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Lesson	5-6	

Emails,	CV,	résumés	

Writing	/	reading:	
	Letters	
	Summaries		
	Articles	
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• Email	tends	to	be	brief	

• Email	is	generally	less	formal	than	communication	on	paper	

• Email	does	not	communicate	emotions		as	successfully	as	face-
to-face	or	even	telephone	conversations.	The	reader	of	your	
email	may	not	be	able	to	tell	from	your	words	if	you	are	serious	
or	joking,	angry	or	just	surprised.	

• �Emails,	especially	very	short	emails,	can	sound	angry,	unfriendly	
or	rude	when	this	is	not	intended	by	the	writer.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		
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Formal	or	work	email	general	features	
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�Key	point	to	remember	

Emails	that	are	written	very	quickly	and	
carelessly	can	sound	unfriendly	and	rude.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	
Publishers.	Kindle	Edition.		
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1. Salutation:		

�It	is	generally	a	good	idea	to	start	an	email	with	a	
greeting	rather	than	beginning	the	message	
immediately.	Just	like	a	face-to-face	exchange	of	
greetings,	email	greetings:	

	 	•	show	that	you	are	friendly	and	pleasant		
	 	•	show	respect	for	the	reader.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		
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Different	cases	

• You	know	the	person:	Hi,	Hello,	Hi	Paul,	Hello	Cindy.	

• It’s	a	second	(third,	etc.)		email	within	a	series	of	messages	to	the	
same	person:	you	may	omit	salutation)	

• You	don’t	know	the	person:	Hello	Mr.	Smith.	Hi	Ms.	Smith		

• The	person	is	much	older	than	you.	Hello	Ms.	Smith	

• The	person	is	higher	in	rank	(your	employer,	your	boss,	your	
teacher,	etc.).	Dear	Ms.	Smith.	Dear	Dr.	Smith,	Dear	Prof.	Smith	

• The	person	is	from	a	country	more	formal	than	you	(?).	Dear	Dr	
Smith,	Dear	Prof.	Smith	
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2.	Subject	

• 		It	must	show	the	main	point	of	an	email	

• �			It	gives	you	the	chance	to	tell	the	reader	of	your	
email	why	you	are	emailing	them	before	they	have	
even	opened	opened		your	message.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	Kindle	Edition.		
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�Bad	Subjects	!!!	
Subject:	Hi	
Subject:	Another	thing	
Subject:	(empty)	
Subject:	same	subject	of	your	last	mail	

Good	Subjects	

Subject:	Meeting	Room	changed	to	307	
Subject:	Lunch	(Fri	9	Oct)	canceled	
Subject:	REQ:	Feb	sales	figures		
Subject:	Reminder:	conference	agenda	due	

HarperCollins	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		
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3.	Content	and	length	

• 	Write	in	short	paragraphs.		
• 	Separate	paragraphs	
• �	Use	headings	within	the	body	of	your	message	if	the	message			

	relates	to	several	different	subjects.	
• �	Consider	numbering	your	points.	The	reader	will	find	this	

	useful	when	responding	to	particular	points.	
• �	Use	short	sentences.	Try	to	keep	your	sentences	to	a	maximum	

	of	20	words.		
• 	If	possible,	try	to	fit	your	message	onto	one	screen	so	that	the	

	reader	does	not	have	to	scroll	down	to	see	the	rest	of	it.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	Kindle	
Edition.		
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4.	Punctuation	and	abbreviations	

�Generally,	the	rules	for	spelling,	grammar,	and	punctuation	
that	apply	to	letter-writing	also	apply	to	formal	or	work	
emails.	
•  	Contractions	are	acceptable	in	formal	emails:	�(I’m,	he’s,	can’t,	

	etc.).	
• � 	Other	abbreviations,	such	as	“U”	for	“you,”	“plz”	for	“please,”	

	and	“thx”	for	“thanks,”	though	often	used	in	personal	email,	
	are	generally	not	acceptable	in	formal	or	work	emails.		

• � 	Likewise,	emoticons	or	smileys		are	not	generally	used		in	
	formal	or	work	emails	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	Kindle	
Edition.		
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5.	Ending	a	formal	email	(1)	

a.		Before	Signoff:	

� 	•	I	hope	to	hear	from	you	soon.	
	•	I	look	forward	to	hearing	from	you.		
	•	I	look	forward	to	your	response.	 	 		
	•	Many	thanks	for	your	time.		
	•	Thanks	again	for	this.		
	•	Many	thanks	in	advance.	
•	Thank	you	for	taking	the	time	to	answer	my	questions.		
	•	I	hope	this	helps.		
	•	Please	get	in	touch	if	you	have	any	more	queries.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	Kindle	
Edition.		
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5.	Ending	a	formal	email	(2)	

	b.	Signoff:		An	email	that	ends	without	a	signoff	can	sound	a	little	
rude,	especially	if	the	content	of	the	email	has	included	a	disagreement	
or	problem.	

	 	 	Common	signoffs:	
	� 	 	 	 	•	Many	thanks		

	 	•	Thank	you		
	 	•	Thanks	again		
	 	•	Best		
	 	•	Regards		
	 	•	Best	regards		
	 	•	Kind	regards		
	 	•	Warm	regards		
	 	•	Best	wishes		
	 	•	With	best	wishes	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	Kindle	Edition.		

� 		
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Informal	email	general	features	

• 		Friendly	greetings	or	salutations	
• 		Loose	use	of	punctuation	
• 		Use	of	smileys,	emoticons	and	abbreviations:		

�AFAIK	As	Far	As	I	Know	
AKA	Also	Known	As		
ASAP	As	Soon	As	Possible		
B4	Before		
BTW	By	The	Way		
CUL8R	See	You	Later		
CYA	See	Ya		
CYU	See	You		

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	Kindle	
Edition.		
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�Before	signoff	

	•	Talk	to	you	later.		
	•	Hope	you’re	doing	okay/well.	
	•Hope	you’re	all	well.		
	•	See	you	soon.		
	•	Better	go	now.		
	•	Tell	you	more	when	we	speak.		
	•	Have	a	good	weekend.		
	•	Hope	to	see	you	soon.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		
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Signoff	

•	Love		
•	Lots	of	love		
•	Take	care		
•	Ciao		
•	Later	
•	�See	you		
•	See	ya!		
•	Cheers	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		
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Real	email	
example.	

Analise	an	
comment.	



Programme	

Obiettivi	

Il	corso	si	propone	di	fornire	agli	studenti	le	seguenti	
competenze	conoscitive	e	capacità:		

•  Preparazione	per	uno	scambio	verbale	di	idee	
con	fluidezza	e	spontaneità,	particolarmente	nel	
campo	della	specializzazione	professionistica.	

•  Capacità	di	comprensione	delle	idee	principali	di	
testi	complessi	su	argomenti	concreti	o	astratti,	
includendo	discussioni	tecniche	del	campo	della	
specialità	dell’alunno.	

•  Abilità	per	la	produzione	scritta	di	testi	
riguardanti	il	campo	accademico,	
professionistico		dell’ingegneria	con	chiarezza	e	
minuziosità.	

Objectives	

English	259	aims	to	provide	students	with	the	
following	cognitive	skills	and	abilities:	

•  	Preparation	for	a	verbal	exchange	of	ideas	with	
fluidity	and	spontaneity	particularly	in	the	field	
of	professional	specialization.	

•  Ability	to	understand	the	main	ideas	of	complex	
texts	on	concrete	or	abstract	topics,	including	
technical	discussions	of	the	field	of	the	student's	
specialty.	

•  Ability	for	the	written	creation	of	texts	
concerning	the	academic	and	professional	field	
of	engineering	with	clarity	and	meticulousness.	

Lourdes	Gonzalez-Valera	5/5/21	 17	



Curriculum	Vitae	

�A	standard	document	that	gives	details	of	
your	work	experience,	education,	and	
background.	It	also	gives	your	full	name	and	
contact	details.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	
Learning)	.	HarperCollins	Publishers.	Kindle	Edition.		
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• Résumé	
• Resume	
• Curriculum	Vitae	
• Vitae	

• CV	
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�	 	 	 In	 American	 usage,	 a	 �CV	 is	 much	 more	 detailed,	 longer,	 and	
presented	in	a	different	format	than	a	résumé.		

People	usually	send	a	cover	letter	with	their	résumé	or	CV.	You	will	
find	help	with	this	type	of	letter	in	the	part	of	this	book	on	writing	
letters.		

	 A	 résumé	 should	 be	 as	 short	 as	 possible	without	 leaving	 out	
essential	 information.	 Job	 advertisements	 sometimes	 specify	 the	
maximum	length	of	résumé	that	is	acceptable,	but	in	any	case	your	
résumé	 should	 rarely	 be	 longer	 than	 three	 pages,	 and	 if	 you	 can	
get	everything	important	on	one	or	two	pages	that	is	best.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning).	HarperCollins	
Publishers.	Kindle	Edition.		
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1.	Quick	and	easy	to	read	

2.	Clear	and	concise	

3.	Pleasant	to	look	at	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning).	
HarperCollins	Publishers.	Kindle	Edition.		

The	ideal	CV	must	be:	



CV defects  to avoid (jobs.ac.uk): 

1.    Applying for a position for which you're not qualified.
2.    Providing irrelevant personal information.
3.    Burying important information.
4.    Spelling errors, typos and poor grammar.
5.    Unexplained gaps in employment.
6.    Lying or misleading information.
7.    A long, waffly CV.
8.    Badly formatted CV.
9.    Meaningless introductions.
10.   The 'So What’ test.

Lourdes	Gonzalez-Valera	5/5/21	 23	



“Recruiters	are	not	stupid.	They	can	spot	
information	that	doesn't	stack	up.	For	
example,	they're	always	on	the	look	out	for	
inflated:	

• 				Qualifications	
• 				Salaries	
• 				Job	titles	
• 				Achievements”	

LYING	or	Misleading	Information	
(jobs.ac.uk)	

Lourdes	Gonzalez-Valera	5/5/21	 24	



https://careerattraction.com/resume-pass-test/	

Does	your	CV	or	résumé	pass	the	“so	what”	test?	
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CV	Templates?	
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outdated	!!!	???	
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Lourdes	Gonzalez-Valera	

Curriculum	Vitae	

italianmachoman@hotmail.com				

sweetkitty@hotmail.com	
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Reading	/	Writing			

Reading	is	a	complex	cognitive	process	of	
decoding	symbols	to	derive	meaning.	It	is	a	form	of	
language	processing.	

Success	in	this	process	is	measured	as	reading	
comprehension.		

Reading	is	a	means	for	language	acquisition,	
communication,	and	sharing	information	and	ideas.	

Lourdes	Gonzalez-Valera	5/5/21	 32	



Connectors	

or	

Discourse	
markers	
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Furthermore	(adding):	
People	will	download	the	app	because	it	is	fun,	and	furthermore,	
they	will	download	the	game	because	it	is	free.	

Meanwhile	(sequencing):	
It	will	be	a	few	minutes	before	the	water	boils,	and	meanwhile	
you	can	cut	the	potatoes.	

Such	as	(illustrating):	
Sarah	has	lots	of	good	qualities,	such	as	intelligence	and	wit.		

Hence	(cause	and	effect):	
Your	grammar	is	weak,	hence	the	low	mark	I've	given	you.	
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Likewise	(comparing):	
• 	The	US	is	sending	its	military	into	the	Middle	East	to	interfere	in	armed	conflicts		
there,	likewise	the	EU	is	sending	arms	and	supplies	as	well.		
• 	Sarah	told	Tom	that	she	enjoyed	their	date,	and	he	responded,	"Likewise.”	

However	(qualifying):	
It's	a	good	project.	However,	I	don't	think	we	have	the	money	to	fund	it.	

Whereas	(contrasting):	
Whereas	I	am	a	vegetarian,	my	whole	family	eats	meat.	/	My	whole	family	eats	
meat,	whereas	I’m	a	vegetarian.	

Indeed	(emphasising):	
Two	of	the	four	new	iPhones,	the	iPhone	12	and	iPhone	12	Pro,	
were	indeed	released	last	month.	



The	Economist.	September	1st-7th	2018

BRAIN	SCAN		Satoshi	Nakamoto

Bitcoin’s	enigmatic	creator	may	never	be	identified.

ON	 PAPER—or	 at	 least	 on	 the	blockchain—Satoshi	 Nakamoto	 is	 one	 of	 the	 richest	

people	on	 the	planet.	 Bitcoin	 is	a	 semi-anonymous	 currency	 and	Mr	Nakamoto	 is	 a	

pseudonymous	person,	so	 it	 is	hard	to	 be	sure;	but	he	is	generally	reckoned	to	own	

around	1.1m	 bitcoin,	 or	around	5%	 of	 the	total	 number	 that	will	 ever	 exist.	 When	

bitcoin	hit	its	peak	of	over	$19,000,	that	made	him	worth	around	$20bn.

But	Mr	Nakamoto,	though	actively	involved	with	his	brainchild	in	its	early	history,	has	

been	silent	 since	2011.	 An	army	of	amateur	detectives	has	been	trying	to	work	out	

who	he	really	is,	 but	there	is	frustratingly	little	to	go	on.	While	developing	bitcoin	he	

claimed	to	 be	male,	 in	his	 late	30s	 and	living	 in	Japan,	 but	even	that	 information	is	

suspect.	There	are	indications	that	he	may	have	lived	in	an	American	time	zone,	but	

his	English	occasionally	contains	British	idioms.	 Some	of	his	goldbug-like	comments	

about	 central	 banks	 that	 “debase	 the	 currency”	and	 the	 evils	 of	 fractional-reserve	

banking	 led	early	cyber-libertarian	bitcoin	enthusiasts	 to	 claim	him	 as	 one	of	 their	

own.	 One	thing	 is	certain:	he	values	his	privacy.	 To	register	Bitcoin.org	he	used	Tor,	

an	 online	 track-covering	 tool	 used	 by	 black-marketeers,	 journalists	 and	 political	

dissidents.

Lourdes	Gonzalez-Valera	

Exercise:		

Analysis	of	the	article	in		
Brain	Scan	on	Satoshi	
Nakamoto.	
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Colour	legend	of	analysed	text:	

Yellow:	New	vocabulary	

Green:	the	discourse	markers	that	“glue	together”	the	elements	in	a		
text.	

Blue:	Multiple	adjectives	+	nouns	phrases.		
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	1	

	2	
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	3	

	4	
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	5	

	6	
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culture	=	

	1)	cultura	

	2)	coltura	

Lourdes	Gonzalez-Valera	



Other	texts	
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• 		Letters	
• 		Blogs	
• 		Essays	
• 		Reports	
• 		Presentations	
• 		Instructions	
• 		Leaflets	and	flyers	
• 		Papers	
• 		Theses	
• 		Dissertations	



5/5/21	 Lourdes	E.	Gonzalez-Valera	 43	

• 		Paper		(Congress,	symposium,	course	work)	

• 		Thesis	(Bachelor	or	Masters	degree)	

• 		Dissertation	(Ph.D.)	

Differ	
	 	-	in	length	
	 	-	in	depth	

Similar:	
	 	-	in	style	(formal)	
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Similar:	
	 	-	in	style	(formal)	

�They	do	not:		

	•	include	informal	or	slang	words		
	•	include	contractions,	such	as	isn’t	and	won’t	 		
	•	generally	include	phrases	that	use	the	words	I,	
	 	me,	or	my	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		

	 	-	
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Paper 		

	In	academic	publishing,	a	paper	is	an	academic	work	
that	is	usually	published	in	an	academic	journal.	It	
contains	original	research	results	or	reviews	existing	
results.		

	Such	a	paper,	also	called	an	article,	will	only	be	
considered	valid	if	it	undergoes	a	process	of	
peer	review	by	one	or	more	referees	(who	are	academics	
in	the	same	field)	who	check	that	the	content	of	the	
paper	is	suitable	for	publication	in	the	journal.	A	paper	
may	undergo	a	series	of	reviews,	revisions,	and	re-
submissions	before	finally	being	accepted	or	rejected	for	
publication.															
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�Key	point	to	remember	

	Before	you	even	start	to	plan	your	paper	
or	academic	article	make	sure	you	have	a	
copy	of	the	journal’	rules	on	how	to	
structure	it.	

HarperCollins.	Writing	(Collins	Webster’s	Easy	Learning)	.	HarperCollins	Publishers.	
Kindle	Edition.		
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ICTP	
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ICTP	
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ICTP	
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ICTP	

wireless.ictp.it	

Wireless	Laboratory:	

Provide	reliable	and	sustainable	wireless	solutions	to	
help	foster	science	and	research	in	Developing	
Countries.		
Organise	training	activities	on	state-of-the-art	wireless	
technologies.		
Setup	collaborations	with	academic	partners	and	with	
international	organizations.	
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Reading	a	paper	
Reference:	

J.	Herrera-Tapia,	E.	Hernandez-Orallo,	A.	Tomas,	C.	
Tavares	Calafate,	J.C.	Cano,	M.	Zennaro	and	P.	
Manzoni.		Evaluating	the	use	of	sub-gigahertz	
wireless	technologies	to	improve	message	delivery	
in	opportunistic	networks,	in	proceedings	of	14th	
IEEE	International	Conference	on	Networking,	
Sensing	and	Control,	May	16-18,	2017,	Calabria,	Italy	
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PDF	of	Scientific	
Article:	analysis		
and	discussion	


