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Module 1

Write to
Present Yourself



Unit o

Self-Introduction

| Self-confidence is the first requisite to great undertakings.

—Samuel Johnson_L
Objectives

After you have completed the following tasks, you will be able to:

» correctly use words and expressions often used in a self-introduction ;
» list the functions of a self-introduction ;

» list the essential information of a self-introduction ;

» write a self-introduction.

(@ Reading Task

»» Step-by-Step Guide

e Step 1 Before you read further, please consider the question: What is an

introduction?
e Step 2 Write your own definition of “an introduction” in one sentence.

A intbodesction i

e Step 3 After noting your own understanding of “self-introduction”, look up
“introduction” in the Oxford Advanced Learner’s Dictionary by scanning the QR-code below

AT R

2




and compare the given definition with your understanding.

- —_—
] ’ H | |
introduction: N-COUNT b
A formal presentation of ome person to another, in which each
15 lold the other’s name. E .

e Step4 Look at the samples below to find out when you will need a self-
introduction. Then, write your findings below.

Sample 1 Academic Introduction Speech

Hi, my name is Marina Potrero, and | am a senior at Arizona College studying to gef my degree in
Ecology with a Business minor. | was born and raised in Phoenix and have three sisters. | live in
an off-campus apartment with my boyfriend and a pet field mouse named Mr. Souris. This year
I'm doing some work at the campus greenhouse and garden which provides all of the school's
produce at the organic cafe. '

Academically, | am inferesfed in sustainability, and I'd like to develop my career around eliminafing
food waste. This year | received a state grant fo start a program called Students Reducing Food
Waste (SRFW). SRFW is an initiative to reduce—and hopefully eliminate—food waste altogether.
The student group volunteers go to businesses and schools, collecting consumable food that would
otherwise be thrown away, and giving it to homeless shelters. We also collect non-consumable food
and use it to fertilize the campus greenhouse and garden. If restaurants have some used vegetable
oil, we take it, filter it, and use it fo run machinery on campus.

My vision is for this process to become something that businesses and individuals do
automatically—much like recycling. | would love it if every business, restaurant, institution, farm,
and grocery store committed to sending all of the food they would otherwise throw away to shelters
and orphanages. Food that is deemed non-consumable by human standards would be
composted and used on community farms. Anyone inclined to learn to tend the land would be
able to sell what they produce and keep the profits.

Last year, 1.3 billion tons of food went to waste. That's a lot. The work of this program won't even
put a dent in that number, but my plan is to start a trend that will spread throughout the world. It's
ambitious but not impossible. If you've ever been frustrated watching a grocery store throw away
perfectly good bread because it's past the expiry-date, you'll understand what I'm trying fo
accomplish here. | think too often students are written off( #{Z#%) , so this is a good opportunity
for us to show that we are perfectly capable of taking our studies and experiences at university and




|

applying them to real life.

If you are interested in more information about Students Reducing Food Waste, please visit our website
at SRFW. org.

Thank you.

Sample 2 Self-Introduction Letter

Christopher Adams
Medical Representative
Glen Mark Pharmaceuticals
12431 Fair Oaks Boulevard,
Fair Oaks, CA,

the United States

(916) 966-5010

Date: December 10, 2008

Lisa King

Stock Keeper

Green Bay Hospital
8146 Greenback Lane,
Fair Oaks, CA,

the United States
(916) 969-1980

Dear Ms. King:

The main aim of writing this lefter is to infroduce myself as Glen Mark's new Medical
Representative. | have recently joined the company and am working on the Sales feam. |
understand that your hospital has been a long time customer of the company.

| have just completed the orientation program, which is mandatory fo all new recruits. | need to be
familiar with all the key customers of the company. To begin with, | have decided to meet
personally all our customers so | can understand their requirements and their problems.

| will call you by the end of this week and arrange an appointment for a suitable fime. In the meeting,
| would like to show our new products and sort out the problems you faced regarding delivery of
medicines last month. We will have a detailed discussion on the issue to overcome the problems.

As a medical representative, | have to look into the ways that will help in serving you better. That is
my responsibility. | look forward fo meeting you personally and discussing the details of various
schemes and discounts on new medicines that we have launched in the market.

Yours sincerely,

Christopher Adams
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e Step5 Read the following passage to learn what is included in a self-introduction
letter or speech.

A Self-Introduction Letter
A self-introduction letter is written to introduce yourself to the professional world. If you have joined a
new company, then you write this type of lefter to the company’s client so that they get an idea
about you. This is the beginning of a professional relationship. In the lefter, you can even suggest
that meefing personally will benefit both you and the client. This will help in strengthening the
business between the two parties.

The client gets to know about you before personally meeting you. A self-introduction letter helps you
in building an image for yourself in the market. This type of lefter is the best method to market your
skills and show how you plan to achieve the targets.

Notes -

AXHENGREEAAERGH —HREHFEX, —FTH MELETELHRAIXKEETRIE
XEREF, X EFARCLRTRBARNE AR, 778, FREANFEREARGCARRA
TEEEVHHRREREANNEAT., DRECHEAEFEIEATHARS, EXHH—T
FHEERFEFLEN,

BREENE - BREEIARELXFERANMANERES AAGIERR KB IATNEH
REREE%%, OREENE-—RFA2 3409, MUEERMEER  ERFAHAT ,iLH
ERRLEAREEE,

EAFREANFFRMEETAFMDENEE B RELRPHT. ENFROLELRE
ABRELT A OERTE, FiFHETF0FEAETRA 4T E L EE T K (telephone
inferview) , F# ZEAHNEZEAR, LR FBRNEE TR, AL RN EHH L. KR
BREENEAANE FRAEEA AR F AR EEEL EFAERADLEAREFAE KE,
I EIEFEENES .

mfasF BN E?
(1) RUMARREFRK FEABLNTEE, BRFEELE ORI TATERFNT ARBIE,
(2) ERANME, EMAREER, TUELIANANTR, pEF AXEFH TR XXFE
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() FAFK, REUNFLUE, DA EHE BXAZX,
(4) ERGFANBNABZFEANGE FFHET,
(5) EHEGER NIREERLV EARY HEHCHRSREARESEE FE—F R
RTFFECHRA




(@ Writing Task

Directions; Write a self-introduction speech according to the information given in

Chinese below.

fref 24 RFRNE (Apple Co., W) o8 —REH. RERESPE AT M — KK
HED FHLZHELIREE RN E, ¥4, KREQ WA TR-ARAECHWNL N4
HEFKEH(theagen) W=ZF 2, &N BAAM P, FAREBRR TNEEF #,F
A B S st b 5% o Bk R A" (harmony) o X i R IR TR An R T (8] o A LR R A0
2. RERAFLEHCHEANR K.

Follow the next 4 steps to finish the writing task.

e Step 1 Paper-and-Pen Writing Stage: During this stage, you first draft
your task onto a sheet of A4 paper with a pen, then write a clean copy.

e Step 2 Text Entry Stage. During this stage, enter your written text using
either keyboard input or voice input.

e Step 3 Self-editing Stage : During this stage, use Microsoft Word’s spelling
and grammar checking function to correct the obvious spelling and grammar mistakes
identified by the software. You also need to consider if your text is long enough or if the
format of your writing is accepted. Read through your work after it has been processed to
see if it says what you mean it to say.

o Step 4 Saving Stage: During this stage, save your document in your own

storage disks or online disks. ( Youdao Online Note is recommended for your use. )

(@ Reviewing Tasks

Directions: Complete the following sub-tasks to review your finished writing task.

1.4.1 Task 1 Peer-Review Task

Directions: During the peer-review stage, you send your written product to your peer
via e-mail and give feedback on each other’s writing using Microsoft Word's Review
function. A peer-review checklist and a grading scheme are given below. According to the
questions on the checklist, you will focus your feedback to your peers’ drafts either on
content and organization or on linguistic aspects. Refer to your peer’s feedback, and re-edit

your own writing if necessary.



Peer-review Checklist
Directions: After carefully proofreading your own writing task , select a classmate as a

partner to do a peer-exchange review. First, read your peer’s paper straight through to get a
quick, general impression. On the second or third reading, respond to the paper according
to the guidelines given below. Please offer specific comments while reading by using
Microsoft Word’s Review.

Possible Comments you may use:

One thing that I liked in ’s self-introduction was

[ also liked

My questions about the self-introductions are:

I suggest the writer add
1 think that the writer should correct
Grading Scheme .

The following four criteria will be used to grade your peer’s writing:

Criteria Scores Suggested Scores
Length( K %) 40
Language 20
Idea ( Content) 20
Organization( 4 #) 20
Total 100

1.4.2 Task2 Group-Review Task

Directions: During the group-review stage, use WeChat( f#{5) to form a writing group
of three to five people with your classmates. Share your writing task within your writing
group. Each group member is to read each other’s writing task and give comments on format
and content (ideas) directly in the WeChat group ( {5 #f). Read your group members’
comments and decide if you need to respond to them. After the group-review, you come to

online-assessing stage.

1.4.3 Task3 Online Assessing Task

Directions: Scan the QR-code below; if you have logged into
Pigai, you will go directly to the Pigai online assessing system for

grading. Copy your writing task and paste it at the right place for

grading. After grading, read the online comments given by Pigai,

revise your writing accordingly and resubmit to see if you will be able

to get a higher mark after your improvements. You may repeat this




process until you are satisfied with your final mark. If you are learning with a teacher, go to

the teacher-review stage; otherwise, publish your final version in your writing group for

sharing.
1.4.4 Task4 Publishing Task

Directions: Publish your writing in your WeChat Writing group and share with others

for comments if you like.

@ Reflecting Tasks

1.5.1 Task 1 Key Words

Directions: Select at least ten key words or expressions from this unit and write them
in the table below.

1.5.2 Task2 Mistakes and Corrections

Directions: According to the feedback obtained from Pigai, write down the mistakes

and related corrections from your writing tasks in this unit for your revision.

My Aistakes Srssitte Corveclions

%M:




Personal Statements

I The great aim of education is not knowledge but action.

—Herbert Spencer (1820—1 903)_'_
@ Objectives

After you have completed the following tasks, you will be able to:

» correctly use words and expressions often used in personal statements;
> list the functions of a personal statement; .

» list the essential information of a personal statement;

» write a personal statement.

(@ Reading Task

»» Step-by-Step Guide

e Step 1 Before you read further, please consider the question: What is a personal

statement? Then, write your own definition of “a personal statement” in one sentence.

JZW;W//J

e Step 2 After noting your own understanding of “personal statement” , look up
“ personal statement” in the Oxford Advanced Learner’s Dictionary by scanning the QR-code

below and compare the given definition with your understanding.




personal statement: A written description of one’s
achievements, interests, etc. , included as part of an

application for a job or a place at university or

college.

e Step 3 Look at the samples below to find out what essential details are included

in a personal statement. Then, write your findings below.

Sample 1 A Personal Statement for University Admission

From an early age I've always been deeply inferested in computing. It was my dad, infroducing
me fo computer systems at his work place that first sparked this interest. | can always remember
the feeling of wanting to know just how computers worked, why they worked and what else they
could do.

This interest never left me, only growing more profound and passionate with every new discovery |
made. From communicafing with an artificial infelligence to seeing the wonders of the Infernef for
the first time, computers have left me fascinated with just how much power yet mystery they hold.
The A-Levels | chose fo study have all helped me to develop both myself and my understanding of
the subject. Maths and Physics have both helped to improve my analytical and evaluative skills.
Physics, for example, has helped me to understand how certain parts of a computer function, and
computing has given me a greater insight info the business aspects of the computer industry.

My interest in computing has not been restricted fo the classroom or college life. Within the last
twelve months I've used the knowledge that I've gained over the past twelve years together with the
help of my family to set up my own computer related business. This has given me a fotally new
perspective on how certain things function, and how business operates. The writing of a business
plan was a totally alien experience for me, but over the course of 9 months | researched and
planned, and finally when the plan was complefed | was rewarded with the safisfaction of
knowing that | had completed something that most people would never have the chance to do
especially at my age.

Through the setting up of the company and its subsequent running | have learnt many things,
including how to balance tasks effectively, how to establish a crifical teamwork and how to
delegate tasks to get the job done quickly and efficiently. As well as spending fime both studying
and helping to run the business, | understand the importance of having time to relax. One of my
hobbies that | enjoy learning to fly, and gaining my private pilot’s license. As a child | dreamed of
becoming a pilot and luckily it is one dream that I've managed to follow. | love the freedom that
flying gives me and the control that | have when in the air. Training for my private pilot's license




