A brief and rough guideline for the freelancer (Containing question and
answer relating Graphic Design, Web Development & Design, Digital
Marketing ). Development of this outline will be continues time to time we
are inviting also queries question and problem from the site of the
freelancer so that we can go for solution gradually and are able to include
it in the guideline for their better consumptions.

Some important information in Bengali. Some important question and

answer relating to the subject in English. Specimen of a cover latter or
having contact/job.

We are inviting question and problem from the freelancers so that
answer included in the final guide line.

Write a Cover Letter to the client of the following Job Opening.

Social Media Manager

Hourly- Intermediate ($$)- Est. Time: More than 6 months, 10-30 hrs/week- Posted 1 hour
ago

New Beginnings Property Group is a real estate solutions company in the Raleigh, North
Carolina, US area. Our mission is to be a valuable resource to individuals in need of creative
real estate solutions and to improve the value of neighborhoods by renovating distressed
properties. We have been in business since 2016 are projecting rapid growth during 2017.
Required Skills Needed: * Experience with Facebook, Linkedin and Twitter * US English
writing skills * Strong spelling and grammar * Ability to research topics related to the US
residential real estate market *Motivated; Ability to work unsupervised and on a deadline
* Ability to generate blog posts on a consistent basis * Creativity *Strong communication
skills Additional capabilities desired * Knowledge of the real estate market in the south
east United States Research and schedule in Hoot suite 12 posts, every month to go out to
facebook , Twitter, and Linkedin, Posting on Mondays and Fridays, Manage account
growth Manage messages (put messages in email if they need addressed). Report status
weekly using Google docs.

Facebook Marketing  Internet Marketing  Marketing Strategy
Search Engine Optimization (SEO) Social Media Management 2 more
Proposals Less than 5

Client: Payment unverified ******* $0O spent United States

Create 3 (three) Instagram Content Posts with Captions and Creative Hastags.
Need Instagram Content For Tutoring Company
Hourly- Intermediate ($3$)- Est Time: More than 6 months, 10-30 hrs/week- Posted
5 hours ago




Simple job: I need someone to make 1 post per day for our Instagram. Postings need
to be related to education. Motivational quotes, tips on studying, etc. Want them to
be themed with our company logo/colors. You also need to make the caption and
come up with creative hashtags.

less

Proposals: 15 to 20

Client: Payment verified *** $ 90k+ spent United States

Talking about yourself

01. Greetings:
Hello friends. How are you? Good morning/ good afternoon/ good evening

02. Starter:
| am going to say something about myself.

03.Name:
Well, 1 am......ccooviiiiiii But you can call me.........ccccee.e. This is my nick
name and | am quite familiar with this name.

04. Address:
I am from.......ccooovvveiieenne, and you know it is one of the famous districts of
Bangladesh. But at present | am staying at................... ] T

05. Profession:

I am a student, | passed my SSC and HSC in ........... and.............. At present | am
studying at ........c.cceevereene [ TSRS

06. Family:

We are............... members in our family. | have got.............. sister (S) and.................
brother (s) and I am................ in position. My father, heisa .........ccccovvvenenne. and my

07. Leisure interests:
In my spare time, | like watching television, listening to music, reading books,
collecting stamps and so on.



08. Future plans:
After completing my graduation I would liketobe a .............c............ and it’s my long

cherished dream (A< =1ifere =%))

09. Pre-closing:
That’s all for today/that’s all for the time being/ have a nice day/no more today.

10. Closing:
Thank you very much/thank you indeed.

Short and informal Introducing (Samples for Presentation)

Example: 1

Hello, my name is Jennifer. I’'m a programmer and I‘ve come from
Chicago. | live in New York with my husband James. We have two
children and a dog. The dog is very funny. | work at a computer company
in the city. The company is very famous and successful. Our daughter is
named Anna and our Son is named Peter. She is four years old and he is
five. We like living and working in New York.

Example: 2

Hello! My name is Mary Jane and | live in Australia. | am 22 years old and
| love to spend time with my friends. | have fair complexion (skin color)
and blue eyes. I usually wear shirts, trousers, pants and T-shirts.

Example: 3

Hello! My name is Brian Ganga form West Indies. | am 12 years old. My
face is oval-shaped. | have short curly hair and dark complexion. My teeth
are sparking white and my friends like my smile a lot. I am very tall | like
playing and watching cricket.



Practical Session

Greetings
1. Hi.
Hello.

2. Good morning.
Good afternoon.
Good evening.

3. How are you?
How ya doing? (Informal)

4. Fine. How about you?
5. Okay. Thanks.

Introducing Yourself
1. ’m Limon.
I’'m Bijoy. (Use first name in informal situations)

2. I’m Limon Khan.

I’m Bijoy Lal Basu. (Use full name in business and formal situations)
3. (It’s) nice to meet you.
(It’s) nice meeting you.

(It’s) good to meet you

4. Nice to meet you too.



Introducing People

1. Hi Jack. I’'m Sara

This is my friend, Alim.
My brother, Sumon.
My sister, Sonia.
My father, Mr. Harris.
My mother, Mrs. Harris.
My teacher, Ms. Badsa.

2. Nice to meet you.
Nice to meet you too.

Identifying People and Things
1. This is Nasrin.
That is Mr. Bashir.

2. Nasrin is a writer.
Mr. Bashir is a barber.
Gail is a Batsman.

He is a photographer.
She is a secretary.
He’s a dentist.

3. | am a computer programmer.
I’m a businessman.
I’m not a mechanic.

4. We are writers.
They are engineers.
You are a student.
You are students.



Questions

What is your name?

My name is Mohidul Islam. You can call me
Mahi

What is it? It’s a Computer desk.
What is that? That’s a mouse.

How do you say it in | Eraser.

English?

How do you spell it? E-R-A-S-E-R

Please say it again. All right.

Please speak more slowly.

Ok. Listen carefully.

I don’t understand.

Let me explain.

I’m sorry.

That’s okay.

Conversation Starters
General greetings and inquiries

How’s everything?

How’s life? (This means “How are you?)
Asking about present activities

What’s up?

What’s happening? (What are you doing now?)

Bringing up a serious topic

Can | talk to you for a minute?

Do you have a minute?




questions.

Three Basic Facts
These three questions will help you to know people. They are simple questions
with simple answers and provide information so that you can ask more

What is your name?
Where do you live?
What do you do?

AT (AR FIAT AL 267 ST & @
foqlb e 32 wFesd | Tl AP

eI |

Hugely Used Expressions

Unfortunate happening | (Si=if&r® 641) | Untoward incident | (Si&ifsss =51
Dramatic event (BRT =54T) Tense situation (SreeHee “Iffgf®)
Criticize violently (0w e | Political Glcics

F41) association I ARCANTST)
Force to admit the truth | (°te3 F1=1ta 91«5 | Hold  at  present | (Si+ifzafew® we)

x40 level
Rule out/reject the | (SITHIH F) Disagreement (TOTFT)
possibility
Alarming rumour (SifeFa @ ) Rush to hospital (e FETeiee e

FheaT)

In this connection (@ FIITCR) At one stage (93 *1)
Family Feud (Aifeife® F91R) | Arise suspicion (TR TG )
Altercation (Fm@m, 2 | Newly wed GRERIES))

FIOHID)
Commit suicide (STeRS]T <+4) Unnatural Death (I 99)
Mass burying QEESE)) Mass burying | (*1FFE)

ground
Mass killing QEE)) (Be) buried alive | (§IR® 33 (731T)
Fabricated (fSr=lt == —m) He was buried | (SItF Gii® 339 @3t
alive RCAReT)




Commonly Used Every day English

be considered

R |

01. | Not a good deal OICAT e AT A | 02 | Quite some T A |
03 | What happened? | e =t/ fezawz? | 04 | What more? RIERST
05 | Who else? SR &2 06 | Anything important? | g g2
07 | Nothing el 552 AT | 08 | Please keep itasitis |@@elx  wM®
important eI e
ans |
09 | The proposal is | @®”G cet@ 1| 10 | He is being smart day | &7 = fas =%
being considered | Tt | by day T |
11 | Over there 9% (ST ST | 12 | Nothing of that kind | ¢ % g |
13 | What else? RIGEEH) 14 | Who is left? F I =AC=?
15 | Anything serious? | sicaifes fog 2 16 | Somewhat important | fRBT @i |
17 | Thanks a lot SRR LA™ | 18 | Let the decision be | P
taken @ |
19 | The proposal will | @8RG csta @2l | 20 | What a surprise! Jr o

Smart Expressions:

Going to Gonna | am gonna buy some books

Going to be Gonna be He’s gonna be a teacher.

Want to Wanna | wanna go now.

Want to be Wanna be | wanna e a businessman.

Have got a Gotta Gotta pen? (=Have you got a
pen?)

Talking about Family

Introducing your family
This is mother/mom.
This is my father/ dad.
(These are my parents).

This is my wife.
There are five people in my family.

(My mother, my father, my older brother,
My older sister, me and my younger brother).
| have two brothers.




e One s older.
One brother is older (than me).
e One is younger.

¢ | have one sister.
e [’m number three.

Asking about family

How many brothers and sisters do you have?
e What number are you?
How many children do you have?
e Do you have any kids?
e No, I’m not married.

He’s the oldest (of five children).
e She’s the youngest.
Lipi doesn’t have any brothers or sisters.
Jabed is an only child of them.

We have two. One son and one daughter.

Talking about Favorite Things

What city do you like most?

1. What is your favorite color? Purple.

2. What’s your favorite kind of music? | like pop music.

3. Favorite sport? Video Game

4. Do you have a lucky number? Yes. It’s thirteen.

5. What kind of food do you like best? | like Cantonese food.
6. How about movies? Action.

7. Who is your favorite movie start? Jackie Chan.

8.

Hong Kong, of course!

Talking about here and now

1. | What is Ms. Shiuli doing? She is writing a letter. Oh. That’s nice.

2. | What is he doing? He’s playing hockey. That’s interesting
3. | What are you doing? I’'m reading a book. Is it interesting?

4. | Who is singing that song? Frank (is) Oh. It sounds good.
5. | Who is washing the dishes? | The children are. That’s great.
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| 6. | Where are you going now?

I’m going to the library.

| Okay. Have fun.

Personality and Appearance

1. Tell me about your father.
What kind of person is he?

2. What does he look like?

3. What does your mother look like?

4. How about your little sister?

Talking notes

Description

Well, He’s very friendly, smart and funny.

He’s young, short and handsome.
He has straight black hair and green eyes.

She’s tall, thin and beautiful.

She has blonde hair and wears glasses.

She has curly red hair and a cute smile.
Everybody likes her.

01. | First of all (@=Tx3) 06. | Side by side (s=r=iif*)

02. | Secondly (f@srrs) 07. | Besides/more over (Sf43g, ©RGS)
03. | Thirdly (SSiz®) 08. | Later on (°RISiTe)

04. | After words (©=9) 09. | Thus (9SI)

05. | After that (S199) 10. | Finally/in fine/in conclusion (39t*ta)

Learn the following expressions and make sentences by your own.

NoO | Expressions Meaning Make sentences by your
own
01. | As far as it goes (4 AT IOV 71 TH)
As | was saying CIKGIESIE)
02. | As I was thinking CISEIERIE))
As you were saying CIERIEG))
In my opinion (SR T)
03. | In your opinion (TSI o)
In our opinion (STHS o)
In his opinion (ST o)
04. | Atthree O’clock sharp | (1o FBIT fewbr)

10




At seven O’clock sharp | (/BRI SIGHT FTSG)

At five O’clock sharp (IO FIBIT ABER)
05. | As you know (2R ST

As we know (T i)

Some useful words/phrases: for daily routines

Take breakfast et 4t
Take lunch TR AR e
Take supper AT AR et
Have a short sleep S T (RS
Have a lie in (AT ST 47T )
Have a late night (AT 30 TS ANeA)
Have an early night (STersife S gITs Trea)
Morning walk. A Q5T
Have a shave [SEETI]
Take a bath TAATeT <
Take a shower [QILEE I
Have a wash TAMTE 4t
Take one or two snacks QEAFT AR e
Take a break feafe @aar
Wake up ¥ (AF Tt
Get up I (AT T
Go to sleep TS Ire
at around 10.00AM o B i
at about 11:30PM TG S56 aew
Fall asleep very quickly STereife i wrer
Oversleep wfefie g
Get to sleep qAITS AT
Freshen up EUCKS R E]
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Say prayer RIRIRE

Recite the holy Quran. TSR (eSS Tl
Chat with Qe

Leave home PG ST (IF QST
Do the shopping BISIERSSI)

Practice with brain-storming method:

| Morning | Noon | Afternoon | Evening | Night

Use present simple tense (1 do). Now practice with your friends (s)

What time do you usually get up?

Do you get up early? Why?

Do you get up late? Why?

When do you take breakfast?

What are the benefits of getting up early in the morning?
When do you take lunch?

Do you have a bad habit of oversleeping?

How much time do you study every day?

© 0o N o g B~ w N E

Do you have any plan for your daily activities?

10.When do you take supper?

11.How do you refresh yourself when you are tired?

12.Do you sometimes go to bed supper less? (31Te = (IW)
13.Can you tell me how we can make our daily life meaningful?
14.What do you usually do after you get up?

15.What part of the day do you like best? Why?

12



16.1f you could make one change to your daily routine what would it be?
17.1f you have more free time, what would you do?

18.What do you eat for breakfast?

19.How do you get to college /University/Office?

20.When do you go to bed?

Pair Practice 00

WHhat IS YOUI NAME?.....cciiiiii e
Where do YOou COmME from?.........cooviiieiiicc e
Where is your home distriCt?.........ccocvviieiiiiiieie e
Can you cook beef? NOW?........coovv i
Where Was YOUr 1aSt tOUI?..........cccviiiieiie e
WIth WhOM WaS it72.......ooiiiec e
Describe one of your memorable gifts?.........ccccooveviiii i,

What type of clothing do you liKe?.........cccoovriiiiii i,

© ©o N o gk~ w N

Which is your favorite Shopping CeNtre?.......ccccevvveveveeriee e ecee e
10.Tell me itS SPECIAILY?........veeivie e
11.Describe your memorable moment?.........cccovveiiiiieie e
12.What is your favorite color and Why?,........ccccveviieivenieieiie e
13.What sort of activities do you do with your best friend?............ccoccevvennens
14.Say something about your primary sChool?...........cccoceiiiiiiiiiniiciee,
15.How much time do you spend in reading?.........ccccovvevevieenneresiesienseeens
16.What will you do to be a famous person?...........cccceveveieneenenicniennens
17.What will you do if you meet a famous person?.........cccoccevveerverveneenenn
18.D0 YOU WaLCh CArtOONS?......civiiiiieiieciie e
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19.Which cartoon do you like MOSt?..........cccvvviiiiin i,
20.1f a foreign company offers you to join the company, will you join?.......
21 WY OF WRY NOE?.....oiiiiie ettt
22.How do you spend your WEEKENUS?.........ccveieriiverieriieenieesieeniee e
23.What is your goal in life?.........ccceoiiiiiie e
24. With whom do you usually enjoy your weekends?..........cccocvvviveiieennnnne,
25.Describe the area in which you live?..........cccoov i

26.1f you were the prime minister of Bangladesh what would you do? .........

Spoken Skills (Fluency Process)
Fluency in WH Questions with 6 tenses

What do you do? o & =12 How do you do? of feelte w47
What did you do? ofy f& swfeeer? | How did you do? of fFeig swafe?
What will you do? ofyl f& a2 How will you do? of¥ fFeita Faca?
What are you doing? ofy i sawe How are you doing? | of¥ feeita a2
What were you doing? of¥ & safgsz | How were you doing? | ofit freite wafeer?
What have you done? ofy 5 Fam? How have you done? | sfy fseig =
When do you do? ofil LT 92 Why do you do? ofY (& 392
When did you do? o 9 | Why did you do? O (P eafereT?
When will you do? m my will YOUddQ? ) ?Z (PR P2
. 9 FAR? y are you doing? | ofi (3 Fa%?

wgg: x:rz?ojcggi?w Of FY =2 Why were you doing? | $fir & Fafewet?

: ofir F2« Fafeeere | Why have you done? | fst & stawe
When have you done? offy e e
Where do you do? B (I F7?
Where did you do? o @RI FCRlRCE?
Where will you do? B (@I T2
Where are you doing? B (I FAR?
Where were you doing? O (I FAfRCeT?
Where have you done? B TR FCAR?
What can | do? oI 5 Face e

14



What could | do?

iy fF TS ATOIT?

What should | do? I {5 <40 Sfvw?

What Say at this moment?
When Can | do? Meet you?

Where Should I do? Go now?

Why Could I do? Give you this book?
How Manage him.

Simple Past for Beginners

Read the following discussion using the simple past tense

Robert: Hi Alice, what did you do last weekend?
Alice: I did a lot of things. On Saturday, | went shopping.

Robert: What did you buy?
Alice: | bought some new clothes. | also played tennis.

Robert: Who did you play?

Alice: | played Tom.

Robert: Did you win?
Alice: Of course | won!

Robert: What did you do after your tennis match?
Alice: Well, I went home and took a shower and then went out.

Robert: Did you eat in a restaurant?
Alice: Yes, my friend Jacky and I ate at “The Good Fork”

Robert: Did you enjoy your dinner?

15




Alice: Yes, we enjoyed our dinner very much thank you. We also drank some
wonderful

Robert: Unfortunately, I didn’t go out this weekend. I didn’t eat in a restaurant
and | didn’t play tennis.

Alice: What did you do?

Robert: I stayed home and studied for my test!
Alice: Poor you!

More about WH Questions

What
What f5?
For what & way?
About what & e
From what & AtF?
On what [RISE ARk
After what OR 2?2
Before what e &2
Without what & =ror 2
What about & wagre
What if IREIGE
What type of IRRGICER
What kind of & gaiza?
What number of TO QTET?
What time F© AAA?
What color & e
What else g &2
How ForE?
How about [SRBEASK
How many IO QTE?
How much O 5P?

16




How long TOTA?
How far IS 72
How high TS Tp?
How wide IO g
How deep TS TOR?
How loudly TS TH *TH?
How tall IO TH[?
How thick TS (TGT?
How fat TS (TGT?
How thin IS T2
How slim IS ATSEA?
How often IS q[?
How else % e
Whom

Whom JF?
To whom I FICR?
For whom I Sy ?
With whom FIF AMCL?
From whom I IR (AF?
About whom I CH?
By whom FIA @2
Before whom I A2
After whom I AE?

When
When FLN?
From when Y (ATH?
When else I FF?
Where [SIRIER
From where T (ATF?
Where else A FIAR?

17




Which

Which F© ATeeN?
Which book IS 2
In which book K]

SJ(SF

On which table

Under which table

For which course

About which department
From which novel
Which novel of Nazrul

Location and Directions

Suchi 1 want to go to Airport. Could you please tell me how to get there?
Ans : Take the first turning on your left and walk straight on. Go past the police
station and you will see a roundabout. The area on the other side is Airport.

Lisa : | have heard a lot about Nandan Park. Can you please tell me its location?
Ans : It's situated in Ashulia. You will have to hire a taxi to take you to Ashulia and
on reaching there you will see a large signpost stating its name.

You : Excuse me! Where is the nearest bank?

Partner : It's across the road, over there.

You : Thanks a lot.

Partner : You are welcome.

You - Sorry to disturb you. Is there any Brack Bank booth near here.

Partner : Oh it's near here. It's down the street, opposite to the hospital, next to the sho

Location and Directions practice

Expressions Meaning

How do | get to your office? eI SR ST @S e
Can you tell me the best way of getting | S=1= ST ST SIT=T ABIG 2
to your office?
What's the quickest way of getting to | ST SIFCT AT T AT (I 2
your office?

18



It's much easier if you take the taxi. BT I =Y AW oAy @5t BRF e
We are opposite / next to / in front of | Si==t Sear Tefveifiite e 2
Uttara University.

Go straight on / left/ right at light. e /AT [l e AP 2

Go past the super market TR B A7 ZH [T ?

It's the first turning on the right after the | @B TILFT AT ©ITTT QAT (WY 2
bank.

You'll see a large sign / roundabout BV @ GFOT FZARIC/CAoR 2

On your left you'll see a hospital COIIF T TR G5! ISR (T2
Just after the level crossing / shopping | tTtes SRIBIR @R

mall.

Go past the garage TS AT T

Giving your opinion
| think that...

| don't think that...

In my opinion...

Asking for support or details
Why do you think that?
Could you elaborate?
Could you give (me) an example?
Can you illustrate that?
What evidence do you have?
Could you explain it in more detail?
Could you provide some details?

Supporting your opinions
Let me illustrate,
For example,
For instance,
To give you an example,
Let me give you an example,
To elaborate,
First, (second), etc.

Exploring Options

Asking for input
What do you think (about........... ?
How do you feel (about............... ?
Any ideas?
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Exploring Options
Let's look at Option 1.
What (do you think) about Plan B?
How about the third alternative?
Let's consider Nur's proposal.

Moving on
Let's move on to Option 2.
What about Plan C?

Discussion Techniques

Opening a discussion
To begin with,
We need to discuss...
Let's start by (V ing)
We'll start by (V ing)
The problem here is...

Issue
The important thing (here) is...
The main thing we need to discuss is...
Let's look at...
It looks like...
It appears that...

Asking for input
What do you think?
How about you?
How do you feel about that?
Any ideas on that?

Responding
(That sounds like a) good idea.
Sounds good.
The problem with that is...
That raises the issue of...

Elaborating
Asking for Elaboration
Could you elaborate (on that)?
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Could you tell me a little more about it?
Could you give (me) some details?
Could you fill me in on that?

Could you expound on that?

What else can you tell us (about that)?
Is there anything else you can tell us?

Is there more to it?

Technique

* Excuse me?

* Could you repeat that?

* Could you say that again?

* What did you say?

* What was that (again)?

* Did you say... ?

* I'm sorry. I didn't catch that.

What did you say your name was?
Did you say Andersen or Henderson?
Is "Cathy" spelled with a C or a K?
And what was your address again?
Sorry, | didn't catch the last part.

| can't hear you very well.

radio.

Requesting

It's Cathy Henderson.

Henderson, with an H.

It's C as in Cadillac.

Do you want me to repeat it?

72 West Sunshine Blvd., Suite 501.
Maybe you should turn down the

Here are some phrases and expressions for requesting in English.

* (Simple imperative verb): - Help me.*

* Please + verb (more polite) - Please help me.

« Can you...? - Can you help me?
» Will you...? - Will you help me?
* Could you (please)...? - Could you help me?

* Would you (please)...? - Would you please help me?
* Would you mind (V+ing)...? - Would you mind helping me?
* Could you possibly...? - Could you possibly help me out here?
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* (very polite) would you be as kind as to...? - Would you be so kind as to help me (with
this)?

1. Give me a paper towel. Here you are.
2. Please mail this letter for me. Okay. I'll stop by the post office on my
way

3. Would you please turn down that music? Home.

4. Will you type my term paper for me? Sorry. Is it bothering you?

5. Would you give me a ride home? Sure. When do you need it?

(Could you ...) Sorry. I'm not going in that direction.

Regarding elaboration

To elaborate,

To give you more information,

Let me explain.

Let me elaborate.

Let me tell you a little more (about it).
Let me give you some details.

What's more?

Clarifying

Clarifying your own ideas

In other words,

What | mean is...

What I'm trying to say is...
What | wanted to say was . . .
To clarify,

Asking for Clarification
What do you mean (by that)?
What are you trying to say?
What was that again?

Could you clarify that?

Clarifying another's ideas
You mean...

What you mean is...

What you're saying is...

(1 think) what she means is...
What he's trying to say is...
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If I understand you, (you're saying that...)
If I'm hearing you correctly,

So, you think (that) . . .

So, your idea is...

Interrupting politely

Excuse me,

Pardon me,

Sorry to interrupt,

May | interrupt (for a minute)?
Can | add something here?

No. | Structures Bangla Meaning | Keywords

demand
01. | You should do TR 1 bR propose
suggest

gone
02. | You should have done e CoTE F47 Sfoe oot | understood
said frankly
informed me

03. | You should be..... TOTR 293 Tfb] conscious
repentant
open-minded
04. | You should have been...... TOINF 2ew Sfor femm | realistic
more careful
patient

05. | You should be doing TSIV S0 A1 TR | trying
making him
06. | You should have been doing | T F<ice <%l Sfoe | understand

et learning
thinking

07. | You should have...... TR AT bR experience
sense of beauty
sense of duty

08. | You should have had...... TSI A 8ok fiem | sense of decency
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sense of  self-
esteem

09. | It should be done. (passive) | T 1 ©b”

10. | It should have been done.

(passive) 221 40 St feet

Quality education
should be ensured.

Getting back to the topic
Anyway,

Now, where was 1?
Where were we?

What were you saying?
You were saying...

To get back to...

Giving Instructions Asking for Instructions
How do you (do this)?

How do I...?

What is the best way to...?

How do | go about it?

What do you suggest?

How do you suggest | proceed?

What is the first step?

Giving Instructions
First, (you)...

Then, (you)...

Next, (you)...

Lastly, (you)...
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Sequencing

Before you begin, (you should.
The first thing you do is —

| would start by...

The best place to begin is...

To begin with,

Starting out

After that,

The next step is to...

The next thing you do is...
Once you've done that, then...
When you finish that, then...

Expressing Goodwill

Encouraging Words

... When someone is arriving

Welcome
Welcome back!

It's good to meet you. (First time only)
It's good to see you again, (after the first time)

When someone is leaving

It's been nice talking with you.

Have a good/nice day.
Have a nice weekend.
Have a nice trip.

Encouragement
Good luck!
Good luck on your test.
Do your best.
Do the best you can.
Keep up the good work.
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Reassurance
Take it easy.
Don't worry.
That's okay.
It's going to be all right.
Everything will be fine.
No problem.

Responses to good news
Wow!
That's great!
That's wonderful.
That's really good news.
I'm glad/ happy to hear that.
Congratulations!

Continuing
The last step is...
His last thing you do is...
In the end,
When you've finished,
When you've completed all the steps,

Finishing
Simple Presentations
Introduction
(Good morning, afternoon, evening)
I'm happy to be here.
I'm glad to have this opportunity to...
Today, I'd like to talk (to you) about...
My topic today is...
The focus of my remarks is...
I'd like to share some thoughts on (topic)

Main points
Let me start by...
First, let me tell you about...
I've divided my topic into (three) parts: (They are ...
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Giving examples
For instance,
Let me illustrate,
To illustrate,

Conclusion
In conclusion,

To conclude,
To summarize,

To sum up,

Hugely used expressions:

| know oI eife

Excuse me R T TR
Over there & (S ST

| think so RS O M =
Mind your language 15 S A T
Are you sure? e 5 oo
Certainly not SERIEX|

Come on FITF (ST LT (ST T
Absolutely G

Sorry LGRS

Let’s go 54T T

Same to you RIECIERO

Be careful ARYI
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Be over there eE AT

What the hell was that Fp/=12 BT & fest
Hold on IR AT

Never come to teach me NCF (IACS QT
Some time g T

Somewhat IS0

Some how &I @FSIT

Model Questions

Topic: My feelings about Spoken & Pronunciation Course
Hello friends

THIS IS e, before you.

Today | am here to share my feelings about..................

Model Answer

Hello friends
This is Nazib Hossain before you.

Today | am here to share my feelings about the Spoken and Pronunciation course
of RRF Institute. Dear friends, you know, | am not a good speaker. But | will
try my level best to say something on my topic.

| am really grateful to RRF Institute for initiating such a fantastic course. Let me
tell you the big truth. Before | came to RRF Institute, | felt nervous and shy
while speaking before audience. Now | have been more confident than before.
People appreciate my accent, pronunciation and my speaking style.

Dear friends, if you are satisfied about the service of RRF Institute please
convey the message of RRF Institute to everyone 'If you want to get the real test
of English, be a member of RRF Institute.

That's all for today. Thanks to all. Thanks to RRF Institute.
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Fluency With Structure

No English Bangla Words/Expressions

1. | I must be....... I o2 29 Punctual (e )

2. | You have to be...... (ST 2O I Optimistic (i)

3. | You should be 293l Toe Industrious (=f=fw)

4. | You can be o Z0® A fluent in  English

5. | You could be......... o ZC® ARTS....... (&)

6. | 1needtobe...... R QG T conscious (o)

7. |Ihadtobe.... ST 7C Ao brave (*11f1)

8. | I was supposed to be....... o zew e ey | careful (TR

9. |1 maybe....... I 2res A patient (¢«<Ae)
regular in the class
Generous (%wi7)

10. | I have the right to be.......... e zen Sk sz | @ social - worker
()
a patriot (trafsr)

Situational Conversation

Pardon me. Where's the central theater? X% 43+, TG fRTIGIKOT (FI?

ok~ wDdE

It's in the next block-straight ahead, (3% 73Sl It @& AW |

Thank you very much. Sie«its 44v |

That's all right. @ 512 = =iz |

Where's the National Department Store? =i fAGTs (BIRGT (@I?
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It's downtown-on Brown Street. «Gt e« Boa w30 |

Do you know the exact address? fés o=t ity

Yes, It's 521 Brown Street. T 221 e3> TR Jrew s |

Can you tell me where the library is located? J=Tcs {1tz «EEROT =2

10. Yes, Do you see that church down the street? &t IR ftss it @ =IT=BT (TaTEs?

11. Yes, It's quite easy to see with such a tall spire. 251, 975 Q0T &= {OT TGS AL
R |

12. Just turn left there and walk three blocks. It (@it @k foafs 7= (3117 3w M T |

13. Are the instructions too complicated for you? oiefer & Sisa= “cs 47 wibe?

14. Well, would you mind repeating them? ace! s=1gfes Fare & wr+if f& fag e
FACE?

15. Id be glad to. =y 42 23 |

16. I'd like to write them down this time. @ 3% BT s fofee 74T Tfow |

17. Can you tell me where the station is? IeC® #I1ta7 (B*H0T (F=?

18. Turn right and go four blocks. ©IEtT (At @R B 7 CE T |

19. Would you mind repeating that? Siiw 433 I=1ce & g W Facaw?

20. I’d glad to. =ufyy Y &7 |

Situational Conversation

Where do | get the downtown bus? TR9 (FHZER 0T S (@R K2
Walk straight ahead one block. @5t 3= (11f%) I (=206 T |
Thanks very much. Stas 47<m |
Don't mention it. A< < &< @ |
Where does the bus stop? ¢ 16T T2
At the next corner, *Ra$ IS |
Does it go downtown? 22l i === (F7E A2
Only the number 5 bus goes downtown. (FITI@ ¢ I *RES (FHZE T |
Are there many bus stops along this street? €3 I IR & == T B =ACR?
. Yes, there are, there are quite a few. 21, Stz | (@ FES |
. Are they located at the corners? 1 &fel f& (TS 2rer?
. Most of them are, but a few aren't, Sf&sie2 ATw, € FEHG AT T |
. How do I get to the station? =f Feita @*w @ce #ife
. Take the bus at the next corner. *73S! (T AT 474 |
. Do you know which bus | take? =iif« & @it i 907 €12

© o N wWDdE

el I e ol e
g~ WDN RO
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Hugely used Expressions

Outside world (If&*) Sanguinary clash (TS HAT ALY
Pledge- bound (afs=rfeam) Attain desired goal OIS &) e FAl
Outgoing (Rwrd) Outstanding performance (SFT4IRe Ffeow)
Leading (QIRERIED) Sustain heritage (&fSzy AT )

On the occasion of (S==1t) Rendering of song (N AfFT=)

Take up (=TS ) Weeklong (TSI

Closing ceremony (===t stfaca= ) Expected competency (2sif*ie @rmiyer)
At the expense of (fRfawc) Worse situation (GUIBIRESEEYD)
Adverse impact (= afsfem) Eco-friendly (IR =)
Unhygienic  (SMrgi<9)

Commonly used Everyday English

(A SR S2AR IS =T UIFY [F Sentences «3 Gt (Al T6 QeteT e
practice st Sioi= fluency wita<s @te T1tg undoubtedly).

1. It’s not important how he’ll do it. We just want it done.
T FOIF ©f FACI ET6T @@l (@1 RET 7 | =T ©Y 518 FS(6 T4 (X |

2. It matters little whether you come here or not.
Y ST Rl SITe (ouw 5 AT APTR A1 | B FRAMBIR ANS = |

3. It matters little whether else you or somebody do it. We just want to see it

done within a week.
Ofl T T O (FC BT OIS R ST A A | A Y FISBICE G HLRA LT

TG (TS BIR |

4. Just call on me again, No matter when.
WY N AL HESA (A FACE, FL @67 (I A 7 |

5. You have to pay the same amount for carrying it- be it big or small.
©f T2 TR G AT 932 oAl BT e =203- (=1 ©f (26 AT |
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6. | want an active boy-be he rich or poor =iftr @5 T T HIR-T2F G €7 A
4f59 |

7. It doesn’t matter if we can’t succeed. We want to participate in the match.

job interview questions

Too many job seekers stumble through interviews as if the questions asked are coming out of left
field. But many interview questions are to be expected. Study this list of popular and frequently
asked interview questions and answers ahead of time so you'll be ready to answer them with
confidence.

Basic interview questions:

Tell me about yourself/ introduce yourself/ go through your resume
What were the responsibilities of your last position?

Why are you leaving your present job?

Why do you want this job?

What are your strengths?

What are your weaknesses?

Where would you like to be in your career five years from now?
What's your ideal company?

What attracted you to this company?

Why should we hire you?

What did you like least about your last job?

When were you most satisfied in your job?

What can you do for us that other candidates can't?

What do you know about this organization?

What do you know about our company?

Are you willing to relocate?

Do you have any questions?

Behavioral interview questions:

What was the last project you led, and what was its outcome?

Give me an example of a time that you felt you went above and beyond the call of duty at
work.

Can you describe a time when your work was criticized?

Have you ever been on a team where someone was not pulling their own weight? How did
you

handle it?

Tell me about a time when you had to give someone difficult feedback How did you handle
it?

What is your greatest failure, and what did you learn from it?

How do you handle working with people who annoy you?

If I were your supervisor and asked you to do something that you disagreed with, what
would you do?
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e What was the most difficult period in your life, and how did you deal with it?
e Give me an example of a time you did something wrong. How did you handle it?

Let’s look at the fourth choice.
How about Mary’s idea?
Should we move on to next point?

Before we move on, we need to consider......

Contrasting
On the other hand,
However,
Yes, but........
You may be right, but........
| may be wrong, but......

Correct me if I’'m wrong, but.....

Classifying
There are five kinds of........
There are two types of ......

There are three categories of........
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“There 1s no short cut way to success”

Tell me about a time where you had to deal with conflict on the job.

If you were at a business lunch and you ordered a rare steak and they brought it to you well
done, what would you do?

If you found out your company was doing something against the law, like fraud, what would
you do? What assignment was too difficult for you, and how did you resolve the issue? What's
the most difficult decision you've made in the last two years and how did you come to that
decision?

Describe how you would handle a situation if you were required to finish multiple tasks by
the end of the day, and there was no conceivable way that you could finish them.

Salary questions:

What salary are you seeking

What's your salary history?

If 1 were to give you this salary you requested but let you write your job description for the
next year, what would it say?

Career development questions:

What are you looking for in terms of career development?

How do you want to improve yourself in the next year?

What kind of goals would you have in mind if you got this job?

If 1 were to ask your last surer visor to provide you additional training or exposure, what would
she suggest?

Getting started questions:

How would you go about establishing your credibility quickly with the team?
How long will it take for you to make a significant contribution?

What do you see yourself doing within the first 30 days of this job?

If selected for this position, can you describe your strategy for the first 90 days?

More questions about you:

How would you describe your work style?

What would be your ideal working environment?

What do you look for in terms of culture — structured or entrepreneurial?
Give examples of ideas you've had or implemented.

What techniques and tools do you use to keep yourself organized?

If you had to choose one, would you consider yourself a big-picture person or a detail
oriented person?

Tell me about your proudest achievement.

Who was your favorite manager and why?

What do you think of your previous boss?

Was there a person in your career who really made a difference?
What kind of personality do you work best with and why?

What are you most proud of?

What do you like to do?
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What are your lifelong dreams?
What do you ultimately want to become?
What is your personal mission statement?
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— Contact(Work) out or abroad.

(Save costs)

LEDP Freelancing ?

LEDP Freelancing Advanced

( , SSC
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?(The Benefits of Freelancing)

(Ability to work anywhere)
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?(The Drawbacks of

Freelancing)
. (
?

) (7 )

)

)

) / ( )

) ( , )

?
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3D Artist
Academic Writer
Accountant
Advertising Copywriter
App Developer
Architect

Article Writer
Artist

Blog Writer

Book Designer
Book Editor
Bookkeeper
Business Analyst
Business Writer
C Programmer
CAD Designer
Comic Artist
Commercial Writer
Computer Programmer
Concept Artist
Content Writer
Copyeditor
Copywriter
Creative Director
Drupal Developer
Electrical Engineer
Fashion Designer
Fashion Stylist
Fiction Editor
Film Editor

Flash Designer
Game Developer
Grant Writer
Graphic Designer
Health Writer
Industrial Design
Interior Desigher
Interpreter

IT Consultant
Legal Writer

Logo Designer
Magazine Writer
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e Marketing Consultant
e Media Buyer

e Medical Editor

o Medical Transcription
e Medical Writer

e Motion Graphics

e Personal Assistant

e Photo Editor

e Photo Retouching

e php Developer

e Product Designer

e Professional Services
e Project Manager

e Public Relations

e Science Editor

e Science Writer

e SEO Consultant

e Software Developer
e Sports Writer

e Tech Support

e Technical Writer

e Textile Designer

e Travel Writer

e Video Editor

e Virtual Assistant

e Visual Merchandiser
o  Web Copywriter

e Web Designer

?-

Emil Lamprecht,

“One of the biggest misconceptions about freelancing is that
you sit at home and work comes to you. When the reality is you
have to fight for it, and fight hard.”
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“First deserve, then desire”

“Learn, Learn, and Learn then Earn.”

(Offline work)

(online work)

%

( ) Client
©R W& FARNE:

“In between deciding to become a freelancer and becoming a freelancer, you
need to prepare to be a freelancer.”
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Social Media , , ,

“ Do not piss people off. Remember that you’re a professional and are soon to be leader
of your own company. Act like it.”

The best piece of advice | ever received was simple in theory and tough in
practice:

“Don’t burn any bridges.”

Leif Kendall likes to tell people to
“Deliver work that is better than anything your competitors are doing”

/

“Keep your friends close, and make friends with your
enemijes.”
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PC on/off

Typing

Office (Ms-word,PPT,Excel)
Browser function
Keyboard shortcut

Paint resizing

Image conception
Snipping tool

Search engine

. Internet world

. Gmail

. Printing

. FB account

. Keyword researching

. PC trouble

. Sign up

. Online Registration process

. Downloading

. Basic software using

. Modem, internet, Broadband, hotspot setup
. Notepad

. Screen shot

. JPG/PNG/GIF

. Google chrome/ Mozila Firefox
. Email Marketing Basic Concept
. Link

. URL

. Domain

. Hosting

. Zip file

. Copywriting

. Bandwidth

. Theme/template

. Slide

. Twitter

. LinkedIn Profile

. Icon Search

. Copy, Paste, Save Image and Document
. IDM Manager
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40.
41.
42.
43,
44,
45,
46.
47.
48.

Extension

Blog conception

Google drive

Proxy server

Browser Advanced setting
IP adress

MAC address

Verification

What is Digital Marketing?

-

LEANCEL AT
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Micro-workers

Server

Outlook

VPN

VPS

Notepad +

Canva.com

Advanced Google search
Tin Eye- Image copy writing

. Keywords

. Page Rank

. Adsense knowledge
.CPC

. PPC

.CPM

. YouTube Channel
. Blog

. Forum

. FB Page

. FB group

. MarketPlace

. Payment Method
. Lead

. Traffic

. Google Trends

. Apps

. Online Software

. Extractor

. Template

. Theme
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31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

© %0 N U AWNR
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Basic HTML Tag

Pinterest acc.

Instagram acc.

Power Point —Image creation
Advanced Excel

Advanced PPT

Rapportive for mail

Tool kits
Photoshop/Illustrator Software
Wordpress basic concept

What to do?
How to do?
Where to do?

Google
YouTube

(Research Topics for Make Money Online)

Content Writing or blog writing

Online Surveys

Web searching (Paid)

Starting your own Website

Website Review

Article writing for website

CPA Marketing

Affiliating Website

Working as Micro-Worker/Click worker/ Rapid Worker

. SEO — like Keyword Research
. Face book Marketing

. Twitter Marketing

. Google Plus Marketing

. LinkedIn Marketing

. Pinterest Marketing

. Data Entry
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17. Email Marketing

18. Graphic Design

19. Web design & Development

20. YouTube Marketing

21. Amazon Seo

22. Virtual Assistant

23. Adsense

24. Alternative adsense

25. Mobile apps

26. Market research

27. Teaching online

28. Writing e-book

29. YouTube channel

30. Translator

31. Transcription jobs

32. Selling Photos online

33. By Selling Website, Domain Name or Mobile Apps
34. Becoming a Website Tester

35. Become a Guest Writer to Earn Money Online
36. by Becoming an Online Researcher

Lists of Marketplaces:

1. Upwork.com (odesk.com-previous name)- General and one of the best friendly
marketplaces for freelancers and recently joined by Elance

2. Fiverr.com- general and where each job’s minimum cost is $5.All kinds of freelancer like
writers, video creators, designer and web developer can get job here. We can call it micro

jobs as well.
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11.

12.
13.
14.
15.

16.
17.

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

31.

Freelancer.com: general but best place for designer and developers to win contest. One of
most old marketplaces.

Peopleperhour.com-general and best place for designer, developer, writer or marker.
Envato Studio-For general

Guru.com-For general

99design.com -For best place for designer to win contest

Toptal-For custom software development

Designcrowd.com-For design

. Seoclerks.com- especially for SEO work like keywords research and web research.

Craiglist.org/com- general. Technically, it is not a freelance marketplace, people use
Craigslist to post and bid on free job listings.

Designcontest.com- For designer

Cloudspeep.com-For general

Freelancemap.com- software and web developer and system administrator
Project4hire.com- programmer and designer for programming/development, graphic
design

Designcode.net-For design — for designer

Topcoder.com-For programmer and designer for programming/development, graphic
design, data science

Freelance.com-For general

Designhill.com- For designer

Weworkremotely.com — For programmer, system administrator and designer.
Crowdspring.com- For designer like logo design and web design

Yeeply.com- For mobile application

Mediabistro.com-For writer/editor, designer and publisher

Workmarket.com- For general

Freelance.com-For general

designhill.com — For general

Authenticjobs.com- For Ul designer, front/back —end developer, app developer.
48hourslogo.com —specially for logo designs

staff.com —For general

Awesomeweb.com- For logo design, sales page, ecommerce, blog design, book cover,
banner ad, WordPress theme/ plug-in/ maintenance, mobile/web app.

yunojuno.com — For general
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32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

44.
45.
46.

47.
48.

49.
50.
51.

freelanceindia.com —For general

taskcity.com — For programming

Designquote.net — For logo design

freelancers.net — For general

governmentbids.com — For general

worktasker.com — For general

liquidtalent.com — For developer and designer

freelancezone.com.sg — For general

workhoppers.com — For general

speedlancer.com — For designer, writer, data entry, research

greatlance.com —For general

freelancedesigners.com — For web and graphic designer/ programmer fashion design,
video production, logo design

studentfreelance.com —For general

freelancejobsearch.com — For web & graphic designer and photographer
Hexidesign.com- For Stationery Design, logo design, Web Page Design, Banner Ad Design,
Brochure Design, Business Card Design, Flyer Design, Poster Design, T-shirt Design.
hourly.com —For general

dolancing.com —For Mobile Development, IT / Computer Programming, Designing, Data
Entry, Sales & Marketing, etc.

freelanceauction.com — For programmer and designer

coroflot.com — For designer

Teespring.com —For t-shirt designing
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Squidoo.com
Triond.com
Iwriter.com
Ezinearticles.com
Ehow.com
Seekingalpha.com
Hubpages.com
Ecopywriters.com
Goarticles.com

. Articledashboard.com
. Buzzle.com

. Selfgrowth.com

. Articlecity.com

. Articlesbase.com

. Articlesfactory.com

. Articlebiz.com
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Cost per acquisition (CPA), also known as "Cost per action" or pay per
acquisition (PPA) and cost per conversion.

(acquisition) v ) )

e Shutterstock
e 500pxprime
e Smugmug Pro
e iStockphoto
o Dreamstime
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%
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) Profile : %

) Profile Picture: Professional Profile picture

) Profile Title: Profile Title
) Overview : Overview
) Skill Test:

) Work Sample: Snapshot + Link
) Copy ; :

) Bid
) Job Post

) ,

) Feedback: Fake
) ,
)

) )

) Email ID, Skype ID Facebook ID

) Job description: Job description

) Update

) Skype ID

)

, (Quality)
Update
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Upwork : Upwork  message

Skype . skype

100

Upwork
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Collected and formulated from internet, freelancing organigation trainning modules and
communicative english language book and self assesment Prepaired by:

Ashit Kumar Mukut Moni (Communicative English Language Consultant)
& SM Rafaet Hossain (IT Skill Consultant)

Helpline: rafu5418@gmail.com
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