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Unit 1 Job descriptions and
interviews

Objectives

To enable Ss to talk about jobs, job applications and interviews
To practise reading and listening for specific information

Essential vocabulary

Jobs Duties General
accountant to attend (a meeting) to advertise
consultant to deal with (a problem) applicant
human resources (HR) manager to discuss (problems) to be based on
marketing manager to give (advice) department
production manager to interview (applicants) financial product
sales executive to involve (+ -ing) head

to keep (a record) personnel
Work
to work as (job) to organise (a conference)
to work for (company) to provide (service)
to work in (the food industry) to be responsible for (+ -ing)

Warming up

Task 1 T introduces the context of a global development seminar and then T focuses: Ss”attention on
the business cards, clarifying job vocabulary where necessary. Ss listen to six conversations and
number the business cards in the order in which the people speak.

@—~ Suggested answers i : %
: a
1. Elif Gureli 2. Adrianna Marek , (‘

3. Silvio Ruben 4. Sunita Nandi

5. Hans Klett 6. Kurt Bjornson



Audioscripts

Conversation 1 Silvio So, do you live in Geneva then—or are you just here for the
meeting?
Elif No, I'm from Istanbul, but my company has an office here.
Silvio What kind of company is it?
Elif | work for an IT company. I'm a consultant.
Conversation 2 Hans Where do you work?
Adrianna | work for a large pharmaceutical company.
Hans And what do you do?
Adrianna I'm the head of the marketing department.
Conversation 3 Kurt So what kind of products do you sell?
Silvio Anything that helps people make money.
Kurt How do you mean? '
Silvio Financial services. | sell investment products.
Conversation 4 Elif Tell me, does your consultancy work with big companies?
Sunita No, we do the accounts for small and medium-sized companies.
Elif Ah, | see. Are all of your clients in London?
Sunita Most of them. But we also work for some international charities
in Geneva.
Conversation 5 Silvio So, you work in the food industry?
Hans Yes, I'm a factory manager.
Silvio Oh, really? What do you make?
Hans We produce frozen food.
Conversation 6 Sunita And what do you do?
Kurt | manage a human resources department.
Sunita What kind of company do you work for?
Kurt We make packaging for fresh food.

Task 2 Ss decide individually (or in pairs) which person each question is for. The exercise recycles some
of the vocabulary from the audioscripts but also includes some as yet unseen vocabulary, which T
may need to explain.

@—~ Suggested answers

1. Silvio Ruben 2. Adrianna Marek
3. Elif Glreli 4. Sunita Nandi

5. Silvio Ruben 6. Kurt Bjornson
7. Hans Kletter 8. Elif Gureli

9. Kurt Bjornson

10. Hans Kietter (although Kurt Bjornson works for a packaging company, he works
in Human Resources.)

(2) SFEIRTESINRGANIE BT 1



Text A

Comprehension tasks
Task 1

Task 2 Ss read the notes about Adrianna Marek and Kurt Bjornson before read the text again. T explains
any difficult vocabulary where necessary. T uses the feedback to check whether Ss have problems
with the third person -s when talking about the people’s jobs.

Vocabulary
Task 3

g—=

Task 4

tions and interviews



Task 5

§—* Suggested answers

1. a 2

b 4. a 5 a 6. a
b 8. a c

10. ¢ 11 12. b

D

Listening

Task 6 Ss work in pairs to make polite questions from the handwritten notes. They listen to the audio and

N

compare their own questions with those in the interview.

§—~ Suggested answers

1. Could you tell me which countries you've dealt with?

Could you tell me how good your French is?

Could you tell me how many words a minute you can type?
Could you tell me why you left? '
Could you tell me about which other programmes you use?
Did you design the presentations yourself?

e e et B

T focuses on the functions of polite questions. T leads discussion of why indirect questions are
used. T should elicit that they enable the speaker to be polite and relatively distant, as in a formal
interview with strangers. Also indirect questions can be used for potentially embarrassing or difficult
information-gathering. T makes the point that polite indirect questions are particularly useful when
a new topic is being introduced but they are unlikely to be useful for follow-up questions. As long
as the intonation is all right, direct questions can also be polite.

Audioscripts

Duncan So, Ms. Ribera, I'd like to ask you a few questions about your professional experience
and qualifications, if | may?

Almudena Sure.

Duncan Now your CV says that you've experience of dealing with clients from different

: countries. Could you tell me which countries you've dealt with?

Almudena My department publishes translations of foreign books. Most of them are English
language books so | deal with America a lot and Britain. And sometimes Italy, too.

Duncan So, America, Britain and Italy. So your English is obviously very good and you speak
ltalian, too. Could you tell me how good your French is?

Almudena It's OK. | did French as part of my degree but it isn't as good as my English or Italian.

Duncan So, that's reasonable French. Now, on your CV you say you have good keyboard
skills. Could you tell me how many words a minute you can type?

Almudena About sixty. I'm a bit out of practice at the moment since | don’t do a lot of typing in
my present job, but | could soon get up to speed again.

Duncan OK, fine. Now, you are obviously an experienced Word user, but what about Excel
and PowerPoint?

(4 ) FERESREREHE BTRE 1



Almudena

Duncan
Almudena

Duncan

Almudena

Duncan
Almudena

At the moment, | use Excel a lot because | need it for all the cost sheets and the
expenses forms, and also to help the editors with the figures for the publishing
proposals. In my last job | also used PowerPoint for our presentations,

You used PowerPoint? Did you design the presentations yourself?

The Training Director planned them, but | had to do the actual computer work and
make sure it worked properly during the presentations.

So that was at Informatica. But it says here in your CV that you left in 2010. Could
you tell me why you left?

| think the main reason was languages. | liked my job at Informatica but all our
clients were Spanish so | never got to use my languages. Then one day | saw the
advertisement for the job at Ediciones Gémez and I'd always been interested in
publishing, so | applied.

So why do you want to change jobs now?

Well, | still feel that | don't get enough practice with my languages...

Task 7 T writes the questions from Task 6 up on the board so Ss are clear what information they have to
listen for, then Ss listen again and note down Almudena’s answers. They compare answers in pairs
before general feedback.

o—r

Suggested answers

o0k BN =

America, Britain and Italy.

Basic (not as good as her English and Italian).

About 60 wpm.

She never used her languages and had always been interested in publishing.
Microsoft Word and PowerPoint—she uses Excel a lot in her present job.

The Training Director planned them, but Aimudena did the actual computer work
and made sure the equipment worked properly during the presentation.

In her last job she used PowerPoint for their presentation.

Business communication

Task 8 Ss work in pairs to find out about their partner’s job. This allows Ss to practise the present simple
and some of the vocabulary from the unit. Ss need to take notes as they will write an article about
their partner’s job. T reminds Ss that they can refer to the following expressions:

1)
2)
3)

| work as an accountant with Quantum.

I'm responsible for checking companies’ accounts/giving financial advice.
My job also involves giving financial advice/checking companies’ accounts.
| deal with questions people have about their accounts.

5) As part of my job | have to produce financial reports.

| am based in Shoreditch in East London.

TN
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Translation
Task 9

Task 10

Writing
Task 11

SIS IR A B2 SUTFS 1



Text B

Comprehension task
Task 1

Vocabulary
Task 2

o

Task 3

Task 4

Unit 1 Job descriptions and interviews



Task 5 After Ss have matched the phrases, T checks Ss are sure of their meaning as a full group activity.

§—~ Suggested answers

1. how | heard about the job 2. qualifications 3. experience
4. why | want the job 5. CV and photo

Speaking

Task 6 Ss mingle in order to find out the information. This activity allows Ss to use the present simple and
some of the vocabulary that has already been presented. It also allows T to monitor the use of the
present simple and give further practice where necessary.

Task 7 Ss work in pairs and exchange their experience of interviews and their ideas of a good interviewee.
T may encourage Ss to take notes and present their answers to the class for general discussion.

Business communication

Task 8 T does the first question with the whole class as a model before Ss work in pairs to complete their
partner’s form. To round off this activity, T may go through the exercise, eliciting Ss’ questions at
random. T should ensure that Ss do not only use indirect questions. If they do, it will be extremely
unnatural. T checks that Ss used block capitals as instructed on the form.

If there is no time to do this activity in class, it may still be useful to ask Ss to fill in the form. Ss
could either fill the form in for themselves or transfer the information from Aimudena’s CV. T may
make extra photocopies of the form so that Ss can do both the oral exercise and fill in the form for

themselves/Almudena.
Translation
Task 9
@—+ Suggested answers
1. FHEIRE SARTEN S E B B E MR D RATA & M,
2. EEHEFHGRISR ML T/ i RS,
3. QR TAEARRBA KRR BN ), IR ESANRATREA X ZA FFRRA
4. SRR I —SRPEFR ERBZEAXHE, HORIEMARPE RS NZHRA.
5. HEiARREHNR THRFEZ—.
Task 10

@—~= Suggested answers

1. She has overseas sales experience and is qualified for her current position.

2. If employees can’t overcome their weaknesses, they will be fired by the company
sooner or later.

TN
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Writing

Task 11 T asks Ss to consider how they would answer such questions (i.e. not just the answers but their
general attitude when faced with such questions). Ss discuss in pairs before writing.

Ss read Text B and compare their own answers with the advice in the text.

Unit 1 Job descriptions and interviews
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Unit 2 Working conditions

Essential vocabulary

Frequency words Working conditions General
annually at (the current) rate annoying
daily bonus to arrange
monthly break to break down
rarely day off to consult
weekly employment efficient

equipment in operation

health and safety instead of

leave (holiday) to review

line manager to run out of

overalls stationery

overtime

regulations

salary

shift

supplies

Warming up

Task 1




