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课程名称：   实用英语                           
授课教师：                         
授课班级：                              
选用教材：  《新编实用英语》                            
淮南联合大学教师职业道德规范
1、 努力传授知识技能，传承民族精神，弘扬爱国主义，为祖国和人民培养人才。

2、 追求高尚的师德风范，为人师表，教书育人，成为学生健康成长的指导者和引路人。

3、 在教育教学和日常生活中，自觉遵守以下职业道德规范:

（1） 自觉学习和宣传马列主义、毛泽东思想、邓小平理论和“三个代表”重要思想，在教育、教学活动中同党的路线、方针、政策保持一致，用正确的理论和思想观点教育影响学生，帮助学生树立正确的世界观、人生观和价值观。绝不在课堂上和学生当中散布不利于学生健康成长的言论。

（2） 自觉遵守宪法和国家各项法律、规定，依法执教，履行《教师法》规定的权利和义务；遵守校规校纪，保证教学秩序和教学安全，维护良好的教学环境。教学过程中努力杜绝各种教学事故。

（3） 爱岗敬业。以做人民教师为荣，志存高远；以培育人才、繁荣学术、发展先进文化和推进社会进步为己任；恪尽职守，积极奉献，立足本职，争创佳绩。

（4） 善待学生。尊重学生人格，关心学生，耐心为学生释疑解惑，对学生一视同仁。指导学生树立社会主义大学生的道德情操，遵守社会公德。养成良好的行为习惯，帮助学生或学生社团组织开展健康、高雅的文化活动，提高学生的思想道德文化素质，做学生的良师益友。绝不歧视、挖苦、辱骂和体罚学生。

（5） 严谨治学。崇尚科学精神，努力掌握最新的科学知识，对业务精益求精，与时俱进，不断创新。坚决反对弄虚作假，抄袭剽窃、不求进取、敷衍了事的不良风气。

（6） 关心集体。积极参加学科和教研室建设，服从领导、顾全大局，热心参与集体活动，维护国家、学校、集体的荣誉和形象；爱护公物，保护环境，节约资源；善于团结协作，同事间以诚相待，互相尊重，互相关心，互相帮助。平等友爱，共同进步。

（7） 廉洁从教。自觉抵制社会不良风气的影响，不以教师的特殊地位“吃、拿、卡、要”学生及其家长、亲属，谋求私利；不接受学生及其家长的馈赠及吃请。

（8） 讲究仪表，注意教风教态，举止大方有度，语言规范健康，衣着整洁、端正，打扮朴素、得体。

淮南联合大学《 实用英语 》
授课学时分配表
	课程名称
	实用英语
	课程代码
	51101

	授课教师
	
	职  称
	

	授课学期
	200 8   —200 9  学年第    二   学期

	计划学时
	第 1 周—第  17  周；共 68 学时;其中理论 40  学时

课堂实践  16   学时,习题   12   学时         

	学  时  分  配

	章节
	名称
	学时
	其中

	
	
	
	理论学时
	实践学时

	第一单元
	Invitations
	8
	5
	3

	第二单元
	Emails
	8
	5
	3

	第三单元
	Communication by Phone
	8
	5
	3

	第四单元
	Making Reservations
	8
	5
	3

	第五单元
	At a Restaurant
	8
	5
	3

	第六单元
	Shopping and Sightseeing
	8
	5
	3

	第七单元
	Farewell
	8
	5
	3

	第八单元
	Applying for a Job
	8
	5
	3


淮南联合大学教师授课教案

	章节名称
	Unit Eight  Applying for a Job

	教学名称
	Section I  Talking Face to Face 

Section II  Being All Ears

	教学时数
	     2         学时  (100 minutes)

	教学目标
	1. Understanding a job interview
2. Applying for a job

3. Giving and taking an interview

4. Talking about a job

	课程重点难点
	1.Applying for a job

2. Giving and taking an interview

3. Talking about a job 

4. Key words and expressions:

  graduate from, apply for, take a course, offer an opportunity

Try to let students master the words, expressions and patterns they have learnt and practice them more both in and after class. 

	教学方法

及手段
	The Audio-lingual Method
Multimedia or Tape-recorder


教学过程及时间分配：

I. Lead in (5minutes)
Ask some questions related to applying for a job to join in daily activities to make students warm up.
II. Unit Goals (5 minutes)

   Introduce the unit goals-- What Students Should Learn to Do and What Students Should Know About. 
III. Section I  Talking Face to Face  (50 minutes)

1. Read the job interviews and ask some related questions. (5minutes)
2. Follow the samples (10minutes)
3. Act Out. (10 minutes)
4. Students practice the dialogues and prepare short conversations in pairs by simulating the five small dialogues. (10 minutes)

5. Conclude the useful expressions and sentences used to apply for a job. (5 minutes)
6. Do the Put-in-use exercises. (10 minutes)
II. Section II  Being All Ears  (38 minutes)  

1. Listen to the dialogue three times and finish the exercises in Listen and Decode and Listen and Respond. (19 minutes) 

2. Listen to the passage twice and finish the exercise in Listen and Read. (9 minutes)

3. Listen to the passage again and then finish the exercises in Listen and Match and Listen and Conclude. (10 minutes)

III. Assignments (2 minutes)
1. Pair work: Make up dialogues for having a job interview and applying for a job in daily activities and formal occasions, referring to the dialogues in Section I and the Data Bank on Page 4 in the Workbook.

2. Preview Passage I and the exercises.
Unit Eight  Applying for a Job

Teaching Procedures:
I. Lead in (5minutes)
Ask some questions related to apply for a job to join in daily activities to make students warm up..
Warm-up questions:

1. What is the most common way for people to know a job position?

2. What do you think is the most important step for job application?
II. Unit Goals (5 minutes)

1. What Students Should Learn to Do
a. Understanding a job advertisement
b. Applying for a job

Questions asked by the interviewers 

Responses given by the interviewees

2. What Students Should Know About
The way successful people start and run business
III. Section I  Talking Face to Face  (50minutes)

Step 1 Students answer the following questions before they read the job interviews in the textbook.

1. How do you understand job advertisements in English?

2. Do you know how to apply for a job in English?

3. Do you know what questions an interviewer often asks during an interview?

4. Do you know how to give responses to the interviewer’s questions in English?

5. Do you know how people talk about their jobs in English?

Step 2  Students read and translate the job interview under the guidance of the teacher.

Step 3  Follow the samples and the Act –out dialogues.
Ask at least seven pairs of students to read aloud the samples and the five small Act-out dialogues and then students should try to find out the useful expressions and sentence patterns for applying for a job.

Step 4 Students practice the dialogues and prepare short conversations in pairs by simulating the five small dialogues.

Step 5  Conclude the points about interview.

1. Questions asked by the interviewers

1). Why don’t you tell me about yourself first? 
2). What job are you applying for? 
3). Do you have any sales experience? 
4). Would you tell me why you are interested in that job? 
5). Why do you want to leave your present job? 
2. Responses given by the interviewees 
1). I saw your ad for a production technologist and I want to apply for that position. 
2). I want to apply for the position advertised by your company-a full-time job in sales. 
3). After graduation, I worked as a salesman for a company for one year. 
4). I can speak English fluently./ My English is fluent.
5). I hope I can work in a larger company like yours that offers more opportunities for growth. 
6) Thank you for giving me the chance.
Step 6  Do the Put-in-use exercises in pairs by reading out loudly the three dialogues students have completed.

IV. Section II  Being All Ears  (38 minutes)

Step 1  Listen to the dialogue three times and finish the exercises in Listen and Decode and Listen and Respond.
1. Pre-listening task
Read the printed materials in Listen and Decode in ONE minute.

2. While-listening task
a. Listen to the tape WITHOUT looking at the book.
b. Listen to the tape again one sentence after another, taking notes during the pause.
c. Listen to the tape once again and repeat the sentences after the tape.

3. Post-listening task 

Do the exercises in Listen and Decode and Listen and Respond.

Step 2  Listen to the passage twice and finish the exercise in Listen and Read.
1. Pre-listening task
Read the printed materials in Listen and Read in THREE minutes.

2. While-listening task
a. Listen to the tape and fill in the blanks.
b. Listen again and check up the answers.

c. Listen to the tape once again if there are some blanks students can not fill in. 
3. Post-listening task
Do the exercises in Listen and Match and Listen and Conclude.

V. Assignments (2 minutes)

1. Oral work: students create a situation of a job interview, one student plays the part of an interview, the other is the interviewer. Making up dialogues in pairs referring to the dialogues in the textbook and the Data Bank on Page 128 in the Workbook.

2. Preview Passage I and the exercises after it.
淮南联合大学教师授课教案
	章节名称
	Unit Eight  Applying for a Job

	教学名称
	Section III  Maintaining a Sharp Eye  

Passage I   Applying for a New Boss

	教学时数
	  2    学时 (100 minutes)

	教学目标
	1. The way successful people start and run a business:

2. How to apply for the right job

a. 5 steps of the job-seeking process

b. apply for a new boss

3. Mastering some important new words and useful expressions in Passage I
4. Grasping the difficult sentence structures in Passage I

	课程重点难点
	1. Words and Expressions: recall, perform, convince, assume, bound, promote, matter, lighten, eager, present
2. Sentence structures: 
a. as long as  

b. let… in on 

c. it doesn’t matter…
d. be yourself

	教学方法

及手段
	Direct Method; Grammar- Translation

Multimedia; Chalk and Blackboard


教学过程及时间分配： 
I. Revision (10minutes) 

Check the oral work, the dialogues students were asked to make up in pairs after class, referring to what they had learnt in Section I.

II. Section III  Maintaining a Sharp Eye  

Passage I  Applying for a New Boss (88 minutes)
I). Before reading (10 minutes).
1. Lead in (5 minutes).
Ask some questions to make students warm up in class.
2. Information related to the passage (10 minutes)
a. 5 steps of the job-seeking process

b. If you have an opportunity to choose a job, which is more important: applying for a new job or applying for a new boss?

II). Global reading (5 minutes)
Questions for understanding the whole passage

III). Detailed reading (40 minutes)
1. Word study (20 minutes)
2. Sentence structures (10 minutes)
3. Translation of the passage (10 minutes)
IV). Finish the exercises (28 minutes)
1. Read and Think (4minutes)
2. Read and Complete (5 minutes)
3. Read and Translate (10 minutes)
4. Read and Simulate (9 minutes)
III. Assignments (2minutes)

Oral communicative tasks:
What kind of boss do you expect to work with?
Unit Eight  Applying for a Job

Teaching Procedures
I. Revision (10minutes)

Check the oral work. Ask some pairs of students to act out the dialogues they have made up after class in front of the class to see how well they can put what they have learnt in Section I in practice and the teacher will make comment on what they have done.

II. Section III  Maintaining a Sharp Eye  

Passage I  Applying for a New Boss (90minutes)

Step 1 Before reading (10 minutes)
1. Lead in.
Ask some questions to make students warm up in class. 

When you are having a job interview, what you should pay attention to?

(I should pay attention to my appearance, attitude, behavior and the most important, the responses to the questions)
2.  Information related to the passage 

a. 5 steps of the job-seeking process

The process starts with the preparation of a personal data record and then proceeds through preparing a resume, writing an application letter, completing an application form, attending interviews, and accepting or declining a job offer.
b. If you have an opportunity to choose a job, which is more important: applying for a new job or applying for a new boss?
Open.

Step 2  Global reading (10 minutes)
Questions for understanding the whole passage

  Ask some questions according to the passage to help students further understand the whole passage.

a. What is the author’s opinion about a good teacher?
   (The teacher should present a subject in a way that makes it come alive.)

b. What is the author’s opinion about a great boss?
  (He should know how to teach just like a teacher.)

c. What’s the author’s advice to job hunters?
  (Don’t interview for the right job, but for the right boss.)
d. What qualities should a great boss have?
   (First he can help the people around him get promoted. Second he should have a sense of humor and be good at communicating with others.)

e. Why does the author think Angela is the best boss he has ever had?
   (Because she often let others know what she wanted to do and why.)
f. What does Tom mean by saying “You can sleep when you are dead.”?
   (He means that you should work hard as long as you are alive.)
g. What’s the main idea of this paragraph?
   (If you don’t like the boss you have interviewed with, you may give up the job and try to find the boss you like.)

Step 3  Detailed reading (40 minutes)
Important words and useful expressions:

1).  present  v. give away; introduce; show; put forward for consideration 

给予，介绍，展现，提出

e.g.: (1) They presented him with a bunch of flowers.

(2) He had the honor of being presented to the Chairman.

2). recall  v. remember; call back sth; send for or take back    记得，想起，召回

e.g.: (1) I recalled that my luggage had been taken away.

(2) The auto-makers recalled a lot of cars that were unsafe.

3). perform  v. carry out; act or show in a play; function     表演，表现

e.g.: (1) He performed a dance for them on the stage.

(2) They always perform their duties faithfully.

4). convince  v. cause sb to believe or feel certain; persuade   说服，使信服，劝说

e.g.: (1) He convinced me of his innocence.

(2) It’s going to be hard to convince my wife that we can’t afford a new car.

5). assume   v. suppose; begin to use; take upon oneself; pretend to be  

假定，采用，承担，假装

e.g.: (1) The prince assumed power when he was only fifteen.

(2) I assumed that he could read.

6). bound  a. have a duty to obey; intend to travel to   有义务的，驶往某地的

e.g.: (1) you’re bound to succeed.

(2) The ship is bound for New York.

Analysis of the difficult sentences:

1). ( Para. 1 ) And going back further, I can still recall things about the stars that I should have long ago forgotten if not for my second-grade teacher, Miss Scorchiotti.

Analysis: This is a complex sentence. That introduces a relative clause to modify the stars, followed by an if-clause of condition. Attention should be paid to the subjunctive mood used here: should have forgotten… with the latter part being an elliptical clause which can be assumed to be: if it were not for…
Translation: 再早些，我仍然记得有关星体的知识，若不是由于我二年级的斯高其奥蒂老师，我早就将其忘光了。
Example: If not for your help, we couldn’t have finished the experiment successfully.

2). ( Para. 5 ) She ruffled feathers around the company but was eager to let me in on what she thought and why.

Analysis: Ruffle feathers is used here figuratively to mean become annoyed. The phrase let sb. in on sth. means to allow to share or to know a secret.

Translation: 她对公司上上下下指指点点，但却愿意让我了解她的想法和做事的原因。

Example: (1) Don’t get your feathers ruffled about it. You are not the boss here.

  (2) I’ll let you in on a little secret: I’ve never been there.

3). ( Para. 7 ) Be yourself with them and see if the self they are with you is someone you want to learn from for a couple of years.

Analysis: Be yourself means behave naturally. The self is used as the subject in the if-clause, they are with you is a relative clause modifying self with that omitted.

Translation: 要与他们自然相处，看一看与你相处的人是否是你这两三年来想要学习的人。

Example: You should be yourself if you want the audience to like your speech..

Step 4  Students are asked to read the whole passage again and then translate it orally paragraph by paragraph

Step 5  Do the exercises after the passage (28minutes)
1. Read and Think
Ask some students to answer the questions in Exercise 1 without looking at the passage.
2. Read and Complete
a. Students finish Exercise 2 and Exercise 3 without looking at the passage.

b. Students finish Exercise 4, paying special attention to the usage of the words and expressions in the box.
3. Read and Translate
Ask some students to write their translation on the blackboard and then the teacher should point out the mistakes they have made and stress what they should focus on while translating, that is, word order in a subordinate clause and a complete sentence structure.
4. Read and Simulate
Try to let students find out and simulate the patterns and expressions (italicized parts) used in the sentences taken from the passage and simulate them.

III. Assignments (2 minutes)

Oral communicative tasks:
What kind of boss do you expect to work with?
淮南联合大学教师授课教案

	章节名称
	    Unit Eight  Applying for a Job

	教学名称
	Section III  Maintaining a Sharp Eye  

Passage II  An Invitation Letter

	教学时数
	   2    学时 (100 minutes)

	教学目标
	1. Learning some more about how to run a business successfully:

2. Understanding Passage II.
3. Mastering some important new words and useful expressions in Passage II.

4. Grasping the related patterns in Passage II 

	课程重点难点
	1. Key Words and Expressions in Passage II:
be sb, go into a partnership with, take over, in large quantities
3. Related Patterns:
a. deliver sth. to sb. 

b. be delighted to do 

c. be the X out of N. 

	教学方法

及手段
	Direct Method; Grammar- Translation

Multimedia; Chalk and Blackboard


教学过程及时间分配：

I. Revision (20 minutes) 

Check the oral communicative tasks: (20 minutes)
I expect to work with a boss just likes one of my best friends, an easy-going friend, sometimes likes a patient teacher that you can learn a lot from, a boss who is understanding, respecting and well-informed.
II. Section III  Maintaining a Sharp Eye 

Passage II  Beginning the Business (78minutes)
1. Students read the text quickly and then do Exercise 7. (8 minutes)
2. Lead in (20 minutes)  

a. Warm-up Questions (5 minutes)
b. Understanding the whole passage(10 minutes)
c. Related Information (5 minutes)
3. Analysis of Passage II (50minutes)

a. Questions for understanding each paragraph (10 minutes)
b. Word study (15 minutes)
c. Explanation of the difficult sentences (15 minutes)
4. Finish the exercises (10 minutes)
III. Assignments (2 minutes)
1. Preview Section IV and the exercises.

2. Do Exercise 8 on Page 140 in the textbook.

Unit Eight  Applying for a Job

Teaching Procedures
I. Revision (20 minutes) 

Check the oral communicative tasks: (20 minutes)
I expect to work with a boss just likes one of my best friends, an easy-going friend, sometimes likes a patient teacher that you can learn a lot from, a boss who is understanding, respecting and well-informed.
II. Section III Maintaining a Sharp Eye 

Passage II  An Invitation Letter (78minutes) 
Step 1 Students read the text quickly and then do Exercise 7. (8 minutes)
   Students should read the passage as quickly as possible without previewing it. After that, they are expected to do Exercise 7 without referring to the passage. 
Step 2 Lead in (20 minutes)

1. Warm-up Questions 

a. What do you want to do after graduation?

b. What do you think are the necessary qualities for a person to start his own business?

2. Understanding the whole passage

a. Please answer the following questions according to Para.1.

About Stew: 

1). his wish: 

   What did Stew want to do from childhood?

2). his education: 

   From which university did Stew graduate?

3). his major:

   What did he study in the university?

4). his work:

   What did he take over from his brother?

b. Please fill in the table with the information from Para. 2-3.
1. The cause for the changing situation of the dairy:  
_A state highway was put through it. 
2. The facts Stew found through his survey: 

(1) The former bottling and selling his own milk was doing well.

(2) Customers wanted good milk prices 
      rather than door-to-door service.
c. Please fill in the table with the information from Para. 2-3.
1). Stew’s decision: 
   To redesign his dairy business
   To create a factory-outlet dairy store.

2). Something about his milk product:

a. The milk was bought from __farmers__________.
b. It was processed in a glass-enclosed plant.
c. It was sold with his name and a picture of a cow on them.
d. Please retell the last five paragraphs by filling in the following blanks with words and phrases from the passage.
Stew decided to turn his business into a Disneyland Dairy Store , which attracted more children and  their mothers . Soon his store became the world’s largest dairy store. 

What he tried to do is to make supermarket shopping a _fun_ , just like visiting     __park___ . In order to promote his products, he pretended himself  _as a cow_ to greet customers in front of      _his store._  

3. Related Information
Connecticut
    Connecticut is a state located in the New England region of the northeastern United States of America. Southwestern Connecticut is part of the New York metropolitan area.

University of Connecticut
    The University of Connecticut, commonly known as UConn, is the State of Connecticut's land-grant university. It was founded in 1881 and serves more than 27,000 students on its six campuses, including more than 9,000 graduate students in multiple programs.
Step 3 Analysis of Passage II (50minutes)

1. Study the important new words and expressions.

a. v. take goods to people’s house; speak or read aloud to people listening; fulfill 递送；宣布；讲述；履行

Example: Will you deliver the goods or do I have to come to collect them?         

b. take over:  gain control of and assume responsibility for something  接手；接管

Example: Who do you think will take over now that the manager has been dismissed?  
c. on the premises:  do something on the very  location 在现场
Example: Food bought in this shop may not be eaten on the premises. 

d. entertain: v. amuse and interest, esp. by giving a public performance; give a party for; accept 使快乐；招待；接受
Example: The movie failed to entertain its audience

e. proclaim:  v. make something known publicly; show clearly 宣布；宣告；表明
Example: He proudly proclaimed his Chinese origin 

2. Explain the difficult sentences.
a. (Para. 1) From childhood, Stew Leonard remembered wanting to be somebody, wanting to be noticed and appreciated.  

Analysis: To be somebody means to become an important or well-known person.

Translation: 从孩提时代起，斯蒂·伦纳德就立志要做一个有作为的人，成为引人注目、受人尊重的人。  

Example: He is always dreaming of being somebody in the future. 
b. (Para. 1) Perhaps it had something to do with being the sixth out of seven children.

Analysis: It had something to do with is used to indicate a relationship.

Translation: 这也许是他在七个孩子中排行老六的缘故。

Examples: What he is trying to solve has something to do with our problem.  
c. (Para. 4) As the business grew, he created more and more of a Disneyland Dairy Store where customers might come and bring their children to be entertained.

Analysis: Created more and more of a Disneyland Dairy Store means create a dairy  store that increasingly resembles Disneyland. The passive infinitive to be entertained shows that they bring children there to entertain them.

Translation: 随着生意的不断扩大，他创造了越来越像迪斯尼乐园式的乳品店，

顾客们 可以带孩子来这里玩乐。

Examples: I would suggest you make more of an effort to find them.  

d. (Para. 4) That cow, it turns out, is often Mr. Leonard, too.
Analysis: It turns out here is used as a parenthetic statement, which means it happens to be. 

Translation: 所说的那头牛原来也常是伦纳德先生装扮的。
Examples: The novel, it turns out, has been translated into French already.  
Step 4 Finish Exercises 8 and 9.

a. Ask students to do Exercise 8 in their exercise books after class. 
b. Ask some students to do Exercise 9 orally.

III. Assignments (2 minutes)
1. Preview Section IV and the exercises.

2. Do Exercise 8 on Page 12 in the exercise books.

淮南联合大学教师授课教案

	章节名称
	    Unit Eight  Applying for a Job

	教学名称
	Section IV Trying Your Hand 

	教学时数
	   2学时 (100 minutes)

	教学目标
	1.Applied Writing

Writing a resume

2. Sentence Writing and Grammar Review
  Topic and supporting sentences in a sentence structure

	课程重点难点
	1. The format of a resume

2. The points a resume should include

3. The sentences often used in a resume
4. Topic and supporting sentences in a sentence structure 

	教学方法

及手段
	Direct Method; Grammar- Translation

Multimedia; Chalk and Blackboard


教学过程及时间分配：

I. Revision (5 minutes) 

Check the exercise 8 of Passage II.

II. Section IV Trying Your Hand

1. Applied writing (45 minutes)

a. Sample analysis (5 minutes)

The teacher briefly summarizes the format and the language used in a resume.

b. The points a resume should include (5 minutes)

c. Students read the Data Bank on Pages 141-142 in the Workbook. (5 minutes)

d. Read and simulate (25 minutes)

  Students read the two samples of resumes learn to write their own.

e. Simulate and create (10 minutes)

  Do Exercise 2-3.
2. Sentence writing and grammar review (48 minutes)

a. The teacher gives a brief account of the topic sentence. 
b. the teacher gives a brief account of the supporting sentences. (20 minutes)

c. Do the exercises after Sentence Writing and Grammar Review in the textbook. (20 minutes)
III. Assignments (2 minutes)                                         

1. Do Exercise 4 on Page 143 in the textbook.
2. Do the grammar exercises in the Workbook. 

Unit Eight  Applying for a Job

Teaching Procedures
I. Revision (5 minutes)
Check the Exercise 4 on Page 143 in the textbook.                                                         

II. Section IV Trying Your Hand
I) 1. Applied writing  Resume (45 minutes)
Step 1 Sample analysis 

The teacher makes the following brief analysis of a resume.

A resume contains key information about yourself, which is carefully assembled and presented so that prospective employers will be impressed not only by your qualifications but also by your presenting ability. 
  A resume usually consists of personal details, including name, address, telephone number, e-mail address, date of birth, and reference, etc. These headings should be put at suitable and logical places.

Step 2.  Useful expressions for writing resumes or application letters: 

items on resume    履历表上的项目            full name    全名

address and telephone number 地址和电话号码    reference 证明资料

date of birth     出生日期                    place of birth    出生地点

nationality 国籍                             marital status 婚姻状况

personal information/data 个人情况             sex 性别

work experience 工作经历                     personal interest 个人爱好

educational background 受教育情况             job objectives 求职意向

awards and honors 奖励情况                   training 培训情况

2. Additional samples
SAMPLE 1
	Michelle Martin 
214 Elm Street, Tuscan, AZ 43674
                  (645) 873-9080/ martin@brim.com
_____________________________________________

Education
Bachelor of Arts (文学学士) in Travel and Tourism / Graduation

in May 2005   Summit State College, Marklesburg, AZ
· President of Travel Club

· Took courses in computer database management and accounting

· Spent two summers in Europe, traveling a lot

College Activities
· In charge of (负责) the Travel and Tourism College Career Fair in Senior year
· Student government representative, two years

· Women’s intercollegiate (校际间的) tennis team, three years
· Awards and Honors (奖励和荣誉)

· Nominated (被任命) for Best Travel and
·  Tourism Major in junior year

· Earned first prize in high school writing contest

· Experience
· 2005—2007—Lonesome Street Steak House, 11 Market street,

· Tuscan

· Waitress and cashier (收银员)

· 2001—2005—Volunteer (自愿) work: Tuscan Recreation

· Committee

· Organized summer activities for 6 to 10-year-olds

· Helped arrange cultural activities for the city




SAMPLE 2
	Personal Data
         Born:     September 10, 1969 in Bengpu,

Anhui, China

Nationality:   Chinese

Sex:        Male

      Martial Status:  Married with one  daughter

Health:     Excellent

               References:   References are available upon request.




3. Students read the Data Bank in the Workbook. 
Students read the Data Bank on Page 142-143 in the Workbook to know more about the sentences used in writing resumes.

4. Read and simulate (25 minutes)

Students read the two samples of resumes and then learn to write their own.

  Do Exercise 2-3 referring to the samples.
II) Sentence writing and grammar review (45 minutes)

1. A brief account of the topic sentence
The topic sentence (also known as focus sentence) expresses a central idea or theme of the paragraph, and organizes an entire paragraph. It relates the paragraph to the whole passage, and defines the scope of the paragraph itself. Although the topic sentence may appear anywhere in a paragraph, it often appears at the beginning.
2. A brief account of the supporting sentences.
  We write supporting sentences to illustrate the details or examples to support the main idea of the passage, that is, we use supporting sentences to develop a paragraph. All the supporting sentences should be related to the topic sentence, explaining something coincident with the top sentence. If the students are weak at understanding the topic sentence and supporting sentences, refer them to the Workbook.
III. Assignments (2 minutes)                                         

1. Do Exercise 4 on Page 143 in the textbook.
2. Do the grammar exercises in the Workbook. 
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