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Listening and Reading Activit ies :  

E f fect ive fol low-up communicat ion

Writing and Speaking Activit ies :  

Tone and pol i te  language 
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Listening and Reading Goals :  

• Recognize pol i te  language and analyze fol low -up 

emai ls  and let ters

Listening and Reading Activit ies :  

Effect ive fol low-up communicat ion
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Recognizing Polite Language in Follow -Ups
by l istening to fol low-up messages and 
focus on how polite language is  used to 
maintain professionalism.  
Pay close attention to elements such as  
clarity,  gratitude,  and professionalism.
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Listening Exercise 1

Recogniz ing Pol ite Language in Follow -Ups

Instructions:  

    Listen to the  fol low -up messages and complete  the    

    exercises  by identi fying pol i te  language,  and appropriate 

    expressions.
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Listening Exercise  1
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Dear Mr.  Lee,

(1)  ___________.  I  wanted to fol low up on my recent interview for the marketing assistant 

posit ion. (2)  ____________ and the chance to learn more about your team. If  there are any 

further detai ls needed from my side,  (3)  _____________.  (4)  ____________ and hope to hear 

from you soon.

Best regards,

Anna Coll ins

• I  truly apprec iate  your  time

• I  hope you're  doing well

• Please let me know if  you need anything else

• Looking forward to your  response

• Thank you for  your  c onsideration

Listen to the follow-up message and complete the blanks with appropriate polite expressions.



Listening Exercise  1
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Dear Mr.  Lee,

(1)  I  hope you're doing well .  I  wanted to fol low up on my recent interview for the 

marketing assistant posit ion.  (2)  I  truly appreciate your time  and the chance to learn 

more about your team. If  there are any further detai ls needed from my side,  (3)  Please 
let me know if you need anything else .  (4)  Looking forward to your response  and 

hope to hear from you soon.

Best regards,

Anna Coll ins

• I  truly apprec iate  your  time

• I  hope you're  doing well

• Please let me know if  you need anything else

• Looking forward to your  response

• Thank you for  your  c onsideration

Listen to the follow-up message and complete the blanks with appropriate polite expressions.

Answer Key



Listening Exercise 2

Recogniz ing Pol ite Language in Follow -Ups

Instructions:  

    Listen to the  fol low -up messages and complete  the    

    exercises  by identi fying pol i te  language,  and appropriate 

    expressions.
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Listening Exercise 2 Item 1

"Good morning,  Ms.  Carter.  I  hope you're doing well.  I 'm followin g up 

on my applicati on for the sales associat e position.  I  truly appreci ate 

the opport uni ty to apply and would love to know if there are any 

updates regardin g the hiring process.  Please let me know if there is  

any addition al informati on I  can provide.  Thank you for your time, 

and I  look forward to your response. "

What is  the purpose of this message?______________ ______ _____ ______ __

Pol ite expressions used in this message:_____________ ______ _____ ______
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Listening Exercise 2 Item 2

"Hello Mr.  Johnson, I  hope this message finds you well.  I  wanted to 

follow up on our meeting last Thursday regardin g the project 

timeline.  I  appreci at e the time you took to discuss the detai ls,  and I  

wanted to see if you had any updates .  Please let me know if there is  

anything else I  can provide.  Looking forward to hearing from you.  

Have a great day!"

What is  the purpose of this message?______________ ______ _____ ______ __

Pol ite expressions used in this message:_____________ ______ _____ ______
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I t e m 1

Wh a t  is  t h e  pur pos e of  t h is  me s s a ge?

T o fol low up on  a  job a ppl ication a n d in quir e a bout  a n y upda t es r e g a rding t h e  h ir in g 

pr oce s s.

Pol it e  e x pr es sions us e d in  t h is  me s s age:

I  h ope  you' r e  doin g  we l l ,  I  t r uly  a ppr e ciate t h e  oppor t unity t o  a pply,  Ple a s e le t  me  k n ow,  

T h a n k you for  your  t ime ,  I  look  for wa r d t o your  r e s pons e.
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A nswe r  Ke y

I t e m 2

Wh a t  is  t h e  pur pos e of  t h is  me s s a ge?

T o fol low up on  a  me e t ing a n d in quir e a bout  a n y upda t es  r e g a rding t h e  pr oje ct t imeline.

Pol it e  e x pr es sions us e d in  t h is  me s s age:

I  h ope  t h is  me s s a ge f in ds  you we l l ,  I  a ppr e ciate t h e  t ime  you t ook ,   Ple a se le t  me  k n ow,  

Look in g for wa r d t o h e a ring fr om you,  Ha ve  a  g r e at da y!



Reading Exercise

Recogniz ing Pol ite Language in Follow -Ups

Instructions:  

    Read the fol low -up message below careful ly.  Then,  answer 

    the  questions that fol low by analyzing how the message 

    demonstrates clar i ty ,  grati tude ,  and professional ism.
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Reading Exerc ise 

Dear Ms. Roberts,

I  wanted to reach out and follow up on our meeting last  Tuesday. I  really appreciate the 

time you took to discuss the potential partnership,  and I ’m grateful for the insights you 

shared. Your feedback was very helpful in ref ining our approach. If  there are any 

additional detai ls  I  can provide or any next steps you’d like me to take, please let  me 

know. I  look forward to your response and hope we can continue the conversation.

Best regards,

Nathan Lewis

• How does the message show clarity? ____________________________________

• How does the message express gratitude?_______________________________

• What makes the tone professional?______________________________________
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An s wer K e y

How doe s  t h e me s s age s h ow cl a r ity?

         The m essage clearly  states  i ts  pu rpose,  which is  to  fo l low u p on a previous 

m eeting.  I t  specif ies the topic  d iscu ssed “ t h e pot ent ia l pa r t ner ship”  and asks  abou t  

any  addit ional  detai ls  or  next  steps .

How doe s  t h e me s s age e x pr ess  g r a t itude?

          The sender thanks  Ms.  R oberts for  her t im e and expresses appreciat ion for  the 

ins ights she shared.  Phrases  l ike  "I  r e a l ly  a ppr ecia te t h e  t ime  you t ook "  and "I ’m 

g r a t eful  for  t h e  in s ights  you s h a r ed"  convey grat itu de.

Wh a t  ma k e s t h e  t on e pr ofe ssiona l?

         The m essage u ses  pol ite  and respectful  langu age, avoids  casu al  phrases ,  and 

m aintains  a  form al  stru ctu re.  I t  inclu des profess ional  express ions  l ike  "I  look  for wa r d 

t o your  r e s ponse"  and "ple a s e le t  me  k n ow if  t h e re a r e  a n y a ddit ional  de t a i ls I  ca n  

pr ovide."



Writing Exercise

Tone and pol ite language 

Instructions:  

    Write a professional  fol low -up message using pol i te  and 

    formal  language.  Apply what you have learned about 

    c lar i ty ,  grati tude,  and professionalism in fol low -up 

    communication.
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Writ ing E xercise

S cena rio:

You recently  had an interv iew for  a  teaching posit ion at an international  school .  

You want to  fol low up with the interv iewer ,  Ms.  Taylor ,  to  express gratitude for  

the opportunity and inquire  about any updates regarding the hir ing  process.

Your fol low-up messa ge should include:

     A pol ite greeting

     A clea r  rea son for  writ ing

     An expression of gra t itude

     A professiona l  tone

     A request  for  upda tes ( i f  a ppropria te)

     A  c losing with a p olite  exp ression
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Writing  Exerc ise

Subjec t:  Follow-Up on Interview for  Teac hing Position

Dear  Ms.  Taylor ,

_________________.  I  wanted _____________________________  for  the teac hing position at [Sc hool Name].  

___________________________ to speak with you and learn more about the sc hool’s teac hing approac h 

and values.  ________________________  how my experienc e aligns with the position.

I  wanted to c hec k i f  there  are  any updates regarding the hir ing  proc ess.  _____________________ know 

if  there  is any additional information I  c an provide.  I  look forward to your  response and 

______________________________.

Best regards,

[You r  Nam e]
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Writing  Exerc ise

Subjec t:  Follow-Up on Interview for  Teac hing Position

Dear  Ms.  Taylor ,

I  hope you are  doing well .  I  wanted to follow up on my rec ent interview  for  the teac hing position 

at [Sc hool Name].  I  sinc erely apprec iate  the opportunity to speak with you and learn more about 

the sc hool’s teac hing appr oac h and values.  It  was a  pleasure  disc ussing  how my exper ienc e aligns 

with the  position.

I  wanted to c hec k i f  ther e  ar e  any updates r egar ding the hir ing  pr oc ess.  Please  let me know if  

there  is any additional information I  c an provide.  I  look forward to your  response and apprec iate  

your  time and c onsideration.

Best regards,

[You r  Nam e]

Uni t  6 :  Fol low -up  Communica t ion
Answer Key



Speaking Exercise 

Presenting a Follow -Up Message Oral ly

Instructions:  

    Practice speaking by presenting a  fol low -up message to a  

    potentia l  employer  or  col league.  The goal  is  to structure  

    your  response clear ly  and mainta in a  professional  tone,  

    focusing on pol i teness,  clar i ty,  and grati tude.
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Step 1: Choose a Scenario

Imagine you are  writ ing a follow -up message to someone you recently met  or  interviewed with. You could choose one of  

the following scenarios:

        Follow -up after  a job interview

        Follow -up after  a meeting with a potential business partner

        Follow -up after  a networking event  or  conference

Step 2: Prepare Your Message

Using the scenario you’ve chosen, write  down the key points you want  to include in your follow -up message. Consider  

the following elements:

       Greeting: Start  with a polite  greeting.

       Purpose: State the purpose of  your message (e.g.,  following up after  an interview).

       Gratitude: Express appreciation for  the opportunity to meet, interview, or  connect.

       Request  for  Next  Steps: Politely ask for  any updates or  next  steps.

       Closing: Close with a polite  statement.

Step 3: Present  Your Follow -Up Message Orally

       Record yourself  presenting the follow -up message you wrote.

       Keep your presentation between 1 -2 minutes.

       Focus on speaking clearly, confidently, and using polite  language.

       Make sure your tone is  professional and you maintain a polite, respectful tone throughout  your presentation.
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E xample of  a  F ollow -Up Message Oral  P resentation

Scenar io :  Fo l l o w ing  up after  a  jo b inter view  fo r  a  teaching  po sitio n.

"Go o d after no o n M s.  Tayl o r ,  I  ho pe yo u'r e  do ing  w el l .  I  w anted to  take  a  mo ment 

to  thank yo u fo r  the  o ppo r tunity to  inter view  fo r  the  teaching  po sitio n at  

P r o sper o us Scho o l .  I  r eal l y appr eciated o ur  discussio n and l ear ning  mo r e abo ut 

the  scho o l 's  appr o ach to  educatio n.  I  w o ul d l o ve to  kno w  i f  ther e  have been any 

update s  r e g ar ding  the  hir ing  pr o ce ss,  and i f  the r e  is  any fur the r  info r matio n I  can 

pr o vide  to  assist  w ith  yo ur  de cis io n.  Thank yo u ag ain  fo r  yo ur  t ime  and 

co nsider atio n,  and I  l o o k fo r w ar d to  hear ing  fr o m yo u so o n."

Uni t  6 :  Fol low -up  Communica t ion



Criteria Excellent (3) Good (2) Needs Improvement (1)

Politeness

Demonstrates a highly professional, respectful 

tone, using polite phrases such as "I 

appreciate" and "Thank you for your time."

Mostly polite and respectful, but may lack 

some formalities or use less courteous 

language.

The tone is less polite or lacks appropriate 

expressions of gratitude and respect.

Clarity & Fluency
Speaks clearly and confidently with minimal 

hesitation, effectively delivering the message.

Speaks clearly, but may have slight hesitation 

or use filler words.

Frequent pauses or unclear speech, making 

the message difficult to understand.

Gratitude
Consistently expresses appreciation with 

appropriate gratitude throughout the message.

Shows some gratitude but may not be as 

prominent or detailed.

Lacks expressions of gratitude or 

appreciation in the message.

Relevance & 

Detail

Provides relevant, well-detailed information in 

a clear, focused manner.

Provides a relevant example but may include 

some irrelevant details or lack some depth.

Example lacks relevance or sufficient detail, 

making the response unclear or incomplete.

Structure
The message is well-structured clear with all 

key elements addressed.

The message follows the general structure, but 

some key details may be omitted or unclear.

The message lacks clear structure, missing 

key points or difficult to follow.

Self-Assessment Rubric  for  STAR Method Speaking Prac tic e

Use th is r ubr ic to  eva lua te yo ur  spea k ing pr a ctice in  fo l lo w -up co mmunica tio n.  Fo cus o n po l iteness,  

cla r ity ,  a n d  gr a titud e in  yo ur  o r a l  pr esen ta tio n .

Per fect Sco r e:  1 5  po in ts
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