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Each week lectures will be reviewed and talked in this last lecture. 



ENGLISH IN BUSINESS

Lecture 1

Job Finding





Subjects

CV writing-examples





Subjects

Cover letter-examples



Letter of application, hard copy version

1000 Terrace View Apts.
Blacksburg, VA 24060

(540) 555-4523
stevemason@vt.edu

March 25, 2005

Mr. John Wilson
Personnel Director
Anderson Construction Company 
3507 Rockville Pike
Rockville, MD 20895

Dear Mr. Wilson:

I read in the March 24th Washington Post classified section of your need for a Civil Engineer or Building 
Construction graduate for one of your Washington, DC, area sites. I will be returning to the Washington area 
after graduation in May and believe that I have the necessary credentials for the project.

I have worked at various levels in the construction industry every summer since the 8th grade. As you can see 
from my resume, I worked several summers as a general laborer, gradually moved up to a carpenter, and last 
summer I worked as assistant construction manager on a 100 million dollar job.

In addition to this practical experience, I will complete requirements for my Building Construction degree in 
May. As you may know, Virginia Tech is one of the few universities in the country that offers such a specialized 
degree for the construction industry. I am confident that my Building Construction degree, along with my years 
of construction industry experience, make me an excellent candidate for your job.

The Anderson Construction Company projects are familiar to me, and my aspiration is to work for a company that 
has your excellent reputation. I would welcome the opportunity to interview with you. I will be in the 
Washington area during the week of April 12th and would be available to speak with you at that time. In the next 
week to ten days I will contact you to answer any questions you may have.

Thank you for your consideration.

Sincerely,
(handwritten signature)
Steve Mason

Enclosure 



Subjects

Reference Letter

Congress, symposiums, conferences, workshops



Signiture

Name surname



• Conferences, Meetings, Symposiums,

• Workshops,

• What do you expect when attending international or national meetings, 
symposiums, conferences, workshops etc in the field of geosciences?

• a) while you are studying; undergraduate, graduate, Ms,PhD

• b) while you have already a job or looking for another job

• -New books, journals, equipments, methods are displayed,

• -To meet people to discuss your technical and scientific needs, 
problems?

• To search for job,

• ?? What else?



Significant Institutes & scientific projects in Turkey,

Erasmus, Farabi, Mevlana programmes

MSc, PhD

Research Analysis





Subjects

Geology journals in Turkey

Journal rules, an example

How to write an article

An example analysis



SUBJECTS

1. Evaluations of research activities

2. Impact Factor (IF) 

3. Author IF

4. Journal JIF

5. Publishers

6. Research web pages

7. Researcher ID

8. Article examples





SUBJECTS

1. ULAKBİM

2. Journal rules, article example

3. Ethic Rules  



SUBJECTS

1. Presentation types-examples

2. Interview


