.  Four options are supplied for you to consider.  You should examine each proposal in turn giving reasons for rejection or acceptance.

Option 1

Zhang Ge has a transfer value of 1,000,000 (one million) yuan.  Lin Yi sell Zhang Ge to a division one basketball club.  The money raised by his sale would go a long way towards the cost of improving the club court.  The rest of the money can be borrowed from the bank.

Option 2

Borrow 2,000,000 (two million) yuan from the bank over a five-year period.  The interest rate is 10%.  The total repayable over the five-year period is 2,200,000 which equates to a repayment of 440,000 per year for five years.

Option 3

Borrow 2,000,000 from the bank over a ten-year period.  The interest rate is 15%. The total repayable over the ten-year period is 2,300,000 which equates to a yearly repayment of 230,000 per year for ten years.

Option 4

Do nothing.  Perhaps Lin Yi basketball club will attract bigger crowds when they begin playing in division one

Blank page for your reply
Blank page for your reply

Letter Writing Exercise – ‘Living Close By’

You are the public relations manager for Lin Yi basketball club.  You have received a letter from a local resident – Rebecca Diamond -  who lives  nearby.
Your task is to:
1. Reply to the resident without inviting further correspondence.

26 Heping Lu
Lin Yi
123456
(yesterday’s date)

                                    I write to express my anger and dismay about the Lin Yi basketball club that I now understand is in the first division!

For many years – more than I care to remember – we, the local residents have had to tolerate the Lin Yi basketball supporters causing noise and disturbances around our homes
Not only that, but we know there are drivers who have been drinking too much alcohol.  We know this happens during the week as well.  It’s only a matter of time before some stupid drunk causes an accident.  Children play in this area!        

And now that your basketball club is in a higher division I suppose we are expected to tolerate more of this? Have you any idea what it is like to live with the constant slamming of car doors and litter which seems to get dropped and blown everywhere?

.

Some of my neighbours have had things stolen from inside their homes.  Electric scooters and bicycles have been stolen as well.  I blame this on the people who attend the your basketball club.  One elderly neighbour even had her house broken into when she was in hospital!
We are considering writing to the city government.  We want some changes.  Now!

                                                                                      Rebecca Diamond

2. Write a memo for the information of all players, staff and members of Lin Yi basketball club.   The memo will  be displayed on notice boards.       

The following space is provided for you to write the letter and the memo:

Discussion Type Exercise ‘The Yacht’

You are one of four people onboard a motorised yacht.  The yacht was sailing west and was equidistant from its departure point heading towards Diamond Island, which is the central island in the Happy Islands group. A fire onboard broke out.  The yacht will sink within the next ten minutes.  The entire group must get into the open life raft before the yacht sinks.

No distress call was sent out and neither the authorities nor anybody else are aware of your departure or intended journey to the Happy Islands.  The radio onboard the yacht has been destroyed by the fire.  You cannot call for assistance.

A map showing your current position is supplied.  It is known that the wind and currents sweep(go) to the west. Under present conditions it would take two to three days to drift to the Happy Islands.  If the open life raft misses the Happy Islands, it would take a further four or five days to drift to the bigger Luego Islands group.  All Happy and Luego islands are inhabited.

Your Task

A list of items is supplied.  The group must decide which ten items they will take into the open life raft with them in order of those items priority to the group.

Items  (Only 10 can be taken into the life raft)

A piece of wood-about the same size and thickness as a house door.
Hand-held shaving mirror.   
20 metres of thick nylon rope.
Transistor radio.
Sewing kit (needle and cotton).

Large plastic tarpaulin (a large plastic sheet). 
Container of 4.5 litres of water.
2 empty glass bottles. 
1 litre of bai jiu.

Fishing net (the type that is dragged behind a boat).  
Compass. 
A Whistle.
Cigarette lighter.

2 paperback novels. 
2 packets of breakfast cereal.  
1 packet of salt.
Cotton jacket.
6 golf clubs. 
 25 metre roll of plastic tape
1 large tin of tea.

Additional Information

In the part of the world where the yacht currently is temperature during the day peaks around 34 degrees centigrade.  At night the temperature hovers (is about) around 22 degrees centigrade.
Map

Luego Islands Group                                    

                                                                         Happy Islands  Group            N

                                                                                  Diamond Island

                                                                                                                      X

                                                                                                               Position of 
                                                                                                                yacht

What would you say (or write) in response to this group discussion type exercise?    Try it.
‘The Yacht’ Overview

The group discussion can cause a bit of a problem for some candidates who have done well in the written exercises.  The reason is quite straightforward and understandable – human nature.

Some candidates feel uncomfortable and even embarrassed within a group discussion exercise.  It’s almost as if they are reluctant to suggest something – perhaps, mistakenly, they believe it is not the ‘correct’ answer or it is a silly suggestion and they may get laughed at.

It doesn’t happen.  It is better to speak what is going through your mind at the time rather than to have regrets later.  Take an active role in the exercise from the outset.

In ‘The Yacht’ group discussion did you identify the problems?  There are two problems to contend with here.  One is short term and the other is longer term.  Of course it’s a question of survival, though if you had been in this particular discussion and said ‘It’s a short term problem that could become a longer term problem .. if we miss the Happy islands our short term problem becomes a longer-term problem …  we must look towards landing at the Luego islands, which will be at the very limits of our endurance…’
If that had gone through your mind and you had voiced your thoughts at the outset, what would have happened?  In all likelihood you would have triggered something within the group.  Each group member mentally draws up a list of items which he or she thinks is important to take into the life raft with them, and pointing out that there are two problems to look at usually causes them to quickly rethink and begins the group discussion.

In this situation it comes as no surprise to learn that everyone puts water and food at the top of the list.  What about the other items?  What were your thoughts about them?

There are no correct answers.  The whole point is to see how you present evidence of your skills.  A candidate who suggests using the large tarpaulin and golf clubs as a sail to shorten the sailing time to safety, will have given evidence of creativity, just as somebody who suggests using the tarpaulin at night to collect moisture to drink.

Another group member then may point out that the tarpaulin wouldn’t collect anything more than a sheen of moisture which would be no good to anybody.  Somebody might suggest the compass is of no use as the life raft will head west anyway at the mercy of the wind and current, which then makes another individual realise that the big piece of wood isn’t any good as a rudder, after all.  A good group discussion is very dynamic and where group members ‘bounce off’ one another.

This is how a group works together – if you’re willing to take an active role from the outset, speak what you think and communicate with the other members, it develops the whole exercise and time literally flies by.

The group discussion can focus a candidate towards creativity, just as a written problem solving paper can focus the candidate towards problem solving.  This isn’t an intended trap, though it does occur.  It becomes somewhat too easy to become focused in one particular direction.

Competency based assessment examines all those skills and abilities.   It is those individuals who have confidence in their own abilities who do well.  Having read through these pages you will no doubt have a greater understanding of the assessment process and, as a consequence, greater confidence in presenting evidence of your abilities.  There is no mystery attached.  

The answers are found within how you present evidence of your abilities.

You have those abilities

Use them

Learning another language is difficult.  Right?





Wrong.  You learn a 2nd or 3rd language in the same way as you learnt to speak and write in your own language.








Speak


Write





If you can speak, you can listen.  If you can write, you can read.





Speak and write – this is very important.  If you speak and write you will quickly ‘pick up’ (learn) any language.





It does not matter how many English words you know – if you are willing to speak, you are developing your skills.  You learn by speaking and writing.





Mistakes (and grammar) do not matter.  We all learn by our mistakes, and grammar … well .. you develop that skill by writing.





Many Chinese students become so proficient (capable) at English that they are indistinguishable (cannot tell the difference) from native-born English speakers –whether they write or speak.





This book is very easy to read and understand.  It will help you with your writing skills

















Authors:


Glenn Smart BSc, MSc























‘pretty’


This word is used where it means nothing. .. ‘today is pretty hot’  ‘yesterday was pretty cold’.  Today is quite/rather hot.  Yesterday was quite/ rather cold.





Linwei is pretty tall – Linwei is quite/rather tall.





Pretty much free


Nothing to do!  No real rush/purpose to do anything.  The time was my own to do what I wanted.





Drifting aimlessly


A piece of wood will ‘drift’ in the sea or a river – it goes where the wind and water sends it.





Aimless/aimlessly


No purpose, no ‘point.’





Like a piece of wood floating in the sea, I was drifting aimlessly – no purpose, no ‘point’ … I was just walking anywhere.





Wander/wandered/wandering


It just means to move around; to walk around











Spotted


Saw/seen/noticed.  I spotted my friend  on a bus – I saw my friend on a bus.





Squad(s)


Soldiers march in a squad –many of them in straight lines.  A similar word to squad is ‘platoon.’





Hot and flustered


They were hot, sweating … and somebody was shouting at them!  They were ‘flustered’ (bothered) because they kept making mistakes … and when they made a mistake, their leader shouted at them again ..





At the double


Soldiers march together in squads.  Sometimes they have to march fast.  At the double means twice as fast.  They had to march twice as fast.











A squad of marching students.  The student at the front looks ‘hot and flustered.’














Marching at the double














Pop-in/popped-in


Drop-in/dropped-in


Called in/call-in


Just means to visit.  You perhaps drop in/call in/pop in to see your friends





Cop/copper


A police officer














Short cut


An easy way of doing something, or getting to a place.  A short cut saves time.





Patch


A small area – like a patch of land.  Not a big piece of land.  If you have a hole in your trousers you might sew a patch of cloth over the hole.





Beaten track


A footpath made by the feet of people or animals – usually on grass/earth











Pedestrian


A pedestrian is somebody who is travelling on foot -  walking!





If you said that life outside a city was pedestrian, you would mean that life was slow and unhurried.  Not busy and hectic like life in a city.





Security guard


The man or woman who ‘guards’ (looks after) property, money.. goods...





Zebra crossing


(or pedestrian crossing)


A place where you cross the road.  It has white lines painted on the road.


(A zebra is an animal that has black and white lines (called ‘stripes) on its body.





Hop on/off  Jump on/off


It just means to get on/off/into …  Hop on a bus –get onto a bus. Hop off the bus … get off.





A ‘short hop’ means a short journey.  The university is just a short hop from the computer market: The computer market is not far away.





Set off


To begin/start.  You set off on your holiday – you begin your holiday

















This is a zebra.  It has black and white stripes.





It is easy to understand why the pedestrian crossing which has black and white lines is also known as a ‘zebra’ crossing.











The two cranes dominate the skyline – they ‘stand out’  They are a good landmark














‘Eyes peeled’


‘Keep an eye out’





Both mean to look closely at something,


or pay attention to – to look for something.





You may keep your eyes peeled or keep an eye out  for your friends in the city – you are looking to see if you can see your friends anywhere.





Dominate/Dominates


Think of it as meaning ‘above’ -  a mountain dominates the countryside -  the mountain is above the countryside. ‘Higher than.’





Italy and Brazil dominate world football – they are ‘higher’/in charge/better than/above all other football teams in the world.





Landmark


Something that is easily recognisable and what you would remember – like a mountain, or a statue, a shop … or a crane.





Skyline


Where the sky meets the ground – or the tops of buildings.  Mountains can dominate the skyline.  Buildings can dominate the skyline.





The car’s right-hand indicator light is flashing. The driver has indicated (given a sign/shown) that he is turning right.





Flashing


A light can flash ..on..off..on..off..on..off  


It is flashing (on and off repeatedly).





During a thunderstorm lightning ‘flashes’/there is a ‘flash’ of lightning – a sudden bright light.





Indicate


To ‘show’ or give a sign/point to.





If you were in a shop with your friend who asked you where the pens were, you could just point – you have indicated where the pens are.





Indicators


The orange/yellow lights on the front and rear of a car.











My destination- the technical market.





I had arrived





Inside the technical market.  This stall holder sells new items and equipment.  Other stall holders sell second-hand items (goods)





A  mouse and keyboard.


A keyboard has ‘keys’ – the buttons you use to write with.





The mouse has a cable/lead (‘leed’)/wire.





You connect the mouse and the keyboard to the computer using the cable/lead/wire.





A telephone has a wire/cable as well.




















One battery ..


Two batteries





These batteries are non-rechargeable.  You cannot recharge them.





They are disposable and must be tossed/chucked/thrown away.














Call it quits. To finish doing something. If you are busy working you may ‘call it quits’ and go home.





‘return leg’ The return journey (or return ‘trip’)





lamp(s).  Lights and lamps are pretty much the same. Bedside light means the same as bedside lamp.





packed in  To ‘quit’ or ‘give up.’ David quit smoking/David packed in smoking: David stopped smoking.  To stop doing something.





. 


power ‘Power’ is another word used to describe electricity.  There is a power supply to a house.  A computer has a power supply … a T.V ..





flat  A flat battery has no power.  In British English a ‘flat’ means an apartment.





called in/popped in You could call pop-in or call-in to see a friend.  It just means ‘visit.’  Susan popped-out for 5 minutes – Susan went out for 5 minutes.  While she was out, she popped-in/called-in to see a friend.





To check Examine/inspect/look at closely. A teacher checks student’s work





tossed/chucked  Thrown/throw.  You toss/chuck a ball -  you throw a ball.





Disposable It can be thrown away after use





rechargeable. It can be refilled (filled again)


 


fully charged or charged – up Full of electricity/energy








p


the main





portable (easily carried).





























A laptop computer.





It is portable - easy to carry.




















A plug (an electrical plug).





You plug it into a socket.


You put it into a socket.


























The plug is plugged into a socket.





The laptop is connected to the mains (the electricity supply in the building)





A cable is attached to the plug.  This plug has been ‘plugged into the mains’











This is a washbasin (or ‘sink’).  It too has a plug -  the plug stops the water from disappearing.





You can ‘plug’ a hole … fill a hole/’block’ a hole.





The hole has been plugged











Chinese:





time on my hands


Spare/free time.  Nothing to do.





Brainwave


A very good idea.  Scientists will sometimes have ‘a brainwave.’





Inject


To put into.  If you are unwell a doctor may inject you in your arm with a drug.  He gives you an injection.





If you inject some effort into your studies – you try hard – you put in a lot of effort.





work-out/figure-out


To solve a problem/something.  To find the answer .. eventually

















Just an egg








The yolk





The socks are lying ‘loose’ and ‘jumbled up’ (mixed together) in my drawer














Here is a matching pair: Two socks the same (identical).  Girls wear a matching pair of ear-rings





These socks are rolled-up together











A non-matching pair























Rope of infinite length





Chinese words





Chinese words:





Take it easy


Chill-out


Means to relax and not do much





Flat


‘Empty’


A flat battery has no electricity (power).  A flat tyre has no air.





Inflate


Pump-up


To put air into (a tyre)





Foot-pump


What you use (with your foot) to put air into a tyre. You can also use a hand-pump to inflate/pump-up a flat tyre.























State


 ‘Condition’ ..  If you said to a friend ‘my clothes are old and in a terrible state’ all you are saying is that your old clothes are not very good – time to buy some new ones!





Linwei’s health is in a poor state – Linwei’s health is not very good.











Rust


Corrosion


Both mean the same.  Metal corrodes and rusts with age/when it is put outside.





Rock-hard


Stiff as a board


Rock-solid


Means that something is hard.  A bicycle chain is usually flexible� – it moves up and down.  When it corrodes it does not move up and down –it is like a piece of iron.





If you put some meat into the freezer (very cold part of a fridge) the meat would become ‘rock hard’ or rock-solid … as hard as stone!





After doing a lot of exercise you might tell a friend ‘I’m as stiff as a board’ (a board is a piece of wood) .. all you are saying is that your body hurts/aches and you find it difficult to move properly.





Another word to use is  stiff -  the chain was stiff (difficult to move). You are ‘stiff’ after doing exercises.  Your body hurts and you cannot move properly.























The handlebars











These are the brakes.  You use them to slow down/stop .. you ‘brake-in’ or ‘kill your speed’ (slow down)














The seat – it is sometimes called ‘a/the saddle’





A saddle is what you put on a horse and sit on  … that is why a bicycle seat is also referred to as ‘a/the saddle’





If somebody told you that they had ‘saddled-up’ and pedalled downtown, you would know they meant they had ridden their bike into the city

















The next page is blank (empty).  Use the space on the blank page to write on.





Rewrite a short account about the rusty bicycle using the words and expressions you have just read.








If you read, you may well understand – but if you write, you will remember the words.  Writing is a different skill from reading.














At a loose end


Kicking my heels


Twiddling my thumbs





They all mean ‘nothing to do’ – bored!








Fill-in (time)


Find something to do/do something.


Occupy your free/spare time





Linwei fills-in his spare time by repairing bikes











This girl lit the gas cooker and turned-down the flames so that it was not too hot and the food wouldn’t burn.





Above her, is an extractor-fan.  The extractor takes away the fumes (the smoke and smell) of the cooking.  Extract means to ‘take out’ or ‘remove.’  The smoke/fumes from the cooking was extracted from the kitchen.





She is using a wok to cook in and she is stir-frying the food using a large, flat spoon called a spatula.








This girl is cracking eggs into a bowl.


Cracking means to ‘break.’  She cracked a few eggs into the small dish and then whisked/beat the eggs.





Whisking/beating eggs is stirring them very fast.  I didn’t have a whisk, so she used a spoon.





On the table is a plastic bag she used to carry the vegetables from the supermarket. This is known as a ‘carrier bag’ – just a bag you get from the supermarket to carry things in.








This girl took some meat out of the freezer compartment of my fridge. The meat was frozen rock-solid and as hard as ice.





She put the frozen meat into the microwave oven to defrost/thaw.  She was putting the frozen meat into the microwave oven to defrost it and make it soft enough to cut.  She wasn’t cooking the meat in the microwave oven.




















When the meat had defrosted/thawed, her friend placed it on a chopping/cutting board.  A ‘board’ is a piece of wood.  A chopping/cutting board is where you cut meat or vegetables.





She sliced the meat into thin strips, ready for cooking.  ‘Slicing’ is what you do with a knife – you slice meat and vegetables – cut it into slices.





The meat was sliced into strips – long, thin pieces of meat.  You can also have strips of cloth or paper – long thin pieces.





























Weren’t over familiar with


This is just an expression that means you do not know something/a place too well.





A girl might tell a boy not to get over-familiar with her (wink..)





foot-loose and fancy-free


Just an expression that means you go anywhere and do what you want.





When Linwei got married he was no longer foot-loose and fancy-free.  He had responsibilities -  his wife.





At the mercy of the wind


Wherever the wind takes you!   Just an expression that means you go somewhere with no real idea of where you will go ..





Archway


�


A curved doorway/gate





In a rowing boat


�





Boats you move with oars – an oar is like a paddle.  You row (‘roh’) a rowing boat. These girls are rowing a rowing boat.





They are using an oar to row with.






































Head back


To return .. after the holiday you would ‘head back’ to your university or college





Proprietor


The owner.  Linwei is the proprietor of a shop – he is the owner of that shop.








Canopy/canopies


A canopy is cloth or plastic that provides shade from the sun – shops and hotels have canopies above the door.  The rowing boats each had a canopy


�








Going round in circles


If Linwei said that he had been going round in circles all day, he means that he has accomplished nothing, done nothing, ‘got nowhere.’





To finish/end up where you started!








Outing


A ‘trip’ or a visit somewhere.  At the weekend  you may go on an ‘outing’ with your friends – perhaps visit the shops, or visit other friends.


To go out.








Splashed


Hit with water.  Linwei dropped a big stone into the water and was splashed – the water from the ‘splash’ hit him.





Soaked


A similar word is ‘drenched.’  Linwei fell into the river and got soaked.  He got drenched.  Linwei got very wet.





If you go out in the rain you become soaked/drenched.

















Stacks of


Lots/many.  You could also say ‘loads of’.  There are stacks of/loads of students at this university: many students.





Sift


To sort, arrange/examine





Keep on top of


To do something straight away/when it is required/should/needs to be done.  Don’t leave it to do another day.





A student will (should!) ‘keep on top of’ their written work – keep doing it and not forget/leave it – otherwise there will be too much to do later..





Linwei kept on top of his bicycle – Linwei regularly oiled his bicycle to keep it in good condition.











Build up


To accumulate/increase/more of ..





If a student doesn’t keep on top of their written work and do it when it should be done – there will be so much work to do in a very short time!  The work has ‘built up’ - accumulated.





A country that is going to attack another country will ‘build up’ its forces (soldiers and equipment).  It will gather together/increase/send more and more soldiers ready to attack.





Linwei has built up a reputation as a bicycle mechanic (a person who repairs things).  His reputation as a mechanic has increased.


Pollution builds up in the atmosphere.  Pollution accumulates/increases in the atmosphere.























Choc-a-bloc


Full!  No room/space/remaining.


His head was choc-a-bloc with good ideas:  His head was full of good ideas.





The room was choc-a-bloc with people:  The room was full of people.  There was no room for anybody else..





The cupboard was choc-a-bloc:  The cupboard was full. No room/space to put anything else into the cupboard.





Tedious


Boring!  Takes a long time/uses a lot of time.


A similar word is monotonous.





It is tedious listening to long speeches: it is boring listening to long speeches.





Long speeches are monotonous to listen to.








Time-consuming


Takes a long time to do/uses a lot of time (or ‘takes-up’ a lot of time).





The businessman’s speech was time consuming:  It took him a long time to deliver (give) his speech.





The audience found his speech to be tedious and monotonous:  Boring, not interesting.





Apprenticeship


An apprentice is somebody who learns how to do a job (from an older person) by helping.  The apprentice is learning/doing an


Apprenticeship.





C.V:  Curriculum Vitae















































Testicles











A blow


If something comes as ‘a blow’ –it comes as a surprise/ a shock.





Somebody stole Linwei’s bicycle – it came as a blow to him.





The top student failed an exam – it came as a blow to her.





‘Bollocks’


The word ‘bollocks’ (or ‘balls’) is often used to refer to a male’s testicles.





If Linwei got kicked in the ‘bollocks’ (or ‘balls’) when he was playing soccer – you would know that he had been kicked somewhere where it hurt!  Linwei had received a kick to his testicles.





Bollocks (and ‘balls’) is not a particularly rude expression, though you would not use it in polite conversation when talking to somebody you didn’t know well.








However, ‘bollock(s)’ and ‘balls’ have other meanings when used in everyday English.





Bollocks (and ‘balls’) can mean ‘nonsense’ or ‘not important’





Linwei told Hui that Brazil was the best football team in the world.  Hui replied ‘Bollocks, Italy is the best!’


Hui was saying ‘Nonsense, Italy is the best!’





The dog’s bollocks


An expression that means something is very good/excellent/the best/superb.





Linwei told Hui that Brazil ‘were the dog’s bollocks’ – Brazil were superb!























The expression ‘the dog’s bollocks’ isn’t particularly rude or impolite even though it is literally referring to a dog’s testicles.


Girls probably wouldn’t use this expression.  Boys would – when they are with their friends.





Bollocking


Means to scold or ‘tell off’.


Linwei’s mother gave him a bollocking for using the expression ‘the dog’s bollocks’





Linwei’s mother scolded him/told him off …  Linwei received a bollocking.





You could also say that Linwei got ‘his ear bent’ by his mother.  She bollocked him .. she told him off .. she ‘bent his ear’.





The student who failed her exam was bollocked by the teacher:  The teacher scolded her/bent her ear.





This is an everyday English expression.





A short


Some alcohol –like bai jiu – is very strong and it is served (given) in a very small glass.  This type of strong alcohol is known as ‘a spirit’.  Spirits are served in short (small) drinking glasses. ‘A short’ is just a small glass of very strong alcohol.





Linwei went into a bar and asked for ‘a short’:  Linwei was asking for a small glass of strong alcohol.





Whiskey


Whiskey is a strong alcohol.  If you asked for ‘a short’ the barman might ask ‘Whiskey?’
































‘Not too hot’


Nothing to do with the temperature!


When Julian wrote that he wasn’t ‘too hot with Chinese’ all he was saying is that he isn’t very good at Chinese.





Min isn’t too hot with computers:  Min isn’t that good/doesn’t know how to use a computer.





Hui isn’t too hot at soccer:  Hui isn’t much good at playing soccer.





Ain’t


Isn’t/not/have not.





It ain’t raining today: It’s not raining today.





I ain’t doing that:  I’m not doing that.





I ain’t got any money: I haven’t got any money.





The use of ‘ain’t’ is widespread (very common) in the English language .. and it sounds terrible!  Always use the correct isn’t/not/have not.








‘A toss’


‘Toss’ means to throw.  But, if somebody said ‘I don’t give a toss’ what they actually mean is they don’t care.





I don’t give/care a toss if you understand me:  I don’t care if you understand me or not.





Min couldn’t give a toss about soccer:  Min didn’t like/wasn’t interested in soccer.  She didn’t care about soccer.



































‘Pain in the arse’


Your ‘arse’ is the part of your body you sit on! (in American English they say ‘ass’ instead of ‘arse’ – but both words mean the same and are understood everywhere in the English speaking world).





A ‘pain in the arse/ass’ is somebody who is a nuiance to you -  somebody who bothers or annoys you.





Linwei kept telephoning Min.  Min told her friends that Linwei was ‘a pain in the arse/ass.’  He was a nuisance .. he annoyed her.





Min could have also described Linwei as a ‘pain in the neck.’  It means the same as a ‘pain in the arse/ass.’





Juilan, in his email described me as a pain in the arse – he meant I was bothering/annoying him by asking him to send me an email to show to students (he was just joking ..).





‘Cos


Means ‘because’.


I ain’t going out ‘cos it’s raining:  I’m not going out because it’s raining.





‘Cos’ sounds terrible when used in spoken English.  Don’t use it – always use the correct word ‘because’.





I ain’t speaking properly ‘cos I ain’t good at English:  I’m not speaking properly because I’m not good at English.


Terrible!





Fiend


It means ‘devil’ or ‘not a nice person’ ..


Julian described me as his best fiend.  It was a joke – he missed the ‘r’ out of


fRiend on purpose.





Fiend … Friend ….  His joke.














 








Take it for granted


Accept or believe.  Think it is usual/normal.





If your friend tells you something you take it for granted that your friend is telling the truth.  You accept/believe your friend.





The writer of the essay just meant that young children think it is normal/usual for the sky to be murky and blurred.





Murky


If you described a river as having murky water, you are saying that is dirty –you cannot see into the water.





The sky can be ‘murky’ – dirty, smoky, you cannot see clearly or properly.





Blurred


Without your glasses your vision (eyesight) is ‘blurred’ – you cannot see clearly.  You cannot read the words in a book because the words are ‘blurred’ and ‘out of focus.’





The sky can be ‘blurred’ – you can see buildings but you cannot see them clearly.  They look blurred and out of focus.





Cataracts


Cataracts are a layer (or ‘film’) of skin that can grow in your eyes.  You cannot see properly.  You cannot focus – your vision (eyesight) is not good.





Whatever you look at will appear ‘blurred’ and ‘murky’.  Like looking at things through a mist/fog.


 

















Carbon particles


A pencil has carbon inside –the carbon writes on paper.  Smoke also has a lot of carbon in it.





If you light a fire, the smoke rises in the air and even though you cannot see individual/single carbon particles because they are so small, you can see many of them together – the smoke!





Accumulation 


Accumulate means to gather, or collect.  You accumulate much knowledge and experience as you get older.  You have accumulated much knowledge and experience.  You have an accumulation of knowledge and experience.





Carbon particles from smoke/pollution accumulate in the air.   The individual carbon particles gather/collect together.  They have accumulated.  There is an accumulation of carbon particles.





Pall 


(Sounds like ‘pal’ or ‘porl’ -  you choose how to pronounce it).





A pall is like a ‘cloud.’  The building caught fire and there was a cloud of smoke above the building.  The building caught fire and there was a pall of smoke above the building.








The writer was simply saying that there was a cloud of smoke/pollution:





There was a pall of smoke/pollution in the atmosphere were the carbon particles had collected together





























to ‘hang over’ 


This means ‘above’ or ‘waiting’.  


The building caught fire and there was a pall (a cloud) of smoke hanging over/hanging above the building:  There was a cloud of smoke above the building.





You can also use ‘hanging over’ in another context (meaning).


The student said that in one week there would be a big exam which she was not looking forward to:  The student said that there was a big exam hanging over her:  There was a big exam ‘waiting’ for her …





A hang-over means something different.  Linwei told Hui that last night he drank a lot of beer and this morning he had a hang-over.





Linwei told Hui that last night he drank a lot of beer and this morning he had a headache and didn’t feel well …  Linwei had a hang-over.





So… if you go out to drink a lot of beer you have a hang-over (headache) hanging over (waiting) for you ..











Omnipresent


‘Everywhere’ and ‘constant’ (always there).  Air is omnipresent – air is everywhere and constantly (always) there.





The writer meant that pollution is everywhere and always there. 























Foreboding dragon


Foreboding means frightening, worrying, evil … something that makes you ‘uneasy’ – worried; filled with a sense of dread (worry/fear)





At night in a dark street you may be filled with a sense of foreboding.  You feel ‘uneasy’ .. is there a man with a knife in the dark who will attack and rob (steal your money) from you?





The dark street is foreboding – you fear that street; you are worried .. filled with a ‘sense of dread’ –frightened .. you have a sense of foreboding – worried!





The writer just meant that pollution was worrying – filled her with sense of unease/foreboding – just like if she saw a dragon!





An excellent use of descriptive English!





Blocking out the sun


‘Block’ means to hide/ignore or prevent.





If the sun is shining in your eyes, you may hold up your hand to prevent (stop) it from shining in your eyes (or wear sunglasses!).  You ‘block’ (prevent/stop/hide) the sun from shining in your eyes.





Your friend is talking and talking when you feel tired and want to go to sleep.  So you ‘block out’ your friend – you ignore your friend and ‘hide’ the noise!





Min had an argument with her boyfriend.  Afterwards she ‘blocked out’ her boyfriend.  Min ignored her boyfriend.














Exacerbating the situation.


Exacerbate (‘ex-ass-er-bate’) means to make something worse.





The writer was talking about pollution – smoke from factories.  The pollution/smoke caused by cars and motorcycles makes the situation (the pollution) worse:





The pollution caused by cars and motorcycles exacerbates the situation.





 Flashing


Some lights can ‘flash’ repeatedly –on, off, on, off ..





They are flashing.





At the top of some tall buildings there are flashing red lights – on/off/on/off.








 Neon signs


Neon is a gas used in some lights.  If you go into the city centre you will see many neon signs – the name of a hotel, for example.  Or a big supermarket that has a big ‘sign’ (its name) that shines brightly in the dark.





Sometimes a neon sign might flash.  On/off/on .. it ‘grabs’ (gets) your attention.














Twinkling stars 


Twinkle really means to shine like a light – not a flashing light.  At night, stars can appear to ‘twinkle’ They shine brightly and then not so bright:  They are twinkling.





You can use twinkle in other contexts (meanings).  Linwei had a twinkle in his eyes when he saw the pretty girl:  Linwei had a ‘light’ in his eyes when he saw the pretty girl…





A similar word is sparkle.  A diamond ring will ‘sparkle’ – it has a ‘light’/shine inside of it when you move it.





Linwei had a sparkle in his eyes … his eyes were sparkling (bright/shiny).








Back on course


To ‘put something right’ or get back to where you were…





The driver was lost but he got back on course - he found the right (the correct) road.








The student didn’t bother studying for many months because she went out every night to enjoy herself.  Eventually she realised the error of her ways (she was being silly – making a mistake with her life) and put her life back on course:





She began studying again and didn’t go out in the evenings.  She put her life ‘right’ – she got ‘back to where she was:’ Back on course.





All the writer meant was that society should get back to where it had been – clear skies- like it used to be.


 











A booming economy 


If something is ‘booming’ it is doing well.  A booming economy is an economy that is doing well.





Shanghai is a ‘boom’ city.  Shanghai is a booming city:  Shanghai is prosperous.  Shanghai is doing well.





A price too high to pay


Not worth it/too much.


China is booming, but is the ‘cost’ (bad health, murky skies) too much?  Is the ‘cost’ (result) of pollution worth it?








Adversely affecting 


Smoking cigarettes adversely affects your health:  Smoking cigarettes damages your health.  Pollution adversely affects your health and the environment.





The perpetual miasma


Perpetual means always/constant/ongoing – it never stops/ends.





Miasma is like a cloud with a bad smell.  A miasma can ‘hang over’ a city - it is the ‘stink’/’stench’ (bad smell) of the city.





The writer was just using words to describe a constant smell/stink of pollution that was always there; it wouldn’t go away.





Airborne toxins


Airborne just means ‘in the air.’  When an aircraft takes-off from the airport it becomes airborne (it flies!).





A toxin is a poison –gas, liquid or solid.  Airborne toxins are the poisons in the air caused by pollution from factories and industry.














Dissolved by falling rain


Sugar and salt dissolve in water.


Similarly, airborne toxins are dissolved (‘absorbed’) by the falling rain.





The dissolved toxins go into the ground when the rain falls.








Water –table


The amount of water that is in the ground.





Different countries have different amounts of water in the ground.  It is known as the water-table. 





The bull must be taken by horns


A bull is a male cow.  It has two horns on its head.


�





To take the bull by the horns means to ‘do something about a problem’ – to deal with a problem. To ‘confront’ a problem.





A problem that must be addressed


A problem that must be dealt with .. the problem of pollution must be addressed dealt with/’fixed’/’examined





You ‘address’ many of your own problems – you deal with your own problems.  Perhaps you take the bull by the horns and deal with them!


 














Shanghai Electronics  -we are seeking to recruit an office clerk to work in our busy city-centre based office.  The successful applicant will be computer literate, have good written skills to be able to produce written documents and send/receive emails.





Many of our customers are based overseas therefore applicants must be able to speak and write in English.  Duties also include translating documents between Chinese and English.





Applicants should possess good interpersonal skills and be able to work in a busy, pressurised environment.





Please send a covering letter with your C.V to:


Miss Wu, Personnel department. Shanghai Electronics, 24 Dong Jie, Shanghai 210212


Tel: 01234 1234567


Email: � HYPERLINK "mailto:misswu@shanghaielectronics.com" ��misswu@shangha-ielectronics.com�


www.shanghai-elecectrics.com























Computer literate


Can use a computer!





A literate person can read and write – a computer-literate person can use a computer.





Somebody who cannot read or write is illiterate.  Someone who cannot use a computer is  computer- illiterate.





Based


Where something or somebody is …


Shanghai Electronics is located in the city centre – it is based in the city centre.





I’m based in Weifang – Weifang is where I live/work.


Based overseas .. is in another country!





Interpersonal skills


The ability to talk to, listen to and understand other people: to be friendly and ‘understanding.’














Ji Min  b: 17 September


Dormitory 7


Weifang University


Dong Jie


Weifang


Shandong


261061


Tel:01234 123888


Email: shandong� HYPERLINK "mailto:happygirl256@hotmail.com" ��happygirl256@hotmail.com� 








I am writing to you because I have seen an advert about a job in your company. I am a very hard worker and I am always busy.  When I was at primary school my teachers always praised me because I studied so hard.  My friends admired me because I was a good student.  At high school I played basketball and was the captain of the team. At high school I studied for many hours and all the teachers and my friends said that I was a very good worker: a good student.  I am now at university where I am an English major. I can speak and write English very well.  I like talking to many people.  I play the computer very often.





                                                Ji Min.





Concise


Not too long! ‘Short and sweet’ – say what you want to say/write without using too many unnecessary words.


Relevant


Don’t give information that


someone else doesn’t want or


      need.   Otherwise you waste 


      your time (and their time..)











Ji Min  b: 17 September 19XX


Dormitory 7


Weifang University


Dong Jie


Weifang


Shandong


261061


Tel:01234 123888


Email: shandong� HYPERLINK "mailto:happygirl256@hotmail.com" ��happygirl256@hotmail.com� 


Date:





        Dear Miss Wu,


                                I write in response to a recent advert by Shanghai Electronics for an office clerk to work in the Shanghai office.  I would like to be considered for this particular role.





I am computer-literate and fully conversant and familiar with all aspects of Microsoft Office and email applications.  I am currently an English major, due to graduate soon.





I am confident that I possess the skills and abilities required by Shanghai Electronics.  A copy of my C.V is attached.





                                                            Yours sincerely,


                                                             Ji Min





�

















Ji Min  b: 17 September XXXX


Dormitory 7


Weifang University


Dong Feng Jie


Weifang


Shandong


261061


Tel:01234 123888


Email: shandong� HYPERLINK "mailto:happygirl256@hotmail.com" ��happygirl256@hotmail.com� 








 I am a very hard worker and I am always busy.  When I was at primary school my teachers always praised me because I studied so hard.  My friends admired me because I was a good student.  At high school I played basketball and was the captain of the team. At high school I studied for many hours and all the teachers and my friends said that I was a very good worker: a good student.  I am now at university where I am an English major. I can speak and write English very well.  I like talking to many people.  I play the computer very often.


I work at weekends in a restaurant where I am very busy.  My boss says I am a good worker and I talk to many people when I am at work.  Sometimes foreigners come into the restaurant and I can speak to them in English.  I can write in English.








Academic Qualifications


July 2008, Weifang University:  Anticipated degree (BA)


   


January 2008, Weifang University. Certificate of computing.











Employment History


March 2007-June 2007   …………





November 2006- Feb  2007…….                                               .   








                 





                          





                         


   


                                  





                                  





                                                                       


                                                         


                                                                   


                                                                                                   





 


                                                                                





                                                                                  




















Ji Min  b: 17 September XXXX


…………………..


………………….


………………….


………………….


………………….








Academic Qualifications


…………………………………..


      ………………………………


      ………………………………





…………………………………..


      ………………………………


      ………………………………





Computing………………………


      ………………………………





Employment History


…………………


…………………………………





…………………


…………………………………





…………………





Strengths and Abilities


……………………………………………………..


……………………………………………………..


……………………………………





……………………………………………………..


……………………………………………………..





Interests and Hobbies


………………………………………………….





…………………………………..


………………………………





References


1 ………………          2………………..


   ………………            ………………..


   ………………            ………………..


   ………………            ………………..


   ………………            ……………….





………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………











…….


………


………





…………


…………………


…………





……..



































Here, as an example, is a screen-shot from the website of haier.com





It is very easy to use email to write your ‘covering letter.’ 





If you have your C.V stored (kept) on an mp3/4 player or usb memory-stick, just attach it to the email and send it ‘on spec.’








Add attachments (your C.V)





Submit = send!








�





Dear Sir/Madam,


                                I write to enquire as to whether there are any current or future vacancies in Haier …


……..  











Here’s another company.





It says ‘Contact Details’ which will probably be a contact email address and also ‘Send Enquiry’





So … send your email/covering letter and C.V!





Send as many as you want to different companies











1. Log onto hotmail.com


  














2. You cannot sign in (enter) because you are not a member.





You must sign-up (join)





Click the button which says Sign – Up





3.  You can either pay, or get a free email account:  Choose the free one.


  


Click the sign-up button


   











The name ‘weifanggirl’ has been chosen.  It is available.


The email address is � HYPERLINK "mailto:weifanggirl@hotmail.co.uk" ��weifanggirl@hotmail.co.uk�


Choose a password (only you know the password)





write the same password where is says retype 








The name ‘weifanggirl’ has been chosen.  It is available.


The email address is � HYPERLINK "mailto:weifanggirl@hotmail.co.uk" ��weifanggirl@hotmail.co.uk�


Choose a password (only you know the password)





write the same password where is says retype password





The name ‘weifanggirl’ has been chosen.  It is available.


The email address is � HYPERLINK "mailto:weifanggirl@hotmail.co.uk" ��weifanggirl@hotmail.co.uk�


Choose a password (only you know the password)





write the same password where is says retype password





Choose a question that only you can answer





Write the answer





First name is your given name .. David, Susan, Linwei ..





Last name is your family name...  Williams, Li, Smith, Sun ..





Gender just means ‘sex’











�





Click here and choose ‘China’ from the list of countries that will appear …and wait ..














     Click and choose  the province


  Write your postcode





Copy











Write it here





Get the full version





(You click in this area – the ‘body’ of the email … and write your message!)





Click on the drop-down arrow and a drop-down list will appear





Choose ‘photo’ in the drop down list





You can then browse (look/see) at what is in your computer –or in your mp3/4 player.





Choose the folder where the photographs are





Open that folder by double-clicking (click twice) on the folder.





The photographs will be displayed (shown).





The photographs are displayed as thumb-nails (small photos)





Put a √ for each photo you want to attach


(this is called ‘checking the box’ or ‘putting a tick in the box’)





Here are the thumb-nail photos in the folder.





I want to choose one photo





I have checked the box/have put a tick in the box of the photo I want to attach.





Then I click Upload Now





The email is ready to be sent.  I have attached a photo called ‘dinosaur’





I then click on Sign out.


I leave my hotmail email account and nobody else can use it on that computer





I sign-in using my


Username (� HYPERLINK "mailto:weifanggirl@hotmail.co.uk" ��weifanggirl@hotmail.co.uk�)





And my password – which only I know





With your hotmail username and password you can sign into MSN.





(i’m just means Instant Messenger)





Username


Password                    �


                                        Sign in!





So I click once on this icon, which means ‘photospace’


�





Choose web address.  This is where you choose a name for your photospace





Edit Profile- Edit means to change/alter.  Your profile is information about you. Your age, where you live .. your interests .. You can change this information anytime you wish





Share photos -  this is where you store (keep) your photos for other people to look at.





Permissions – you can if you wish, keep your photospace private.  Nobody else can see the photos.


You give ‘permission’ – everybody can see them, just your friends can see them, or nobody can.








Customize and Options. This is where you change the theme (colours) and the layout (design).





Select all





This button says Upload Now.  You can use it to upload the images (photos) once they have been selected.








These are thumb-nail photos





Once the photos have been chosen, the upload now button becomes active (it will work ..)





Each photos is ‘checked’


There is a ‘tick(√) in the box’ 








When the images (photos) have been selected, click the upload now button





The files (photos) are being uploaded.  They are being sent up to the Internet.











The status bar says that 6 of 20 photos have been uploaded so far





Click on Change the theme from the drop-down list








There are many themes to choose from (the colours.).  It is your choice …





I have chosen one at  random (‘by chance’)





A  theme  (colour) has been applied – put there.  This theme is dark blue.





I want to use/keep this theme, so I click on ..





Click on any layout to choose how/where the photos and words appear on the screen





I chose this layout style.





I can edit (change it) at any time











Here’s the title … weifang’s  space





The next thing I want to edit is the title. At the moment it just say’s weifang’s space.  The title will actually be your given name.  You can change the title


To anything you want





The tagline  is the words below the title      





Click on edit





I have changed the title to ‘Travelling through life’





The tagline now says ‘one step at a time’





Spike someone’s guns – prevent them from doing something !





Throw a spanner in the works – you would jam (stop) the machinery from working.





I’m strapped for cash. 


I haven’t got two pennies  to rub together.


I’m as poor as a church mouse.  


I’m skint.        


I’m borasic


I’m broke.   


I’m stony broke. 





All mean that you have


no/very little money!








I’m sitting pretty.


- this means you’re doing well/ok.  You have no   problems in your life.


            


 I’m on top of the world.


This means you’re pleased – delighted/ecstatic








The balloon has gone up.                            The shit has hit the fan.


It has turned/ gone pear shaped.


There’s a fly in the ointment.      


In the shit                                                      


A spanner in the works.





All mean that something is going/has gone wrong – there might be trouble coming!





Pubic hair is the hair around your sex organs.





The male’s testicles are sometimes referred to as ‘bollocks’ or ‘balls’ (not a particularly rude expression)





Here’s a couple of examples taken from online job application forms.  They don’t want your C.V





Your application form is assessed in exactly the same manner as you would be if you were physically there. Of course, an interview would follow ..





Don’t put too much faith in a C.V.  They’re only a starting point for most organisations.





Remember – you can apply for a job anywhere in the world





Curriculum Vitae


In the interests of equal opportunities we will not accept CVs to support your application; it is therefore essential that you provide all information on the application form.  





Any CVs that are submitted will not be used in the shortlisting or interview process.





NOTE Please ensure that you complete all sections of this form.  A curriculum vitae should not be submitted in substitution for all or any part of the form.





You are the manager of a community centre which receives money from the city government. In the evenings people of all ages attend to take part in a number of free educational courses.  These include Car Maintenance, Pottery, Computing, Creative Writing and Photography.  Many unemployed and older people use the free facilities.


   


        During the day the centre is mainly used as a nursery school and   


        is well  attended by young mothers from the nearby housing 


        buildings.





         The address of the community centre is:


         Jinan Community Education Centre


         126 Shengli Jie


          Jinan


          360360





You have received a letter of complaint from the mother of a 16 year- old boy, Linwei, who attends the centre on most evenings during the week.  The letter of complaint is attached.




















Your task is to:


Write back to the complainant.  The matter is to be finalised without inviting any further correspondence.


Write a memo to your staff











17 Xiang Lu


Qian Fo San


Jinan


360360


Date as postmark








        Dear Manager,


                                  I write to you concerning my 16 year old son Linwei, who regularly attends your community centre.





Since he has begun attending your centre he has become a changed person which I believe is due to the low standards of your staff.  I am aware that he has been mixing with all sorts of horrible, worthless people from the nearby housing buildings who, for some unknown reason, are allowed into the community centre!





I am also fully aware that some of the girls of his age who attend there are dressing and acting most provocatively.  I’m told that they are wearing short skirts and see-through blouses!  They’re obviously common! 





Quite recently I found a magazine called ‘Zhejiang Girls with Big Boobs’ under his bed.  Your lack of standards is leading him astray!  He now gets out of bed late, is unwilling to tell us – his parents – what he is doing and where he has been.  He is a changed person.





It seems to me that you are permitting anyone into the community centre.  Uneducated people, people without jobs...  oh my goodness!





Does the city government know what is going on at that community centre?  If something is not done very soon I shall write to the city governement and the local newspaper to complain, and I am considering that my best course of action is to keep Linwei away.  I wouldn’t be at all surprised if there were also drug addicts there as well!  Terrible!





                                               Yours faithfully,





                                                Mrs  Liu Rong 





                                                                                                    


                                                                                         











The Bridge


Yiwu city government have a problem.  The famous historic 300 year old bridge over the river is deteriorating.  The cement and outer sandstone is crumbling with age.  In recent years the river  has flooded several times and the high water has added to the structural damage.  Urgent action is needed. 





The city government has put rectification work out to tender and have received four different proposals.  They have asked you, as an independent specialist, to study the proposals and give them your recommendation as to which option they should follow.





Your decision should clearly say which option they should accept.  You must include your reasons for and against each proposal.  You may make any further comment or suggestion as you see fit (decide).





Jinan Community Education Centre


      126 Shengli Jie


Jinan


360360


     (today’s date)





                       Dear Liu Rong,


                                                  I write in response to your letter about your son, Linwei.


He is well liked by the members of staff at this community centre but he has told them that he feels somewhat restricted at home.  Teenagers can go through a ‘troubled patch’ and perhaps Linwei is no exception (not any different).  The fact that he has a copy of ‘Zhejiang Girls with Big Boobs’ has nothing to do with us!





There are some factors that you are perhaps not aware of.  Linwei has formed a friendship with a girl of his own age who dresses quite provocatively – short skirts and small blouses!  He has also been seen drinking beer in company with an older man who has been in prison, although I hasten to add that the man concerned has now gone straight (become honest).





Of course the city government knows what is going on here – they have the ultimate say in how the place is run and I see little point in going to the newspapers.  What would it achieve?  It is highly unlikely that they would be interested. 


It is your decision and the best thing to do may be to keep Linwei away if you are unhappy with the way things are.








Please feel free to contact me at anytime should you wish to discuss this matter further.


                                                                     Yours faithfully,


                                                                         (your name)


                                                                          Centre Manager 



































































































































       





Memo to All Staff





I have received a letter of complaint from the mother of a 16 year old boy who attends this centre (copy of her letter attached).  I have written back to her pointing a few things out (copy of my letter attached).





I wish to draw the attention of all staff to the conduct and code of dress of those people who attend this centre.  Short skirts and see-through blouses may be suitable dress for nightclubs, but they will not be tolerated here.





All staff are to ensure that a reasonable dress code is enforced.  Disciplinary action will be taken against any member of staff who does not comply with this instruction.








                                                                             (your name)


                                                                         Centre Manager





Gentlemen,


As you know I have been appointed to investigate the unfortunate aspect of the  bridge which is in urgent need of structural repair.  As an expert in these matters I have conducted a thorough investigation of the options available to us.  Options 1-3 are, in my considered opinion, worthless.  Option 4 is the only viable alternative that you have.





In option 4 there is a further choice of addition work and guarantees.  I would recommend option 4 b because I think it is the most cost effective.  I’m sure you will agree with me?





Whilst the bridge is closed for repairs it might be a good idea for the local council to supply a bus service for the kids to get to school.  As regards to the local traders being worried about loss of business, I cannot see anyway around the situation.  These are events outside of our control and not something you need worry about.





We live in a modern, hectic world.  The residents who are worried about dust and disturbance must surely appreciate that putting up with a bit of discomfort is surely in their long term benefit?





What a lot of nonsense!





Yes, this candidate was aware of what was probably the best option.





There is a hint of creativity where the candidate has written ‘it might be a good idea for the city government to supply a bus service for the children ..’





It’s weak and ineffective.  It’s vague and meaningless..





I have examined the four proposals carefully.  In my opinion, three of them are not worth considering as they are not very good.  The problem isn’t solved by them.





The most suitable proposal is number 4 – Troll Ltd as it is the only one that would work.  The bridge needs to be properly repaired and Troll Ltd seems to be the only company that will be able to do it.  I recommend that Troll Ltd do the rebuilding work on the bridge





Ok .. the candidate appeared to have identified the most viable solution ..





But this doesn’t show that the candidate had any skills and abilities.





Very weak and ineffective. Pointless.  Terrible!





The writer shifted the blame from the outset – Linwei feels restricted at home.  He has a magazine with naked girls in it. In other words, don’t blame us for what has happened.  It’s not our problem. No acceptance of responsibility.





Writing such things as ‘teenagers can go through a troubled patch’ is not an example of interpersonal ability.  It is actually quite condescending. No evidence of interpersonal ability.








However, more importantly, the writer has shown that he/she cannot cope with pressure at all.  Just look at the overreaction – ‘..some factors you are not aware of ..  ‘ and then goes on to talk about common tarts, the older man who had been in prison .. 





And just look at the reaction to the implied threats made by the complainant – the writer has rushed headlong into talking about the city government, the newspapers and the a girl who didn’t wear many clothes..





Here is somebody who probably can deal with pressure, but hasn’t presented any evidence of that ability.  What you see written in the reply has only dug a big hole (made more trouble) for the writer.  Quite literally, they have dug a hole so deep that there is no way out.








Keeping Linwei away from the centre isn’t a viable option.  It shouldn’t have been mentioned.  Yet this is a very common mistake made.





In this letter there is no evidence of creativity.  Absolutely none.  There are no constructive fresh ideas, nothing innovative or worthwhile.





Is there any Drive and Determination?  There are no examples of Interpersonal Ability





Where is the evidence of Problem Solving or anything to suggest the writer Accepts Responsibility ?





There is none whatsoever.





 Dear Liu Rong,


                            I write in response to your letter about your son, Linwei.





He is well liked by the members of staff at this community centre but he has told them that he feels somewhat restricted at home.  Teenagers can go through a ‘troubled patch’ and perhaps Linwei is no exception (not any different).  The fact that he has a copy of ‘Zhejiang Girls with Big Boobs’ has nothing to do with us!





There are some factors that you are perhaps not aware of.  Linwei has formed a friendship with a girl of his own age who dresses quite provocatively – short skirts and small blouses!  He has also been seen drinking beer in company with an older man who has been in prison, although I hasten to add that the man concerned has now gone straight (become honest).





Of course the city government knows what is going on here – they have the ultimate say in how the place is run and I see little point in going to the newspapers.  What would it achieve?  It is highly unlikely that they would be interested. 


It is your decision and the best thing to do may be to keep Linwei away if you are unhappy with the way things are.








Please feel free to contact me at anytime should you wish to discuss this matter further.



































































































































       














Jinan Community Education Centre


      126 Shengli Jie


Jinan


360360


     (today’s date)





                       Dear Liu Rong,


                                                 I was saddened and distressed to hear your evident concerns about your son, Linwei.





Here at the Jinan Community Education Centre we pride ourselves on the excellent facilities that we offer to all member of the community irrespective of age and status.  Everybody is welcomed through our doors.





In order to further develop our excellent facilities I have introduced workshops in which both staff and members of the public will be able to contribute to, discuss and act upon matters which may arise from time to time.  I have every confidence this centre will continue to enjoy its justifiably high reputation.





                                                                Yours faithfully,


                                                                                                                                                                                                                                           


                                                                 (your name)                                          


                                                                 Centre Manager
















































































       





Memo to All Staff





I have received a letter of complaint from the mother of a 16 year old boy who attends this centre (copy of her letter attached).  I have written back to her pointing a few things out (copy of my letter attached).





I wish to draw the attention of all staff to the conduct and code of dress of those people who attend this centre.  Short skirts and see-through blouses may be suitable dress for nightclubs, but they will not be tolerated here.





All staff are to ensure that a reasonable dress code is enforced.  Disciplinary action will be taken against any member of staff who does not comply with this instruction.














No interpersonal ability shown





No acceptance of responsibility








No drive and determination





No creativity








The writer hasn’t addressed the problem at all: No problem solving ability.











This theme and tone of this memo is very common.  Acting as the tough disciplinarian/manager is an all too common fault.














From: (your name)


To: All staff at Jinan Community Education Centre


(today’s date)


Subject: Workshops and Future Development





Recent events have highlighted a need for greater cooperation and integration with members of the public who already enjoy our facilities.





To negate any potential problems that could otherwise adversely affect the smooth running of our centre I am introducing weekly workshops in which, at the end of the week, your valued input and discussion will help address any problems which may arise and help us to effectively deal with them.





I believe that our continuing hard work and understanding will make this centre a shining example and an ongoing success story.











                                                                             (your name)


                                                                         Centre Manager








A good title which says something





.


A very positive tone – ‘greater cooperation and integration ..’  Here is a team builder who draws in (brings together) both the public and staff.





Here is somebody who is dealing with the problem and shows creativity – ‘I am introducing weekly workshops ..’  and look at the use of ‘I’ – here is somebody who certainly accepts responsibility for their decisions.





Look at the last paragraph – it just shouts out that the writer is determined and enthusiastic.








Subject: Workshops and Future Development





Recent events have highlighted a need for greater cooperation and integration with members of the public who already enjoy our facilities.








To negate any potential problems that could otherwise adversely affect the smooth running of our centre I am introducing weekly workshops in which, at the end of the week, your valued input and discussion will help address any problems which may arise and help us to effectively deal with them.





I believe that our continuing hard work and understanding will make this centre a shining example and an ongoing success story.





adverts are placed in the local newspaper and on local radio..





A free bus service to ferry the children to and from school..





Residents are informed of when the noisiest renovation work..





we arrange a water-spray system ..





Negotiations are begun with the local bus company to resolve the issue of public transport…





  start talks with the local council to obtain a reduction in business rents   ..





    develop it into a tourist attraction ..





Here’s some examples of creativity – something new, different – a bit of ‘lateral thinking.’














Simple and commonsense, and something that really makes this written answer stand out from all the others.














There is more than enough  evidence of particular skills and abilities to assess this candidate as outstanding.














I am acutely aware of the concerns expressed by local residents ..





I also have sympathy..





We can address and satisfactorily deal with ..





we are aware of their concerns..





If we all work together the problems..











Here are 5 examples of interpersonal ability that have been demonstrated in the problem-solving answer.








It is evident that this candidate can present evidence of their skills and abilities








Can you identify examples of creativity in the additional 5 paragraphs that have been added?





Creativity





Interpersonal skill





Kistinbal





  Crash Site


          X





Jhama





Ocean





Candidate No: 3





Time Count


Candidate began by saying ‘I see this as a short term problem ..’ with supporting evidence to back up what she was saying.  Also said ‘we have a severe challenge in front of us …  must work together if we are to survive ..’








2 mins After listening to candidate 4, said ‘.. I understand what you are saying, but do you not agree that it would cause an additional problem ..’





3mins  ‘I suggest that we prioritise our ideas’


           ‘The water is more important than the mirror 


           because..’ (gave reasons)








4.30 mins ‘.. the fishing net is no good for the purpose of catching fish  because ..’ (gave an explanation)








6.20 mins  ‘yes, we can do it, but it means pulling 


                  together.  We’re all in it together .. no   


                 good everybody acting as an individual





Positive!





Here is somebody who took on the role and task from the outset.





Assessors will quickly note down comments made by candidates –


and here, this candidate has started very well indeed.





Within a few minutes this particular candidate has demonstrated a wealth of problem solving ability and interpersonal skills. 





Assessors can only use evidence once.  For example, the comment made after 6 minutes and 20 seconds could be used as evidence of either drive and determination or interpersonal skills.  Not both.





Candidate No: 1





Time Count





17 mins. Spoke for the first time.  Merely said ‘I agree’ when candidate 2 explained how to make a stove





19 mins. Interrupted candidate 3 to say ‘you’re full of stupid suggestions’ … but has not made any suggestions of his own.  Appears content to listen to other group members and nod/shake his head


  


24 mins Repeated what candidate no 2 had previously said and added ‘I think it’s a much better idea to go along with one of the previous suggestion’  Spoke for 2-3 minutes about what already had been talked about – nothing new contributed by this candidate.





40 mins Summarised what already had been said and added ‘somebody had better make a decision soon before we run out of time’





45 mins Exercise finished.  No further input from this candidate





It’s all negative – there is no evidence of any skills and abilities.





It was 17 minutes before this candidate said anything.  Repeating and agreeing what others say is not showing evidence of verbal communication skills.





After 19 minutes the candidate showed no interpersonal skill … ‘you’re full of stupid suggestions ..’





Almost 20 minutes later this candidate still hadn’t contributed anything to the discussion.





No evidence of any skills























 A














Interpersonal


‘I would ask you to bear in mind that we have a child and a pregnant woman amongst our numbers and I ask you all to be aware and give them priority..’
































Here are those skills and abilities.





Understand them and how to show them.








