Ability, skill, knowledge and experience
	She is a skilled negotiator and she has the ability to gain other people’s trust. She is also able to remain calm and in control in stressful situations. 
	(excerpts from job references) 
	He is not only a brilliant designer, but he also knows how to communicate his ideas to other people. He would certainly be good at encouraging students to have creative ideas. 


a) Look at the excerpts from job references above. What jobs do you think the people are applying for?

Fill the gaps in these sentences:

1. He ________ make other people laugh. 
2. He is ________ to make other people laugh. 
3. He has the ____________ to make other people laugh.

NB: They all have a similar meaning, but 2 and 3 emphasize that this is something not everyone can do.

b) Which word is missing from the sentence below?

He knows to make other people laugh. 
We use the completed expression above to describe and ability you have developed; something you have learned how to do.
c) Spot the mistakes in the sentences below:

He’s brilliant in designing. He’s brilliant designer.

Notice that after a preposition we use a noun or an “-ing” form of a verb.

Other examples: 

	He’s 
She’s 
	brilliant 
good 
no good 
very bad 
	at 
	designing (clothes) 
speaking in public 
organizing people 
	He’s 
She’s 
	a brilliant 
a good 
not a very good 
a very bad 
	designer 
public speaker 
organiser 


d) Choose the correct word in the sentences below:

He has the professional and social skills/skilled needed for the job. 
To get a top job in local government, you need to be a skills/skilled administrator. 
Apart from social and professional, what other types of skills can you think of?
Exercise 
In each sentence, replace the phrase in italics with an expression using the word in brackets.
1. He’s a good manager. He is able to create a good atmosphere at work. (ability) 
2. The successful candidate should be a skilful administrator and communicator. (skills) 
3. She’s a really good town planner. (good at) 
4. Can you use PowerPoint? (know)
Correct the mistake in each sentence. 
5. He’s very good in organizing events and presentations. 
6. I’m afraid I’m a not very good speaker. 
7. Don’t ask Anja. She doesn’t know to write good business letters. 
8. She is always ability to get projects finished on time.
_________________________________________________________
e) Fill in the missing prepositions in the sentences below:

1. He knows a certain amount _________ marketing. 
2. She has extensive knowledge _________ computer design. 
3. She’s an acknowledged expert __________ financial management.

4. We need someone with expertise _________ marketing. 
Exercise 
Complete these sentences. Use one word from Box 1 and one word from Box 2.
1. I’m afraid I don’t _______ ______ to use Vectorworks.

2. We’re looking for someone with ______ ______ East Asian markets.

3. He’s not suitable for the job. He ______ ______ about graphic design.

4. She’s a ______ ______ . She can save your company a lot of money.

5. We used her ______ ______ interior design to help us plan our new office.

6. I’m not really an ______ ______ cars, but I know how to do basic repairs.
	Box 1:     tax          knows       expert         expertise

               knowledge                 how       know
	Box 2:    how       of        expert         in            on          nothing


f) Look at this extract from a cover letter:

“I have worked as a PR consultant before, and I have some experience of working with clients in Britain and in the USA. I have used Adworks software, and I am familiar with version 6.5.”

Present perfect tense 
To talk about experience, we can use the present perfect tense (have + past participle): 
I haven’t worked in marketing before. Have you used Adworks before? 
have experience of 
We can express the same idea using have experience of: 
I have no experience of marketing. 
Note: We can also use the adjective experienced, e.g. She’s an experienced computer programmer. (= she has a lot of / considerable experience) 
be familiar with 
She’s familiar with the problems of dealing with clients (= she knows about this, she has a lot of experience of it) 
Are you familiar with the latest version of Adworks? (= Do you know it? Have you used it?)
Exercise 
Write three sentences about your experience, one with the present perfect, one using “experience of” and one using “experienced”
