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Onenit U 

 

Write an application form using your information to the following questions: 
If you apply to a foundation course, what subject would you choose, and why? 

How do your previous experience and your present studies show your interest in this field? 

 

Application Form 

Name …………………………………………..      

Age…………………………………………………. 

Title of course you are applying for: ………………… 

I am applying for computer course because I have been interested in the subject of 

technology for many years, and I would like to work in this field as a career in the future  

I have been reading books about making software programmes since I was nine years old, so 

I know quite a lot about the basic ideas, but I need to extend what I already know. 

At the moment, I am studying technology , maths and English as my main subjects at school, 

and I believe these subjects will be useful in the career I have  chosen. Since I started 

Secondary School, I have been a member of the school technology club .and have been 

president for the society for the last two years. 

After finishing my exams in June, I plan to spend a year doing this course, and I will then 

apply to university to study IT .  

I hope my application is successful, and I am looking forward to studying at your college. 

 

 

 طلب وظيفة

العمر.....................                     الاسن ...............     

 عنوان المساق الذي تتقدم له........................

 ألذَ طٍت ي.........لإٟٔ ِٙزّخ ثّٛضٛع ..........ِٓ ػذح عٕٛاد ٚ أسغت اْ أػًّ فٟ ٘زا اٌّجبي فٟ ػٍّٟ اٌّغزمجٍٟ.

أْ وبْ ػّشٞ رغغ عٕٛاد ٌزٌه فأٔب أػشف اٌىث١ش ػٓ الافىبس الأعبع١خ ٌىٕٕٟ احزبج أْ أرٛعغ ألشأ وزت ػٓ.........ِٕز 

 ف١ُ اػشفٗ.

أثك حب١ٌب ادسط......................., ............................. ٚ ..............................وّٛاض١غ أعبع١خ فٟ اٌّذسعخ ٚ 

ِجبي ػٍّٟ اٌّغزمجٍٟ اٌزٞ عأخزبسٖ ِٕز أْ ثذأد اٌّذسعخ اٌثب٠ٛٔخ ٚ أب ػضٛ فٟ أْ ٘زٖ اٌّٛاض١غ عزىْٛ ِف١ذح فٟ 

 ...............اٌّذسعخ ٚ وٕذ ِغؤٚلا ػٓ إٌبدٞ أخش عٕز١ٓ.

ثؼذ الأزٙبء ِٓ اِزحبٔبرٟ فٟ شٙش ١ٔٛ٠ٛ اخطظ اْ ألضٟ عٕخ فٟ ٘زا اٌّغبق ٚ عٛق ألذَ ٌٍجبِؼخ لادسط................. 

 ارّٕٝ أْ ٠ىْٛ طٍجٟ ٔبجحب ٚ إٟٔ أرطٍغ ٌٍذساعخ فٟ و١ٍزىُ . 
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Unit Two 

 

Write your Personal Statement using the following ideas: 

* Your reasons for choosing the course.          * Mention your ambitions for the future. 

 * Mention subjects you are studying.              * Give evidence that you are the right person. 

 

Personal statement 

 

         There are several reasons why I am applying for a course 

in……………………………. First, it is the language of today's world. Nearly most of our 

deals are done through it. So I want to learn it in details. Dealing with computer is easy and 

exciting. My elder brother, a student university at IT college, helped me a lot in developing 

myself in this topic. 

 

       At the moment, I am studying Technology, Maths and English. I have been reading 

books about this topic for many years now. 

 

      At school I helped my teacher doing videos and designing web pages for our school's 

societies and I was the admin for our computer society page.  

 

     Why me? I have many skills that will help me do well in this course. I am good at 

printing, designing photos and edit them. 

 

      I am looking forward to the experience of university life and challenges of studying at 

this level. 

 

************************************************************************** 

 

ٌه اس٠ذ ٠ٛجذ ػذح أعجبة ٌزمذ٠ّٟ طٍت ٌّغبق............. اٚلا أٔٙب ٌغخ اٌؼصش  . رمش٠جب رزُ ِٓ خلاٌٙب ِؼظُ اٌّؼبِلاد. ٌز

أْ أرؼٍّٙب ثىً رفبص١ٍٙب. فبٌزؼبًِ ِب اٌحبعٛة عًٙ جذا , اخٟ اٌىج١ش طبٌت جبِؼٟ فٟ و١ٍخ رىٌٕٛٛج١ب اٌّؼٍِٛبد 

 عبػذٟٔ وث١شا فٟ رط٠ٛش ٔفغٟ فٟ ٘زا اٌّٛضٛع.

 حب١ٌب أدسط رىٌٕٛٛج١ب ٚ س٠بض١بد ٚ حبعٛة ٚ ألشا وزت ػٓ ٘زا اٌّٛضٛع ِٕز عٕٛاد. 

اعبػذ ِؼٍّزٟ فٟ ػًّ اٌف١ذ٠ٛ٘بد ٚ رص١ُّ صفحبد اٌىزش١ٔٚخ ٌٕٛادٞ اٌّذسعخ ٚ وٕذ اٌّغؤٚي ػٓ فٟ اٌّذسعخ وٕذ 

 صفحخ ٔبدٞ اٌحبعٛة.

 ٌّبرا أٔب؟ لأْ ٌذٞ اٌؼذ٠ذ ِٓ اٌّٙبساد اٌزٟ عزغبػذٟٔ فٟ ٘زا اٌّغبق فبٔب ج١ذح فٟ اٌطجبػخ ٚ رص١ُّ ٚ رحش٠ش اٌصٛس.

فٟ ٘زا اٌّغزٜٛ.  أرطٍغ إٌٝ خجشح اٌح١بح اٌجبِؼ١خ ٚ اٌذساعخ  
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Unit Three 

 

Write your own story about a strange coincidence or a misunderstanding. ( It can be a 

true story about something that happened to you or someone you know, or a made-up 

story) 

Before writing, think about these points: 

Who are the people in the story. 

What happened, where and when? 

How will you join the story together and what tenses will you use? 

 

A) I was going for an interview. While I was walking to the building, I saw a man drop an 

empty sweet  packet out of his car window. I picked it up and gave it back to him. The men 

looked embarrassed and said sorry. Because I was a bit early, I went for a coffee and then 

went to the interview. 

As soon as I went in, I  recognised  the interviewer. It was the same man. Now I  was the one 

who was embarrassed. I was sure he recognised me, but he didn't say anything and the 

interview carried on as normal. 

At the end, he shook my hand and thanked me. He seemed to be smiling about something, 

but I wasn't sure. He said he would contact me the following week, so I don't know yet 

whether I got the job or not.  

 

B) Some time ago, I was working at a school in the North of England. I met another teacher 

there called Martin and we became friends. So I invited him to stay with my family one 

summer. My brother Tom was staying there too. One day at breakfast, Martin got a watch 

out of his pocket. Tom saw it and asked if he could have a closer look. We were all amazed 

when he said it used to be his. To prove this, he pointed to his initials on the back and told us 

he'd lost it on a beach the year before. Martin then told us that he'd found the watch on the 

same beach. 

وٕذ ِزجٙخ إٌٝ اٌّمبثٍخ ٚ ث١ّٕب وٕذ ِزجٙخ إٌٝ اٌّجٕٝ لبثٍذ سجلا ٠شِٟ و١ظ حٍٜٛ فبسؽ ِٓ شجبن ع١بسرٗ. اٌزمطذ 

ً ثبٌحشج ٚ اػززس.اٌى١ظ ػٓ الاسض ٚ اػذرٗ إ١ٌٗ فشؼش اٌشج  

ح١ٓ دخٍذ رؼشفذ ػٍٝ اٌشخص اٌزٞ ع١جشٞ ِؼٟ اٌّمبثٍخ , ٘ٛ ٔفظ اٌشجً, ا٢ْ أٔب اٌزٟ أشؼش ثبٌحشج ٚ وٕذ ِزبوذح 

 أٔٗ ػشفٕٟ ٌىٕٗ ٌُ ٠مً شٟء ٚ جشد اٌّمبثٍخ ثشىً طج١ؼٟ.

اوٓ ِزأوذح. لبي أٗ ع١زٛاصً ِؼٟ الأعجٛع فٟ إٌٙب٠خ عٍُ ػٍٟ ٚ شىشٟٔ ٚ وبْ ٠جذٚ أٔٗ ٠جزغُ ػٍٝ شٟء ِب ٌىٕٕٟ ٌُ 

 اٌمبدَ ٚ لا اػشف حزٝ ا٢ْ إٟٔٔ عأحصً ػٍٝ اٌٛظ١فخ أٚ لا.

 

 

٠ِٛب ِب وٕذ اػًّ فٟ ِذسعخ شّبي أجٍزشا ٚ لبثٍذ ِؼٍّب آخش ٕ٘بن ٠ذػٝ "ِبسرٓ" ٚ اصجحٕب أصذلبء. دػٛرٗ أْ 

ن أ٠ضب. ٚ راد ِشح ػٍٝ الافطبس اخشج ِبسرٓ عبػخ ٠مضٟ ِؼٟ اجبصح اٌص١ف ِؼٟ أب ٚ ػبئٍزٟ. وبْ أخٟ "رَٛ" ٕ٘ب

ِٓ ج١جٗ , سأٜ رَٛ اٌغبػخ ٚ طٍت ِٕٗ اْ ٠شا٘ب ػٓ لشة. د٘شٕب ج١ّؼب ح١ٓ لبي رَٛ أٔٙب عبػزٗ ٚ ١ٌثجذ رٌه أشبس إٌٝ 

٘ب حشٚف اعّٗ الأٌٚٝ ػٍٝ اٌٛجٗ ا٢خش ٌٍغبػخ ٚ أٔٗ فمذ٘ب ػٍٝ اٌشبطئ اٌؼبَ اٌّبضٟ ٚ ِٓ ثُ اخجشٔب رَٛ أٗ ٚجذ

 أ٠ضب ػٍٝ ٔفظ اٌشبطئ .
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Unit Four  

 

Plan a questionnaire about social media sites . 

Part One: ask about personal information ( age, class ) 

Part Two: ask four questions about social media sites using any questions format 

such as ( open questions, ordering, closed or multiple choice) 

 

A Questionnaire about Technology and Social Media Sites 

Part One  

1. Which ages group do you fall into ?  

                 10-30              31-45                  46-65              66+ 

 

2. What is your occupation ?  

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

3. Which mean of communication do you use ?  

       Desk top (pc )                 Laptop               Smart phone           Tablet 

 

4. Do you have an account in any social media sites ?  

                 Yes                                                          No 

 

5. Choose what websites you have an account in ( you can tick more than one) 

           Facebook               Twitter                   LinkedIn                      Other : …………. 

 

6. How much time do you spend on social media sites ? 

           Minutes                      1-2 hour(s)                       3-4 hours                       5+ hours 

 

 

Part Two 

We shared the questionnaire to people in different ages and the results came as the following  

The most age group uses the social media sites is between 10 and 30 years old 

85 % of the people goes through internet through phones 

95% of the people have an account on at least one of the social websites 

People spend an average of one to two hours on the social media site 
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Unit Five  

 

 

Write an essay about ( Old and New Ways of Communication ) : 

How are technological ways of written communication different from letters , and which 

purposes or situations are better of different methods. 

 

Communication Methods 

           People used to write letters for hundreds of years . Nowadays it has been replaced by 

new communication methods such as texts and chat on social media sites and others . 

The new methods ,though, have advantages . They are easy and fast to write and for free . 

However , the old methods like letters take time to be written and sent ;Moreover , it takes 

long time to reach the receiver . 

           On the other hand , the new methods of technology have some disadvantages . It 

makes people use slang language all the time even in formal messages ; besides , people 

write and send it fast without thinking much about it then sometimes they regret about their 

words . 

         Sometimes letter can be better than texting in different situations . For example , when 

you are sending a personal or formal letter like applying for a job or sending an article to 

newspaper . 

        To sum up , new methods of technology have advantages and disadvantages so people 

will keep sending letters even they are going to use it less than before . 

 

 

ٌذسدشخ اػزبد إٌبط ػٍٝ وزبثخ اٌشعبئً ٌّئبد اٌغ١ٕٓ. حٍذ ِحٍٙب ٘زٖ الا٠بَ ٚعبئً الارصبي اٌحذ٠ثخ وبٌشعبئً إٌص١خ ٚ ا

 ػٍٝ ِٛالغ اٌزٛاصً الاجزّبػٟ.

ٚ ِغ رٌه اٌطشق اٌحذ٠ثخ ٌٙب ١ِّضاد فٟٙ عٍٙخ ٚ عش٠ؼخ اٌىزبثخ ٚ ِجب١ٔخ. اِب اٌطشق اٌمذ٠ّخ ِثً اٌشعبئً فزغزغشق ٚلزب 

 فٟ اٌىزبثخ ٚ الاسعبي ٚ أوثش ِٓ رٌه أٙب رغزغشق ٚلزب أ٠ضب فٟ اٌٛصٛي إٌٝ اٌّغزٍُ.

ب اٌحذ٠ثخ ٌٙب ١ِّضاد ح١ث ٠غزخذَ إٌبط اٌٍغخ اٌؼب١ِخ ط١ٍخ اٌٛلذ حزٝ فٟ اٌشعبئً ِٓ ٔبح١خ اخشٜ طشق اٌزىٌٕٛٛج١

 اٌشع١ّخ اضبفخ أُٙ ٠ىزجْٛ ٚ ٠شعٍّْٛ ثغشػخ دْٚ اٌزفى١ش ثّب ٠ىزجْٛ ٚ أح١بٔب ٠ٕذِْٛ ػٍٝ وٍّبرُٙ .

ِب رشعً سعبئً سع١ّخ اح١بٔب رىْٛ اٌشعبئً أفضً ِٓ اٌّشاعلاد إٌص١خ فٟ ظً ظشٚف ِخزٍفخ فؼٍٝ عج١ً اٌّثبي ػٕذ

 ِثً رؼجئخ طٍت ٌٛظ١فخ اٚ اسعبي ِمبٌخ ٌجش٠ذح.

ثبخزصبس ٚعبئً اٌزىٌٕٛٛج١ب اٌحذ٠ثخ ٌٙب ١ِّضاد ٚ ِغبٚئ ٌزٌه ع١ظً إٌبط ٠غزخذِْٛ اٌشعبئً حزٝ ٌٛ ثصٛسح ألً ِٓ 

 رٞ لجً.
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Unit Seven  

 

1) Write a letter to the head of  IT company at ALQuds, to arrange work experience week. 

You can make use of the following ideas: 

Explain why you are writing.                               Introduce yourself. 

Give the dates you are interested in.                     Say what you are studying. 

Say that you might accept any kind of work.      Offer to provide more details if necessary. 

 

  

Dear Sir/ Madam, 

I am writing to ask if it would be possible for me to do work experience with your company. 

I am a 16-year-old student at Milton Secondary School and I am trying to arrange a week of 

work experience at a local company for the week beginning Monday April 20
th
. 

 

My main subjects next year will be geography, biology and information technology, so it 

would be perfect if I could spend a week doing something connected with one of these 

subjects. However, I would be grateful for any experience you are able to offer.  

If you need any further information, please contact me at the above address or by email. 

I look forward to hearing from you. 

 

Yours faithfully,  

 

2) Write an email to your friend John asking him to do a favour for you in finding a job. You 

are Chris Harrison and your email is "Chrisharrison@hotmail.co.uk, and your friend's friend 

is john342@firstnet.com. 

 

  

From : Chrisharrison@hotmail.co.uk 

Sent : 15 January 12:20 

To : john342@firstnet.com. 

Subject :  do a favour  

 

Hello John, 

This is just a quick message to ask if you could do me a favour. I'm leaving school at the 

end of June and I need to find some work. I was just wondering if there were any 

vacancies at your place. I'm good at languages and IT, so anything using those skills 

would great. Basically, though, I don't mind what I do. 

Could you ask around and see if there's anything suitable? 

I've attached my CV in case that would be useful. 

 

Thanks a lot. 

Chris  
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Unit Eight  

1) Write a short business letter to a company asking for a copy of their product list, 

with prices and asking about possible price reduction for large orders. 

Dear Sir/Madam, 

I am writing to inquire about your products. I would be grateful if you could send us a list of 

your products, including prices, as we are interested in purchasing quite a large number of 

your electronics switches .Before placing an order, we would need to know if there is a 

guarantee on these parts, and how long it is. We would also require delivery within four 

weeks of placing the order. Could you confirm that this is possible? 

We would grateful if you could send details of methods of payment and whether the prices 

can be reduced for a large order. 

I look forward to hearing from you. 

Yours faithfully 

C Andretti 

Mr Carlo Andretti 

Purchasing Manager 

Kino Machine Tools  

 

2) Write a reply to the Purchasing Manager at Kino Machine Tools, Mr Andretti, who 

sent you an inquiry about a list of your products with prices. You are Ms Fay 

Sutherland, a Production Manager at Bestelec Ltd. In your reply tell him about: the 

delivery period / the price of the product and the reduction / the way of payment . 

You ref: ES/001 

                Re: possible order for electronic switches 

Dear Mr Andretti,  

Thank you for your letter. Mr Allen has asked me to reply to your questions. 

I am pleased to tell you that we will be able to supply the switches within your required 

delivery period of four weeks. We are able to offer a 10% reduction. Could you please let us 

know how many you would need? 

Our products have a two-year guarantee. Finally, payment can be made by bank transfer or 

by cheque. 

I  look forward to hearing from you. 

 

Yours sincerely, 

F Sutherland 

Ms Fay Sutherland 

Production Manager 

Bestelec Ltd 
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3) Write a business letter from Ms Fay Sutherland, the Production Mnager at Bestelec 

Ltd, to Mr Andretti, the Purchasing Manager at Kino Machine Tools, asking him for 

the reasons of not sending  the payment for the products they get from Ms Fay's 

company and also remind him with the full amount . 

Your ref. ES/001 

Re : payment not received 

 

Dear Mr Andretti 

I'm writing with reference to your recent order for  switches. These were sent on 7
th

 October, 

together with a request for payment within 2 weeks. We notice however that we have still 

not received the payment. To remind you, the full amount was $1,350, including the 10% 

reduction. If there is a problem, could you contact me as soon as possible, please? 

 

Yours sincerely.  

F Sutherland 

Ms Fay Sutherland 

Production Manager  

Bestelec Ltd  

 

4) Write an email from Mr Carlo Andretti to Ms Fay Sutherland to apologize to her  

for not sending the payment for the products his company asked for from Ms Fay's 

company , and explain the reasons for this misunderstanding   

  

From : Mr Carlo Andretti 

Sent : 15 January 12:20 

To : Ms Fay Sutherland 

Subject :  payment not received    

Thanks for your message. I am very sorry that you haven't received payment yet. I've 

made some inquiries and have found the explanation. It seems there was a 

misunderstanding with the bank. We asked them to transfer the money over two weeks 

ago. We thought they have done this, but they say they were waiting for the request to be 

confirmed. I have now done this and the full amount should be in your account within 3-4 

days. 

Thanks, 

Mr Carlo 
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Unit Nine 

 

1) Write a personal email to your friend John telling him about good news happened to 

you during the last month. You can make use of these ideas :  

* Explaining the event.    * Your  feeling about it.   * What is good and bad about it. 

 

                                                                                                                                                                                                                                                                                                                                  

SEND 

Hi 

I’ve got some great news to tell you, or  some good and some bad actually. First  the 

good part: last week I was chosen as captain of the school team! It’s really exciting, but 

at the same time I must say I feel a bit frightened. Every time something goes wrong, 

everyone will blame me, even if it’s not my fault. Still, I suppose that’s all part of being 

the captain. Last week, I played my first match as captain. We won 3–1, which was 

good, but here comes the bad part: I hurt my leg. It was my own fault because  I was 

overconfident, trying too hard to score an amazing goal. Anyway , the problem is that I 

don’t think I’ll be able to play in the next match. 

Enough about me. How are things with you? Please let me know how you’re doing. 

Bye for now, 

Fawzi 
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Unit Ten 

 

How to succeed in an interview for a job? 

 

     Interviews are an important part of many people’s lives. They may be for a job that you 

really want or a course you’re really interested in, but it’s hard not to feel that the interview 

might change your future life. I’ve done quite a lot of them myself, from both sides of the 

table, and I’ve picked up quite a lot of experience. 

 

     There is a lot of good advice available. The Internet, for example, is full of articles with 

tips on how to succeed. Of course, there aren’t many tips that fit all situations, but the one 

basic rule I’d like to pass on is that you need to do some research into the company or course 

that you’re applying for. In other words, preparation is the most important thing you can do. 

  

     Even simple advice about what to wear may not be the same for every company or 

course. There are some situations where arriving in smart business clothes would give people 

the wrong idea. The only thing that we can say for sure is that it’s important to be clean and 

tidy. Another common tip is to practise answering some of the questions that interviewers 

often ask. Again, there are lists of these on the Internet. ‘Why are you interested in this job / 

course?’ or ‘What can you bring to the job / course?’ are common ones. I’ve asked and 

answered questions like these many times. 

 

      Finally, there is the usual advice on how to avoid being nervous. One suggestion you 

hear a lot is to ‘be yourself’. This, however, is much easier to say than to do, in my opinion, 

because inter views aren’t natural situations. The main thing I would say is that if you’ve 

done your research well, you will feel more confident and less ner vous. So this too comes 

back to what I said at the beginning: when it comes to interviews, preparation is the key to 

success  
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Unit Eleven 

 

Write a short paragraph about your first day at school or your earliest memory. 

Add details about what happened and how you felt to make the story more believable, 

and include one or two events that aren’t actually true. 

 

      My first day at school is a clear impression of how it felt to be thrown, suddenly and 

without warning, into a strange new world. 

     I have got used to my familiar life at home, I don’t want to go, so my father  have to pick 

me up and carry me to the school gates. I was confused young boy surrounded by strange 

adults and older children who are a complete mystery to me. I spends that first day 

wandering from place to place, obviously with no idea of why I'm  there or what I'm  

expected to do, and when I  get  home that afternoon, in a very bad mood, I  announce that I  

have no intention of going there again. 

      I suppose that this was just one unpleasant, confusing day   I  respond  when my sisters 

ask me why I didn’t like school. ‘They promised me a present, but they never gave it to me,’ 

I  reply . One of the teachers, I explain, had said to me : ‘You just sit over there for the 

present.’ ‘I sat there for hours, but I never got it.’ 

 

 

 

 

 

 

 

 


