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GRAMMAR 
Basic to Intermediate

  3.
Shortest way to talk about ''why should we hire you?—VI''

~q���k�n�tq�
Simon (Applicant): Hello!
Secretary: Hello, sir. How may I assist you? 
Simon (Applicant):  I’m  here  for  a  job  inter 
-view. 
Secretary: May I know your name, please? 
Simon (Applicant): My name is Simon. 
Secretary: I see. You can go in the office room. 
Simon (Applicant): Where is it? 
Secretary: Go straight and turn right. 
Simon (Applicant): Got it. Thanks. 
Daniel (Boss): Good  morning! I am Daniel. I 
am the head of this company. 
Simon (Applicant):  Nice  to  meet you, Sir. I 
am Simon. 
Daniel (Boss): Nice to meet you, too. Simon. 
How did you find about this job? 
Simon (Applicant):   I   saw   an   ad  on   your 
website. 
Daniel (Boss): Tell me something about your-

self? 
Simon (Applicant): I am  from  London. I have 
a M-com degree from Oxford university. I 
graduated  in  2018.  I am working as a sales 
manager currently. 
Daniel (Boss):   Where   are    you    currently 
working? 
Simon (Applicant): I am currently working at 
a Sunshine company. 
Daniel (Boss): What is your role? 
Simon (Applicant): I am  a  sales manager. I 
manage the meetings and help my clients in 
their problems. I also  take  care  about sales. 
Daniel (Boss): How long have you been  wor-
king there? 
Simon (Applicant): I have been working there 
for the last 2 years. 
Daniel (Boss): Why do you want to leave your 
current job? What are your qualifications? 
Simon (Applicant): I  have a M-com degree. 
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����brqk������n���q��n���n�q�������q������k�t�����!��M����� 
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I have also a diploma in office management. 
Daniel (Boss): May I see your CV? 
Simon (Applicant): Here you are. 
Daniel (Boss): Well done. You got A+ in every 
semester. What are your strengths? 
Simon (Applicant): I am very loyal and hard-
working.  I am punctual as well.  I work fast 
and good. 
Daniel (Boss): How many words can you type 
in a minute? 
Simon (Applicant): I can type 42 words in a 
minute. 
�n���n���{q����

1. How may I assist you?
3=�����-#����+��
	����������=����=����
����������"������)������	�	�����������)��V��
cp����poo}o���Vzî��	��6��	��=������=���#���
�-�!������3=�����-#����+��
	�����������&�����
�! �.��������"����	��=���

2. I’m here for a job interview.
��%����������� � � � � � � ���	������L!/�������
�����%��	�+��
	����	���� � � � � � � �����	�����! �.� 
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3. an ad
���������)��R������+����)�p�°n{�}oncnW��
�Q����+����������	�����	����������	��6��	��
�=���

4. Where are you currently working?
�&��������3=��*�����������	���	��%���
+��
	����	��������n{n���p{n���Vz�����z{{nW�~��
�V{�}Wqî�+��
	�����	�"�������"����	��=���

5. What are your qualifications?
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6. What are your strengths?
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1. at times�7���&�����;
 At times the sick man seemed to recognize us.  

���&��������)��-%�����%��������E�����*����	���=��
 2. at sea�7����s2	��%���;

Although he explained it to her, she was still completely
at sea. 
������R������-���7�;������*����	&�)
	���	�=)��#�����-��7�;
����)������s2	������%+�	����3-�����%���������6���%+�	��

3. at one’s wits’ end 7������6���%�#��;
He was at his wit’s end trying to borrow money. 
7�&!�����"�������E��-O��"*�����&����%�=��������
�6���%�=��;

4. at one’s finger tips�7���=���-�#�����������������������
�#��;�
He has all the necessary facts at his finger tips. 
7����	���)3=��&!���+�����-����)��������������������	�;�

5. at once�7&!��&!���;�
You must send this letter at once.
7��������&!��&!���	��E�=��;
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Coordinating Conjunctions Vs Subordinating Conjunctions
79VV{�}Wp�}Wq�9VW�zW��}VWo�%�N�|z�V{�}Wp�}Wq�9VW�zW��}VWo�

���E�Q����
	�.���2�!��;�
Coordinating Conjunctions 
Coordinating Conjunctions are conjunctions that connect 

elements of equal grammatical rank. They join words, phrases, 
or independent  clauses  that  are of equal importance within 
a sentence. The most common coordinating conjunctions are 
''and, but, or, nor, for, and yet.'' 

7�+�)��-�������A�6��Q�#��	���-��)���$��!������	������������&�%�N�
���&������+����=��	���)����9VW�zW��}VWo������������9VV{�}Wp�}Wq�
9VW�zW��}VWo����E�&C"����	��=���������9VV{�}Wp�}Wq�9VW�zW��}VWo�
���?��$��!����R������*�*���)��+�)��-�������������B��������
�������E�?������*��&��������)�$��!�7	�����;�����������-�-�	�����	��
�	�
	����w�	��=��	#)������)�$��!����R������6��������6%�����	�	��
�=��� ������!����)� ���Q�!����)� 9VV{�}Wp�}Wq� 9VW�zW��}VWo�
�������)�pW�B��z�B�V{B�WV{B��V{�%�N��n�����E	��6��	��=��;�

Coordinating  conjunctions are used to link similar parts 

of   speech,   such  as  nouns, verbs,  adjectives,  adverbs,  or 
independent clauses.  They create relationships of coordination, 
indicating that the connected  elements are equally important 
or have equal weight in the sentence. 

79VV{�}Wp�}Wq�9VW�zW��}VWo���������$��J�������	������-��)�
7(	������8VzWoó8VzWo���&!���B����n{�oó�n{�o���&!���B����:��n��}°noó�
:��n��}°no��&!���B���:�°n{�oó�:�°n{�o��&!���������)�-#���)�������
������	������!��;����E�?�����w�	��=�����6�)��#����������$��!�
6��Q�#��	������6�)��#������������&��$��!	��������&���	C����*�&���2�
�*�3�����������=������	��#�"������)�������	���)������*��&��������)�
$��!	������������+����=���*��������	."����	��=��;

Examples of coordinating conjunctions in use: 
������*��6���	������������)� � � � � � � � �9VV{�}Wp�}Wq�

9VW�zW��}VWo����������	.�����)�%�-%�$��!���	��6��	��=���
- She likes both tea and coffee. 
- The dog barked, but the cat remained silent. 
- You can have either pizza or pasta for dinner. 
- He neither smiled nor waved at us. 
In   short,    coordinating    conjunctions   make    compound 

sentences. 
����&!.�Q
	����	��=�+�������)�9VV{�}Wp�}Wq�9VW�zW��}VWo�

������+�)��-$��!�7	�����;��!�������	�����	������)��	�����	�$��!�
���E�?����$��!�	��������	�	����

Subordinating Conjunctions 
Subordinating conjunctions are conjunctions that introduce 

a dependent clause, which cannot stand alone as a complete 
sentence.   They  establish  a  relationship  of subordination, 
indicating   that   the  connected  clause  is dependent on the 
main     clause   for   its   meaning      and    cannot    functions 
independently. Some common subordinating conjunctions 
include  “although, because,  if,  when,  while, since, until, 
and unless.” 

7
	���	#)������)�$��!����R�������6������=)�?����=��	��#��
"����3����&��$��!������	������	C��*�&���%��)��*�&��$��!	������������
+����=��	���)�����+���������|z�V{�}Wp�}Wq�9VW�zW��}VWo�
������E�&C	��=����|z�V{�}Wp�}Wq�9VW�zW��}VWo����?��6��Q�#��	���
����6�)��#������������	�����	��#�"�����������w�	��=�����6�)��
�#����w��$��!	�������	C��*�&���%��)��$��!	�������������+���	��
�	���)�����+�����	��6��	��=��;�

Subordinating conjunctions are used to introduce adverbial 
clauses, which provide additional information about time, 
cause, condition, c ontrast, or manner. The dependent clause 
introduced   by  a  subordinating   conjunction  is    typically 
positioned after the main clause in a sentence. 
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