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ATTENTION!

This booklet is comprised of advice from over 80 engineers wor-

king in the international field!

Hello and welcome,

You have just opened the Survival Kit, a handbook written by
students for students, with the precious help of many engineers. It’s the o
perfect tool to help you know what you will need, as far as English is
concerned, in your future professional life, but also to help you improve
your language skills.

This book is divided into parts representing the situations you are
most likely to encounter in your professional life as an engineer.

The Survival Kit team was created by the previous students group,
in the year 2015-2016 : Svetlana ZAK, Jordan D’ORTOLI, Fatima-Zohra
SOLTANI, Cecile GASTAUD, Carolina ARENAS SUESCUN and Sarah
Sghier.

Let me briefly introduce the four Grenoble INP - Pagora students who
carried out this project for more than 5 months: Aurélien CLAUDEL, the
enthusiastic project leader; Pierre COLLIGNON, the dynamic secretary;
Pierre KUNTZ, the reliable communication manager; Vincent Le
GLOANIC, the hard-working online files manager and creation manager.
All of us are the wonderful writers of this booklet. And this beautiful
team was supervised and helped by Mr John KENWRIGHT, who teaches
English at Grenoble INP - Pagora. Many thanks for your helpful advice
and support during this project!

The whole team hopes that this book will
become a precious tool for you in your study of
English, and wishes you a perfect international
career!

http://moodle.

The Survival Kit team

If you want to study your English and also work
[ on better understanding interculturality why
not check out these 2 Grenoble INP websites
I that offer 100s of exercices?
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CULTURAL

INTERACTIONS
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‘Hello, where is Brian?” Be

. sure that you know much
¢ more than the well-known
French answer :

“Brian is in the kitchen”,

All you need is to keep in
mind the following two im-
portant notions:

watch the video!

Resources:

http://examples.yourdictionary.com/
stereotype-examples.html
https://www.insideasiatours.com/insi-
devietnam/blog/2015/05/05/how-to-
be-polite-in-southeast-asia/
http://www.pariscultureguide.com/
french-etiquette.html
http://www.wikihow.com/Be-Naturally-
Funny
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“First the doctor told me the good news: I was going to have a disease named after me”

Steve Martin
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Exercices:

Cross culture:
http://www.linguarama.com/ps/grammar.htm
http://www.linguarama.com/ps/vocab.htm
http://www.myenglishpages.com/site_php_files/vocabula-
ry-exercise-culture.php
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REPORT WRITING

Basic format:
1- Title
Abstract
Introduction
Methods and materials

Results A N N u A l_

Discussion

Conclusion & acknowledgments K E P O R

References
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OB INTERVIEWS

10.09.2016.
Tomorrow s my furst job- intervie
at 10 v I'mv very nervous and
excited! What will I say? What

Before the interview...

“Well, good. Breakfast at 8, hot
shower and don’t forget to bring all
the necessary documents!”
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Common interview questions:

- Could you tell me about yourself?

- How did you hear about this position?

- Why do you want this job?

® - What do you know about this company?
= Why should we hire you?

- What are your strengths? What are your

® weaknesses?
- What is your greatest professional or personal
P achievement to date?

= Tell me about a challenge or a conflict you faced at
work?

= Where do you see yourself in 5 years?

- What is your dream job?

- Why are you leaving your current job? Why did you
leave your previous job?

- How would your previous boss describe you?

- How do you deal with stressful situations?

- What are your salary requirements?

= Do you have any questions for us?

* for all of the above questions and any typical job interview:
you will always be required to use anecdotes to back up your
o ideas and arguments.
HRMs would also like to hear clear evidence of figures to show
the impact you had on projects.
[ Project yourself into the job. An interview is actually focused on

your future potential and not just your past acheivements.
How the HRM percieves you as a co-worker is also important

® so why not try and approach the job interview as an informal
meeting that you are having with a co-worker.
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Advice:

1. You are professional, aren't you? Use professional vocabulary and
specific words.

2. We just have one possibility to make a good first lasting impression.
Be self-confident during the interview, especially as you enter the ®
interview room. Be careful, you may be observed BEFORE you arrive

in the interview room so as soon as you enter the building or the site

make sure you give the right image of yourself. o
3. Be prepared in advance for an interview and keep in mind some
answers to the most common questions. Practice answering interview
questions. Prepare real examples you can use to highlight and prove ()
your experience and skills. If you are asked about your main weakness
DO NOT give the typical canned answers such as ‘I'm a perfectionist.
I'm too meticulous” etc .. The HRM wants to hear proof of self-analysis
and more importantly HOW you have addressed a problem and found
a solution to it. THEY DO NOT want to hear a lie that has been repeated
1000s of times to them by previous applicants.

4. Pay special attention to your non-verbal behavior. Check out
Grenoble INP’s interactive class on this crucial subject: .“3;, £
http://step.grenoble-inp.fr/FR/bodylanguage/richmedia/index.htm % 5‘1’
5. Dress for success. Correctly choose your dress code to look more
confident.

6. Try to sell your skills, not just your knowledge.

7. Don't be overly nervous ... maintain eye contact, smile appropriately

and occupy your hands so they are not fidgetting. ®
8. Plan your trip in advance so that you arrive on time.

9. Prepare 2 or 3 questions for the employer by checking out the com-

pany’s website to see what their mission statement is, the initiatives, o
problems or solutions they are dealing with etc.

10. And... Keep smiling ....appropriately. °

14 m n°2 JANUARY 2017



5 common mistakes you should avoid:

Speaking too fast or too slow.
Being late and not saying hello
o Asking about your salary at the beginning
Looking like a zombie because you didn'’t sleep the
night before or something else.
o Repeating word for word what’s written on your CV.

Questions you can ask
during the Job Interview:

- What is the top priority of the per-
son who accepts this job?

- What are the day-to-day expec-
tations and vesponsibilities of this
job?

- Can you tell me what I should expect during
the first months on the job ?

- What do you think is the greatest opportunity
facing the organization in the near future?

- How is this department perceived within the
organization?

- What are the traits and skills of people who

are the most successful within the organization?
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Vocabulary sheet:

- An achievement

- cv

- To require

- A certificate

- To apply for a job

- To be fired/to be dismissed
- An interview

- Skills

- An employer

- An employee
- A qualification
- To resign

; To get ajob 0'\(\9(«{
- To hire Y

- A strength
- A weakness
- An invoice
- An application form

Resources:
http://www.quintcareers.com/job-interview-tips/
https://jobs.theguardian.com/careers/interview-advice/
http://biginterview.com/blog/interview-questions-answers
http://jobsearch.about.com/od/interviewquestionsanswers/a
top-20-interview-questions.htm
http://www.learnenglish.de/vocabulary/jobs.html

Vocab test:
http://www.learnenglish.de/games/matchit/matchitjobs.html
Crossword:
http://www.learnenglish.de/games/crossword8/jobs.html

Word game:
http://www.learnenglish.de/games/jumble/jumble3.html

"I need my sleep. I need about eight hours a day, and about ten at night."
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EMAILS, LETTER

icient way
of communicating and write e-mails that successfully
convey your message to your intended audience.

The purpose of your e-mail has to be short,

professional and clear.
Examples :

- I am writing in reply to your letter of September 4th
regarding your outstanding invoice.
Further to our conversation, I'm pleased to confirm
our appointment for 9.30am on Tuesday, January 7th.

E-malil is a good way to get
your message across when:

- The receiver is hard to reach via
telephone or is not located in the
o same part of the country
-You don’t need a quick answer
-You need to give an attachment
o -You need to distribute information
to a large number of people quickly
-You need a record of the communi-
cation

Survival Kit m 17



How to start?
Dear Mr Smith,
Dear Mrs Jones,
Dear Miss Richards,
Dear Ms Shepherd,

If you don’t know the name,
start with one of the following:
Dear Sir,

Dear Madam,

What to write in the content?
Use the one thing rule.
Make each email you send about one thing only.
If you need to communicate about another project,
write another email.

How to finish?
Yours sincerely,
Yours faithfully,

The conventions for closing business emails vary, but
phrases such as the following are appropriate:
Regards,

Kind regards,

Best regardes,

With kind regards,

“Laughter is like a windshield wiper, it won’t stop
the rain but it will allow you to keep going.”

Anonymous
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KEY POINTS:

1. Don’t overcommunicate by email.

2. Make good use of subject lines --> make the title of
your email clear for the receiver.

3. You should also include your full name, organisa-
tion, and contact details at the end

4. Be polite.

5. Check your tone.

6. Proofread before you send and never send an
email when you are angry.

7. Your signature should include your name, your

job title and a link to your website.

REMEMBER:

People are busy. They’d like to be able to read
and respond to your email quickly.

People appreciate a compliment. You can say so-
mething positive about their work, just specify what you
compliment. If you can, try to give them feedback.

People like to be thanked. If the recipient has
helped you, remember to thank them. To be less formal
vary your language, there are different expressions like
‘I really appreciate...’
‘1 was really grateful...

Survival Kit m 19



MEETINGS

Key Vocab ! A conference call = A
phone call between 3 or

more people located in
different places

The deadline = The due
The agenda = The list of day for the completion of
subjects to talk about a task

To address = To deal
with

The minutes = A written
report that tracks
everything said and or
decided during a meeting

To allocate (someone)
= To give (someone) a
task

20 mn°2 JANUARY 2017




Key expressions:

During a meeting, you are expected to give an opi-
nion

I really feel that as

I tend to think that

The participation is also crucial, to add something
you can use :
May I have a word?
May I come in here?

To express a viewpoint :
May we get your input?

When you want to give your point of view :
That is exactly the way you feel
You agree up to a point
I'm afraid I can’t agree

When you are lost or you didn’t understand, you
can say :

I didn’t catch it

Could you just repeat it?

I didn’t quite follow you

I don’t know what you mean

Resources
http://www.esl-lab.com/eslbasic/telephone-cell-
phone-1.htm
http://www.blairenglish.com/exercises/meetings/
meetingselectionpage.html
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PHONE
CONVERSATIONS

Tips

1) Numbers

ou could be asked to give phone numbers or addresses, so it is
important to learn how to say numbers and the letters of the alphabet
ast and also how to understand lists of numbers or names said fast.

2)  Slowly and clearly

Be careful not to speak too fast. A phone call in English can be
challenging for people who are not native English speakers, but it
can also be hard for the person you are talking to, to understand you
properly. As the person cannot see you, you must speak as clearly as
ou can. Don't be afraid to repeat or to rephrase vital information.

3) Politeness

As the person cannot see your body language, you could easily sound
rude if your language is not formal enough. So be sure to use words

n i

like “could”, “may’; “would” in your speech.

4) Nobody is perfect

It is ok if you do not understand everything the first time; do not
pretend you understood if you actually didn’t. Sentences like “Could

ou repeat that please?” or “Would you mind spelling* that for me
please” are perfectly fine.

* Be careful with this form as the polite answer to “would you mind + V-ING”is “No
..."(meaning “No, | wouldn’t mind doing this or that”...).
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Key expressions :
Beginning
Hello, this is X speaking

I'm trying to contact Y

X speaking, how may I help you?

Content
I'm calling on behalf of ...
May I ask who’s calling please?
Could I speak to someone who ...
Waiting
Hold the line please
Just a moment please

Could you hold on a moment please?

Bad news

The line is engaged at the moment, could you please call
back later?

I'm afraid Y is out of the office today

I'm sorry, you may have dialed the wrong number

Problems
I'm afraid I can’t hear you very well
Would you mind speaking up a bit please?
Sorry, the line is quite bad, could you repeat that please?
Finish
Goodbye
Have a nice day
Thank you for calling
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ORAL
PRESENTATIONS

From the beg
Introduction:

First, get the audience’s a

o Well

o Shall we start?

+  Then, say «hello»:

o Good morning, fellow colleagues

o Good afternoon everyone

+  What are you about to talk about?

o I'm here today to...

o Thetheme of my talkis...

+  How are you going to talk about it? ®
o Tostartwith..., then, I'll be talking about...

o0 My third point will be about... ®
«  Questions?

o Feel free to interrupt me at any time if you have any ®
question

o | would ask you to save your questions for the end

24 m n°2 JANUARY 2017



-
he heart of the subject:

. G
Ve me an example

Toiillustrate this

o

O  For instance. .
) :\s/f;it Is on youyr PowerpPoint>
Ucan see. .
| O This slige shows..
) Now let’s sumit up
What I'm trying to sayis

o ‘\'O‘N O...

o S

O 7,
farweveseen n
o Now., |

Conclusion

Well, let’s conclude

Let me end by saying..- ”
N gi

o)
In conclusion,...

o
) The end
Thank you very much.

o
Thank you for listening.

(o)

Question time!

o . Understood!
o So,whatyouare askingis...
. o The questionis..., is that right?
. Didn’t understand
Sorry, | didn't get your question. Could you repeat it please?

o

o I'mafraid | don't quite see what you mean
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OOpS
o

Iwill b i
€ coming to that a little

not answe
ryour qu .
o question straighta

|ater on .
,so if yo
I'm ; wa you don’t mind I
afraid | don't know the y ind I'd rather
answ

someone h
ere can ert
help us out? o that question. Maybe

—————

Some points to remember:
. Useshort centences 10 express Your ideas more clearly
. Don'tspeakto0 quickly, sO that the audience has time 0 understand
every idea properly-
. Checkthe equipment peforehand if possib\e, it will be one less thing to
be stressed about
. 1slide=1 minute (approximate\y)
Don't forget to introduce yourse\f properly at the beginning

. Make your speech vivid, look interested by what you'ré saying: people
cannot be interested by the subject if you: yourse\f, find it boring. Soifitis
poring to you, act asif itwas not!

. Providean outline of your presentation for the audience to know what
to expect

. Tell the audience when they can askyou questions (during the
presentation by interrupting you? At the end during a Q&A session?)

. Make your transitions between parts as clear as possib\e
. Ifyou need to present numbers/ analytics/ statistics, try t0 present them
as visually attractive (graphs, )

. Summarize the main ideas so that the audience can remember the
main points of your presentation more easily

Look at the audience, it is easier to get their attention this way
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CVs & COVER LETTERS

Verbs

Studied

Excelled

co Designed
Produced

ndu (\s'\\’\g S e
enterP . Mupervused

Determ = anaged

I \¢ g i

D\\\ge'nteﬂt Achieved

Cons\s ” *  Mastered
D\I“am\p“\ted . Develc?ped
—(eam‘\N ety - Negotlatgd

Trust *  Accomplished

Technical name dropping : do not forget to use technical words from
your sector!

Be precise and use facts and figures to describe your previous achie-

vements.

Examples: | increased the turnover by 15% in two years.

We saved a million euros each year by reducing the transport costs

by 20%.

Are you finding it hard to start your cover letter?
Why not start by using this expression:
«l wish to apply for the position of...»

which can be translated by
«J'ai I'nonneur de candidater au poste de...»?
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Activity : Match the words with their definition. Now, try to answer this quiz to

Short-list Titres check your knowledge about CVs!

Applicant Compétences http://www.kent.ac.uk/careers/cvquiz.

Skills Expérience

Assets Atouts

Prospects Formation

Track-record Candidat

Credentials Préselection

Training Faire face a

To cope with Perspectives -

To trouble shoot  Intervenir pour régler Use this website if you want to easily
un probleme make a beautiful CV:

https://www.doyoubuzz.com

Flash this QR Code for a

gapfill exercise: http://step.inpg.fr/
GB/indexact.htm
Select «Applying for a job — Marcus Davies
Interview » on the left side.

*
u

If you want more advice you can check this website :
http://www.cvtips.com/
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ADVICE
FOR STUDENTS

student,

English will be a “must have” skill in your future career. So
in order to better prepare for your career in terms of English
speaking, think about these tips:

« Watch English-speaking movies or TV shows in origi-
nal version (no dubbed versions). If you find it difficult at the
beginning, turn on the subtitles (preferably English subtitles).
You can also listen to the radio and read books in English. Think
about writing down the new words you hear/read.

« If you can, spend some years in an international set-
ting, you will then be able to understand plenty of different
accents. Also try to spend a year (or more!) in an English spea-
king country. It will help you improve your English, of course,
but it can also be a wonderful experience for you!

Remember that the most important thing is not to
speak perfectly without any grammatical mistakes, but to un-
derstand and be understood.

« Practice as much as you can. Don't be afraid to speak,
even if you make mistakes. Feel confident in the language
skills you already have. Don't be afraid to ask people to repeat/
reformulate. H. Jackson Brown Jr (famous American author)
said: “Never make fun of someone who speaks broken English.
It means they know another language.” So you've nothing to
worry about!
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« Speakin English with friends (even if they're French!),
maybe you'll find it strange at the beginning, but it will help
you improve.

+ Learn technical vocabulary, you will use it every day.

+ Itis ok to have a French accent, but it does not give
you an excuse not to work on your pronunciation.

+ And why not try to learn other languages as well?
This is becoming the norm now.
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Veuillez télécharger le kit de survie en anglais pour les
futurs ingénieurs ici!
Ce livret est congu par les étudiants de 3eme
DOWNLOAD ME! année dans le cadre d’un projet d’'anglais. Ce kit a été réa-
lisé grace aux conseils de plus de 80 ingénieurs et anciens
éléves.

You can find the digital version
of this Survival Kit here:
http://pagora.grenoble-inp.fr/
. langues/survival-kit-for-future-en-
gineers-756722 kjsp?RH=EFP_FOR-
LANGUES

Survival Kit m 31



32 m n°2 JANUARY 2017









