Assignment No. 1 Fall 2011 ENG201 

Solution
Q1: A well reputed Multinational Company urgently requires marketing executives for its Islamabad branch. In order to be successful in this position; the candidate must be qualified to degree level or equivalent and must have experience in e-marketing. Good IT skills are necessary and an understanding of HTML is required. The candidate should have excellent interpersonal and communicational skills. Your detailed resume should reach by 20th November 2011 to 843, CII Gulberg Lahore.
Solution:

 
      Résumé
PERSONAL PARTICULARS
Name: …………………………………………...

Address: …………………………………………

Telephone: …………………………………….

COMMUNICATION SKILLS 
Gender: …………………………………………….

Date and place of Birth: ……………………….

CNIC no: ………………………………………

Marital Status:

EDUCATION

It should be mentioned in descending order which implies that you should start with the latest degree.

WORK EXPERIENCE

……………………………………………………… ……………………………….

………………………………………………………………………………………..

COMPUTER SKILLS

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

INTERESTS
…………………………………………………………………………………………

REFRENCES

…………………………………………………………………………………………

*This is the specimen format of a Resume. It can be modified according to the need and demand of the job you are applying for. To make your Resume more effective you can attach a cover letter along with it.

Q2. Arrange five pairs of matching statements from the following and do tell us which principle of communication has been used?

(Clarity, courtesy, consideration, conciseness, concreness, completeness, correctness.)

1. After planning 10,000 berry plants, the deer came into out botanist's farm and crushed them.

2. I am sorry the point was not clear; here is another version.

3. I rewrote that letter three times; the point was clear.

4. I am delighted to announce that we have extended our office hours to make shopping more convenient.

5. You will be able to shop evenings with the extended office hours.

6. After our botanists had planted 10,000 berry plants, the deer came into the farm and crushed them.

7. In 1996 the GMAT scores averaged 600; by 1997 they had risen to 610.

8. We hereby wish to let you know that our company is pleased with the confidence you have reposed in us.

9. Students’ GMAT scores are higher.

10. We appreciate your confidence.

Solution:
Clarity

1. After planning 10,000 berry plants, the deer came into out botanist's farm and crushed them.

6. After our botanists had planted 10,000 berry plants, the deer came into the farm and crushed them.
Courtesy

1. I rewrote that letter three times; the point was clear.

2. I am sorry the point was not clear; here is another version.

Consideration

3. I am delighted to announce that we have extended our office hours to make shopping more convenient.

4. You will be able to shop evenings with the extended office hours.

Conciseness

8. We hereby wish to let you know that our company is pleased with the confidence you have reposed in us.

10. We appreciate your confidence.

Concreteness

7. Students’ GMAT scores are higher.

9. In 1996 the GMAT scores averaged 600; by 1997 they had risen to 610.

