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MODALS (HAVE TO/SHOULD/OUGHT TO)
HAVE TO
[image: or19]Το have to (πρέπει) σχηματίζει όλους τους χρόνους και συμπληρώνει το ελλειπτικό ρήμα must. Σχηματίζει την ερώτηση και την άρνηση με το ρήμα do.
I have to – Do I have to? – I don’t have to
[image: or19] Το have to  όπως και το must χρησιμοποιούνται για να εκφράσουν υποχρέωση και αναγκαιότητα. Το have to  χρησιμοποιείται για να εκφράσει την υποχρέωση που επιβάλλεται, ενώ το must την υποχρέωση που νοιώθει ο ομιλητής.  
I must stop smoking. It is bad for my health.
The doctor says that I have to stop smoking. 

SHOULD/OUGHT TO
[image: or19] Τα ρήματα should και ought to είναι ελλειπτικά και έχουν  μόνο Ενεστώτα.  Το should ακολουθείται από γυμνό απαρέμφατο.  Η κατάφαση  σχηματίζεται  χωρίς καμία αλλαγή, η ερώτηση σχηματίζεται με απλή αντιστροφή και η άρνηση με την προσθήκη του not.
I should    –  Should I?    – I should not (shouldn’t)
I ought to – Ought I to?  – I ought not to (oughtn’t)
[image: or19] Και τα δύο ρήματα έχουν την ίδια σημασία (θα πρέπει) και χρησιμοποιούνται για να εκφράσουν συμβουλή ή γνώμη. Το ought to είναι πιο εμφατικό από το should και χρησιμοποιείται κυρίως  για να  δηλώσει ηθική υποχρέωση.
I must study harder.   
 (Καθήκον που αντιλαμβάνεται ο ομιλητής)
The director says that I have to study harder, or I’ll fail.
 (Υποχρέωση που επιβάλλεται)
The teacher says that I ought to study harder for the tests. 
 (Έκφραση άποψης, Ηθική Υποχρέωση)  
Mother says that I should study harder for the tests. 
 (Συμβουλή)
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[image: images (15)] 1. WARMING UP. One part of A CV is about personal information.  Fill in the following form with your personal details.
	First name(s) / Surname(s)
	

	Address(es)
	

	Telephone(s)
	

	Fax(es)
	

	E-mail(s)
	

	Nationality(-ies)
	

	Date of birth
	

	Gender
	

	Mother tongue(s)
	

	Other language(s)
	


[image: Εικόνα12] 2. MAKING GROUPS. Put the words under the right column.

answer phone, bachelor of arts (BA), bank clerk, college, get mail, golf, high school, master of business administration (MBA), file records, receptionist, scan  documents, secretary, shopping, manager, tennis, travelling, university,  write letters, dancing, shop assistant

	Experience/Job
	Education
	Duties
	Interests

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[image: 437400-Royalty-Free-RF-Clipart-Illustration-Of-A-Blue-Book-Character-Wearing-Glasses] 3. SCANNING. Read the text and circle the right answer.
CV is what people use to get jobs, right? Wrong! A CV is a one or two pages summary of your personal education, qualifications and experience. The purpose of a CV is to attract interest and secure an interview with a potential employer. It is the primary tool, the key that opens a door for you, the ticket to an interview where you can “sell” yourself. Many well-qualified people are often not selected for job interviews because of poor CVs. But Remember!! CVs get interviews – not jobs.

To compete in today’s market, it is important to know how to present YOURSELF. Most employers do not spend more than 30-40 seconds to have a first look at a CV and decide whether to read it or not. Therefore, both the structure and the content of a successful CV must attract attention, stimulate interest, create desire and generate action at a first glance.

A well structured CV must:
1. be original, not a photocopy.                                              
2. be brief (no more than two pages long).
3. use high quality paper with a matching envelope.
4. be neat.
5. use only one font style, 12 is the most popular.
6. leave spaces between sections.
7. use capitals and bold only for words you want to emphasize.
8. avoid graphics, shading, horizontal and vertical lines. They confuse the reader.

A well organized CV includes the following:
1. Personal Information: Write your name, full address, phone number, e-mail, date of birth, gender and optionally nationality and marital status.
                                         MARITAL STATUS [image: couple-clip-art--couple-clipart-4]
single, engaged, married, separated, divorced, widow, widower


2. Desired Employment: Mention job title if you refer to an advert or write your field of interest.
3. Education and Training: Most recent education comes first. Mention name of institution, degree and address. 
4. Work Experience: Most recent comes first. Describe dates, type of business, occupation, position, responsibilities, activities, name and address of employer. 
5. Personal Skills: computer, languages, artistic, social skills etc.
6. Additional Information: This section may include honors (awards, scholarships), activities, and interests. 

Finally, check your CV and correct any mistakes. Grammar and typos raise red flags. Ask someone to read your CV and tell you the impression it gives. Don’t forget to update your CV. You never know when you will need it.




	    [image: DO][image: 10681-Clipart-Picture-Of-A-Paper-Mascot-Cartoon-Character-With-Welcoming-Open-Arms]   [image: images (4)]                                                          

	
1. Make it short (no more than 2 pages).
2. Include all your personal details.
3. Type it.
4. Use the "reverse chronological" format.
5. Stress your relevant achievements.
6.  Stress your relevant skills.
7.  Use white and good quality paper.
8.  Make it neat.
9.  Double check for any kind of mistakes.
10.  Enclose an application letter.
	
1.  Use coloured paper.
2.  Use unusual font styles.
3.  Use unusual font sizes (12=best).
4.  Include irrelevant information.
5.  Lie about yourself.
6.  Write long paragraphs.
7.  Use abbreviations.
8.  Use jargon or technical terms.
9.  Include salary expectations.
10. Ever give up! Believe in yourself.



1. What is a CV?   A CV is ……………………………
	a. a summary of qualifications.
	b. an oral presentation.
	c. the history of your life.


2. The purpose of a CV is to ……………………………
	a. secure a position.
	b. secure an interview.
	c. secure a good job.


3. To sell yourself means ……………………………
	a. to work hard and earn little.
	b. to marry somebody rich.
	c. to present yourself.


4. We use a CV ……………………………
	a. only when we apply for a post.
	b. to join a competition.
	c. in many occasions.


5. When potential employers receive a CV, they …………………………… 
	a. have a quick look at it.
	b. study it carefully.
	c. throw it away.


6. A successful CV must ……………………………
	a. mention the salary you want.
	b. include a family picture.
	c. stimulate interest.


7. A potential employer needs to know what you can do ………………………
	a. for the society.
	b. for living.
	c. for him.


8. In your CV, you must ……………………………
	a. use a lot of shading.
	b. avoid using shading.
	c. use many font styles.


9. Use bold to ……………………………
	a. make your CV easy to read.
	b. emphasize certain points.
	c. emphasize everything.


10. When you write your CV, use ……………………………
	a. good quality paper. 
	b. dark colour paper.
	c. any kind of paper.


11. A CV should be typed in …………………………… colour.
	a. blue
	b. black
	c. pink


12. In your CV you should include …………………………… .
	a. none of your previous jobs.
	b. at least three jobs.
	c. all your previous jobs.




[image: Εικόνα12] 4. EXPANDING COMPREHENSION. Read the statements and decide whether they are true or false. 

	
	T
	F

	1. You should include all your work experience in your CV.
	
	

	2. You should include your hobbies in your CV. 
	
	

	3. You should include a photo on a CV.
	
	

	4. A CV should be word-processed and never handwritten. 
	
	

	5. A CV should never be more than one page.
	
	

	6. A bright orange CV will improve your chances.
	
	

	7. Your CV should contain all your qualifications.
	
	

	8. You should include your social status in your CV.
	
	



[image: Εικόνα12] 5. DEALING WITH UNFAMILIAR WORDS. Match the words with their definition/explanation.
	1. award
	a. short document of your education, experience, etc
	1.

	2. to compete
	b. formal meeting between an employer and a candidate
	2.

	3. CV
	c. aim or goal 
	3.

	4. potential
	d. to try hard to win
	4.

	5. institution
	e. reward or prize
	5.

	6. interview
	f. possible to become true
	6.

	7. purpose
	g. something  you want very much
	7.

	8. desire
	h. organization
	8.




[image: Εικόνα12]  6. EXPANDING VOCABULARY. Choose the correct opposite.
1. optional
	a. best-selling
	b. compulsory
	c. original
	d. not required


2. brief
	a. long
	b. spotless
	c. small
	d. high


3. neat
	a. matching 
	b. clean 
	c. disorganized
	d. free


4. primary
	a. direct
	b. last
	c. interesting
	d. first


5. popular
	a. favourite
	b. confusing
	c. unpopular
	d. social


6. final
	a. first
	b. terminal
	c. necessary
	d. essential


7. personal
	a. qualified
	b. free
	c. private
	d. public


8. horizontal
	a. shading
	b. flat
	c. vertical
	d. coloured



[image: Εικόνα12] 7. BRAINSTORMING ROUND A WORD. Use the words given to complete the sentences.
                                                                    
           [image: balance2]                         employment
                                                                                                                                                                                                                                                                                                                                                                                           
      
            employee                                                                                      employer                                                                                      
                                    
                                                                     
 
                                                
            unemployment                                                                    unemployed
                                                               
                                                                                                                                             
1. The company …………………………… a total of 500 workers.
2. Nowadays, there are many …………………………… people in Greece.
3. Is your job a full time or a part time …………………………?
4. An ………………………… is someone who gets money for work.
5. Many ………………………… do not want to give bonuses.
6. ………………………… rate in Greece is over 20%.

[image: Εικόνα12]  8. GAP FILLING. Put the words given in the following paragraph.


address, have, important, languages, life, long, 
must, not, number, qualifications

A CV may be the first very …………………………… document you will write in your …………………………… . It “sells” yourself to a potential employer, so you …………………………… to make it perfect. It ………………………… include all your personal details, your …………………………… and experience. Personal details must include your …………………………… and a telephone ……………………………  Skills usually include …………………………… and computer knowledge. It must …………………………… be more than two pages …………………………… 

 [image: Εικόνα12] 9. INFORMATION TRANSFER. Prepare your own Euro pass CV in Appendix D.


[image: Εικόνα12] 1. PRACTISING NEW STRUCTURES. Choose the right answer.
1. The employees should ………………………… earlier today.
	a. leave
	b. leaving
	c. to leave


2. The president ………………………… meet the new investors.
	a don’t ought
	b. ought
	c. should


3. We all ………………………… leave at half past four.
	a. has to
	b. must to
	c. have to


4. My father ………………………… work any more. He’s retired.
	a. not have to
	b. doesn’t have to
	c. hasn’t to


5. Ann ………………………… work on Sundays.
	a. should
	b. do not ought to
	c. does not have to


6. Tom ………………………… go to the meeting or he loses his job.
	a. should
	b. ought to
	c. has to


7. My boss wants this report today. I ………………………… finish it now.
	a. should
	b. ought to
	c. must


8. We ………………………… hurry or we’ll miss the bus.
	a. should
	b. mustn’t
	c. ought 


9. Employees ………………………… attend all personnel meetings. 
	a. don’t have 
	b. should to
	c. ought to


10. I ………………………… call my brother. It’s his birthday today.
	a. shouldn’t
	b. must to
	c. ought to




[image: Εικόνα12] 2. MAKING DECISIONS. When you start working in a new company, there are a number of things you should or shouldn’t do.  Read the sentences below and fill in the gaps with should or shouldn’t.
1. You ………………………… be late on the first day.
2. You ………………………… try to learn your colleagues’ names.
3. You ………………………… wear fancy clothes.
4. You ………………………… be polite to everyone.
5. You ………………………… express your opinion at once.
6. You ………………………… ask questions if you don’t know what to do.
7. You ………………………… leave before anyone else.
8. You ………………………… smoke in the office.

[image: Εικόνα12] 3. INFERRING. Complete the following sentences using OUGHT TO with phrases chosen form the list.
	apologize to them
	sleep more

	find a new job
	study more

	get up earlier
	take the day off

	make an appointment to speak to him
	try harder



1. The president is disappointed with the secretary.
……………………………………………………………………………………………………………………………
2. Tom was rather rude to his colleagues.
……………………………………………………………………………………………………………………………
3. The new manager doesn’t like you.
……………………………………………………………………………………………………………………………
4. The secretary has a terrible headache.
……………………………………………………………………………………………………………………………
5. The new accountant is usually late for work.
……………………………………………………………………………………………………………………………
6. My post is not interesting.
……………………………………………………………………………………………………………………………
7. The receptionist looks tired.
……………………………………………………………………………………………………………………………
8.  John is not doing well.
……………………………………………………………………………………………………………………………



Study your zodiac to find out your personality traits.

[image: aries]Aries (21/3-20/4): energetic, bossy, often bad-tempered, warm, generous, sensitive and artistic.
[image: taurus]Taurus (21/4-21/5): hardworking, calm and friendly. Interested in business, money, friends and family.
[image: gemini]Gemini (22/5-21/6): clever, witty, very talkative and changeable.  Interested in books, people and ideas.
[image: cancer]Cancer (22/6-23/7): humorous, conservative, often happy, anxious and shy. Interested in history.
[image: leo]Leo (24/7-23/8): proud, bossy, independent; either very tidy or very untidy; passionate and generous.
[image: virgo]Virgo (24/8- 23/9): practical, punctual, critical, hardworking, perfectionist. Interested in nature.
[image: libra]Libra (24/9-23/10): friendly, energetic (but also lazy), pleasant and argumentative. Interested in sports and animals.
[image: scorpio]Scorpio (24/10-22/11): brave, sometimes violent, extremist, possessive, passionate. Often very religious.
[image: sagittarious]Sagittarius (23/11-21-12): talkative, self-confident and cheerful. Interested in sports, travel and living dangerously.
[image: capricorn]Capricorn (22/12- 20/1): conservative, polite, serious, sociable but shy. Interested in home, politics and people.
[image: aquarius]Aquarius (21/1-19/2): tolerant, sociable but unstable. Interested in sports and politics. Often brilliant.
[image: pisces]Pisces (20/2-20/3): sensitive, emotional, imaginative, artistic and depressive. Very interested in themselves.
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