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UNIT  5   

HOSPITALITY,  INFORMATION  

AND  FORMS
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�����=  5.3 Forms ;��<����
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(Behavioural Objectives)

1.  
���� GD�H�)
I����  I  am  filling  out  RD)
S�ก�)��

2.  ��ก*)�;���I�H�ก��ก��ก;��<���� RD)S�ก�)��

3. ��ก'�������H�ก��ก��ก;��<����S�ก�)��

ก��ก�����  
���
�

�����=   5.3  Forms ;��<����

5.3.1  Dialogue  :  I  am  filling  out V

5.3.2  How  to  fill  out  the  forms

1)  Guides  to  fill  out  the  forms

2)  Some  useful  words  for  filling  out  
the  forms

ก��ก�����  
���
�

5.3.1  Dialogue  :  I  am  filling  out  V
��
���� : \��กI����ก��ก  ...

(;��<����)

Practice  this  dialogue. _̀ก��
����
A  :  What  are  you  doing?
B  :  I  am  filling  out  the  personal  information  

form 

Note  : fill  out ก��ก;��<����
ก��ก�����  
���
�

Exercise  5.3.1
A.  Complete  this  dialogue.

$*�����
�������H�)
����i�
B.   Make  a  dialogue  by  using  

lI  am  filling  out  Vm

$*�����
����GD�H�)
I����  
lI  am  filling  out Vm



ก��ก�����  
���
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Wait a minute, please.
��	�ก5�675�

ก��ก�����  
���
�

5.3.2  How  to  fill  out  the  forms ���ก��ก;��<����

1)  Guides  to  fill  out  the  forms
1. $*���H�)S�ก�)�� �����*)�(�D���DH�ก��
�กD'I�

2.  �n��������'I�
�=�H�;��<�����&�H�)�����D�D ��o�H�)$*���
D)������o�  ;����������

3.  ������H�);��<����D�
���D$�����)����=
�D $�o=�
�)��
'���������H���=D�

4.  ก��ก*)�������'���$�p����� ;����D$��

5.  �������H�)$�����)��ก&��
&�

ก��ก�����  
���
�

2) Some  useful  words  for  fill out  the  
forms

'I��������=�����G����
I�����;��<����

1.  application form

application for    

employment

employment application

2.  applicant

H�
��'����

(�)
��'����
ก��ก�����  
���
�

3. apply for V
position applied for 
position desired V
kind of  position applied for V

4.  Please  fill  in  with  your  own 
handwriting. 

To  be  completed  in your  
own  handwriting.


��'����H�
�I�;��&� / 
�I�;��&����

��=
��'�

$*���H�
��'�
D)������o�
*����$��  
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5.  name  (in  Thai) 

name  (in  English)

name  in  full

surname / last name

signature

6.  Do not write in this 
space.

7.  Photo attached 
here..

H�)ก��ก�o=�$�p�%�s�R��

H�)ก��ก�o=�$�p�%�s����กEs

H�)ก��ก�����o=� ;�����
ก��

���
ก��

���$tu�  

�)��$*���H��&�����

��D���S&����=��=

ก��ก�����  
���
�

8.  fill out
9.  personal data

personal information

personal record

10. salary  expected  /    
expected salary

negotiable salary

attractive salary

ก��ก (;��<����)

*)����
&�����,

�������
&����''�

$���$Do����='�D����

$���$Do����=�&����ก��RD)

$���$Do��
��

ก��ก�����  
���
�

11.  address

present  address

permanent  address

temporary  address

12.  Sex

male  (M)

female  (F)

��=���&

��=���&�z��������=
����S
��D�&�RD)

��=���&S���

��=���&��=�'���

$��

$�����

$������

ก��ก�����  
���
�

13.  date of birth /

birth date

14.  place of birth /   

birth  place

15.  age

16.  Nationality  

race

��� $Do�� �{$ก�D (�{ H�)$*���
$�p� '.�. GD�$���{ �.�. $ก�D���� 
��D)�� 543)


S����=$ก�D

���� (ก��ก$�p����$�*)


������  $�&� Thai

$�o������  $�&�  Thai
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17.  religion 

Buddhism

Buddhist

Christianity

Christian

Islam

��
��

��
�����

�����
��ก��

��
��'��
��

'��
���
��ก��

��
����
��� �����
���  
ก��ก�����  
���
�

18. marital  status
single
married
divorced
widowed
separated


S��%��ก��
��


G
D
;�&����;�)�

��&��)�� 

$�p���)��

;�กก�����&

ก��ก�����  
���
�

engaged
spouse
spouse|s  name
occupation  of  spouse
number  of  children

�����;�)�

'�&
��


�o=�*��'�&
��


�����*��'�&
��


�I�������� 

ก��ก�����  
���
�

19.  height
weight
colour of  eyes
colour of  hair

20.  occupation
self } employed
income

'���
��
��I����ก

���

�(� 

�����
�I����
&�����
���RD) 



ก��ก�����  
���
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21.  identification  
card  number  
(I.D.  card  No.)  
issued  by 

22.  Person  to  
notify  in  case  of  
emergency

����$�*����
���������กH�)GD� 
(H�)ก��ก ������D  
��o�$*�)

��''���=����D�&�RD)H�
ก�i�\�ก$\��  

ก��ก�����  
���
�

23. military  status

military  service

exempted  from  military

no military  service   

obligation

Reserved Officers|
Training  Corps Course 

(ROTC)


S��%���������

������ก������

�ก$�)�ก��$กi~�����

R�&�������������

���ก
���  �.D.

ก��ก�����  
���
�

ROTC  3  yrs.

draw  black  slot

draw  red  slot

under  size

being  student

enrolled  at  V
from  VV to  V

��  �.D. �{ 3

���H�DI�

���H�;D�

��� } �ก  $�uก$ก��R�

$�p���ก$�������&

H�)����������D��o���&��
�����{��=$*)� �{��=��D����  

ก��ก�����  
���
�

24.  education

Primary  School    

(Grammar  School)

Junior  High  School

Senior  High  School

Secondary  School

High  School

ก����กs�  �������ก����กs�

���S���กs�

������กs�����)�

������กs��������

��D��������กs�

��D��������กs�



ก��ก�����  
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Vocational  College

Technical  College

University

name  of  school

���������������กs�

��������$�'��'

�����������

�o=�G��$����

ก��ก�����  
���
�

name  and  location
of  school
Ministry  of  Education

Dual  Vocational  
Training  Project 
(DVT)
Vocational  Education  
Commission

�o=� ;����=����*��G��$����

ก��������กs��ก��

G'��ก���������กs�
�������%�'�


I���ก���'i�ก���ก��
ก���������กs�

ก��ก�����  
���
�

25. Subject  studied,   
major course

Installation and   
Maintenance

Electrical  Machine

Production Technology

Automechanic


�*�  ��o�  ����$�ก


�*���D����;���I������กs�


�*�$'�o=��ก�R<<��


�*�$�'��'ก��(���


�*��&������

ก��ก�����  
���
�

Building    Construction
Power Electricity
Electronics

Welding and Sheet
Metal

Machine Shop


�*��&��ก&�
�)��

�*�R<<��กI����

�*���$�uก�����ก
�


�*��&��$�o=��;��
G���;(&�


�*��&��ก�G�����



ก��ก�����  
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Business Administration

Accounting

Secretarial Science

Computer Science

Sales  and  Marketing

Commerce

Home  Economics


�*���������ก��


�*�ก�������


�*�ก��$�*���ก��

�*������ก��'�����$����


�*�ก��*�� ;��ก�����D


�*��i���ก��


�*�'�ก��� 
ก��ก�����  
���
�

26.  qualification

equivalent  qualification

Certificate  in  Vocational    

Education  

Higher  Certificate  in   

Vocational  Education

Diploma

'�i����
'�i����$����$�&�

���.

��
.

���������

ก��ก�����  
���
�

Bachelor Degree in  
Business Administration 
(B.B.A.)

Bachelor  of  Arts  (B.A.)

Bachelor  of  Science  
(B.Sc.)

���������
�*�
��������ก�� 

(�.�.)

���������
�*�

��กs���
��� (�.�.)

���������
�*�
�������
��� (��.�.)

ก��ก�����  
���
�

Bachelor  of  
Engineering  
(B.Eng.) 
Master Degree in 
Business 
Administration  
(M.B.A.)  
Master  of  Arts  
(M.A.)

���������
�*�
����ก�����
���
(��.�.)

������G�  
�*�
��������ก�� (�.�.)

������G�
�*�
��กs���
���



ก��ก�����  
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Master  of  Science 
(M.Sc.)

Master  of  Engineering  
(M.Eng.)

Doctor  of  Philosophy  
(Ph.D.)

related  field

������G�
�*�
�������
���

������G�
�*�
����ก�����
���

������$�ก


�*�������=$ก�=��*)��  
ก��ก�����  
���
�

27. training

trainee

special training course

special  skills

expert  in V

certificate  obtained V

degree  obtained

ก��_̀ก��� ก��_̀ก����

��ก��กs�_̀ก���
ก��_̀ก�������ก
�����$�s

'����I������$�s

$��=�����H�
�*� V

���ก�����������=RD)���

��������=RD)��� 

ก��ก�����  
���
�

28.  activity

extra-curricular 
activities

club

seminar

Having  good  human     

relationship

ก��ก���

ก��ก�����ก���ก
���

����

ก��
�����

�����s�
������D�

ก��ก�����  
���
�

Having  self -confidence

Respect  the  others|
thought

The  Certificate  of  
Good  Behaviour

outstanding  award

��'���$�o=���=�H����$��

������'���'�D$�u�*��
(�)�o=�

$ก�����������ก$����'���
����E��D�

(����$D&� 



ก��ก�����  
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29.  guarantor
guarantee
guarantee  fund
fringe  benefits

reference

(�)������ก��
(�)'�I����ก��, ก��'�I����ก��

$������ก��

��
D�ก��,
(����G������=��ก�)��RD)���
��ก$��o���ก'&��)������I�
��''��)�����, (�)��=
����SH�) ก��
������;ก&��ก(�)���=�RD), 'I�������, 
����
o�������

ก��ก�����  
���
�

30.   Home  registration

Marriage  Certificate

Birth  Certificate

31.  reasons  for  leaving

continue education

need better job

��$�����)��

��$����
��



�������  

$�����=����ก��ก���

��กs��&�

�)��ก�������=D�ก�&�

ก��ก�����  
���
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the  company 
discontinued

the  company  loss

the  company  reduced 
manpower

���s��$��กก��ก��

���s��*�D���

���s���DกI����'�  

ก��ก�����  
���
�

32. Please  list  position  you  have 

held,  start  with  your present  

position first.  

Please list  all  employments

start  with  present or  most  

recent  job and  work  back.

H�)����
S����=�I����  
�I�;��&���=$'��I�  
GD�$��=��)���ก���
�z��������o��&�
�D 
;�)��)������R�



ก��ก�����  
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Date  of  employment

From  VV

to  VVV

��� $Do�� �{ ��=$*)��I����

$��=��I��������;�&  VVV

S��  VVV

ก��ก�����  
���
�

33.  experience 

employment  history

employment  record

previous  
employment

34.  civil  servant

government  officer

���
�ก��i� 

�������ก���I����

*)����ก����$�o��

*)����ก��  

ก��ก�����  
���
�

35. employer

employee

boss 

36. physical  
examination

physical  defect

life  insurance

sick  leave

����)��, ���s��

��ก�)��, ���ก���

����)�� 
ก�������&��ก��

'�����ก������&��ก��

ก�����ก�������

���������

ก��ก�����  
���
�

resign,  quit

unemployed

urgently  required

37. contract

letter  of  

recommendation

correspondence

confidential

��ก��ก���

�&�����


��'�D&�� 

����
o�
����

�D����������ก���I����

ก��G�)����D����

'������ 



ก��ก�����  
���
�

38.  potential

excellent

good  command  
of    

English

transcript

'���
����S���
���z���

D�$��=��

'�����)%�s����กEsD�

H�
I�$��������(�ก��$����  

ก��ก�����  
���
�

39.  candidate

compete 

40. disqualified

disability

(�)$*)�
��;*&�*��

;*&�*�� 

R�&$����
�

'�����ก�� 

ก��ก�����  
���
�

Exercise  5.3.2

A.  Match  the meanings  in  column  A  
with  the  same  meanings  in  column  B.  
Write  only  A,  B, C  V in  front  of  
each  item.

���'�&'�������'I������H�'������  A ก��
'���������=$��o��ก��H�'������  B

ก��ก�����  
���
�

NEXT  TIME

UNIT  5   HOSPITALITY,  INFORMATION  

AND  FORMS

ก���)�����  *)����  ;��;��<����

�����=  5.3.3 Types  of   forms

;��<�������D�&���  



ก��ก�����  
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8�9:	:;	���<
Having  discipline  as  a  

foundation  for  one’s  life  

development.

=>8?��9@�A�B��C��ก��D�E��F>8?G  

;�ก.....H��=�6IF>8?G

ก��ก�����  
���
�

THANKS  FOR  WATCHING

C�5JKL>MG?<G�=F=

SEE  YOU  NEXT  TIME

Dก��:�=75��8��R�57�


