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Career Choices

ﻋﻤﺎد اﺑﻮ اﻟﺰﻣﺮ
ﻣﺮﻛﺰ اﺑﻮ اﻟﺰﻣﺮ اﻟﺜﻘﺎﻓﻲ

Career choices
Which of the following can help you to understand foreign languages?
headphones - interpreter - regional - rewarding - secure - seminar - translation
Fatima Musa is talking about her career as an interpreter. Listen and read. Check your answers to exercise 1.

My job as an interpreter
My name is Fatima Musa and I (Fatima) have worked as an interpreter for five years. Many
students have emailed me (Fatima) about my work because they (students) want to know what it
would be like to do my (Fatima) job. So here is my reply.
وظﯿﻔﺘﻲ ﻛﻤﺘﺮﺟﻢ
 و اﻟﻌﺪﯾﺪ ﻣﻦ اﻟﻄﻼب ارﺳﻠﻮا ﻟﻲ اﯾﻤﯿﻼت ﻋﺒﺮ اﻟﺒﺮﯾﺪ اﻻﻟﻜﺘﺮوﻧﯿﯿﺴﺎﻟﻮﻧﻲ ﻋﻦ ﻋﻤﻠﻲ ﻷﻧﮭﻢ ﯾﺮﯾﺪون.  ﺳﻨﻮات٥ اﺳﻤﻲ ﻓﺎطﻤﺔ ﻣﻮﺳﻰ و ﻟﻘﺪ ﻋﻤﻠﺖ ﻛﻤﺘﺮﺟﻤﺔ ﻟﻤﺪة
.  ﻟﻌﺬا ھﺬا ھﻮ ردي. أن ﯾﻌﺮﻓﻮا ﻣﺎ ﺳﯿﻜﻮن ﻋﻠﯿﮫ اﻟﻮﺿﻊ ﻋﻨﺪﻣﺎ أﻗﻮم ﺑﻌﻤﻠﻲ

I (Fatima) have always been fond of languages. My father worked in many different countries
when I (Fatima) was young and we usually travelled with him(Fatima's father). When we visited a
country, I always wanted to learn the language. At school I was very good at English.
Therefore, I decided on a career as an interpreter.
،  ﻋﻨﺪﻣﺎ زرﻧﺎ ﺑﻠﺪا.  وﻧﺤﻦ ﻋﺎدة ﺳﺎﻓﺮﻧﺎ ﻣﻌﮫ،  ﻛﺎن واﻟﺪي ﯾﻌﻤﻞ ﻓﻲ اﻟﻌﺪﯾﺪ ﻣﻦ اﻟﺒﻠﺪان اﻟﻤﺨﺘﻠﻔﺔ ﻋﻨﺪﻣﺎ ﻛﻨﺖ ﺻﻐﯿﺮا.ﻟﻘﺪ ﻛﻨﺖ داﺋﻤﺎ ﻣﻮﻟﻌﺔ ﺑﺎﻟﻠﻐﺎت
.  ﻗﺮرت ﻣﮭﻨﺔي ﻛﻤﺘﺮﺟﻤﺔ،  ﻟﺬﻟﻚ.  ﻓﻲ اﻟﻤﺪرﺳﺔ ﻛﻨﺖ ﺟﯿﺪة ﺟﺪا ﻓﻲ اﻟﻠﻐﺔ اﻹﻧﺠﻠﯿﺰﯾﺔ. أردت داﺋﻤﺎ ﺗﻌﻠﻢ اﻟﻠﻐﺔ

My job now involves going to important conferences and seminars around the world. When
a person speaks in English at a conference, I listen to what they say through headphones. I
then translate into Arabic while the speaker is talking. I give the translation through
headphones to other people at the meeting. This means that anyone in the room who speaks
Arabic can understand what people are saying.
 ﻓﺄﻧﺎ اﺳﺘﻤﻊ إﻟﻰ ﻣﺎ، ﻋﻨﺪﻣﺎ ﯾﺘﺤﺪث ﺷﺨﺺ ﺑﺎﻟﻠﻐﺔ اﻹﻧﺠﻠﯿﺰﯾﺔ ﻓﻲ ﻣﺆﺗﻤﺮ. ﯾﺘﻀﻤﻦ ﻋﻤﻠﻲ اﻵن اﻟﺬھﺎب إﻟﻰ اﻟﻤﺆﺗﻤﺮات واﻟﻨﺪوات اﻟﮭﺎﻣﺔ ﻓﻲ ﺟﻤﯿﻊ أﻧﺤﺎء اﻟﻌﺎﻟﻢ
 أﻋﻄﻲ اﻟﺘﺮﺟﻤﺔ ﻣﻦ ﺧﻼل ﺳﻤﺎﻋﺎت اﻟﺮأس ﻷﺷﺨﺎص آﺧﺮﯾﻦ ﻓﻲ.  وﺑﻌﺪ ذﻟﻚ اﺗﺮﺟﻢ إﻟﻰ اﻟﻠﻐﺔ اﻟﻌﺮﺑﯿﺔ ﺑﯿﻨﻤﺎ اﻟﻤﺘﻜﻠﻢ ﯾﺘﺤﺪث. ﯾﻘﻮﻟﻮﻧﮫ ﻣﻦ ﺧﻼل ﺳﻤﺎﻋﺎت اﻟﺮأس
.  وھﺬا ﯾﻌﻨﻲ أن أي ﺷﺨﺺ ﻓﻲ اﻟﻐﺮﻓﺔ ﯾﺘﺤﺪث اﻟﻌﺮﺑﯿﺔ ﯾﻤﻜﻦ أن ﯾﻔﮭﻢ ﻣﺎ ﯾﻘﻮﻟﮫ اﻟﻨﺎس.اﻻﺟﺘﻤﺎع

Is it an easy job? Not at all. English is not the same in all English-speaking countries. For
example, the English words that are used in India are sometimes different to the words that
people use in the UK, the USA or Australia. As well as knowing regional English, you also
need to know a lot of specialist language. Some of the words that (the words) are used to talk
about business, science or law, for example, make it almost a different language!
 اﻟﻜﻠﻤﺎت،  ﻋﻠﻰ ﺳﺒﯿﻞ اﻟﻤﺜﺎل.  اﻟﻠﻐﺔ اﻹﻧﺠﻠﯿﺰﯾﺔ ﻟﯿﺴﺖ ھﻲ ﻧﻔﺴﮭﺎ ﻓﻲ ﻛﻞ اﻟﺒﻠﺪان اﻟﻨﺎطﻘﺔ ﺑﺎﻟﻠﻐﺔ اﻹﻧﺠﻠﯿﺰﯾﺔ.ھﻞ ھﻮ ﻋﻤﻞ ﺳﮭﻞ ؟ ﻋﻠﻰ اﻻطﻼق
. اﻹﻧﺠﻠﯿﺰﯾﺔ اﻟﺘﻲ ﺗﺴﺘﺨﺪم ﻓﻲ اﻟﮭﻨﺪ ﺗﺨﺘﻠﻒ ﻓﻲ ﺑﻌﺾ اﻷﺣﯿﺎن ﻋﻦ اﻟﻜﻠﻤﺎت اﻟﺘﻲ ﯾﺴﺘﺨﺪﻣﮭﺎ اﻟﻨﺎس ﻓﻲ اﻟﻤﻤﻠﻜﺔ اﻟﻤﺘﺤﺪة واﻟﻮﻻﯾﺎت اﻟﻤﺘﺤﺪة واﺳﺘﺮاﻟﯿﺎ
 ﺑﻌﺾ اﻟﻜﻠﻤﺎت اﻟﺘﻲ ﺗﺴﺘﺨﺪم ﻟﻠﺤﺪﯾﺚ ﻋﻦ.  أﻧﺖ أﯾﻀﺎ ﺑﺤﺎﺟﺔ إﻟﻰ ﻣﻌﺮﻓﺔ اﻟﻜﺜﯿﺮ ﻣﻦ اﻟﻠﻐﺔ اﻟﻤﺘﺨﺼﺼﺔ، وﻛﺬﻟﻚ ﻣﻌﺮﻓﺔ اﻟﻠﻐﺔ اﻹﻧﺠﻠﯿﺰﯾﺔ اﻹﻗﻠﯿﻤﯿﺔ
!  ﺗﺠﻌﻠﮭﺎ ﺗﻘﺮﯾﺒﺎ ﻟﻐﺔ ﻣﺨﺘﻠﻔﺔ،  ﻋﻠﻰ ﺳﺒﯿﻞ اﻟﻤﺜﺎل، اﻷﻋﻤﺎل اﻟﺘﺠﺎرﯾﺔ أو اﻟﻌﻠﻤﯿﺔ أو اﻟﻘﺎﻧﻮن

Unless you have a language degree, you will not be able to become an interpreter. Provided
that you have a postgraduate qualification, you will probably get a job as an interpreter quite
quickly. If you get an interview for a job, you will need to show that you have good listening
skills and a clear speaking voice. You will also need to show that you can think quickly and
that you are able to concentrate for long periods of time. If you are successful, it is a secure
and rewarding job. You will probably need to travel a lot, but that is not a problem as long
as you enjoy visiting other countries.
 ﻓﺮﺑﻤﺎ ﻛﻨﺖ،  اذا ﻛﺎن ﻟﺪﯾﻚ ﻟﺪﯾﻚ ﻣﺆھﻞ ﻓﻲ اﻟﺪراﺳﺎت اﻟﻌﻠﯿﺎ.  ﻓﻠﻦ ﺗﻜﻮن ﻗﺎدرا ﻋﻠﻰ أن ﺗﺼﺒﺢ ﻣﺘﺮﺟﻤﺎ، ﻣﺎ ﻟﻢ ﯾﻜﻦ ﻟﺪﯾﻚ ﺷﮭﺎدة ﻋﻠﻤﯿﺔ ﻓﻲ اﻟﻠﻐﺔ
 ﺳﻮف ﺗﺤﺘﺎج إﻟﻰ إظﮭﺎر أن ﻟﺪﯾﻚ ﻣﮭﺎرات اﻻﺳﺘﻤﺎع اﻟﺠﯿﺪة وﺻﻮت، اذا ﻛﺎن ﻟﺪﯾﻚ ﻣﻘﺎﺑﻠﺔ ﻋﻦ وظﯿﻔﺔ.ﺳﺘﺤﺼﻞ ﻋﻠﻰ وظﯿﻔﺔ ﻣﺘﺮﺟﻢ ﺑﺴﺮﻋﺔ
 إذا ﻛﻨﺖ ﻧﺎﺟﺤﺎ.  ﺳﻮف ﺗﺤﺘﺎج أﯾﻀﺎ إﻟﻰ إظﮭﺎر أﻧﮫ ﯾﻤﻜﻨﻚ اﻟﺘﻔﻜﯿﺮ ﺑﺴﺮﻋﺔ واﻧﻚ ﻗﺎدرا ﻋﻠﻰ اﻟﺘﺮﻛﯿﺰ ﻟﻔﺘﺮات طﻮﯾﻠﺔ ﻣﻦ اﻟﺰﻣﻦ. واﺿﺢ ﻓﻲ اﻟﻨﻄﻖ
.  وﻟﻜﻦ ھﺬا ﻟﯿﺲ ﻣﺸﻜﻠﺔ طﺎﻟﻤﺎ اﻧﻚ ﺗﺴﺘﻤﺘﻊ ﺑﺰﯾﺎرة ﺑﻠﺪان أﺧﺮى،  ورﺑﻤﺎ ﺗﺤﺘﺎج إﻟﻰ اﻟﺴﻔﺮ ﻛﺜﯿﺮا.  ﻓﮭﻮ ﻋﻤﻞ آﻣﻦ وﻣﺠﺰي،

It is a very responsible job. I am aware that if I translate things badly, it could affect an
important law or trade agreement between countries. However, you get a huge feeling of
satisfaction when you know that people understand everything that you translate.
،  وﻣﻊ ذﻟﻚ. ﯾﻤﻜﻦ أن ﺗﺆﺛﺮ ﻋﻠﻰ ﻗﺎﻧﻮن ﻣﮭﻢ أو اﺗﻔﺎﻗﯿﺔ ﺗﺠﺎرة ﺑﯿﻦ اﻟﺒﻠﺪان،  وأﻧﺎ أدرك أﻧﻨﻲ إذا ﺗﺮﺟﻤﺖ أﺷﯿﺎء ﺑﺸﻜﻞ ﺳﯿﺊ. اﻧﮫ ﻋﻤﻞ ﻣﺴﺆول ﺟﺪا
. ﺗﺤﺼﻞ ﻋﻠﻰ ﺷﻌﻮر ﻛﺒﯿﺮ ﻣﻦ اﻻرﺗﯿﺎح ﻋﻨﺪﻣﺎ ﺗﻌﻠﻢ ان اﻟﻨﺎس ﯾﻔﮭﻤﻮن ﻛﻞ ﻣﺎ ﺗﺮﺟﻢ
Key Word

interpreter
fond of
seminar
headphones
regional
concentration

secure
rewarding

Meaning in English
someone who translates spoken words from one language into another

having an affection or liking for someone or something
a class on particular subject – given in training
a piece of equipment that you wear over your ears to listen to the radio, music

relating to a particular region or area
attention
safe – free from danger
giving personal satisfaction

Arabic
ﻣﺘﺮﺟﻢ
ﻣﻮﻟﻊ ب
ﻧﺪوة
ﺳﻤﺎﻋﺎت
 ﻣﺤﻠﻲ- اﻗﻠﯿﻤﻲ

ﺗﺮﻛﯿﺰ
اﻣﻦ
ﻣﺠﺰي

Read and answer the questions :
1. Why have many students emailed Fatima about her work ?
Because they want to know what it would be like to do my job. So here is my reply.
2. Quote the sentence which indicates that Fatima likes languages.
I have always been fond of languages.
3. What is the reason which made Fatima wanted to learn the language ?
Her father worked in many different countries when she was young and they usually travelled
with him. When they visited a country, she always wanted to learn the language.
4. What qualifications should you have to become an interpreter ?
You should have a language degree.

5. Why isn't English the same in all English-speaking countries ? reasons
- The English words that are used in India are sometimes different to the words that
people use in the UK, the USA or Australia.
- Some of the words that are used to talk about business, science or law make it almost a different language!.

6. How can you get a job as an interpreter quite quickly?
If you have a postgraduate qualification.

7. There are some qualities am interpreter should have . What are they ? ( successful in an interview)
- Having good listening skills and a clear speaking voice.
- Think quickly .
- Being able to concentrate for long periods of time.

8. Mention two benefits for the job of an interpreter.
Secure and rewarding job.
9. Is the job of an interpreter a very responsible job ? Why ?
Yes, because if you translate things badly, it could affect an important law or trade agreement
between countries.
10. What are the six official languages used at the United Nations ?

Arabic – Chinese – English – French – Russian – Spanish

Read the talk again and complete the sentences.
1. Fatima Musa’s job involves going to …
important conferences and seminars around the world.
2. As well as knowing regional English, you also need to know …
a lot od specialist language
3. Unless you have a language degree, you will not …
be able to become an interpreter
4. Provided that you have a postgraduate qualifi cation, you will probably get …
a job as an interpreter quite quickly
5. You will probably need to travel a lot, but that is not a problem as long as …
you enjoy visiting other countries
Do you think you have the necessary qualifications to be an interpreter?
Would you like to be an interpreter? Why/Why not?
Yes, because I have good English skills and a clear voice.
Also, I can think quickly and have the ability to concentrate for a long period of time.

_____________________________________________________________________

Reading
3 These people are applying for a job at a pharmaceutical company. Read and
complete the two curriculum vitaes with the headings in the box.
Dear Sir/Madam,
I would like to apply for the position of researcher at your pharmaceutical company. As can be seen
from the enclosed curriculum vitae that I have a degree in Chemistry. Furthermore, I have worked
as a shop assistant at a chemist’s, so I know a lot about this industry.
I also have a qualification in Journalism and have worked previously for a scientifi c journal.
I have excellent research skills.
In my spare time, I help elderly people, and I can see the difference that medicines can make to
their lives. I am very keen to join a company that can really help people.
I look forward to hearing from you concerning the next stage of my application.
Yours faithfully,
Tareq Hakim
،  ﺳﯿﺪﺗﻲ/ ﺳﯿﺪي اﻟﻌﺰﯾﺰ
 ﻛﻤﺎ ﯾﺘﺒﯿﻦ ﻣﻦ اﻟﺴﯿﺮة اﻟﺬاﺗﯿﺔ اﻟﻤﺮﻓﻘﺔ اﻟﺘﻲ ﺗﺒﯿﻦ ان ﻟﺪي ﺷﮭﺎدة. أود أن اﺗﻘﺪم ﺑﻄﻠﺐ ﻟﻠﺤﺼﻮل ﻋﻠﻰ وظﯿﻔﺔ ﺑﺎﺣﺚ ﻓﻲ ﺷﺮﻛﺔ اﻷدوﯾﺔ اﻟﺨﺎﺻﺔ ﺑﻜﻢ
.  ﻟﺬﻟﻚ اﻧﺎ اﻋﺮف اﻟﻜﺜﯿﺮ ﻋﻦ ھﺬه اﻟﺼﻨﺎﻋﺔ،  ﻟﻘﺪ ﻋﻤﻠﺖ ﻛﻤﺴﺎﻋﺪ ﺑﺎﺋﻊ ﻓﻲ اﻟﺼﯿﺪﻟﯿﺔ،  وﻋﻼوة ﻋﻠﻰ ذﻟﻚ. ﺟﺎﻣﻌﯿﺔ ﻓﻲ اﻟﻜﯿﻤﯿﺎء
.  ﻟﺪي ﻣﮭﺎرات ﻣﻤﺘﺎزة ﻓﻲ ﻣﺠﺎل اﻟﺒﺤﺚ. وﻟﺪي أﯾﻀﺎ ﻣﺆھﻞ ﻓﻲ اﻟﺼﺤﺎﻓﺔ وﻋﻤﻠﺖ ﺳﺎﺑﻘﺎ ﻓﻲ ﻣﺠﻠﺔ ﻋﻠﻤﯿﺔ
 أﻧﺎ ﺣﺮﯾﺺ ﺟﺪا ﻋﻠﻰ اﻻﻧﻀﻤﺎم اﻟﻰ اﻟﺸﺮﻛﺔ اﻟﺘﻲ.  وأﺳﺘﻄﯿﻊ أن أرى اﻟﻔﺮق اﻟﺬي ﺗﻌﻤﻠﮫ اﻷدوﯾﺔ ﻟﺤﯿﺎﺗﮭﻢ،  اﺳﺎﻋﺪ ﻛﺒﺎر اﻟﺴﻦ، ﻓﻲ وﻗﺖ ﻓﺮاﻏﻲ
. ﯾﻤﻜﻦ أن ﺗﺴﺎﻋﺪ اﻟﻨﺎس ﻓﻌﻼ
. وإﻧﻨﻲ أﺗﻄﻠﻊ إﻟﻰ اﻻﺳﺘﻤﺎع ﻣﻨﻜﻢ )اﻟﺮد( ﺑﺸﺄن اﻟﻤﺮﺣﻠﺔ اﻟﻤﻘﺒﻠﺔ ﻣﻦ طﻠﺒﻲ
،اﻟﻤﺨﻠﺺ ﻟﻚ
طﺎرق اﻟﺤﻜﯿﻢ

Contact details
- Name
- Personal attributes - Qualifications and training Skills and achievements - Work experience - Reference Headings

curriculum vitaes
- Tareq Hakim

Name

- 5 North Street, Ajloun.
- 2009–2012: shop assistant at a chemist’s2012–2014: reporter for Medicine
Today2014–now: editor at a scientific journal.
- Degree in Chemistry (graduated 2008); Certifi cate in Journalism (2011).
- Captain of school basketball team; Voluntary work for a charity that helps
elderly people.
- I am a conscientious worker and I am very enthusiastic about working in
pharmaceuticals.
- Osama Hayek, Chemistry teacher at my secondary school.
_____________________________________________________________________________________________________________________________________________________

Dear Mr Rahhal,
I am very interested in the position of researcher at your pharmaceutical company. You will
see from the enclosed curriculum vitae that I have worked in sales for a large pharmaceutical
company for many years. I have been very successful in this job and I was Salesperson of
the Year in 2013 CE.
I would now like a new challenge and would be interested in moving into research. I have a
degree in Physics.
I am a competent and adaptable worker and I believe that I can be successful in any position.
I like reading and camping. I also like travelling.
References are available on request.
I look forward to hearing from you.
Yours sincerely,
Hisham Khatib
، ﻋﺰﯾﺰي اﻟﺴﯿﺪ رﺣﺎل
 ﺳﻮف ﺗﺮى ﻣﻦ اﻟﺴﯿﺮة اﻟﺬاﺗﯿﺔ اﻟﻤﺮﻓﻘﺔ اﻧﻨﻲ ﻗﺪ ﻋﻤﻠﺖ ﻓﻲ اﻟﻤﺒﯿﻌﺎت. أﻧﺎ ﻣﮭﺘﻢ ﺟﺪا ﻓﻲ وظﯿﻔﺔ ﺑﺎﺣﺚ ﻓﻲ ﺷﺮﻛﺔ اﻷدوﯾﺔ اﻟﺨﺎﺻﺔ ﺑﻜﻢ
.  م٢٠١٣  و ﻛﻨﺖ ﻣﻨﺪوب اﻟﻤﺒﯿﻌﺎت ﻟﻌﺎم، ﻟﻘﺪ ﻛﻨﺖ ﻧﺎﺟﺤﺎ ﺟﺪا ﻓﻲ ھﺬا اﻟﻌﻤﻞ.ﻟﺸﺮﻛﺔ أدوﯾﺔ ﻛﺒﯿﺮة ﻟﺴﻨﻮات ﻋﺪﯾﺪة
.  اﻧﺎ ﻟﺪي ﺷﮭﺎدة ﻓﻲ اﻟﻔﯿﺰﯾﺎء. وﺳﻮف اﻛﻮن ﻣﮭﺘﻢ ﻓﻲ اﻻﻧﺘﻘﺎل إﻟﻰ اﻟﺒﺤﺚ، وأود اﻵن ان اﻗﻮم ﺑﺘﺤﺪي ﺟﺪﯾﺪ
. وأﻋﺘﻘﺪ أﻧﻨﻲ ﯾﻤﻜﻦ أن اﻛﻮن ﻧﺎﺟﺤﺎ ﻓﻲ أي ﻋﻤﻞ، أﻧﺎ ﻋﺎﻣﻞ ﻛﻔﺆ وﻗﺎﺑﻞ ﻟﻠﺘﻜﯿﻒ
. وأﺣﺐ أﯾﻀﺎ اﻟﺴﻔﺮ. أﻧﺎ أﺣﺐ اﻟﻘﺮاءة و اﻟﺘﺨﯿﯿﻢ
.اﻟﻤﺮاﺟﻊ ﻣﺘﻮﻓﺮة ﻋﻨﺪ اﻟﻄﻠﺐ
.إﻧﻨﻲ أﺗﻄﻠﻊ إﻟﻰ اﻻﺳﺘﻤﺎع ﻣﻨﻚ – اﻧﺘﻈﺮ اﻟﺮد
،ﺗﻔﻀﻠﻮا ﺑﻘﺒﻮل ﻓﺎﺋﻖ اﻻﺣﺘﺮام
ھﺸﺎم اﻟﺨﻄﯿﺐ
Headings

Name

curriculum vitaes
- Hisham Khatib

- 22 East Way, Irbid
- 2010–now: Sales Representative for a large pharmaceutical company
- Degree in Physics(graduated 2009)

- I won Salesperson of the - Year Award in 2013 CE.
- I am a very competent worker. I am also adaptable.
- Samira Rahhal, the director in my current job

You can see the following words in a curriculum vitae.
Which words or phrases apply to skills which people need in a job?
Key Word
achievements
adaptable
competent
conscientious
contact details
enthusiastic
keen
personal attributes

Meaning in English

able to adabt to new conditions or situations
having enough skills or knowledge to do something
showing a lot of care and attention (to a task)

Arabic
اﻧﺠﺎزات
ﻗﺎﺑﻞ ﻟﻠﺘﻜﯿﻒ
ﻛﻔﺆ
ﺣﻲ اﻟﻀﻤﯿﺮ
ﺗﻔﺎﺻﯿﻞ اﻻﺗﺼﺎل

showing a lot of interest and excitement about something
having or showing eagerness or interest (in something)
a quality or feature that is considered to be good or useful (in a person)
official records of achievement after completing a course of study.

qualifications
reference
training

a person who provides information about your character and abilities

work experience

a period of time that someone spends working in a particular place

ﻣﺘﺤﻤﺲ
ﻣﺘﻠﮭﻒ
اﻟﺴﻤﺎت اﻟﺸﺨﺼﯿﺔ

ﻣﺆھﻼت
 اﻟﻤﺮﺟﻊ- اﻟﻤﻌﺮف

ﺗﺪرﯾﺐ
اﻟﺨﺒﺮة اﻟﻌﻤﻠﯿﺔ

Writing
Academic skills: Formal letter writing :
When you write a formal letter, remember to lay it out correctly.
• Lay the letter out correctly with a clear greeting line and sign-off line.
Make sure you begin and end the letter appropriately.
• Use formal language; avoid contractions. Use modal verbs. Write short and clear paragraphs.
Check your spelling and punctuation so that you give a good impression.

5. You have seen an advertisement for a job that you would like to do. Decide what job the
advertisement is for. Write a curriculum vitae and a covering letter.
Curriculum Vitae
Headings
Name
Address
Education
Work experience
Skills and achievements

Personal attributes
Reference

curriculum vitaes
- Farida Jabari
- 215 Rainbow Street, Amman
- Degree in English (2009 CE) PEP (Practical Education Programme) Teaching
qualification(2011 CE)
- Teacher of English, [SCHOOL NAME], Amman
- Voluntary work for children’s charities; excellent piano accompanist
- I am a dedicated, ambitious worker. I have high expectations of myself and the students I teach.
- [FULL NAME], head teacher at [SCHOOL NAME], Amman

covering letter
Dear [TITLE (Mr, Mrs, Dr, etc.) + SURNAME],
I am writing to apply for the job of Head of the English Department at[SCHOOL NAME]. You will see
from my curriculum vitae that I have a Bachelor’s degree in English and a PEP teaching qualifi cation, as
well as substantial teaching experience at [SCHOOL NAME].
I am now looking for a new challenge as [POSITION], and I am interested in pursuing my goal at your
school. My developing leadership skills show that I am ready to advance in my teaching career, and the
advertised position at your school as [POSITION] is ideal.
While I am dedicated to teaching and know that my students are of the highest importance, I make time to
have an active and varied social and family life. This helps to keep my approach to teaching and student welfare
fresh.
Please contact me for a reference. I look forward to hearing from you regarding the next stage of my application.
Yours sincerely,
Farida Jabari
Writ

Stepping into the business world
Business Studies is a popular choice for students who (students) are choosing a degree course in the
UK. After graduating, some (students) go on to further study, but most of them (students) take up
employment. Many large companies offer graduate training schemes, which (graduate training scheme) are a
kind of apprenticeship. We went to meet twenty-two-year-old Ricky Miles, who (Ricky Miles) is about to
graduate in the subject. How long have you (Ricky Miles) been studying Business Studies, Ricky?
اﻟﺪﺧﻮل ﻓﻲ ﻋﺎﻟﻢ اﻷﻋﻤﺎل
،  ﯾﺬھﺐ اﻟﺒﻌﺾ إﻟﻰ ﻣﺰﯾﺪ ﻣﻦ اﻟﺪراﺳﺔ،  ﺑﻌﺪ اﻟﺘﺨﺮج.دراﺳﺎت اﻻﻋﻤﺎل ھﻮ ﺧﯿﺎر ﺷﺎﺋﻊ ﻟﻠﻄﻼب اﻟﺬﯾﻦ ﯾﺨﺘﺎرون دراﺳﺔ اﻟﺸﮭﺎدة اﻟﺠﺎﻣﻌﯿﺔ ﻓﻲ اﻟﻤﻤﻠﻜﺔ اﻟﻤﺘﺤﺪة
 ذھﺒﻨﺎ ﻟﻠﻘﺎء رﯾﻜﻲ ﻣﺎﯾﻠﺰ،واﻟﺘﻲ ھﻲ ﻧﻮع ﻣﻦ اﻟﺘﺪرﯾﺐ اﻟﻤﮭﻨﻲ،  اﻟﻌﺪﯾﺪ ﻣﻦ اﻟﺸﺮﻛﺎت اﻟﻜﺒﺮى ﺗﻘﺪم ﺑﺮاﻣﺞ ﺗﺪرﯾﺐ اﻟﺨﺮﯾﺠﯿﻦ. وﻟﻜﻦ ﻣﻌﻈﻤﮭﻢ ﯾﺒﺎﺷﺮﻓﻲ اﻟﺘﻮظﯿﻒ
 رﯾﻜﻲ ؟،  ﻣﻨﺬ ﻣﺘﻰ واﻧﺖ ﺗﻢ ﺗﺪرس دراﺳﺎت اﻻﻋﻤﺎل. واﻟﺬي ھﻮ ﻋﻠﻰ وﺷﻚ اﻟﺘﺨﺮج ﻓﻲ ھﺬا اﻟﻤﻮﺿﻮع،اﻟﺒﺎﻟﻎ ﻣﻦ اﻟﻌﻤﺮ اﺛﻨﯿﻦ وﻋﺸﺮﯾﻦ ﻋﺎﻣﺎ

It’s a four-year course, including two periods of work experience. Each one (period of work experience) lasted
six months, but they (two periods of work experience) weren’t in the same year.

What exactly have you studied over those four years ?
Quite a lot! Maths, of course, Accounting ,Finance and Economics. Oh yes ,Marketing and Sales,
too. I (Ricky Miles) also did a course in Management, which (a course of management ) is about recruiting and
managing staff, and how to deal with conflict, and a course in Advertising. We (students) all had to do
IT(a course in advertising ), too, because computer skills are essential .
 ﺑﺎﻟﻀﺒﻂ ﻣﺎ اﻟﺬي درﺳﺘﮫ ﺧﻼل،  ﻟﻜﻨﮭﻤﺎ ﻟﻢ ﺗﻜﻮﻧﺎ ﻓﻲ ﻧﻔﺲ اﻟﻌﺎم،  ﻛﻞ واﺣﺪة اﺳﺘﻤﺮت ﺳﺘﺔ أﺷﮭﺮ.  ﺑﻤﺎ ﻓﻲ ذﻟﻚ دورﺗﯿﻦ ﻣﻦ اﻟﺨﺒﺮة ﻓﻲ اﻟﻌﻤﻞ، اﻧﮭﺎ دورة ﻣﺪﺗﮭﺎ أرﺑﻊ ﺳﻨﻮات
، ﻛﻤﺎ أﻧﻨﻲ درﺳﺖ دورة ﻓﻲ اﻹدارة.  أﯾﻀﺎ،  اﻟﺘﺴﻮﯾﻖ واﻟﻤﺒﯿﻌﺎت،  أوه ﻧﻌﻢ.  اﻟﻤﺎﻟﯿﺔ واﻻﻗﺘﺼﺎد،  اﻟﻤﺤﺎﺳﺒﺔ،  وﺑﻄﺒﯿﻌﺔ اﻟﺤﺎل، ﺗﻠﻚ اﻟﺴﻨﻮات اﻷرﺑﻊ ؟ اﻟﻜﺜﯿﺮ ﺟﺪا ! اﻟﺮﯾﺎﺿﯿﺎت
. ﻻن ﻣﮭﺎرات اﻟﻜﻤﺒﯿﻮﺗﺮ ﺿﺮورﯾﺔ، أﯾﻀﺎ،  ﻛﺎن ﻋﻠﯿﻨﺎ ﺟﻤﯿﻌﺎ أن ﻧﻔﻌﻞ ذﻟﻚ.  و دورة ﻓﻲ اﻹﻋﻼن،  وﻛﯿﻔﯿﺔ اﻟﺘﻌﺎﻣﻞ ﻣﻊ اﻟﻨﺰاع، وھﻲ ﻋﻦ اﻟﺘﻌﯿﯿﻦ و إدارة اﻟﻤﻮظﻔﯿﻦ

What did you most enjoy about the degree ?
The work experience, definitely. I learnt so much, both times, and of course it (work experience ) looks
great on my curriculum vitae . One of the companies offered me paid work last summer, so I
managed to get even more experience that way. Also, I wouldn't have had much money last year if I
hadn't had that job! What kind of company was that, and what did you do there (in a company )?
 وﺑﺎﻟﻄﺒﻊ ﺗﺒﺪو راﺋﻌﺔ ﻋﻨﺪﻣﺎ ﺗﻮﺿﻊ،  ﻓﻲ اﻟﻤﺮﺗﯿﻦ،  ﻟﻘﺪ ﺗﻌﻠﻤﺖ اﻟﻜﺜﯿﺮ.  ﺑﺎﻟﺘﺎﻛﯿﺪ،ﺑﻤﺎذا اﺳﺘﻤﺘﻌﺖ اﻛﺜﺮ ﺷﻲء ﻓﯿﻤﺎ ﯾﺘﻌﻠﻖ ﺑﺎﻟﺸﮭﺎدة اﻟﺠﺎﻣﻌﯿﺔ ؟ ﻓﻲ اﻟﺨﺒﺮة اﻟﻌﻤﻠﯿﺔ
.  ﻟﺬﻟﻚ ﺗﻤﻜﻨﺖ ﻣﻦ اﻟﺤﺼﻮل ﻋﻠﻰ ﺧﺒﺮة اﻛﺜﺮ ﺑﮭﺬه اﻟﻄﺮﯾﻘﺔ،  ﻋﺮﺿﺖ إﺣﺪى اﻟﺸﺮﻛﺎت ﻋﻠﻲ اﻟﻌﻤﻞ ﺑﺎﺟﺮة ﻣﺪﻓﻮﻋﺔ ﻓﻲ اﻟﺼﯿﻒ اﻟﻤﺎﺿﻲ.ﻓﻲ ﺳﯿﺮﺗﻲ اﻟﺬاﺗﯿﺔ
 و ﻣﺎذا ﻓﻌﻠﺖ ھﻨﺎك؟، ﻟﻢ اﻛﻦ اﻣﺘﻠﻚ اﻟﻜﺜﯿﺮ ﻣﻦ اﻟﻤﺎل ﻓﻲ اﻟﻌﺎم اﻟﻤﺎﺿﻲ ﻟﻮ ﻟﻢ اﺣﺼﻞ ﻋﻠﻰ ھﺬا اﻟﻌﻤﻞ ! أي ﻧﻮع ﻣﻦ اﻟﺸﺮﻛﺔ ﺗﻠﻚ، أﯾﻀﺎ

It was a company that (a company ) provides financial products – savings and pensions, mostly. At first
I just ‘shadowed’ different people, watching what they (different people) were doing . Then I did quite a
lot of checking for them (different people ) – you know, checking their (different people ) calculations. When I
went back in the summer, I was in the sales department. My job was to follow up web enquiries,
and send out further information to possible clients . I enjoyed it (Rickey's job) , and I wouldn't have had
that opportunity if I hadn't done the work experience first.

What are you planning to do next ?
I’ve just applied for a job with a bank. I have the right qualifications, but I know there will be a lot of other
applicants. I’ll just have to wait and see if I get an interview. If I do, I’ll have to prepare really carefully.
اراﻗﺐ ﻣﺎ ﻛﺎﻧﻮا ﯾﻔﻌﻠﻮا،  ﻓﻲ اﻟﺒﺪاﯾﺔ أﻧﺎ ﻓﻘﻂ " ﺗﻌﻘﺒﺖ " أﺷﺨﺎص ﻣﺨﺘﻠﻔﯿﻦ. ﻓﻲ اﻟﻐﺎﻟﺐ،  اﻻدﺧﺎر و اﻟﻤﻌﺎﺷﺎت اﻟﺘﻘﺎﻋﺪﯾﺔ- وﻛﺎﻧﺖ اﻟﺸﺮﻛﺔ ﺗﻮﻓﺮ اﻟﻤﻨﺘﺠﺎت اﻟﻤﺎﻟﯿﺔ
 ﻛﺎﻧﺖ ﻣﮭﻤﺘﻲ ﻣﺘﺎﺑﻌﺔ.  ﻛﻨﺖ ﻓﻲ ﻗﺴﻢ اﻟﻤﺒﯿﻌﺎت،  ﻋﻨﺪﻣﺎ ﻋﺪت ﻓﻲ اﻟﺼﯿﻒ.  واﻟﺘﺤﻘﻖ ﻣﻦ ﺣﺴﺎﺑﺎﺗﮭﻢ،  ﻛﻤﺎ ﺗﻌﻠﻢ-  ﺛﻢ ﻗﻤﺖ ﺑﺎﻟﻜﺜﯿﺮ ﺟﺪا ﻣﻦ اﻟﺘﺪﻗﯿﻖ وراءھﻢ.
 و ﻟﻢ اﻛﻦ ﻻﺣﺼﻞ ﻋﻠﻰ ھﺬه اﻟﻔﺮﺻﺔ،  ﻟﻘﺪ اﺳﺘﻤﺘﻌﺖ ﺑﺬﻟﻚ. وارﺳﺎل اﻟﻤﺰﯾﺪ ﻣﻦ اﻟﻤﻌﻠﻮﻣﺎت ﻟﻠﺰﺑﺎﺋﻦ اﻟﻤﺤﺘﻤﻠﯿﻦ, ،اﻻﺳﺘﻔﺴﺎرات اﻟﺘﻲ ﺗﺎﺗﻲ ﻋﻠﻰ ﺷﺒﻜﺔ اﻹﻧﺘﺮﻧﺖ
 ﻣﺎذا ﻛﻨﺖ ﺗﺨﻄﻂ ﻟﻠﻘﯿﺎم ﺑﮫ ﺑﻌﺪ ذﻟﻚ؟. ﻟﻮ ﻟﻢ اﻗﻢ ﺑﺎﻟﺨﺒﺮة اﻟﻌﻤﻠﯿﺔ أوﻻ
 ﯾﺠﺐ أن.  ﻟﻜﻨﻨﻲ أﻋﺮف أﻧﮫ ﺳﯿﻜﻮن ھﻨﺎك اﻟﻜﺜﯿﺮ ﻣﻦ اﻟﻤﺘﻘﺪﻣﯿﻦ اﻵﺧﺮﯾﻦ،  ﻟﺪي اﻟﻤﺆھﻼت اﻟﻤﻨﺎﺳﺒﺔ. ﻟﻘﺪ ﺗﻘﺪﻣﺖ ﺑﻄﻠﺐ ﻟﻮظﯿﻔﺔ ﻓﻲ اﻟﺒﻨﻚ اﻟﺤﺼﻮل ﻋﻠﻰ وظﯿﻔﺔ
. ﯾﺠﺐ ان اﺳﺘﻌﺪ ﺣﻘﺎ،  إذا ﺣﺼﻠﺖ ﻋﻠﯿﮭﺎ. اﻧﺘﻈﺮ و ارى ﻣﺎ اذا ﻛﺎن ﯾﻤﻜﻨﻨﻲ اﻟﺤﺼﻮل ﻋﻠﻰ ﻣﻘﺎﺑﻠﺔ

Key Word
Marketing
recruiting
pensions
calculations
web enquiries

Meaning in English
money you save over your lifetime to pay for your old age
promoting your product; finding customers
online questions
finding suitable employees
maths; work with numbers

Arabic
ﺗﺴﻮﯾﻖ
ﺗﻌﯿﯿﻦ ﻣﻮظﻔﯿﻦ ﺟﺪد
اﺳﺌﻠﺔ ﻋﻦ طﺮﯾﻖ اﻟﻨﺖ

ﺣﺴﺎﺑﺎت

اﺳﺘﻌﻼﻣﺎت ﻋﻦ طﺮﯾﻖ اﻟﻨﺖ

Read the text and answer the questions.
1. What is the name of Ricky’s degree?
Business studies

2. How did he spend a quarter of his time as a student?
Doing work experience.

3. What kind of company did he work for last summer, and what was his job?
It was a company provided financial products, and his job was to follow up web inquiries.

4. What is he waiting to find out?
Whether or not he will get an interview.

5. Would you like to do the same kind of degree course as Ricky? Why/Why not?
Yes, I would. Because by studying business, you can learn and improve many skills and this
opens many career prospects for you.
6. After doing a degree course in business studies , you can do two things. Mention them.
You can go on to further study or take up employment.
7. What is graduate training schemes ?
They are a kind of apprenticeship.
8. What are the kinds of courses the Ricky has studied in the university ? Mention them.
Maths, accounting, Finance and Economics, Marketing and sales, Management, Advertising.
9. What is a course in Management about ?
It is about recruiting and managing staff, and how to deal with conflict.
10. Write down two things (benefits) as a result of Ricky's paid work last summer ?
He managed to get even more experience that way.
Also, he wouldn't have had much money last year if he hadn't had that job!
11. What is the kind of the company that Ricky worked in ?
It was a company that provides financial products – savings and pensions, mostly.
12. What was Ricky's job in the company at first ?
At first he just ‘shadowed’ different people, watching what they were doing .
Then he did quite a lot of checking for them such as checking their calculations.
13. What was Ricky's work in the sales department ?
Hisy job was to follow up web enquiries, and send out further information to possible clients .
14. What should new graduates do ? Suggest .
- Accept the little – paid jobs
- Look for a new work with a better salary in a larger company.
- Trying to take graduate training schemes.
- Taking different courses in different fields.

Vocabulary
1. Complete the sentences with words or phrases from the box.
One word or phrase is not needed. The first one is done for you.
( career - headphones - interpret - seminar - regional - rewarding - translation )
1. Please listen to the music through headphones, so that you don’t disturb anybody.
2. I have just read a _____________ of a book by a Japanese author.
3. In the UK, there is a central government, but there are also _______ councils around the country.
4. My uncle is fl uent in several languages. He is often able to _____________ for us during
conversations with foreigners.
5. Nada made a successful presentation at a_____________ in Irbid last month.
6. Doing volunteer work can be a very_____________ experience.
Answers : 1. headphones 2. translation

3. regional

4. interpret

5. seminar

6. rewarding

2. Circle the correct words.
1. Ali is thinking of having / taking a course in Agriculture.
2. I get a feeling of satisfaction / secure after a hard day’s work.
3. Make sure your online passwords are secure / rewarding.
4. In order to work in fi nance, you need to be a very successful / responsible person.
5. My friend has just got a job / work at our local bank.
6. After a long agreement / meeting, we managed to do a deal.
Answers : 1. taking 2. satisfaction

3. secure

4. responsible

5. job

6. meeting

3. Complete the sentences from the box. One preposition is not needed.

( about - as - at - in - into - on - about )
1. Would you like to work _____ a teacher in a big school?
2. We need to decide _____ a place to meet.

( into , on , at , about )

2018

3. Can you translate this Arabic _____ English for me, please?
4. I’d like to talk _____ the film I’ve just seen; it was brilliant!
5. The teacher asked us _____ our favourite books.
6. My sister is really good _____ drawing and painting.
Answers : 1. as 2. on

3. into

4. about

5. about

6. at

4. Match the definitions with the words in the box.
Key Word
proficiency
vocational
look into
negotiate
recall

Meaning in English
relating to an occupation
skill, experience
investigate
discuss in order to come to an agreement
remember
Arabic

work as
decide on - 2018
translate into

Arabic
ﻛﻔﺎءة
ﻣﮭﻨﻲ
ﯾﺴﺘﻘﺼﻲ
ﯾﻔﺎوض

ﯾﺘﺬﻛﺮ
Arabic

 ﯾﻌﻤﻞ كask about
 ﯾﻘﺮرgood at
 ﯾﺘﺮﺟﻢ اﻟﻰtalk about

ﯾﺴﺎل ﻋﻦ
ﺟﯿﺪ ﻓﻲ
ﯾﺘﺤﺪث ﻋﻦ

Grammar:
Conditional Sentences
If, unless

ٌ
 وﺗﺣﺗوي ﻋﻠﻰ اداة رﺑط ﻣﺛل،  وﺗﺳﻣﻰ ﺟﻣﻠﺔ اﻟﺷرطIf clause  اﻷول: اﻟﺷرطﺔ ﻣن اﺳﻣﯾن
ﺗﺗﻛون اﻟﺟﻣﻠﺔ
 وﺗﺳﻣﻰ ﺟﻣﻠﺔ ﺟواب اﻟﺷرطMain clauseً واﻟﺛﺎﻧﻲ

1. The ( 0 ) type : ( The tense in both parts is present ) : This type is used when the result always happens ( it is a fact ) :
ﺣﻘﺎﺋﻖ – ﻧﻔﺲ اﻟﻨﺘﯿﺠﺔ

Function : ● We use the zero conditional (if + Present Simple/Present Simple) to describe something that always
happens (the inevitable consequence) after a certain action or event.
If Clause
If (When ) + S + simple present

Main Clause
Subject + simple present

He, she , it + Vs-es / don't – doesn't +V-inf.

He, she , it + Vs-es / don't – doesn't +V-inf.

( a fact )

1. If you boil water , it ------------------------------.
2. If plants ----------------- enough sunlight, they die.
3. Water -------------------- to ice if the temperature falls below zero.
4. If you push this button , the video -------------------- .

(evaporate)
(not , get)
(turn)
(play)

5.You get a huge feeling of satisfaction when you know that people --------- everything you translate. (understand)
(heat)
6.When you --------------------- water to 100°C, it boils.
(finish)
7.Do you usually go home or meet your friends when school ---------------- ?
(not water)
8.If you ---------------------- the plants, they will die.
( set )
9.During Ramadan, we eat when the sun ------------------- .
10.Ice cream melts when it ----------------------- warm..
( get)
11.Plants die if they ----------------------------- enough sunlight. 2017
(not , get)
__________________________________________________________________________________________________________________________________

2. The first conditional ( Type 1 ) :

( For things that will possibly happen )

Function : ● We use the first conditional (if + Present Simple / will + Present Simple) to describe
a future outcome of a certain future action or event.
ﻣﺤﺘﻤﻞ اﻟﺤﺪوث

If Clause
If + S + simple present – V1-Vs-es

Main Clause
Subject + will / won't ( modals ) + infinitive

He, she , it + Vs-es / don't – doesn't +V-inf.

 وﻟﻜﻦ اﻟﻤﻌﻨﻰ ﻣﺨﺘﻠﻒif اادوات اﺧﺮى ﻟﮭﺎ ﻧﻔﺲ ﻗﺎﻋﺪة
2. provided that - unless - as long as - Even if
ﺑﺸﺮط ان
اذا ﻟﻢ – ﻣﺎ ﻟﻢ
طﺎﻟﻤﺎ
ﺣﺘﻰ ﻟﻮ
● We can use provided that, as long as, unless and even if in the same way as if, but they don’t all mean the same thing.

(pass)
1. If Sami studies hard , he ---------------------- all his exams .
2. If you -------------an interview for a job in pharmaceuticals, you will need to show real enthusiasm for the industry. (get)

3. I’ll buy the book if / provided tha t /as long as it -------------- too expensive.
4. I --------------------- it if it is too expensive .
5. If Sami studies hard , he ------------------ all his exams .

(not be)
(not, buy)

(pass)

(not be)
1. Unless you have a language degree, you ---------------- able to become an interpreter.
2. If you get an interview for a job, you ------------------- to show that you have good listening skills. (need)

3. If you are successful, it ---------------------- a secure and rewarding job.
4. When you arrive at the station next Saturday, we ---------------- there to meet you.
5. Nasser will come out with us tomorrow unless he -----------------help his father.
6. I ---------------- you with your homework, as long as you help me with mine!
7. Provided that it ------------------- , we will have a picnic next week.
8. If you win the prize, how -------------- you ------------ the money?
9. Even if Omar ----------- his driving test this afternoon, he won't have his own car.

(be)
(be)
( have to)
( help)
(not rain)
(spend)
(pass)

10. You will not pass your exams unless you --------------------- hard.
(study)
11. Your new computer will last a long time as long as you --------------- careful with it.
(be)
(phone)
12. I ----------------------- you if I miss the bus.
( be )
13. We’ll go to our favourite restaurant on Friday unless it ----------------- closed.
14. I will take the job offer provided that it------ part-time – I haven’t finished my university studies yet..( be)
15. We have to go to school even if we ---------------- tired.
( be)
(need)
16. We ------------------ umbrellas if it rains
(be)
17. The teacher ----------------- pleased if I write a good essay.
18. Provided that everyone ------------------- hard, we’ll all pass our exams..
(work)
19. Babies --------------------- usually happy as long as they’re hungry or cold.
(be)
20. We should always be polite even if we --------------------- tired.
(feel)

21. Rawan always takes her mobile when she -------------------------22. Ali will be upset, If you ------------------------ him to your party.

( go out )
( not, invite )

2017
2018

_________________________________________________________________________________________________________________________________________________________________________

3. The Third conditional ( Type 3 ) : The third sequence refers to a condition which was not met in the past :
If Clause

If + S + had + P.P ( V3 )
● Function

● The
● The

Main Clause

Subject

+ would / wouldn't + have + P.P ( V3 )

: We use the third conditional (if + Past Perfect / would have + past participle)
to imagine past situations. These past situations are impossible, and did not happen.

if-clause states one event that did not happen.
main clause states the result, which also did not happen:

e.g. : If I had stayed at home that day, I would have missed the celebration. (The person did not stay at home that day.)
e.g. : - If I had gone to Makkah , I would have performed the Omrah .
e.g. : If I had stayed at home that day, I would have missed the celebration. (The person attended the celebration.)
e.g. : I wouldn’t have gone to the library if my friend hadn’t invited me. (My friend invited me to the library, so I went.)
(I didn’t study very hard, and I didn’t pass.)
e.g. : If I’d studied harder, I’d have passed the exam.
1. I --------------------------- the job if I had had some experience.
(get)
2. If you had done the course, you ------------------------- enough experience to apply for the job. (had)
3. If Huda ------------- ill yesterday, she wouldn’t have missed the exam.
( not be)
4. If my father had gone to university, he -------------------- a teacher.
( can be)
5. Jameel might not have become a musician if his parents ----------------------- him.
( not encourage)
______________________________________________________________________________________

3. The Third conditional ( could – might )
If Clause
If + S + had + P.P ( V3 )
● When

Main Clause
S + would have / could have / might have
ﺗﺎﻛﺪ
 ﻗﺪرة- ﻛﺎن ﻣﻦ اﻟﻤﻤﻜﻦ
رﺑﻤﺎ

+ P.P ( V3 )

we are talking about the imaginary past,

we can use could have or might have + past participle in place of would have + past participle.
● We use these past modals when we are less sure of the result of the impossible past situation.

e.g. : If I had prepared better for the competition ,I might have won the first prize.
( The speaker is not sure that this would have been true.)
e.g. : If I had slept better the night before the exam ,I could have concentrated better.
( It is possible that the speaker would have been able to concentrate.)
e.g. : If I’d gone to a different school, I might not have studied French. I could have taken English.

e.g. : Our team could have won the match if they’d trained harder,
and then they might have been champions now if they’d won.

Read the situations and complete the sentences with the third conditional, using the word in brackets.
Sentence ( Fact )

1. S + V2 …. , so + wasn't / weren't
2. S + didn't + v-inf , so + wasn't / weren't
3. S + V2
. S + V2

If Clause ( Imagination )
1. If + S + hadn't V3 …..…., S + would / could (might) have + V3
2. If + S + had V3 ……..…., S + would / could (might) have + V3
3. If + S + hadn't + V3 …...., S + would / could (might) not + have + V3

1. Saeed left his camera at home, so he wasn’t able to take pictures of the parade. (could)
If Saeed hadn’t left his camera at home, he could have taken pictures of the parade
2. I had a headache yesterday, and I didn’t do well in the Maths test.
(might)
-----------------------------------------------------------------------------------------------------------------3. I didn’t know your phone number, so I wasn’t able to contact you.
(could)
-----------------------------------------------------------------------------------------------------------------4. You had a brightly-coloured T-shirt on. That’s how I noticed you in the crowd. (might not)
-----------------------------------------------------------------------------------------------------------------5. I worked really hard the day before the exam. I got top marks.
(might not)
-----------------------------------------------------------------------------------------------------------------6. I didn't stay at home that day, so I didn't miss the celebration.
(would)
--------------------------------------------------------------------------------------------------------7. My friend invited me to the library, so I went.
(would not )
-----------------------------------------------------------------------------------------------------------------8. I didn't study very hard, and I didn't pass the exam.
(would)
-----------------------------------------------------------------------------------------------------------------9. I didn't prepare well for the competition , so I didn't win the first prize.
(might)
-----------------------------------------------------------------------------------------------------------------10. I didn't sleep well the night before the exam , I didn't concentrate very well.
(could)
-----------------------------------------------------------------------------------------------------------------11. Our team didn't win the match . They didn't train hard.
(could)
-----------------------------------------------------------------------------------------------------------------12. Our team didn't win the match . They weren't champions.
(might)
-----------------------------------------------------------------------------------------------------------------13. Saleem left his wallet at home, so he wasn’t able to purchase his necessary items. (could)

2016

-----------------------------------------------------------------------------------------------------------------14. I studied really hard the day before the final exams. I achieved the first rank in my class. (might not)

2016

-----------------------------------------------------------------------------------------------------------------15. Sami didn't apply immedietly for the scholarship, so he didn't get it .
( if , could )
2016
-----------------------------------------------------------------------------------------------------------------16. Marwan worked really hard the day before the exam. He got top marks. ( if / might not) 2017
-----------------------------------------------------------------------------------------------------------------17. The company didn't know your phone number, so they weren't able to contact you. ( if / might) 2017
-----------------------------------------------------------------------------------------------------------------Change the following sentences into facts :
If Clause ( Imagination )
1. If + S + hadn't V3 …..…., S + would / could (might) have + V3
2. If + S + had V3 ……..…., S + would / could (might) have + V3
3. If + S + hadn't + V3 …...., S + would / could (might) not + have + V3

Sentence ( Fact )

1. S + V2 ………... , so + didn't + V-inf.
2. S + didn't + v-inf , so + didn't + V-inf.
3. S + V2
. S + V2

1. If I hadn’t come to this school, I could have taken English.
-----------------------------------------------------------------------------------------------------------------2. If I had grown up in this city, I might have learnt French.
-----------------------------------------------------------------------------------------------------------------3. If I hadn't grown up in this city, I might not have learnt French.
------------------------------------------------------------------------------------------------------------------

( ﻋﺪد اﻻﻓﻌﺎل اﻟﻤﻨﻔﯿﺔ ﻓﻲ ﺟﻤﻠﺔ اﻟﺴﺆال واﻟﺠﻮاب ﻧﻔﺲ اﻟﻌﺪد – )ﻣﻨﻔﻲ – ﻣﻨﻔﻲ( )ﻣﺜﺒﺖ – ﻣﺜﺒﺖ( ) ﻧﻔﻲ اﻟﻨﻔﻲ اﺛﺒﺎت

Using "Unless" : ( Unless = If …… not )
Sentence
1. If + V1/Vs ……………. , S + will +V-inf
2. If + S+ doesn't/don't + v-inf , S + won't
3. If + S+ doesn't/don't + v-inf , S + will

If Clause
1. Unless + S + Vi/Vs ………...…., S + won't + V-inf.
2. Unless + S + V1/Vs..………….., S + won't + V-inf.
3. Unless + S + V1/Vs..………….., S + will + V-inf.

e.g. : I won’t buy it if it is too expensive = I’ll buy it unless it’s expensive.

1. If you study hard, you will pass your exam.
Unless ---------------------------------------------------------------------------------------------2. If you don't water the plants, they will die.
Unless -----------------------------------------------------------------------------------------------3. If I don't write a good essay, the teacher won't be pleased
Unless -----------------------------------------------------------------------------------------------4. If our team wins the match, they won't leave the stadium.
Unless -----------------------------------------------------------------------------------------------5. If nobody does the work, I won't complete.
Unless -----------------------------------------------------------------------------------------------6. Unless you study hard, you won't succeed.
If -----------------------------------------------------------------------------------------------------7. Unless you are clever, you will fail.
If -----------------------------------------------------------------------------------------------------If

If Clause
+ S + Past Simple

Main Clause

S + will + if + is not
= S + will + even if + is
S + will + if + V1/V+s = S + won't + even if + V1-s

e.g. : I’ll buy it if it isn’t too expensive. = I’ll buy it even if it’s expensive. = I will buy it. The price isn’t important.

1. If I travel a lot, I will buy many things.
Even if --------------------------------------------------------------------------------------------------------2. I’ll buy the book if it isn’t too expensive.
Even if ---------------------------------------------------------------------------------------------------------

1. Choose the correct option to complete the sentences.
1. Unless you have a language degree, you do / will not be able to become an interpreter.
2. If you get an interview for a job, you needed / will need to show that you have good listening skills.
3. If you are successful, it is / will be a secure and rewarding job.
4. You get a huge feeling of satisfaction when you know that
people understand / understood everything you translate.
Answers : 1. will 2. will need 3. will be 4. understand

2. Complete these sentences with the correct form of the verbs in brackets. ( 1st type )

1. I ( have got) the job if I (have) some experience.
------------------------------------------------------------------------------------------------2. If you (do) the course, you (have) enough experience to apply for the job.
-------------------------------------------------------------------------------------------------

3. Complete the sentences with the correct form of the verbs in brackets.
1. When you arrive at the station next Saturday, we will be there to meet you. (arrive / be)
2. Nasser ----------------- out with us tomorrow unless he -----------------help his father.

(come / have to)

3. I ---------------- you with your homework, as long as ----------------- you me with mine! (help / help)
4. Provided that it ------------------- , we ------------------- a picnic next week.

(not rain / have)

5. If you --------------------- the prize, how -------------- you ------------ the money? (win / spend)
6. Even if Omar ----------- his driving test this afternoon, he ------------- his own car. (pass / not have)
Answers : 1. arrive – will be 2. will come – has to 3. will help – help 4. doesn't rain – will have 5. win – will you spend 6. passes – won't have

4. Circle the correct word in italics, and complete the sentences with the correct form of
the verb in brackets. The first one is done for you.
1. When / Unless you --------------------- heat water to 100°C, it boils.
2. You will not pass your exams as long as / unless you --------------------- hard.
3. If / Unless you ---------------------- the plants, they will die.

(heat)
(study)
(not water)

4. Do you usually go home or meet your friends when / provided that school ---------------- ? (finish)
5. Your new computer will last a long time as long as / even if you --------------- careful with it. (be)
Answers : 1. when - heat 2. unless - study 3. if – don't water 4. when - finishes 5. as long as - are

5. Join the sentence beginnings 1–5 with their endings a–e, using the words in bold.
1 During Ramadan, we eat
2 I’ll phone you
3 We’ll go to our favourite restaurant on Friday
4 I will take the job offer
5 We have to go to school,
Answers : 1. when - d 2. if - e

3. unless – a

If
When
Even if
Unless
Provided that

4. provided that - c

a it’s closed.
b we’re tired.
c it’s part-time – I haven’t finished my
university studies yet.
d the sun sets.
e I miss the bus so that you pick

5. even if - b

1. During Ramadan, Muslims eat ------------ the sun sets. (as long as , unless , when , even if ) 2018

6. Tick the correct sentences. Rewrite the wrong ones with words from the box.
even if - if - unless - when
1. Ice cream melts when it gets warm. ✓
---------------------------------------------------------------------------2. We need umbrellas unless it rains. We need umbrellas when it rains.
---------------------------------------------------------------------------3. The teacher will be pleased unless I write a good essay.
-----------------------------------------------------------------------------------------------------------------4. Our team will celebrate if they win the match.
-----------------------------------------------------------------------------------------------------------------5. Provided that everyone works hard, we’ll all pass our exams.
-----------------------------------------------------------------------------------------------------------------6. Babies are usually happy as long as they’re hungry or cold.
-----------------------------------------------------------------------------------------------------------------7. We should always be polite unless we feel tired.
-----------------------------------------------------------------------------------------------------------------Answers : 1. ✓
2. when 3. if 4. ✓ 5. ✓ 6. unless 7. even if

7. Complete the sentences with your own ideas. Use the zero or first conditional.
1. When I get home from school, I usually -------------------------------------------------------------------2. Unless we’re given a lot of homework tonight, -----------------------------------------------------------3. If there’s something I don’t understand, I usually---------------------------------------------------------4. Even if I’m tired tonight, -------------------------------------------------------------------------------------5. As long as I have enough money, ---------------------------------------------------------------------------6. Provided that my parents agree, -----------------------------------------------------------------------------when

8. Choose the correct option :
1. If Huda ------------- ill yesterday, she wouldn’t have missed the exam.
a. wasn’t
b. hadn’t been
c. hasn’t been
d. hadn’t
2. If my father had gone to university, he can / could have been a teacher.
3. Jameel might not have become a musician if his parents haven’t / hadn’t encouraged him.
4. Which words did you need to look up / over in a dictionary?
5. Jaber looked even / as if he hadn’t slept very well.

__________________________________________________________________________

Giving Advice
1. Why don't you + V-inf. ……. ?
2. If I were you, I would + V-inf. ….. /
3. You could + V-inf. …. .

I f I were you = should

9. Rewrite the advice, using the words in brackets.
1. You should practise the presentation several times.
(were)
If I were you, I’d practise the presentation several times.
2. It would be a good idea for you to make a list of questions. (could)
-----------------------------------------------------------------------------------------------3. You ought to get some work experience.
(don’t)
-----------------------------------------------------------------------------------------------4. You shouldn’t look too casual.
(If)
-----------------------------------------------------------------------------------------------5. You should do a lot of research.
(would)
-----------------------------------------------------------------------------------------------6. You shouldn’t worry so much.
( If )
-----------------------------------------------------------------------------------------------Answers :
1. If I were you, I’d practise the presentation several times
2. You could make a list of questions.
3. Why don't you get some work experience ?
4. If I were you, I wouldn't look too casual.
5. I would do a lot of research.

10. Complete the following mini-dialogues by giving advice :
1. A: I would like to get a job as a teacher of English.
B: -------------------------- study English at university?
2. A: I want to learn Chinese, but they don’t teach it in my school.
B: You ------------------- do a Chinese course online.
3. A: I don’t understand what we have to do for homework.
B: ---------------------------- , I would ask the teacher.

11. Complete the sentences with expressions from the box that ask for or give advice.

you could - if I were you - why don’t you
1 Before you find a full-time job, consider doing voluntary work?
2 ------------------------------------- , I’d find out about training courses.
3 As you have a Geology degree, do a course in Land Surveying and become a surveyor.

12. Work in pairs. Complete each sentence with your own ideas, using the third conditional.
1. If there had been email in the 1960s, ………………………………………………….…
2. If people had had mobile phones in the past, ………………………………………….…
3. If people had known about global warming in the past, …………………………………

13. Complete the sentences so that they are true for you. Use could and might instead of would.
1. If I hadn’t come to this school, ……………………………………………………………
2. If I hadn’t grown up in this city, ………………………………………………………….

14. Complete the sentences so that they are true for you.
1. I will enjoy my job provided that .---------------------------------------------------------..
2. I think I will be successful as long as ----------------------------------------------------3. Even if I travel a lot, ------------------------------------------------------------------------4. I will not work abroad unless --------------------------------------------------------------5. If I get the job I want, -----------------------------------------------------------------------_____________________________________________________________________________________________________________________________________________________

Writing skills: Using linking words : ( The function of ………….)
1. Linking words showing (cause ) explain the reason for something.
1. We couldn’t go to the stadium because / as / since there weren’t any tickets left
2. As / Since / Because I was tired, I went to bed.
3. We were late because of / due to the traffic.
2. Linking words showing (result) explain the consequences of an action.
1. We were caught in traffic, therefore/ so we missed the start of the play.
2. She worked hard; as a result, / because of that, / consequently, she did very well in her exams
____________________________________________________________________________________________________________________________________________________________________________

Quotation
Read the quotation. Do you agree with it? Why/Why not?

I’ve learned that making a living is not the same thing as making a life.
Maya Angelou (1928 CE–2014 CE

ﻟﻘﺪ ﺗﻌﻠﻤﺖ ان ﻛﺴﺐ اﻟﻌﯿﺶ ﻟﯿﺲ ﻣﺜﻞ طﺮﯾﻘﺔ اﻟﻌﯿﺶ
Making a living refers to your job and the money you earn to live on . You may or may not enjoy
your job; your job may or may not be good. Making a life is creating a way of living that you want.
You do the work in order to be able to have that, but it also depends on your friends and family, and
how you decide to behave. So "making a life is not totally dependant on the money you earn"

