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�,�(?3ก0����#�-��
��
���
������#�ก�2���'�$// $2�,�(BCก)5�$//BCก���
�ก�"��ก�/
��
���
������#�ก�(�� 
Parts of an application letter (�-�����ก#/%#�
��
���
������) 

 
��
���
������ �-��1�6- 
�
��-�����ก#/)����
�  8  �-��   ������ 

      1. Sender's  address / Writer's  address  ()�"#�'-%#�&'(�%���
��
��) 

 +��)�"�,�
�ก
��%���1�(#�'-1� 2-3 /��)���)-�����   �8-� 

/��)��$�ก /(���2%)�" �
'-)�"  ��� 193/ 2 Mou 5,  Sukumvit Rd, 

/��)��)�" 2 �5�/2 $2�  #5��9# Najomtian, Sattahip, 

/��)��)�" 3 
������ $2�����,��07��� Chonburi,  20250. 

     �
������:   8!"#�> ���-��@�(#��%���%3���(��(�����1�6-��
# 
 

      2.  Date (��� ��!#� �D )�"�%���
��
��): 
��.<��%��� 2 $// �!# 
British  style American  style 

 12 th  November, 2002. 

 12  November  2002.  

  November  12, 2002. 
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3. ���������	
���
� 
3.1  Addressing an individual on company business 

 (�%����3�/���21�/��2��3"�1�/�.0�)) 
British  style American  style 

The Manager 
The Hong Kong and Shanghai Banking Corporation 

Main Office 

Kuala Lumper,  Malaysia 
 

   Dear Sir, 

Mr. CC. Pan 
Far East Jewellery Co. 

68 Queen' s Road East 

Hong Kong 
 

   Dear  Sir: 

Messer Mahmoud & Son 
329 Coast Road 

Karachi, Pakistan 

 
For the attention of Mr. R. Singh. 

    Dear Sirs, 

The Standard Oil Company 
Midland Building 

Cleveland, Ohio 44115 

 
    Attention: Mr. E. G. Glass, Jr.  

    Gentlemen: 
3.2. Addressing a company or department 

(�������	�����	��, ����
���������� 
���
����!�	) 
British  style American  style 

The International Trading   Company 
24 Churchill Avenue 

Maidstone, Kent 

ZH8 92B 
 

Dear Sirs, 

 International Trading Company 
 Sabar Building 

 507 A. Flores Street 

 Manila,   Philippines 
 

Dear Sirs: 

 Messrs Black & Sons, 

159 Knightsbridge, 
 London SWL 87C 

 

Dear Sirs 

The American Magazine 

119 Sixth Avenue 
New York, NY 11011 

 

Dear Sirs: 
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      4. Salutation (�5�%3���(�
��
��) 
 British American ��"�ก��$%� 
Formal or Routine Dear Sirs, Gentlemen : �%����3�/�.0�) / ��-����� 

 Dear Sir, Dear Sir : �%����3�/���2�������(&'(8��) 

  Dear Mr. Brown :  

 Dear Madam, Dear Miss Smith : �%����3�/���2�������(&'(�6.�) 

  Dear Mrs. Brown :  

 Dear Mesdames,  �%����3�/�.0�) / ��-����� 

()�"��4�&'(�6.�)����
�) 

 Dear Sir or Madam,  �%����3�/���2������� 
(+��)�"���,
-�'(�-���4�&'(�6.� ��!#&'(8��) 

Informal Dear Mr. Brown, Dear Mr. Brown : �%����3�/���2�������(&'(8��) 

 Dear Miss Smith, Dear Miss Roberts : �%����3�/���2�������(&'(�6.�) 
    

 

      5. Body of the letter (���
��
�� / ��!�#���
1�
��
��) 

   +��)�"�,� 
��
���
���������ก#/�(��%(#���

5���� 3 �-#��(�  +���-#��(�)�" 1
���4�ก�#(���3�+G07�

�
������
�ก�����!# .
 �#�,����)�"�)-�� ��!#�#�,� $2�%#�
������1��5�$��-�1��5�$��-���3"�  1�ก���%���%(#���

1��-#��(�$�ก��� 1�)�"���
�%#���#�.<��%���,�( 2 $// ������ 

&����� 1 

A.   The beginning:   This paragraph says how you heard about the vacancy. Then state what 

position you are interested in.  

  (�5�$��-����) 8!"#������ / �.�. . ���-��!#�%#��.�. . 

I had seen / have seen a technician in Bangkok Post on 10 January. 

I saw a manager in the Nation last week. 

I had read / have read in Daily News 

I read 

 

 

your advertisement  for a foreman 

in 8!"# �.�. .  

on May, 14. 

 

I am interested in applying for  that position. 

I would like to apply for one of those positions. 
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&����� 2 

  8!"#������ / �.�. . ���-��!#�%#��.�. . 

Referring to your The Bangkok Post last week, 

According to your The Financial Times 

(your local papers) 8!"# �.�. . 

)(#��."� 

In replying to your 

 

advertisement  in 

The Nation 

 

on 10 January, 

 

I am interested in applying for  the position of 

I would like to apply for 

8!"#�5�$��-����)�"�(#�ก���
���. 

���'�����
	  ก�������(�������������������	 &����� 2 �)
	'*���� last week  ��+�  on 10 January $,��'�+��	���� 

comma (,) ���$%��'�+��	���� full stop (.). 

B.   The middle:  In this part you have to give the information about your qualifications  

(your education and experiences). 1��-#��(�)�" 2 %#�
��
���
������ 
���4�ก��/�����1�(&'(�-�
(��)��/�3�������.

)�"�5���6@%#����+���-# �8-� ��I.ก��?3ก0� ��!#���
��
��� .�?0 ��!# ����/ก��7�ก��)5���� ��4��(�      )������������.
�-#%#���� (resume) ก:
�
�%(#
'2%#����)�"
�1�(���2��#���)�"8���
�%3��  %(
'21������%(��2-��)��� 4 �������� ��4�%(#
'2)�"

�(#��%���2�1�
��
���
������ 1��-#��(�)�" 2 +���������3"� �
���3� ��3"����+��  �������1��-#��(�)�" 2 ���
�
�%(#
'2

)����
� 4 ���+�� ������ 

���+��)�" 1.  

I enclose within this letter. 

I have enclosed 

I enclosed 

 

a resume, a transcript, and a recent photo 
together with this letter. 

        

���+��)�" 2. 

As you can see 

from my resume, 

I have recently 

 graduated with 

I have obtained From the enclosed 

resume, I am going to graduate 

a diploma in ___

��%��.8�)�"
/
ก��?3ก0�___ 

 

from Thai-Austrian 

Technical College. 
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���+��)�" 3. 

I had been trained at During my study, 

I was trained at 
8!"#/�.0�))�",�(,�BCก���  as  a  8!"#�5�$��-���� for 
10 weeks.  

���+��)�" 4 

I am confident that my knowledge and experiences can help me 

I believe that my skills and abilities can help me 

I am interested in  putting my skills and abilities to  

deal the work in your 

company. 

 

               (%(#��������: ��������� 1 ����
� 1 -����'       1�(�%���1�2�ก07���
!#�ก�/�%�����������
) 

 

The end: Here comes  the  request for an interview.  1��-#��(����)(��%#�
��
���
������ 
���4�ก��%#�%(���/

ก����
9�07���� ��!#%#1�(/�.0�)�.��-#ก2�/
�  A3"�1�)�"��� %#�5����#�.<��%���,�( 2 $// ������ 

 $//)�" 1 
at your earliest convenience. I would appreciate an opportunity for an interview 
at any time convenient to you. 

 

 $//)�" 2 
at your earliest convenience. I would be grateful if you could let me have a personal interview 
at any time convenient to you. 

   
in the near future. I look forward to 

hearing 

I hope to hear 
from you soon. 

 
 

 

6. Complimentary Close (�5�2�)(��
��
��) 
 British American 

Formal or Routine Yours faithfully, Very truly yours, 

Sincerely yours, 

Yours very truly, 

Informal Yours sincerely, 

Yours truly, 

Sincerely yours 

Cordially yours, 

������! :   �(��5�%3���(� (salutation) ��4�8!"#/���2     �5�2�)(�� (complimentary close) 
�ก
�18(�5��-� Sincerely yours 

��!# Yours sincerely      $�-�(��5�%3���(�,
-�#-��3�8!"#��  �5�2�)(�� (complimentary close) 
�ก
�18(�5��-� Faithfully 

yours ��!# Yours faithfully 
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7. Signature (2���A:�) 
 กJKLMNOPQRSTOUVWXJYZJ[JS\]ก^[ X\กU_LMNOL àOZJ[JS\]ก^[ bc_deS]XfPQRSbc_OJXgกhcd\ijKKU]SYklTO

i]LcNjmeJ]TdecJYLMNOSfกVeiY  LPlO 

 )���./�                    Ratchane  Imjai 

 %+��-,ก )!
����(	$��	�)/�    (Mr. Rachane  Imjai) 

 

8. Enclosures ( �."�)�"�-�
��(��1�
��
��) 

 1�
��
���
����������  &'(�%���
�ก
��(#��-��#ก���#!"�@,� �(#
ก�/
��
���
�������(�� ��
)�"/�.0�)�(#�
%# (1�+G07��
������)  A3"��#ก����-��@���ก2-���(#�$
(�1�()��/1���!�#���

��
�� 1��-��)�"��4� Enclosure   ก��

�%���enclosure ��
����%���,�( 2 �.<�  ������ 

          �%����-�   Enc.    (,
-�(#�
����2��#���1�@#�ก)   

       ��!#        �%����-�  Enc.     (�%��� �(#
$
(�1�()��/�-�
�#�,��-�,�/(��) 
a resume 

a photo   
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Letter Formats 

Form %#�
��
�� ก:��4��."�)�"�(#���
�������1�ก���%���1�(�� ��ก
��
��18(L#��
)�",
-�'ก�(#� ก:
�)5�1�(
%(#���
1�
��
��%�����
�-��8!"#�!#2�,�,�(    
��
���
������
�18(L#��
�����ก�/
��
��<��ก.
#!"�@ A3"�
�
�2�ก�2��$// $�-1�)�"���%#�5����#,�( 4 $// ������ 

Formats of an application letter (�'�$//%#�
��
���
������) 

 

  1__________________ 
__________________ 

      __________________ 
  2___________ 

 
_______________ 
_______________ 
_______________ 
______________ 
_________4 

 
___________________________________________________________ 
_______________ 
 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
_________________________ 
 
___________________________________________________________ 
________________ 
_________ 6 
 
__________________ 
__________________ 

 
_____8 
 

      
    1 ___________________ 

___________________ 
           ___________________ 

      2  ___________ 
_______________ 
_______________ 
_______________ 
______________ 
_________4 

 
________________________________________________________________ 
_______________ 
 
________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
_________________________ 
 
________________________________________________________________ 
________________ 

6___________  
 

__________________ 
__________________ 

 
_____8 

 

      
___________________1 
___________________ 
___________________ 
 
___________ 2 
 
_______________3 
_______________ 
_______________ 
______________ 
_________4 

 
___________________________________________________________ 
_______________ 
 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
_________________________ 
 
___________________________________________________________ 
________________ 
___________ 6 
 
_________________ 
_________________ 
_____8 

 

      
___________________1 
___________________ 
___________________ 

___________2 
 
_______________  
_______________  
_______________ 
______________ 
_________4 

 
_____________________________________________________________ 
_______________ 

 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_________________________ 
 
_____________________________________________________________ 
________________ 

___________  
 
 

__________________ 
__________________ 

 
_____8 

 

7 

6 

3 

5 5  

7 

5 

7 

3 3 

5 

7 
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Some other models of  application letters  (���#�-��%#�
��
���
������) 
Model 1: 

 

            Understanding that you require the services of   %+��!*�&���		��������	   in your Company,  I wish to 
apply for that position. 

 

I obtained a diploma in  ,���%��	��������  from Thai-Austrian Technical College, Chonburi. Also, I had 

some experience in   -���0�	������ก�������	ก
�!*�&���		�����,�
'�. I am a young man (woman) of   ���   years of 
age,  with a sound physique and enough common sense. Although I am fresh from the college, I will do my 

best in any kind of work that may be entrusted to me. 

 
I hope I shall hear from you soon. 

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn.. 
 

Model 2: 

 

In response to your advertisement in " %+����
	,+�1��12"  of  �
����  ��+����	��
	,+�1��12, I offer my 

service for the post of " !*�&���		�����!��	ก��,�
'� " My qualifications are : 
 

I have just graduated a diploma in ,�����%��������� from Thai-Austrian Technical College. I was one 

among the  %+��ก�3� 1   in my College team and a very good player of   %+��ก�3� 2. I am enclosing copies of 

testimonials, which certify my diligence and honesty. I can assure you that I shall do my best to please you 
with my hard and honest work.  

 

 Hoping to receive a favorable reply.    
                                                                                

 

 

(
��
��$//����5����/�.?. )�"��4���กก�N� $2�
����ก�?���/����(��ก�N�$�/,��(��) 
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Model 3: 

 

Understanding that you require the services of a %+��!*�&���		�����!��	ก��,�
'� for your company, I wish 
to apply for that post. 

 

I graduated a diploma in ,�����%��������� from Thai-Austrian Technical College, Chonburi. I am 
enclosing herewith a resume, and a testimonial from my teacher. 

 
Although I am quite fresh from the college, I may assure you that I have the capability of doing all the 

work for you with  high responsibility. 

 
I hope that you will let me have a reply at an early date so that I may call at your office for an interview. 

 

($�/1/��/�#�
�ก#�
����&'(�#� ��!# #�
����)�"��3ก0�,��(��) 
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 

Model 4: 

 

                Subject :  An application for the position of  "!*�&���		�����!��	ก��,�
'�" 
 

Dear Sir, 

            With reference to your advertisement in today' s " %+����
	,+�1��12 " on the subject cited above, I would 
like to offer my application for your favourable consideration. 

 

            I have graduated a diploma in ,�����%�%��	  this year from Thai-Austrian Technical College, Chonburi.  

            During my school and college years, I have always taken a keen interest in sports and extra-curricular 
activities and various testimonials in support of same are attached herewith. 

 

            An interview will assure you that can fill one of the  posts to your complete satisfaction. 

 

(�5����/�.?. )�"
�1/���ก�?�ก����.��7)�����ก.
ก��
 ��!# ก�N� 1�($�/,��(��) 
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Model 5: 

   In response to your advertisement in today' s " %+����
	,+�1��12 " for the post of a (an) " %+��!*�&���	

	��,"  I would like to offer my services for that position. 

 

I am at present  ���   years of age and graduated  a diploma in ,�����%�%��	 from Thai-Austrian 
Technical College. 

 
Although I am quite fresh from the college so far as a job is concerned, I am, however, confident 

that I shall be able to make a successful career in this line. 

 
Hoping to hear from you soon.   

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn. 
 

Model 6: 

I wish to be considered for the post of a " %+��!*�&���		�� " which I understand, has fallen vacant in 
your office, recently. 

 

I graduated in  ,�����%�%��	  from Thai-Austrian Technical College and I am a very energetic young 

man (woman) of  ���    and have aptitude for ,���	�����(������-�*�. During my study, I was trained at %+������
����

����-45ก	��.  That period, I have gained skills and experiences in  ,���	������*��6�����-45ก	��. 

 
I shall look forward to the opportunity of having an interview from you at your earliest convenience. 

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn.. 
Model 7: 

                   

                            In  response  to  your  advertisement  in  "%+����
	,+�1��12"  of  �
� ��+����	 ��
	,+�1��12���)	

�7�6�, I  offer  my  services  for  the  post  of  a (an) !*�&���		��  .   
 

I  have  graduated a diploma in ,�����%��������� from Thai-Austrian Technical College. I  am  
enclosing  copies  of  my  testimonials  which  certify  my  diligence  and  honesty. 

 
I  would like  to  assure  you  that  I  shall  do  my  best  to  please  you  with my  hard  and   

honest  work. 

($�/1/��/�#�
�ก#�
����,��(��) 
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Model 8: 

 

                          Understanding  that  you  require  the  services  of  a (an) !*�&���		��  in  your Department,  I  

wish  to  apply  for  the  post. 

 

                         I  graduated a diploma from  Thai-Austrian Technical College, in  ,�����%���������.   I  underwent  

training  in  -���0���		������*�$�,������45ก	��   for  9  weeks  at  ����
�����-45ก	��,  in  ��+�� &)�-8����-45ก	��.  
 

   I  am  a  young   man (woman)  of  ���   years, possessing a sound physique and enough  
common  sense.   

 

                           Hoping  for  favourable  reply, 
 

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn.. 
Model 9: 

 

            Understanding  that  you  require  the  services  of  a  !*�&���		�����!��	ก��,�
'�  for  your 

company, I  wish  to  apply  for  that  position. 
 

Although  I  am  quite  fresh  from  the  college, I  may  assure  you  that  I  have  the   

capability  of  doing the best on my responsibilities. 
 

I  sincerely  hope  that  you  will  let  me  have  a  reply  at  an  early  date  so   that  I may   

call  at  your office  for  an  interview. 
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Model 10: 

 

Having heard from one of my friend that you need  a (an) '!*�&���		��' in your office. I offer 
my  service for the post and hope  that you will  give me an opportunity of  proving  my  worth to you. 

The followings are my qualifications  which I hope you will find satisfactory. 

 

I am  now  #���  years. I graduated a diploma in ,�����%��������� from  Thai-Austrian Technical  

College, Chonburi. I  am  enclosing  copies  of  certificate  from  the  head of the faculty  of  '6���%�,  

from  the  head of the Department of &
�ก��%�, and  from  my advisor teacher. 
 

                        I hope you will kindly give me an appointment when I may call at your  office for an interview.  

I assure you that I shall do my best to satisfy you in every way. 

 

($�/1/��/�#����
��� ;�.
�ก ��.�7�Q $2� ��.$&�ก,��(��) 

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 

Model 11: 

                            

                  I  have  been  informed  that  you  require  the  services  of  a  !*�&���		��  for  your  firm. I, 

therefore, take  this  opportunity  of  placing  before  you  the  following  particulars  regarding  my  
qualifications. experience, etc. , and  hope  that you  will  give  me  an  appointment at a  time most  

convenient  to  you when I may  call  at  your office for an  interview. 

 

Having  graduated a diploma in   ,�����%���������   from Thai-Austrian Technical College, 

Chonburi, in  -8���(�.  Since  I  am  familiar  with  -���0���		�� and  I  have  studied ,�����%�, etc., I  
feel  confident  that  I  shall  be  able  to  do  the work for you with high responsibility. 

  

I sincerely  hope  that  you  will  let  me  have  an early  reply  so  that  I  may call at  your  
office  for  an interview.          
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Model 12: 

 

                             Your  advertisement  for  a  !*�&���		��   in  today's  "%+�� �.,.1"  emphasizes  your  need  for  
a  thoroughly  competent  person  with  sufficient  practical experience.  Will  you  take  a  moment  to  

consider  my  qualifications? 

 

                             I  am  at  present  #���   years  of  age  and  have  got  sound  physique  and  active  habits. 
 

                             It  was  in  -8���(�ก��9�ก��  when  I  graduated  from  Thai-Austrian Technical College, 

Chonburi  in   ,�����%��������� .  During  my  study at the college,  I  have been trained at  %+������
����45ก	�� for 9 
weeks. 

 

                             I  assure  you  that  I  shall  do  my  best  to  give  you  entire  satisfaction. 

   nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn                                                                                       
Model 13: 

                  

                            In  response  to  your  advertisement  in  "%+�� �.,.1."  of  �
� ��+����	 ��
	,+�1��12���)	�7�6�, 

I  offer  my  services  for  the  post  of  a (an) !*�&���		��  .   

 

I  have  graduated a diploma in ,�����%��������� from Thai-Austrian Technical  

College, Chonburi. 
 

I  am  enclosing  copies  of  my  testimonials  which  certify  my  diligence  and   

honesty.  I  am  at  present  ���  years of age with sound  physique and  active  habits. 
 

I  beg  to  assure  you  that  I  shall  do  my  best  to  please  you  with my  hard   

and  honest  work. 

($�/1/��/�#�
�ก#�
����,��(��) 
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Model 14: 

                        

                              With  reference  to  your  advertisement  in  today's  "%+�� �.,.1.�
���������(�����"  for  the 

posts  of  "�5�$��-����" , I  wish  to  apply  for  one  of  them. 

 

                              I  graduated a diploma  in  ,�����%���������  from Thai-Austrian Technical College, Chonburi  

in  -8���(�ก��9�ก��.   I  am  at  present ���   years  age  and  have  got  sound  physique and active  habits. 
 

                             Although  I  have  got  no  practical  experience,  I  may  assure  you  that  I  shall  do  my  

best  to  learn  the  job  and  come  up  to your  expectation  within  a  reasonable  time. 
 

                               Hoping to hear from you soon. 

 

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn. 
 Model 15: 

 

                           Being  giving  to  understand  that  there  are  some  vacancies  for  the  post  of  !*�&���		��  
under  your  control, I beg  to  offer  my  services  for  one  of  the  positions. 

 

                           As you can see from  my  resume, I obtained a diploma in  ,�����%��������� from Thai-Austrian 

Technical College  in  -8���(�ก��9�ก�� .   
 

            I  am  ���   years  old  having  sound  health  and  good  physique. 
 

           If  your  honour  kindly  confer  on  me  for the  post  applied, I  shall  try  my  best  to  give  

entire  satisfaction  to  all  of  my superiors. 

 
            Hoping  to  be  favoured  with  an  early  reply. 
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On the envelop 
ก��
-���(�A#�
��
�� 1�(18( 8!"# - ��
�ก�2%#�&'(��/ (��!#8!"#/�.0�)) $2�)�"#�'-%#�/�.0�) ��
!#�ก�/)�"����%���

,�(1� Inside address 
    

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 

 

 

ก��7��-� 
 

   ��!#8!"#/���2  / �5�$��-� (�(�
�) 

   8!"#/�.0�)  
   �2%)�"nnn.�
'- nnA#� nnnnnnn 

   ���nnnnnnnnnnnnnnnn. 

   �5�/2 nnnnnn..    #5��9# nnnnnnnn 

   
������ nnnnnnnnnnnnn.. 

                  ����,��07��� 
 

 

   (8!"#-)�"#�'-%#�&'(�-� nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn) 
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!
�����	ก�������$��
���	(�ก��(���2
��,�� ��+���(���2���-��ก�� 
  
To whom it may concern 

 

I hereby  certify that Miss(Mr) %+���
ก9�ก�� has been studied in %+��&
�ก��%������������� at Thai-Austrian Technical 

College for  (*����-8����������������)
���:. 

Miss(Mr) %+���
ก9�ก��  joined our college in ��+�� &)�-8����������������������)
���:.   During her(his) study,  she(he) 

has done very well in  %+����%��������ก�� A . She(he) was hard-working and responsible.  

She(he) is graduated  a diploma in 8!"#��%��.8�)�"�����
/  in March. He(she) is able to take on responsibility 

where necessary.  I am pleased to  offer him(her) a  recommendation. 

 

        2���A:�&'(��/�#� 
        (8!"#- �ก�2&'(��/�#� q ���/��
�) 

        �5�$��-���� 
        8!"#/�.0�) (��-�����) 

        )�"#�'-  �(#
�/#��+)�Q 
 

.............................................................................................. 

!
�����	ก�������$��
���	'���,�����(�ก��(���2
��,�� ��+���(���2���-��ก�� 
  

To whom it may concern 
 

I hereby  certify that Miss(Mr) %+���
ก9�ก�� has been studied in %+��&
�ก��%������������� at Thai-Austrian Technical 

College for  (*����-8����������������)
���:. 

Miss(Mr) %+���
ก9�ก��  joined our college in ��+�� &)�-8����������������������)
���:.   During her(his) study,  she(he) 

has done very well in  %+����%��������ก�� A . She(he) was hard-working and responsible.  

She(he) is graduated  a diploma in 8!"#��%��.8�)�"�����
/  in March. He(she) is able to take on responsibility 
where necessary.  I am pleased to  offer him(her) a  recommendation. 

        2���A:�&'(��/�#� 
        (8!"#- �ก�2&'(��/�#� q ���/��
�) 

        �5�$��-���� 
        8!"#/�.0�) (��-�����) 

        )�"#�'-  �(#
�/#��+)�Q 
    



                                                                                  Unit 5:  Job Interview                                          Page 1 of 17  

C:\Documents and Settings\Administrator\My Documents\���ก�������� !\"#$�%&!'()'""#*��"���ก�������� !\�+ , � -�"

���. �/0.doc 

 

Asking for Personal Information / Personal Details / Personal Data  

(�������ก	
��ก
������������
�)  
 23��4($5(6 !%7  " �-�8,9�86 $:;!23��4(#%<$:;!�68!-�8 =*&#�<8>:?)>�6, �ก�! $@6! date of birth, place of birth, 

age, religion, parents' occupations  23��4(#%<� � �,, �ก�!>*3=*&>�6,9�86 AB*� �& # �9�  name, address, 

occupation  CD<�#�7�!%7'()#�7�!�7!กE2D7!�&46ก�"�, !ก �/0*38&   '-6F!ก�/% ก ����. �/0� ! 23��4(-6 �G$5(6 !%7$:;!23��4(#%<

! &?3 �?+ $:;!-3���43   
Name    Age    Address 

Phone number   Date of birth   Place of birth 

Occupation   Marital status   Nationality 

Religion    Parents' occupation  Number of brothers & sisters 

military status 

ก �, �23��4(-6 �G#%<$:;!23��4(:�)$.# personal  ก �, ��8�-3��F@323��8 �#%<�H. I� กG $@6! 
 Would you mind if I ask you about your age? 

 Would you mind my asking? ,3 A43,4ก, �-�":JB$�K (�8 �5� &�9�$2 >�6���$ก%&?#%<$� ?), ��+ , �) $� กE, �

�+ , �#%<$� �& ก#� "23��4(>*3 
�68!ก �I4*$I9<�"�กF53#� "86 ก �, �!%7?)>�6F@3$8( ! !!�ก  $� ��ก?)>*3&B!:�)=&�$5(6 !%7 
 A few more questions, please. (�%ก$I%&� 2-3 �+ , �$#6 !�7! ���" / �6)) 

 One more question about your 0.., please. (2��%ก�+ , �$*%&8���" / �6) F!$�9<�� 00) 

 Last question, please.   (�+ , ��H*#3 &'(38���" / �6)) 

'()$�9<�ก �, ��B7!�H*(� �8�?)-3���%ก �2�"�H/F!�8 ��68��9�2��$2 *38& =*&� ?F@3:�)=&�F*:�)=&�5!D<� *��!%7 
 Thank you very much for your information. / cooperation. Goodbye. 

 It's your kindness to give me this information. Thank you very much. Goodbye. 

 

How to ask How to answer 

1. Name: 

What's your name, please?  5�9� 

Your name, please. 5�9� May I have your name, please? 

 

I'm  ____@9<� - �กH(_____.   5�9� 

My name's ____@9<� - �กH(_____. 

"�!#Dก$IB<�$-B�  @ 8-)8�!-ก$2 ,9�86   last name (family name, surname) $:;!�+ ��L '()F@3$�%&ก2 !ก�!F!ก ������

#�<8>:  �68! first name (other name, given name) F@3$MI )$I9<�!�!B#$#6 !�7! M)!�7! $�9<�$� ,4ก, �@9<�  '()$� -�"

$I%&�@9<�2��$�  (first name) �&6 �$*%&8 $2 � ?�B*86  @9<�#%<$� -�">:!�7! �9�  family name CD<�?)#+ F53$23 F?AB*'()� ??)

�%�+ , ��9<!G�%ก $@6! What's your first name?  5�9�  Is that your last name? $:;!-3!  $I9<�$:;!ก �:N��ก�!ก �$23 F?AB*#%<

� ??)$กB*2D7! $� �8�-�"#�7�@9<�'()! ��กH(>:F!�� 8$*%&8$(&   
�68!! ��กH(!�7! . � ���ก��F@3�+ 86   SURNAME, FAMILY NAME, 5�9� LAST NAME  �68!�+ 86  MAIDEN NAME CD<�" ����7�$� 

� ?I"$5E!F!'""O��0�-6 �G!�7!5� &,D� ! ��กH($*B�2���-�%ก6�!#%<?)'-6�� !'()$:(%<&!! ��กH(� F@32��� �% 
�+ !+ 5!3 @9<� . � ���ก��F@3�+ 86   TITLE !�7! กE�9�  MR., MRS., PROF., MS., '()&P $@6! GEN., CAPT., $:;!-3! 

�+ 86  INITIAL 5� &,D�-�8&6�2��@9<�-�กH( $@6!  INITIAL 2��@9<� RANGSEE  SIRIPAI  �9� R.S.  $:;!-3! 
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2. Age: 

How old are you? 5�9� 
Are you now 21? 

You're now 21, aren't you? 

 

I'm 21 years old. / 5�9�-�"��7!G86   " 21 " กE>*3 
 Yes, I am. 

No. I'm only 20. 

"�!#Dก$IB<�$-B�   �+ , �'�ก$:;!�+ , �#%<�43?�ก'()�3!$�&ก�!*% �68!�+ , �#%< 2 '() 3 A43, �� ?F@3�8 ����$ก- '()� *$* 

$� $��86  5!3 - �6�!-'ก6�&6 �!%7?)�%� &H� 8G $#6 !�7! $#6 !%7:R '(38?D�, ��+ , �$5(6 !%7>:  A43-�"�8�OS��+ , �F53@�*$?!

ก6�! 
3. Address: 

Where do you live? 5�9� 

What's your address? 5�9� 
What's your present address? 

 

I live in Chonburi. 5�9� 
I live at 115/4 Sukumvit Rd, Najomtien, Sattahip, Chonburi. 

"�!#Dก$IB<�$-B�   �+ , �#%<86  Where do you live? � � �,-�">*3 2 '"" �9�  

               I live in Chonburi. 5�9�   I live at 115/4 Sukumvit Rd, Najomtien, Sattahip, Chonburi 

,3 -�"�+ , �86  I live in Chonburi. A43, �� ??), ��+ , �$I9<�F53#� "#%<�&46#%<'!6!�!�%ก =*&, �86  

             Where about? (�&46-��>5!) CD<�$� -3��-�"$:;!"3 !$(2#%< ,!! -+ "( �+ $.� ?��58�*  

ก ��6 !$(2"3 !F53�6 !$:;!�46 =*&!�"? ก#3 &� 5!3  $@6! 
      4589 / 1 (forty-five, eighty-nine, slash one)   5�9�    589/3  (five, eighty-nine, slash three) 

'-6,3 $(2-�8ก( �$:;! 0 F53�6 !#%()-�8 $@6!   208/4 (two - oh - eight, slash four) �$��Bก�!?)�6 !$(2 P4!&0 $:;! zero 

,3 $(2#3 &#�7����-�8$:;! 00 F53�6 !$:;! hundred >:$(& $@6!    500 (five hundred) 

�68!�+ 86 5�46 . � ���ก��F@386  Moo 5�9� Mou 5�9�?)$2%&!&6�86  M. กE>*3  

�+ 86 -+ "(กE$@6!$*%&8ก�! � � �,$2%&!&6�86   T. 5�9�$2%&!$-E�86  Tumbon กE>*3  5�9� >�6-3��$2%&!$(&กE>*3 

�+ 86  �+ $.� กE$2%&!86  Amphoe 5�9�$2%&!&6�86   A.  5�9� >�6-3��$2%&!$(&กE>*3 ($#%&">*3ก�"�+ 86  District F!. � ���ก��)   

'-6�+ 86   ?��58�* >�6-3��$2%&!. � ���ก�� F53$2%&!@9<�?��58�*>:>*3$(& $@6!    Chonburi  5�9�   Bangkok 

-�8�&6 �ก �$2%&! address: I live at 115/4 Sukumvit Rd,  Najomtien,  Sattahip,  Chonburi 

�+ 5��"�+ , �#%< 2 '() 3 !�7! -�">*3'""$*%&8 �9�      I live at 115/4 Sukumvit Rd, Najomtien, Sattahip, Chonburi 

4. Phone Number: 

What's your phone number, please? 

Do you have a phone number? 

 

It's 2-4-8-5-6-0 (�6 !#%()-�8)  5�9� 

It's 4-6-7-9-8-8 area code 0-3-8 ("�ก�5��# �>ก(*38&) 

"�!#Dก$IB<�$-B� ก ��6 !$"��0=#�P�I#0!�7! ?)�6 !#%()-�8   
$(2=#�P�I#0 6 5�9� 7 5(�ก F53'"6��6 !$:;!  � �@68�กE>*3 $@6!  

459-6782  �6 !86    four-five-nine  -  six-seven   -   eight-two 

286-941     �6 !86    two-eight-six  -  nine-four-one 

'-6,3 $(2C7+ ก�! 2 -�8F53�6 !86  double  $@6! 55  �6 !86  double five  

 '-6,3 $(2P4!&0 (0) ���-�8�&46#3 &�H* $8( �6 ! � � �,�6 !86  double  oh (*�"$"B(=�) 5�9��6 !86   hundred (T�!$*�*) 

$@6! 658900  �6 !86   six-five-eight   -  nine hundred  5�9�  nine -oh-oh   5�9�  nine double oh 



                                                                                  Unit 5:  Job Interview                                          Page 3 of 17  

C:\Documents and Settings\Administrator\My Documents\���ก�������� !\"#$�%&!'()'""#*��"���ก�������� !\�+ , � -�"

���. �/0.doc 

 

5. Date of birth: 

When were you born? 

 

When is your birthday? 

 

I was born on 2 March 1982.  

(�6 !86  on the second of March nineteen - eighty two.) 

My birthday is on 2 March. 5�9�  It's on 2 March. 

�KB" &$IB<�$-B�: ก ��6 !8�!#%< -3���%�+ 86   the 23 �5!3 8�!#%<$���  '-6>�6-3��$2%&!(�>:  '()-�8$(2#%<$:;!8�!#%< -3��$:;!-�8

$(2#%<"�ก(+ *�" (ordinal number)  $�9<��%#�7�8�!#%<'()$*9�! $8( �6 !-3��#%�+ 86  of 23 �5!3 @9<�$*9�!*38&  M)!�7! 8�!#%< 1 

I��. �� ( 1 May ) -3���6 !86  on the first of  May.   8�!#%< 21 �6 !86  twenty-first,  

8�!#%< 22 �6 !86  twenty-second, 8�!#%< 23 �6 !86  twenty-third, '() 8�!#%< 31 �6 !86  thirty-first 

6. Place of birth  

Where were you born? 

, � : Where is your hometown? 

 

I was born in Chonburi. 

My hometown is in Chonburi. 

It's in Chonburi.  

�KB" &$IB<�$-B� 
�+ , �!%7F53-�"@9<�?��58�*$#6 !�7!  >�6F@6-�"@9<�=��I& " ( 5�9� "3 !$(2#%< 
7. Occupation 

What's your job? (�H/�%� @%I�)>�) 

What's your occupation? (�H/�%� @%I�)>�) 

What do you do? (�H/�%� @%I�)>�) 
Are you working now?  

(-�!!%7�H/�%� !#+ F5�) 

 

I work for __@9<�"�B��#__. 5�9�  I am with __@9<�"�B��#__. 

I work at __@9<�"�B��#__. 5�9� Yes, I am. I work for __@9<�"�B��#__.  

(ก�/%#%<�%� !#+ '(38 � � �,-�"�&6 �F*�&6 �5!D<�กE>*3) 
No. I'm a student. I'll graduate in this coming March. 

(ก�/%#%<&��>�6?"ก �PDก�  CD<�ก+ (��?)?"F!$*9�!�%! ��#%<?),D�!%7) 

No. I've just graduated from the college. (ก�/%#%<$IB<�?"ก �PDก� ) 

�KB" &$IB<�$-B� 
,3 �+ , �#%<86  Are you working now? $8( -�"-3��-�" Yes 5�9�  No ก6�!'(38?D�-�"86 $:;!!�ก$�%&! 5�9�#+ � !#%<>5! 

8. Marital status 
Are you married? 

 

No. IHm single. 

ก�/%'-6�� !'(38: Yes, I am. 

ก�/%'-6�� !'(38�%(4ก 1 �! :  Yes, I am married with one child. 
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�KB" &$IB<�$-B� 
" �ก�/%  A43���. �/0� ?-3��ก �#� "=���ก �#%<?)�%���"���8 (ก �'-6�� !) =*&� ?F@3�+ , �86   

Do you have a plan to get married in the near future? (�H/�%=���ก �#%<?)'-6�� !F!$�E8G!%7>5�)  ก �-�"�+ , �!%7

8�-,H:�)���0�9� $2 � ?-3��ก �#� "86  $� ?)#H6�$#F53� !$2 >*3�%ก! !$#6 F* (5� &,D�86  ,3 '-6�� !'(38�8 �$�%&�()

F53� !?),4ก'"6�>: ก�/%#%<�%���"���8'(38 � ??)-3��*4'(��"AB*@�"���"���8*38&) 

9. Nationality 
WhatHs your nationality? 

Are you Thai? 

 

IHm Thai. 

Yes, I am. 

�KB" &$IB<�$-B� 
�+ , �!%7�68!� ก'(38?)>�6�6�&, �,3 $2 �43�&46'(38  5 ก�%ก �, �กE� ??)-3��ก �&9!&�!ก �� *$* 2��$2  $@6! $2 � ?$5E!
86  5!3 - �(3 &@ 8?%! 5�9� (4ก��D<� กE� ?, �  �%กก�/%�9� "�B��#!�7!G $:;!"�B��##%<��"�!5( &@ -B5( &. �  
10. Religion 
WhatHs your religion? 

Are you Buddhist? 

 

IHm Buddhist. 

Yes, I am. 

�KB" &$IB<�$-B� 
�+ , �!%7�68!� กกE?)>�6, � &ก$83!P �! #%<!�",9��%�B#KBI( 5�9� กB?ก �#%<$ก%<&823��2�*ก�"�8 �$@9<�2��"�B��# 
11. ParentsH occupations 
WhatHs your fatherHs / motherHs occupation? 

What does your father / mother do? 

What do your parents do? 

WhatHs your fatherHs / motherHs job? 

 

 My father / mother is a __@9<�� @%I___. 

They are __@9<�� @%I___. 

They wok as __@9<�� @%I___. 

They work at ___@9<�"�B��#_______. 

�KB" &$IB<�$-B� 
� � �,*4'!8ก �-�"�+ , �>*3? ก23�#%< 7 

Military status 

Do you have to serve the military? 

Are you exempted from military service? 

,3 -3��>:$ก/Z0#5 �F53-�"86  
Yes, I will be recruited in __?��58�*__ in __$*9�!/:R___. 

,3 >�6-3��>:$ก/Z0$I� )$�%&! �.*.?":R 3 F53-�"86  
No. Because IHve completed 3 

rd
 year Reserved  

Officer Training Course. (Military Training Course). 

,3 >�6-3��>:$ก/Z0$I� )$ก/Z0'(38'():(*:�)?+ ก �'(38 F53-�"86  
No. Because I had been discharged from the service since ___

$*9�! / :R___. 

,3 >�6-3��>:$ก/Z0$I� )?�">*3F"*+  F53-�"86  
No. Because I drew black slot. 

�KB" &$IB<�$-B� 
�+ , �!%7$MI )!�กPDก� @ &$#6 !�7! 
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Number of brother and sister 

How many brothers and sisters do 

you have? 

Do you have any brothers and 

sisters? 

 

I have __?+ !8!I%< / !3��#%<$:;!A435LB�__ and ___?+ !8!I%< / !3��#%<$:;!

A43@ &_____ . 

,3 $:;!(4ก�!$*%&8 F53-�"86  
I have no brother and no sister. 

,3 �%I%<!3��#%<$:;!A435LB� 5�9� A43@ &�&6 �$*%&8 F53-�"86  
I have one brother but no sister. (ก�/%!%7�%A43@ &�!$*%&8 >�6�%A435LB�) 

 

Strengths (�������) 
Why did you apply for this job?  (��������� ���
�!���"�����#����	$) 
Why should I hire you?  (#+ >�"�B��#$� -3��?3 ��H/#+ � !F!-+ '5!6�!%7) 

What are your major strengths?  (�H/�%?H*$*6!F!*3 !F*"3 �) 

How would you describe yourself?  (�H/?)�KB" &$ก%<&8ก�"-�8�H/�&6 �>�*% - �H/$:;!�!�&6 �>�) 

What would you like to tell me about yourself?  (�H/?)$(6 �)>�$ก%<&8ก�"-�8�H/$��F53ก�"$� OS�>*3"3 �) 

 �+ , �'""!%7-3���KB" &F53A43���. �/0#� "$ก%<&8ก�""H�(Bก#%<*%2��-!$��CD<�"H�(Bก*��ก(6 8 ?)$:;!:�)=&@!0-6�
� !>*3�&6 �>�  �%��  

I like being with people and helping people. 

I'm a dedicated worker. I enjoy working as a team.  

 

My greatest strength is persistence. I work really hard and I don't give up easily. When I was a 

student, I had problems with 0@9<�8B@  0 I didn't give up. I studied hard. Finally, I passed it. 
 

I am a kind of creative persons. Sometimes my colleagues ask me for some advice on his 

assignments because of my creativity. Many of my ideas are accepted and took into practice. 

 

My greatest strength is dependability. You can depend on me to be punctual and responsible. 

 

I think it's my quick thinking and decision making. I can be very calm and can make right decision 

under pressure. 
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Most Common Interview Questions 

Tell me about yourself."($(6 :�)8�-B-!$��&6�GF53OS�5!6�&) 

What would you like to tell me about yourself?  (�H/?)$(6 �)>�$ก%<&8ก�"-�8�H/$��F53ก�"$� OS�>*3"3 �) 
Make a short, organized statement of your education and professional achievements and 

professional goals. Then, briefly describe your qualifications for the job and the contributions 

you could make to the organization.  

(��H:��7!GF53>*3F?�8 �$ก%<&8ก�"-�8�H/$!3!# �*3 !ก �PDก� '():�)�"ก �/0  '()�KB" &��7!G$ก%<&8ก�"

�H/��"�-B2���H/#%<�B*86 �H/��"�-B!�7!G?)$:;!:�)=&@!0-6�"�B��#) 
Example: 

 I'm ____@9<�-�กH(_______. I graduated a diploma in  � 2 8B@ #%<$�%&!  from   @9<��, "�!#%<?"

ก �PDก�    in   :R#%<?"  5�9�  last year / last month / last two years. During my study, I learned a lot 

about  :�)$.#2��� !. (5�9� � ?I4*86  I had studied  @9<�8B@  1, @9<�8B@  2.) After school, I had 

worked for / with  @9<�"�B��#. I had some experience in  :�)$.#2��� ! (1), '() / 5�9� :�)$.#2��

� ! (2) '() / 5�9� and :�)$.#2��� ! (3)   for   �)&)$8( #%<#+ � !!�7!G 5�9� >*3\]ก� !. I am 

confident that I know very (quite) well about :�)$.#� !.  
Model Answer:  I'm Manoon Sriwilai. I graduated a diploma in Power Electricity (Instrumentation) 

from Thai-Austrian Technical College last year. During my study, I had studied PLC which is 

about computer programming for controlling machines. I also studied Refrigeration and air 

conditioning system. After school, I had worked with ABC Co.,Ltd for 6 months. I had some 

experience in installing and servicing air conditioners, checking automatic machines. I am 

confident that I know very (quite) well about refrigeration and air conditioners.  

 

- Write your own background here. 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 
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______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

"Why do you want to work here?" (#+ >��H/,D�-3��ก �#+ � !#%<"�B��#!%7) 

"What about our company interests you?" ("�B��#$� �!F?-�8�H/F!$�9<���)>�) 

Why did you apply for this job?  (#+ >��H/,D������� !F!-+ '5!6�!%7) 

Why did you choose this career?  (#+ >��H/$(9�ก� #+ � !!%7) 

  '!8# �F!ก �-�"�+ , �'""!%7 F53�H/!+ $�!��8 ��43 �8 �� � �,2���H/#%<-��ก�"� !F!
-+ '5!6�!�7!G '()8H B̂ก �PDก� CD<�-��ก�"�8 �-3��ก �2��"�B��#  '()� ?ก(6 8,D��B<�#%<#+ F53-�8�H/#+ � !
>*3�&6 ��%�8 ��43�Dก��<!�� 5�9��" &F?กE>*3 $@6! � ?I4*,D�"��& ก P#%<*%F!ก �#+ � !  5�9� �8 ���<!��
2��"�B��#  �8 ��%@9<�$�%&�2��"�B��# 
If you have sufficiently researched the organization, you should be able to imagine what skills 

the company values. List them, then give examples where you have demonstrated these skills. 

(,3 �H/>*3PDก� 5 23��4("�B��##%<�H/-3��ก ������� !� "3 � �H/��#� ""3 �86 "�B��#-3��ก �"H��(#%<�%

�8 �� � �,# �*3 !>5!  �H/กE� � �,-�"$:;!23�GกE>*386 �H/$��#+ �)>�>*3"3 � ,3 &ก-�8�&6 �*38&กE?)
$:;!:�)=&@!0ก�"-�8�H/$��� ก) 
Model answer: 

I have 3 reasons to explain to you why I want to work in your company. Firstly,  your 

company needs a   @9<�-+ '5!6�� !  which is related to my field of study. Secondly, I had some 

experience in ___� 2 � !___ . That is, I had been trained at @9<�"�B��# about :�)$.#� ! for 9 
weeks. And I live not far from your company; this is my last reason.  

 

- Write your own reasons why you want to work in this company. 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 
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______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

 

 

Why should I hire you?  (#+ >�"�B��#$� -3��?3 ��H/#+ � !F!-+ '5!6�!%7) 

What are your major strengths?  (�H/�%?H*$*6!F!*3 !F*"3 �) 

How would you describe yourself?  (�H/?)�KB" &$ก%<&8ก�"-�8�H/�&6 �>�*% - �H/$:;!�!�&6 �>�) 

"What are your best skills?" (�H/�%#�ก�)#%<*%$&%<&�F!*3 !F*) 

 �+ , �'""!%7-3���KB" &F53A43���. �/0#� "$ก%<&8ก�""H�(Bก#%<*%2��-!$��CD<�"H�(Bก*��ก(6 8 ?)$:;!
:�)=&@!0-6�� !>*3�&6 �>� 
Model answer: 

 Model 1: I am a hard working person. I like to learn more skills in working. I believe that 

the more I work, the more I learned. 

 Model 2: I can write computer programs. And I have some experience in installing and 

servicing LAN system. 

 Model 3: I am flexible, friendly, and cheerful. I think these can help me a lot in working. 

 

Now, write one of your own. 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

"What is your major weakness?" (�H/�%?H*"กI�6��*3 !F*"3 �) 
Be positive; turn a weakness into a strength. For example, you might say: "I often worry too much 

over my work. Sometimes I work late to make sure the job is done well." 

(I& & ��B*F!# �"8ก I& & �$:(%<&!?H*�6�!F53$:;!?H*$*6!F53>*3   $@6! �H/� ??)I4*86  "A�/*BM�!��ก?)

ก��8(� ก$กB!>:$ก%<&8ก�"� ! CD<�" ����7�กE-3��$(Bก� !@3 ก86 �!�9<!$I%&�$I� )86 -3��ก �F53� !��ก� *%) 
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Model Answer:  My friends often say I'm too aggressive. This is because I expect to see good 

outcome. And I wish my colleagues would do their best. So, if there is any mistakes, I will blame 

directly to the one who did it. Sometimes, I speak so loud that everyone think I'm angry. Actually, 

I'm not. However, I try to be softer now. 

 

 

 

Write your own weakness here: 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

"Do you prefer to work by yourself or with others?"  

(�H/�& ก#+ � !�68�ก�"�!�9<! 5�9��& ก#+ � !$:;!�68!-�8) 
The ideal answer is one of flexibility. However, be honest. Give examples describing how you 

have worked in both situations. 

(�+ -�"� � �,$:;!>:>*3#�7����ก�/%  �&6 �>�กE- �F53-�"- �?�B� &ก-�8�&6 �ก �#%<�H/� � �,#+ � !>*3

�&6 �>�F!#�7����ก�/%) 
Model Answer (team): I think working in a team is better because we can share ideas and help 

each other.  

Model Answer (individual): I think working in a team is good but there are always some problems 

For example, it needs more time to do because there are many different ideas in working.  

Working alone spends less time and also cause less problem than working together as a team. 

 

 Now try write your own idea  

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 
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______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

"What are your career goals?" or "What are your future plans?" 

($:N 5� &2��� @%I�9��)>� �H/�%'A!F!�! �-�&6 �>�) 

What are your goals?  (�H/�%$:N 5� &�)>�F!@%8B-) 

How do you plan to reach them?  (�H/�%8BK%#+ F53-!$��>:�46$:N 5� &!�7!>*3�&6 �>�) 

What do you hope to be doing in 5 years? 10?  (�H/� *86 �% 5 :R / 10 :R ? ก!%7>: �H/!6 ?)�&46F!

-+ '5!6��)>�) 
The interviewer wants to know if your plans and the company's goals are compatible. Let him 

know that you are ambitious enough to plan ahead. Talk about your desire to learn more and 

improve your performance, and be specific as possible about how you will meet the goals you 

have set for yourself. 

(A43���. �/0-3��ก ��4386 'A!F!�! �-2���H/ก�"$:N 5� &2��"�B��#>:ก�!>*35�9�>�6 '�*�F53$2 $5E!86 

�H/$:;!�!�%�8 �#)$&�#)& ! �%ก �8 �'A!(68�5!3  I4*,D��8 �-3��ก �#%<?)$�%&!�43'()-3��ก �I�^! 
#�ก�)2���H/ '()�H/?)� � �,>:,D�?H*5� &2���H/>*3�&6 �>�) 
Model 1: I am planning to do my best in my career. And I try to gain more skills and knowledge. 

In future, I am expected to be promoted to a higher position. So, I can use my skills and 

knowledge on my job. 

 

Write your own goal here: 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

"What are your hobbies?" and "Do you play any sports?" 

(�H/�%� !�*B$�ก�)>�"3 �   '() �H/$(6!ก%_ "3 �5�9�$:(6 ) 
The interviewer may be looking for evidence of your job skills outside of your professional 

experience. For example, hobbies such as chess or bridge demonstrate analytical skills. 
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Reading, music, and painting are creative hobbies. Individual sports show determination and 

stamina, while group sport activities may indicate you are comfortable working as part of a team. 

Also, the interviewer might simply be curious as to whether you have a life outside of work. 

Employees who have creative or athletic outlets for their stress are often healthier, happier and 

more productive.  (A43���. �/0� ??)-3��ก ��43$�9<���9<!G2���H/"3 � !�ก? ก$�9<��$ก%<&8ก�"� !� @%I $@6! 

� !�*B$�ก -�8�&6 �$@6! 5� ก�Hก 5�9� $(6!>I6 CD<�'�*�F53$5E!#�ก�)F!ก ��B*'""8B$�� )50   �68!ก ��6 !
5!���9�, ก �$(6!*!-�% / OS�*!-�%, '()ก �8 *�4: �B<�$5(6 !%7$:;!� !�*B$�ก#%<'�*�,D�ก ��%�8 ��B*

��3 �����0  ก �$(6!ก%_ #%<$(6!�!$*%&8 $@6! $#!!B�  5�9� '"*�B!-�!  5�9� 8B<� ก%_ $5(6 !%7 5� &,D�86 �H/
$:;!�!#%<�%�8 �-�7�F?#%<$*E*$*%<&8 '!6!�! '()�%�8 ��*#!  ,3 �H/�!F?ก%_ #%<$(6!$:;!#%� '�*�F53$5E!86 
�H/$:;!�!#%<� � �,#+ � !$:;!#%�>*3$:;!�&6 �*%. A43���. �/0� ??)�& ก�43$I%&�86 �H/F@3@%8B-!�ก$5!9�? ก

ก �� !:ก-B�&6 �>� CD<�5� &,D�86 I!�ก� !5�9�(4ก?3 �#%<5 8BK%�( &$��%&*F53ก�"-!$��>*3�&6 ���3 �����0 
5�9� $(6!ก%_  ��ก?)�%�H2. I#%<*%ก86 , �%�8 ��H2� กก86  '()#+ � !>*3A(*%ก86 ) 
Model Answer: I like reading. I think reading makes me feel calm and quiet. It gives us 

knowledge and entertainment. I like to read novels and magazines.   

 

Write down what you do as your hobby: 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

"What salary are you expecting?" (�H/-3��ก �$�B!$*9�!$#6 >�) 
You probably don't want to answer this one directly. Instead, deflect the question back to the 

interviewer by saying something like: "I don't know. What are you planning on paying the best 

candidate?" Let the employer make the first offer. 

(�+ , �!%7�H/� ??)>�6?+ $:;!-3��-�"=*&-��  '-6�H/� ?F@3�+ , �!�7!$:;!:�)=&@!0F!ก ���"#� "23��4(

$IB<�$-B�? กA43���. �/0>*3 $@6! �H/� ?-�"86  ">�6#� "���" (�6)) '(38#6 !�B*86 #6 !?)-�7�$�B!$*9�!F53ก�"

A43������ !#%<*%#%<�H*>*3$#6 >�" I& & �F53A43���. �/0$:;!A43$�!�� ก6�!) 
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However, it is still important to know what the current salary range is for the profession. Find 

salary surveys at the library or on the Internet, and check the classifieds to see what comparable 

jobs in your area are paying. This information can help you negotiate compensation once the 

employer makes an offer. 

('-6�&6 �>�กE- �  �H/กE�8�?)-3���43�)*�" 5�9�@68�2��$�B!$*9�!: !ก( �2��A43#%<�%8H B̂ก �PDก� $#6 !%7 5�9� 

A43#%<�%:�)�"ก �/0� "3 �  CD<�23��4($5(6 !%7� � �,5 >*3#�<8>: 23��4($5(6 !%7?)#+ F53�H/� � �,-6����>*3
F!ก�/̀#%<A43���. �/0$�!�-�8$(2� ก6�!) 
Model Answer: It is hardly to talk about salary. I think it depends on skills and ability of the 

applicant. However, I think it should be based on current salary in the job market.    

 Write down some sentences about this: 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

"What have I forgotten to ask?" (�%�)>�>5� #%<M�! (A43���. �/0 )(9�, �)  
Use this as a chance to summarize your good characteristics and attributes and how they may 

be used to benefit the organization. Convince the interviewer that you understand the job 

requirements and that you can succeed.  

(F@3=�ก �!%7F!ก ���H:23�*%2��-�8�H/ '()!+ $�!�F53A43���. �/0$5E!86 ��!?)$:;!:�)=&@!0-6�"�B��#>*3

�&6 �>�  I& & �#+ F53A43���. �/0$@9<�86 �H/$23 F?2�"26 &2��� !$:;!�&6 �*%) 

Model Answer: May I say that I am diligent, and willing to learn. I love working about __:�)$.#

2��� !)__. These will help not only the work to be progress quickly but also develop skills in 
working. 

 

Now, write something that you may ask or say after the interview: 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 
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______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 Few questions are more important than these, so it is important to answer them clearly and with 

enthusiasm. Show the interviewer your interest in the company. Share what you learned about 

the job, the company and the industry through your own research. Talk about how your 

professional skills will benefit the company. Unless you work in sales, your answer should never 

be simply: "money." The interviewer will wonder if you really care about the job. 

 

 

(�+ , ��9<!GกE�%�8 ��+ ��L$@6!ก�! M)!�7!$8( -�"�+ , ��8�-�"F53@�*$?! '()?�B�F?  I& & �'�*�F53A43

���. �/0#� "86 $� �!F?F!"�B��#2��$2   #+ F53$2 �4386 �H/�43�)>�" ��&6 �#%<$:;!:�)=&@!0$ก%<&8ก�"
-+ '5!6�� ! I& & �I4*$ก%<&8ก�"�B<�#%<"�B��#?)>*3��"5 ก�H/>*3#+ � !F!"�B��#!�7!  �&6 �>�กE- � �&6 F53
�8 ��+ ��L$�9<��$�B!� ก$กB!>:) 
 

"Why did you leave your last job?" (#+ >��H/,D�( ��ก? ก"�B��#$*B�) 
The interviewer may want to know if you had any problems on your last job. If you did not have 

any problems, simply give a reason, such as: relocated away from job; company went out of 

business; laid off; temporary job; no possibility of advancement; wanted a job better suited to 

your skills. 

(A43���. �/0� ??)-3��ก ��4386 �H/�%:SL5 ก�"� !#%<"�B��#$*B�5�9�>�6  ,3 �H/>�6�%:SL5 F*G F53�H/�KB" &

*38&$5-HA( $@6! �H/>*3#+ � !F!-+ '5!6�#%<>�6�6�&�%�)>�#+  5�9�"�B��#$(BกกB?ก �, "�B��#(*?+ !8!

I!�ก� !, 5�9�� !F!-+ '5!6��H/$:;!-+ '5!6�� !@�<8�� 8, 5�9�-+ '5!6�� !>�6�%=�ก �ก3 85!3 , 5�9� 

�H/-3��ก �#+ � !F53-��ก�"�8 �� � �,2���H/  $:;!-3!) 
If you did have problems, be honest. Show that you can accept responsibility and learn from 

your mistakes. You should explain any problems you had (or still have) with an employer, but 

don't describe that employer in negative terms. Demonstrate that it was a learning experience 

that will not affect your future work. 

(ก�/%#%<�H/�%:SL5 ?�B�G   I& & ��&6 =ก5ก I& & �I4*F53$2 $23 F?,D��8 ���"AB*@�"#%<�H/� � �,��">*3 

'()�H/>*3$�%&!�43" ��&6 �$ก%<&8ก�"�8 �AB*I( *#%<A6 !�  �H/� ?-3���KB" &:SL5 #%<$กB*2D7!ก�"! &?3 � '-6
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�&6 I4*,D�! &?3 �F!# �(" I& & ��KB" &86 �B<�#%<$กB*2D7!!�7!$:;!:�)�"ก �/0CD<�#+ F53�H/>*3$�%&!�43   CD<�?)
>�6�%A(ก�"� !F!�! �-2���H/) 
 

It is important to remember that the short time you spend in a job interview could have a 

dramatic effect on your career prospects. First impressions really do count; many interviewers 

will make a decision about the interviewee in the first five minutes of conducting the interview 

and the rest of the time justifying the decision made. 

�H/-3��?+ >83$���86 F!@68�$8( ��7!G#%<�H/$23 ��"ก ����. �/0� ! � ??)�%A(�&6 �� ก� &F!@%8B-ก �� !
2���H/  '()�B<�5!D<�#%<A43���. �/05( &G�!F@3$:;!-�8:�)$�B!กE�9� first impression =*&#%<$2 ?)F@3$8( 

$I%&� 5 ! #%$I9<�:�)$�B!86 �H/$5� )��5�9�>�6=*&*4? ก"H�(Bก ก �'-6�ก & ก�B& � �& # '()ก �I4*?  

'()$8( #%<$5(9�$2 ?)F@3$I9<�&9!&�!ก �-�*�B!F?2��$2 $#6 !�7!   
 

Preparation for the Interview: (ก �$-�%&�-�8$I9<�$23 ��"ก ����. �/0� !) 
Preparation is the first essential step towards a successful interview. Company interviewers are 

continually amazed at the number of applicants who drift into their offices without any apparent 

preparation and only the vaguest idea of what they are going to say. Thus, it is important to: 

ก �$-�%&�-�8(68�5!3 $:;!�B<�'�ก#%<�H/?)� � �,:�)�"�8 ��+ $�E?F!ก ����. �/0� !  A43#%<$:;!ก���ก �
���. �/0� !��ก?)':(กF?#%<A43$23 ��"ก ����. �/0� !?+ !8!� ก� '"">�6�%ก �$-�%&�-�8'()>�6
$-�%&�ก �-�"�+ , �� $(&  M)!�7!�H/-3��$-�%&��B<�-6�>:!%7(68�5!3 : 

I. Know the exact place and time of the interview, the interviewer1s full name, the correct 

pronunciation, and his/her title. (-3���43$8( '()�, !#%<#%<'!6!�!F!ก ����. �/0  @9<�'()

-+ '5!6�A43#%<$:;!ก���ก ����. �/0 -3���43�+ !+ 5!3 @9<�#%<,4ก-3��2��$2 *38&) 
II. Find out facts about the company - where its plants, offices, or stores are located; what 

its products and services are: what its growth has been; and what its growth potential is 

for the future. You can find information about companies at the public libraries, the Trade 

Development Council library in the Wanchai Convention Center or on the Internet. ($-�%&�

5 23��4($"97��-3!$ก%<&8ก�""�B��##%<-!$��?)$23 >:�����#+ � ! - #%<-�7�2��=��� !A(B-, �+ !�ก� !, 

5�9�=ก*��$กE"�B!�3 , :�)$.#2���B!�3 #%<A(B- '():�)$.#2��� !"�Bก � �8 �ก3 85!3 #%<$:;!�  

'()'!8=!3�F!�! �-  23��4($5(6 !%7�H/� � �,5 >*3? ก53����H* 53����H*2��5�ก ��3 :�)?+ 
?��58�* 5�9�F! internet) 



                                                                                  Unit 5:  Job Interview                                          Page 15 of 17  

C:\Documents and Settings\Administrator\My Documents\���ก�������� !\"#$�%&!'()'""#*��"���ก�������� !\�+ , � -�"

���. �/0.doc 

 

III. Refresh your memory about your previous achievements and duties. You will also be 
expected to know the month and year in which you were promoted or changed jobs. Be 

prepared to answer typical questions like: ($-�%&�23��4($ก%<&8ก�":�)�"ก �/0#+ � !F!�*%- 

5!3 #%<#%<��"AB*@�" '()�8 ��+ $�E?#%<�H/$�&>*3��"F!ก �#+ � ! !�ก? ก!�7!&��-3��$-�%&�-�"
�+ , �$5(6 !%7*38&) 

IV. Make sure that you have all the documents ready for the job including photos, transcript, 
resume, testimonial, etc. and each of them has enough copies. (�H/$-�%&�$�ก� �-6 �G#%<

?+ $:;!F!ก ������� !>83I�3��'(38 #�7��4:  F"��"���A(ก �$�%&! :�)8�-B&6�  F":�)ก P!%&"�-� 
'()$�ก� �$5(6 !�7! �H/>*3#+ �+ $! >83$I%&�I�'(38)  

• What were your achievements? (�H/$�&:�)�"�8 ��+ $�E?�)>�� "3 �) 

• What kind of job are you looking for? (�H/-3��ก �#+ � !:�)$.#>5!) 

• Why did you change jobs? (#+ >��H/?D�$:(%<&!� !) 

• What are your strengths? (�H/�%?H*$*6!*3 !>5!"3 �) 

• What areas do you need to improve and what have you done about further 
developing yourself? (�H/-3��:��":�H�-�8�H/$��*3 !F*"3 � '()�H/#+ >:>*3� ก!3�&

'�6>5!) 

• What do you know about our company? (�H/�43�)>�"3 �$ก%<&8ก�""�B��#2��$� ) 

• Why did you choose your particular career? (#+ >��H/$(9�ก� !� @%I!%7) 

• What are your qualifications? (�H/�%�H/��"�-B�)>�"3 �) 
 

V. Prepare the questions you will ask during the interview. (�+ , �#%<�H/�8�$-�%&�, �A43#%<

���. �/0�H/) 
You may want to ask questions regarding: 

• A detailed description of the position? (� &()$�%&*$ก%<&8ก�"-+ '5!6�� !2���H/) 

• Reason the position is available? ($5-HA(#%<-+ '5!6�� !!%786 �(�) 

• Culture of the company? (8�^!K���5�9�:�)$I/%:aB"�-B2��"�B��#) 

• Anticipated induction and training programme? ((ก �$-�%&�-�8(68�5!3 �+ 5��"

-+ '5!6�� ! 5�9�ก ��"��IB$P�) 

• Advance training programme available for those who demonstrate outstanding 
ability? (ก �\]ก�"��2�7!�4��+ 5��"A43#%<�%�8 �� � �,�4�) 
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• Company growth plans? ('A!ก �2& &กB?ก �2��"�B��#) 

• Best-selling products or services? (A(B-.�/Z0 5�9�"�Bก �#%<$*6!#%<�H*2��"�B��#) 

• The next step? (2�7!-�!-6�>:5(��? ก���. �/0$��E?'(38) 
 

Select appropriate interview clothing and accessories. If the meeting is on a Saturday, check 

whether "smart casual" or weekday business attire is expected. Dress conservatively and 

preferably in darker colours in garments that fit well. Pay attention to all facets of your dress and 

grooming. i.e. clean hair, clean shaven, dark socks with dark shoes (no white socks with dark 

pants), no outlandish ties and they need to be fastened correctly. Ladies need to pay attention 

to the length of the outfits and neck line -- showing too much of the body sends the wrong 

message about professionalism. Hand bags and brief cases need to be in good condition and 

shoes should be polished with new heals. 

(ก �>:���. �/0� !�8 '-6�-�8F53$5� )�� ,3 8�!���. �/0$:;!8�!5&H* ก �'-6�-�8�8�$:;!@H*�H. I 

$�97�A3 >�6�8���"5�9�5(8�$กB!>: �8�-�8--� #Hก�B<�#Hก�&6 �$ก%<&8ก�"ก �'-6�-�82���H/#%<?)#+ F53�H/*4*% 
$@6! -�*A� =ก!5!8*$�� F53$�%&"�3�& ,H�$#3  ���$#3 -3���%�H. I'()�&46F!�. I*% ,3 A4ก$!E�>#-3��A4กF53
$�%&"�3�& >�65&6�!5�9��( &   �H. I�-�%�8�*4$�9<���8 �& 82��ก�)=:�� '()�8 ��B*@B*2����$�97� CD<�
ก �$:b*$A&F53$5E!�)>�� ก>:?)�9<��8 �5� &#%<>�6,4ก-3��$ก%<&8ก�"-+ '5!6�� !#%<-3��ก �  ก�)$:c ,9�
���$#3 -3���&46F!�. I#%<*% ���$#3 -3��2�*��!'()�3!���$#3 >�62 *(H6&) 
  

At the Interview (F!2/)���. �/0) 

The Do's (�'
��	
��!()'�
�') 

• Arrive on time or a few minutes early. (� ,D��, !#%<���. �/0ก6�!$8( !�*I����8�) 

• Turn off your mobile phone or pager, do not answer it in an interview. (:b*

=#�P�I#0�9�,9� 5�9�$��9<���9��9<�� � '()53 �-�"=#�P�I#02/)$23 ��"ก ����. �/0) 

• If presented with an application, fill it out neatly and completely. (,3 !+ F"������ 

*38&-3��ก��กF53$�%&"�3�&) 

• Greet the interviewer by his/her surname. (#�ก# &ก���ก ����. �/0*38& ! ��กH(-

,3 ก���ก �$:;!@ 8-6 �:�)$#P) 

• Shake hands firmly. (?�"�9��&6 �?�B�F?-'!6!I����8�) 

• Sit upright in your chair, look alert and interested at all times. (!�<�-�8-��'()�!F?

�+ , �-(�*$8( #%<$23 ��"ก ����. �/0) 
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• Be a good listener. Follow the interviewer1s leads but try to get the interviewer to 
describe the position and the duties to you early in the interview so that you can 

relate your background and skills to the position. (I& & �#+ -�8$:;!A43OS�#%<*% :JB"�-B

- �ก���ก ����. �/0'!)!+  I& & �F53ก���ก ����. �/0�KB" &� &()$�%&*$ก%<&8ก�"
-+ '5!6�� !'()5!3 #%<#%<-3����"AB*@�" F53�H/#� "'-6$!B<!G $I9<��H/?)>*3=&��8 ��43
�8 �� � �,2���H/F53���I�!K0ก�"-+ '5!6�� !>*3) 

• When you speak come to the point, answering questions truthfully and frankly. 
Usually, very senior managers want the "head lines" and not too much detail 

while functional managers want the detail. If the interviewer asks for the detail, 

they expect you to back up your claims with good examples. ($�9<�$8( -�"�+ , �

�8�-�"�&6 �$:b*$A&'()-��>:-���   �68!� ก'(38 ,3 ก���ก ����. �/0�%� &H� ก
5!6�&��ก?)-3��ก ��43F?�8 ��+ ��LG$#6 !�7!>�6-3��ก �� &()$�%&*� ก 2/)#%<ก���ก �#%<
�%� 8H=�!3�&��ก?)-3��ก �OS�� &()$�%&*� กG �&6 �>�กE- ��H/�8��%$5-HA(5�9��%
-�8�&6 �:�)ก�"#%<*% 

• Look your interviewer in the eye while you talk to him/her. ($8( I4*F53���- 

ก���ก �*38&) 
Do not answer questions with a simple "yes" or "no". Explain whenever possible. Tell those things 

about yourself which relate to the position. (�&6 -�"�+ , �*38&�+ 86  yes / no $I%&��+ $*%&8 '-6�8��%

� &()$�%&*:�)ก�"CD<����I�!K0ก�"-+ '5!6�� !) 
 

The Don'ts (�'
��	
�����!()'�
�') 

• Never make derogatory remarks about your present or former employers or your 
colleagues. (�&6 I4*�)>�#%<$:;!ก �#+ F53$?3 ! &�!:S??H"�!2���H/ 5�9�$I9<�!�68�� ! 

5�9�$?3 ! &�!ก6�!2���H/$�%&5 &) 

• Do not "over answer" questions. It is best to answer the questions honestly, trying 
not to say more than is necessary. (�&6 -�"�+ , �� ก$กB!>:=*&>�6?+ $:;!) 

• Do not cover your mouth with your hand, fidget, crack your knuckles, or bounce 
your legs. Take a deep breath and try to stay calm. (�&6 F@3�9�:b*: ก !�<�&Hก&Bก !�<�

5�ก23�!B78�9� 5�9�!�<�ก�)*Bก$#3   I& & �!�<��&6 ���"$��%<&�) 

• It is not advisable to inquire about  SALARY, HOLIDAYS, BONUSES, etc. at the 
initial interview unless the employer is interested in hiring you and raises the 
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issue first. However you should know your market value and be prepared to 

specify your required salary or range. (>�6�8�, �$ก%<&8ก�"$�B!$*9�! 8�!5&H* $�B!="!�� 

5�9�� &>*3�9<!G F!2/)���. �/0 $83!$�%&'-686 A43?3 �� !�!F?�H/'()>*3I4*$�9<��!%72D7!� 
ก6�!   '-6�H/กE�8��4386 � &>*32��A43#%<�%�H/��"�-B$#6 �H/ �8�?)�&46F!@68�>5!) 

 

Remember the employer will be lucky if they get you! If you do your homework well, you can 

relax, smile, and enjoy your interview (����������	�������
���

����������������������
������ ��
�������

�������������� ���ก ��������� �!������"#������$ก��%��&�'�(
������
%$��)�) 
(Article provided by Executive Connections Ltd) 

 

 

 



 
Name ………………………………………………….   Class …......................... 
 
Find a job advertisement then  answer these questions using the information 
from the advertisement. 
 

1. What kind of business does the company do? 
 
 
 
………………………………………………………………………………………………… 
 

2. What positions can a college graduate can apply for? 
 
 
 
………………………………………………………………………………………………… 
 

3. How can one apply for a position in this company? 
 
 
 
………………………………………………………………………………………………… 
 
     4. What positions need no experience? 
 
 
 
………………………………………………………………………………………………. 
 

5. What are the interesting offers? 
 
 
 
……………………………………………………………………………………………. 
 

 
 
 



Application for Employment  
(Please read NOTES on back-page before filling in the form) 

 

Position or type of work desired  

 
ATTACH   

ONE 
PHOTO     
HERE 

 
 

 

Name & Address  

Mr. / Mrs. / Miss (in English) :  
                                  (in Thai ) :  

 
Do not write 
in this 
column  

  

Permanent Address (in Thai) :  

 

 

Telephone No.  

Home:  
Office:  

Mobile:  

Personal Data  

Age:  

ID. Card:  

Issued at:  

Date Issued:  

Marital Status: 

□ Married 

□   Widow (er) 

□ Single  

□    Divorced  

□   Separated  

Date of Birth:  

Place of Birth:  

Nationality:  

Marriage Cert. No. : - 

Issued at: - 

Date Issued: - 

Health  

Height :  Weight :  

Physical disabilities or handicap or chronic disease  (e.g. sight, hearing, speech, colour 
blindness, lameness, heart) 
   
 

Major illness or accident, if any, suffered since birth with approximate dates. 
   
 

Family Details  
 

Name  Age Occupation 

Spouse Son (s)   

Daughter (s)  

Son (s) 

   

Father  

Mother  

Brother (s)  

Sister (s)  

   



Educational Data  
Names of Schools Attended From To Qualification Obtained / Field of Study 

Primary  

 

 

   

Secondary  

 

 

   

Vocational School/College/University  
 
 
 

   

 
Provide on separate sheets the subjects taken and grades obtained in respect of each certificate/ diploma/ 
degree/ professional qualification.  
 

Other Courses/ Training 
completed or currently pursued 

Date/ Duration 
(hours, days) 

Qualification (s) obtained/ 
expected (if any) 

 

 

 

  

Activities  
 

Sports/ Other leisure 
time activities  

Membership of Club, 
Society Association, etc.  

Position of responsibility 
held  

 

At School 

 

   

 
 
 

At College/ University 
 
 
 

 

 

 

  

 
 

Past/ Present 
 
 
 

 

 

  

Skills & Hobbies  

Special skills:  

 

 

 

Hobbies:  



Employment Data  
Present Employment (Name & Address of Employer) 
 

Position (s) held (with dates):  
 

Starting Salary:  
Basic Salary :                                                             � 
Other Cash Benefits                      
(Cost of Living, Bonus, etc)                        � 
                                                                                               _____________ 
 
Total Monthly Income:                                       ������� 

Last Salary:  
Basic Salary :                                                             � 
Other Cash Benefits  
(Cost of Living, Bonus, etc)                        � 
                                                                                             _____________ 
 
Total Monthly Income:                                       ������� 

Describe briefly your duties & responsibility (Use separate sheets of paper if necessary) 
 

 

Reasons for Leaving:  
 

 

Previous Employment (Name & Address of Employer) 
 
 

Position (s) held (with dates)  
 

 

Starting Salary:  
Basic Salary :                                                             � 
Other Cash Benefits                      
(Cost of Living, Bonus, etc)                        � 
                                                                                               _____________ 
 
Total Monthly Income:                                       ������� 

Last Salary:  
Basic Salary :                                                             � 
Other Cash Benefits  
(Cost of Living, Bonus, etc)                        � 
                                                                                             _____________ 
 
Total Monthly Income:                                       ������� 

Describe briefly your duties & responsibility (Use separate sheets of paper if necessary) 
 
 

Reasons for Leaving:  
 
 

Previous Employment (Name & Address of Employer) 
 
 

Position (s) held (with dates)  
 

 

Starting Salary:  
Basic Salary :                                                             � 
Other Cash Benefits                      
(Cost of Living, Bonus, etc)                        � 
                                                                                               _____________ 
 
Total Monthly Income:                                       ������� 

Last Salary:  
Basic Salary :                                                             � 
Other Cash Benefits  
(Cost of Living, Bonus, etc)                        � 
                                                                                             _____________ 
 
Total Monthly Income:                                       ������� 

Describe briefly your duties & responsibility (Use separate sheets of paper if necessary) 
 
 

Reasons for Leaving:  
 
 

Please attach if available written references on your technical abilities from former employers 
 
May we require from your previous employers regarding your record of employment?  
 
 
 



Further Information  
Language proficiency other than Thai. Indicate whether poor, fair or good. 

Language Speaking Writing Reading Understanding  

     

     

 

2. Do you hold any licence? (If yes, what type (e.g. driving, auditing, registered engineer, or others) 
 
 
 

3. If you are eligible for Military Service, state whether serving, completed or exempted (with reasons) 
 
 
 

4. If you have applied to this company before, state date (s) and position (s) sought. 
 
 
 

5. If you are offered employment, state earliest date on which you will be available to start work. 
 
 
 

6. If you have relatives working for this company or other similar company, give their names, state the 
relationship and the name of the company they are employed.  
 
 
 

7. Have you ever been arrested, taken into custody, held for investigation or questioning or charged by any 
law enforcement authority? If yes, please give details.  
 
 
 

8. Other information which is important to you and helpful to us.  
 
 

References  
Name 2 persons whom reference may be made, omitting relatives and employees of this company.  
 

Name Address & Telephone No. Occupation  

   
 

 
   
 
 
Date:  
 

 
Signature:  

 
Notes:  
1.  The application should be completed preferably in your handwriting.  
2.      If you find insufficient space on the form, write on supplementary sheets of paper. 
3.      Do not send documents which you wish to be returned.  
4.     In the event that you are employed and it is subsequently discovered that you have made a false   
        declaration in this form, the Company reserves the right to terminate your service summarily.       
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��������	
 (Resume) 
#$%&'%  ()*&+,-.'/0+10 203%4%/+5ก74892:;/.<' =>%.#$% ?:'0  
 Resume                  Personal Data Sheet     

Curriculum Vitae          CV 
20@9A091B<;?C9.0D*C/2:;#$%&'% "resume" 20ก%)/F-G%. 

HI.@+A&J(K>;& ก%)?C9.0 resume 0+10 ?)%D*?C9.0?LMA/N8+#)5%02I5%0=0OA5?@'%0+10 C;/8<>20 
resume D*89,;/5()+G?(>9A.0G;%5@+15091?LMA/2=;?=8%*N8ก+G,$%K=0'55%0 =)M/?LMA/@9A?)%D*JI;?>M/ก?C9.0?PL%*
#QRN8G+,-@9A,)5ก+G#&%8,;/5ก%)C/50%.D;%5 K>*,)5ก+G()*?3@C/55%0 
!" resume !#$"%&'  �(
')*+(
),-
�.�#(/' 
 resume =)M/ ()*&+,-.'/ /.'%5@9A@)%Gก+0K>;& P*0+10 กSD*,;/589N'&0@9A?(T0C;/8<>N'&0,+&?GM1/5,;0@9A
N$%#+U ?LMA/@9A0%.D;%5I<K>;&D*JI;8/5?=S03%Lก&;%5VC/5?)%JI;  )<;D+ก?)%JI;20)*I+G=0OA5  I;&.ก%)I<C;/8<>20
resume ?L9.5KB'0?I9.&    0+A0กS#M/ ?)%,;/589C;/8<>?ก9A.&ก+G,0?/5 (personal details), C;/8<>I;%0
ก%)YOก4% ก%)/G)8 (Education), C;/8<>I;%0#&%8N%8%)ZL-?Y4 (Special skills), C;/8<>I;%0
()*NGก%)R]ก%)@$%5%0 (Experience), K>*:MA/-@9A/.<'C/5GQ##>@9AN%8%)Z/;%5/-5JI; (References)   N'&0@9A
D*C%IJ8'JI;#M/&+,ZQ()*N5#]C/5ก%)@$% resume PG+G091CO108% (Objective)  K>*?5-0?IM/0@9A,;/5ก%) 
(expected salary)  Z;%0%.D;%5,;/5ก%)2=;?)%KD;5J(I;&.  
 C;/8<>@+15 4 =+&C;/ C;/8<>2I#&)D*?C9.0ก'/0-=>+5  HI.@+A&J( 8+ก?)9.5>$%I+GI+5091  Personal Details, 
Education, Experience, K>* References  K,'/.'%5J)กS,%8  ?)%กSN%8%)Z0$%?N0/N-A5@9A?I'0@9ANQIC/5
,0?/5ก'/0 =)M/N-A5@9A,)5ก+G#&%8,;/5ก%)C/50%.D;%5 ก'/0กSJI; ?:'0 Z;%&Qd-,)5ก+GG)-4+@,;/5ก%) K>*?)%89
?ก)I?P>9A.N<5 ?)%กS0$%=+&C;/ education CO108%?C9.020>$%I+GK)ก    Z;%?)%89()*NGก%)R]ก%)@$%5%08%G;%5 
K>*()*NGก%)R]0+10V ,)5ก+G5%0@9A?)%N8+#)20G)-4+@ K@0@9A?)%D*?C9.0?)9.5,%8(ก,-  ?)%กS#&)0$%?/% 
experience 8%?C9.00$%?N0/ก'/0 ?(T0,;0 
+(
),-0ก*&��ก�#�"0
' (personal details) ?)9.5>$%I+G,%8#&%8N$%#+U  JI;Kก' 
  @9A/.<' (present address) L);/8=8%.?>CH@)Y+L@] K>*Z;%89 e-mail address I;&.กSD*I9
  /%.Q (age) 
  NZ%03%LN8)N (marital status) 
  NZ%03%L@%5ก%)@=%) (military status)   (?PL%*B<;:%.) 
  #&%8N02DL-?Y4 (interests) 
  Y%N0% (religion) 
  &+0?IM/0(e?ก-I (date of birth) 

NZ%0@9A?ก-I  (place of birth - ?C9.0?PL%*:MA/D+5=&+I@9A?ก-I?@'%0+10)   
  N'&0N<5 (height) / 01$%=0+ก (weight) 
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 ก%)L-D%)R%&'%C;/8<>2IN$%#+Uก&'%C;/8<>,+&2I0+10 2=;L-D%)R%D%ก()*?3@C/55%0 ?:'0 ,$%K=0'5
0+10 #&%8N<5 K>*01$%=0+กC/5B<;(h-G+,-5%0N$%#+U,'/ก%)@$%5%0=)M/J8'  =)M/G)-4+@0+10VB<;#0N'&02=U'C/5
G)-4+@0+GZM/Y%N0%/*J) ก%)@$%5%0=)M/ก%)2:;:9&-,()*D$%&+0D*?(T0/Q(N))#,'/ก%)@$%5%0=)M/J8'  ?(T0,;0 
+(
),-4(/"ก/�5%ก6/ ก/�
#�) (Education) ก%)?C9.02=;?C9.0&Qd-@9AN<5NQIJ(=%&Qd-@9A,A$%NQI  HI.@+A&J(
8+กD*ZM/&'% )*I+Gก%)YOก4%8+F.8(>%. =)M/ (&:. ?(T0&Qd-@9A,A$%NQI  @9A#&)/;%5ZO5    )%.>*?/9.IK,'>* 
)*I+Gก%)YOก4%@9A?)%?C9.00+10 ,;/589C;/8<>@9AN$%#+U K>*?)9.5>$%I+Gก'/0-=>+5 I+5091  :'&5?&>%@9A?)9.0  :MA/&Qd-
@9AJI;)+G K>* :MA/C/5NZ%G+0  ?:'0    

1998 l 2000  Diploma in Building Technology, Chonburi Technical College. 
                             :'&5?&>%@9A?)9.0                            :MA/&Qd-@9AJI;)+G                                       :MA/C/5NZ%G+0 J8',;/52N':MA/D+5=&+I@9A,+15 ?L)%*:MA/NZ%G+0G/ก@9A,+15K>;& 

1996 l 1998  Certificate in Building and Construction, Chonburi Technical College. 
                             :'&5?&>%@9A?)9.0                            :MA/&Qd-@9AJI;)+G                                       :MA/C/5NZ%G+0 J8',;/52N':MA/D+5=&+I@9A,+15 ?L)%*:MA/NZ%G+0G/ก@9A,+15K>;& 

1994 l 1996  Certificate of Secondary Education, Singsamuth School, Chonburi 
                             :'&5?&>%@9A?)9.0                            :MA/&Qd-@9AJI;)+G                                              :MA/C/5NZ%G+0L);/8:MA/D+5=&+I@9A,+15 

C;/N+5?ก, 
 - D%ก,+&/.'%5C;%5G0 D*?=S0&'% 20ก%)?C9.0:MA/&Qd-  D*?C9.0CO10,;0I;&.,+&2=U'?N8/ 

- :MA/&-@.%>+. =)M/NZ%G+0@9A?)9.0 ,;/52N':MA/D+5=&+I@9ANZ%G+00+10,+15/.<' >5J(I;&. .ก?&;0:MA/ 
NZ%G+0@9A2:;:MA/D+5=&+I?(T0:MA/NZ%G+0   

- :MA/&Qd-20)*I+G()*Z8 K>*8+F.8YOก4%0+10 D*2:;  " of " ?:'0      
- Certificate of Primary Education    
- Certificate of Secondary Education  

- N'&0ก%)?C9.0&Qd-20)*I+G/%:9&YOก4%0+10D*2:;  " in " ?:'0   
- Certificate  in  Electronics  =)M/N%C%/MA0V 

- &Qd-@%5I;%0/%:9&YOก4%0+10N%8%)Z?C9.0JI; 2 &-F9 #M/ 
 20)*I+G (&:. 
 ?C9.0?,S8)<(KGG   =  Certificate of Vocational Education in Electronics.  
        ?C9.0KGG.'/  =  Certificate in Electronics 
 20)*I+G (&N. 
 ?C9.0?,S8)<(KGG   =    Higher Certificate of Vocational Education in Electronics.           
                         =)M/          Diploma of Vocational Education in Electronics. 
        ?C9.0KGG.'/  =   Higher Certificate in Electronics  

=)M/               Diploma in Electronics 
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ก%)?C9.0N%C%&-:%:'%50+10 ?C9.0I+5091 
N%C%&-:%?@#0-#ก%)B>-, (5%0?#)MA/58M/ก>) =  Production Technology ( Machine Tools) 
N%C%&-:%?@#0-#ก%)B>-, (5%0K8'L-8L]H>=*) = Production Technology (Tools & Dies Making) 
N%C%&-:%?@#0-#ก%)B>-, (5%0K8'L-8L]L>%N,-ก) = Production Technology (Plastic Molding) 
N%C%&-:%/-?>Sก@)/0-กN]  (5%0/-?>Sก@)/0-กN] @+A&J() = Electronics (General Electronics) 
N%C%&-:%/-?>Sก@)/0-กN]  (5%0/-?>Sก@)/0-กN] #/8L-&?,/)]) = Electronics (Computer 
Electronics) 
N%C%&-:%Jwwx%ก$%>+5 (5%0Jwwx%ก$%>+5) = Power Electricity 
N%C%&-:%Jwwx%ก$%>+5 (5%0?@#0-#Jwwx%20/%#%)C0%I2=U') = Power Electricity (Electrical 
Technology) 
N%C%&-:%Jwwx%ก$%>+5 (5%0&+I#Q820/Q,N%=ก))8) = Power Electricity (Instrumentation and 
Process Controls) 
N%C%&-:%:'%5?#)MA/58M/&+IK>*#&G#Q8205%0/Q,N%=ก))8  = Instrumentation and Process 
Controls 
N%C%&-:%?@#H0H>.9ก%)ก'/N);%5 = Building Technology 
N%C%&-:%:'%5?C9.0KGG = Mechanical Drawing 

 N%C%&-:%:'%5.0,] (N%C%?@#0-#.%0.0,]) =  Auto Mechanics (Automotive Technology) 
 N%C%&-:%:'%5.0,] (N%C%?#)MA/5ก>/Q,N%=ก))8) = Auto Mechanics (Industrial Machines) 

N%C%&-:%:'%5ก>?ก4,) = Farm Mechanics 
N%C%&-:%?@#0-#ก%)?:MA/8H>=* = Welding Technology 

ก/�9:ก
#�):  ,;/5?C9.0 &+0/?IM/0/(e@9A/G)8, )*.*?&>%, :MA/=>+กN<,)20ก%)/G)8   NZ%G+0@9AD+I/G)8 
?:'0 

10 - 25 June 2002   Safety Precautions for Employees, organized by Ministry of Labours 
and Social Welfare 
N'&0#&%8)<;#&%8N%8%)ZL-?Y4 กS?:'0ก+0 ,;/5?C9.0?PL%*@9A89()*H.:0],'/ก%)@$%5%0K>* 

G)-4+@ ?@'%0+10  ?:'0    Computer,  Driving, Internet   ?(T0,;0 
 ก%)?C9.0&Qd-ก%)YOก4%20K,'>*)*I+G2=;#$%0O5ZO5?)MA/5ก%)?)9.5>$%I+GC/5C;/8<>C/5@Qก)*I+G
ก%)YOก4%2=;?(T0J(20@$%0/5?I9.&ก+0 
+(
),-4(/"���<#ก/�=ก/�>?/'/" (experiences) ก%)?C9.0C;/8<>I;%0091 กS?:'0?I9.&ก+Gก%)?C9.0C;/8<>
I;%0ก%)YOก4% #M/,;/5?C9.0 &+0/?IM/0/(e@9A?)-A8@$%5%0K>*?IM/0(e@9A//กD%ก5%00+10  ,$%K=0'55%0   :MA/NZ%0
()*ก/Gก%), )*.*?&>%@9A@$%5%0@9A0+10   K>*@9AN$%#+U#M/Z;%?#.B'%05%08%=>%.@9A 2=;?C9.05%0@9A@$%(�DDQG+0
ก'/0K>;&?)9.5?)MA/.J(D0ZO5,$%K=0'55%0@9A@$%?)-A8K)ก   ?:'0 
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 1999-2001 technician assistant, Schiumberger Co, Ltd. (Songkla) (3 years)  
1990 l 1994   Mechanic, TBX Corp. Thailand, Bangkok  (4 years) 

20ก)R9@9AJ8'?#.@$%5%08%ก'/0  2=;?C9.0ก%)��ก5%0 ?:'0 
Aug-Oct 2002   Trainee as a general worker, MOR Electrical Supply Co, Ltd., Bangkok (9 weeks) 
 
AB&
->*&
�,	#DEE->*&</)/�F
(/'
�'.4( (references)  resume @9A?)%?C9.0?LMA/J(KNI52=;ก+G0%.D;%50+10 D*89
#&%80'%?:MA/ZM/N<5 Z;%?)%89:MA/-@9A/.<'C/5GQ##>@9A0%.D;%5 =)M/G)-4+@N%8%)ZN/GZ%8C;/?@SDD)-5?ก9A.&ก+G,+&
?)%JI;  I+50+10:MA/-@9A/.<'C/5GQ##>/;%5/-5,;/5?(T0GQ##>@9A?:MA/ZM/JI; 20&5ก%)FQ)ก-D ?:'0 ,;/5?(T0GQ##>@9A895%0
ก%)8+A0#5 =)M/89:MA/?N9.5  ?:'0 ?(T0C;%)%:ก%), ?(T0=+&=0;%=0'&.5%0, =+&=0;%KB0ก, ?(T0?D;%C/5ก-Dก%) 
?(T0,;0  K>*C;/8<>D*0'%?:MA/ZM/.-A5CO10 Z;%89C;/8<>D%ก=>%.@9A HI.8%ก0-.82:;:MA/GQ##>/;%5/-5 3 #0  �OA5กSJ8'
#&)@$%5%0/.<'@9A?I9.&ก+0     @9AN$%#+U/9ก()*ก%)#M/ B<;@9A?)%/;%5/-50+10D*,;/5J8'2:'U%,-L9A0;/5   ก%)?)9.5>$%I+G
C;/8<>GQ##>/;%5/-5 2=;?)-A8I;&.:MA/-0%8NกQ>, ,$%K=0'5, :MA/NZ%0()*ก/Gก%), K>*=8%.?>CH@)Y+L@] ?:'0 
Mr. Winai  Umnuaychai, Personnel Manager, PTI Co, Ltd, Rayong  Tel. 038 - 268-784 
Mr. Daecha  Warangsan, Manager, Tac Co, Ltd. (Ratchaburi Branch) Tel. 032 l 689-854 
Mrs. Boonsri  Larploi, Accountant, Tanakit Banking Corp. Bangkok  Tel. 02- 3652100 

G�	
�	/'.�กH�/)  !" resume >*&0�/0+*�"<	'.�"�I" ��'.)	�(
'
(/' reference G�	!$(0+*�"�	/ 
References will be sent on request. 

(N%&'$)/�E�/)�	/ 0
ก</�
(/'
�'O�<	'!$(ก�=*>*&>/'#��6�>�(
'+
)/) 
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Resume Layout (�,�G##+
'��������	
) 
<	�">*& 1 (<	�"$��ก��4/6) 
 

Resume 
of 

Mr. Daecha   Butrawattanakul 
166/4 M.1   Soi Saijai   Burapa Rd, Bangsean, Chonburi  20110  Tel. 01-891-2433 

E-mail: daech@yahoo.com 
 

------------------------------------------------           =)M/               ------------------------------------------ 
 

Mr. Daecha   Butrawattanakul 
166/4 M.1   Soi Saijai   Burapa Rd, Bangsean, Chonburi  20110  Tel. 01-891-2433 

E-mail: daech@yahoo.com 
 

<	�">*& 2 (���FD���<'Ec (Objective) 
Objective: To apply for a Technician Assistant in William Steel Corp (Thailand) (Ayudthaya plant) 
Salary expected: 12,000 - 15,000 Baht 
------------------------------------------------           =)M/               ------------------------------------------ 
Position Sought::  Technician 
Expected Salary : 12,000 - 15,000 Baht 
 
 
<	�">*& 3 (+(
),-<	�"���) 
Personal Detail: 
 Age:      Military status: 
 Marital status:     Date of Birth: 
 Place of birth:     Interests: 
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<	�">*& 4 Education (ก/�5%ก6/) (?)9.5D%ก&Qd-N<5NQI>58%ZO5)*I+G8+F.8(>%. =)M/ (&:.) 

Training: (Z;%J8'89ก%)��ก/G)8 J8',;/5?C9.0=+&C;/091) 
ก)R9@9A?#.B'%0ก%)��ก/G)88%K>;& 2=;?C9.0 &+0?IM/0(e@9A?C;%/G)8 ZO5&+0?IM/0(e@9ADGก%)/G)8, =+&C;/ก%) 
/G)8,  =0'&.5%0@9A2=;ก%)/G)8   ?:'0 

16 March 2000 l 20 March 2000, Safety in Industrial work, Organized by Board of 
Investment (BOI) 

 
Special Skills: (Z;%J8'89 J8',;/5?C9.0=+&C;/091) 
 
 
<	�">*& 5 (���<#ก/�=c) (2N'?PL%*5%0@9A@$%?LMA/?5-0?IM/0D)-5V J8'2:'ก%)��ก5%0) 
Experience:   
 
 
 
<	�">*& 6  (#DEE-
(/'
�')  
References  

References will be sent on request.   
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,+&/.'%5ก%)D+I&%5C;/#&%820 resume 
 

Resume  
Of 

:MA/ l NกQ> (L);/8#$%0$%=0;%:MA/) 
G;%0?>C@9A   Z00   ,$%G>    /$%?3/    D+5=&+I      )=+NJ()4R9.] 

?G/)]H@)Y+L@]  K>*  e-mail address 
Position sought::   :MA/,$%K=0'55%0@9AN8+#) 
Expected Salary:   ?5-0?IM/0@9A,;/5ก%) 
 
Personal Details: 
 Age:  /%.Q   Nationality: N+U:%,- 
 Date of birth: &+0 ?IM/0 (e?ก-I  Marital Status: NZ%03%LN8)N 
 Place of birth: D+5=&+I@9A?ก-I  Military Status: NZ%03%L@%5@=%) (?PL%*B<;:%.) 
 Hobby:   5%0/I-?)ก  Special Skill: #&%8N%8%)ZL-?Y4 
 
Education: 

- &Qd- (&N. , :MA/NZ%0YOก4% 
- &Qd- (&:. , :MA/NZ%0YOก4% 

 
Experiences:  

- (e@9A?)-A8@$% - (e@9A>%//ก : :MA/,$%K=0'55%0,  :MA/G)-4+@@9A?#.@$%5%0/.<' 
 
References: 

- References will be sent on request. 
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