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[image: image36.png]How should a presentation letter be written?

Itis very important, before applying to any job, to remember that as you, there are many people
with the same pretentions. This is why you have to find the way of making yourself interesting and
become one of the favorite candidates in the eyes of the one in charge of selecting the staff. The

presentation letter is a document that makes this task casier, as long as it has been written efficiently

and with a strategy.

‘The presentation letter must present no mistake or ambiguities. It
must be a short and interesting text, because its purpose is to make the

tions. You

staff manager willing to read the curriculum without hes
must be really careful with the writing, spelling and grammar.
These are some tips to take into consideration before applying to

a company.

Try to find out the name of the person you are directing yoursel
to, and his or her position in the company. Avoid addressing to a particular department,

The first thing you should do when wriing is using short phrases. In the first paragraph of the
letter you must explain where the work proposal was found, the day in which it was published and
the spot you are aiming to get in the company. In the second paragraph you must keep going with the
presentation; by this, meaning to talk about your professional training and your work experience.

In this part of the text you should highlight some aspects more than others, avoiding sounding

bilities and cap:

pretentious or showy. In this way, the interested one will know the applie es.

Then it is very important to mention why you are interested in the company, the area and the
particular spot you are applying to. Last but not least, it is also necessary to suggest an interview.
You must be really creative in the closing of the letter, and avoid the cliché “I will wait for your

call”™,



[image: image37.png]MryB. Grey LindaStewart

Waves Galore 20 Rathbone Street
Willow Place London W1
London sw1 Tel 01-248-7024

10 January 2012

Dear MrsGrey,

I saw in the local, Jobcentre your advertisement for a hairdresser
yow need inyour salov andwould like to-apply for the job:

I served, o three year apprenticeship as ahairdresser with Supreme:
Styles and during that time gained (as & part-time student) the City
and Guilds 760 Certificate in Ladies’ and Men's Hairdressing:

During this tume I gained a wide experience in cutting bothvladies’
and gentlemen’s hair, alio i tinting, dyeing and perming in the latest
styles; so I think I may be suitable for the positions

I am 20 years olds ands am prepareds to- work Satwrdayy and late
evenings if required.

I can go for an interview at any time and could start work
ommediately.

I look forward, to-hearing from you:

Youry sincerely

Linda Stewart
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Secretary Contact:
Green Park Mr M. Smith

£4 perhour StJames Road
2.5 PM Mon-Fri Market Place
Person 18+ required to work part-time in a \sindan 52

newspaper office. A knowledge of shorthand
and typing 45 WPM preferred. Wil have to
answer telephone occasionally.

London INC 4613

De acordo com o antincio, complete a carta de apresentagdo/motivacdo para concorrer ao
emprego:

Mr M. Smith

St James Road

Market Place

London 52

With reference to your advertisement JNC 4613 in the local lobcentre for the job as a

1am writing to apply for it.

Iam ___ years old and have worked as a secretary in a local company for two years. During this

time | gained a wide. in business and management.

1 am taking a course of proofreading from 9 a.m. to 12 a.m. and would be delighted to use this
knowledge in your newspaper office. | have a good _ R ___andcan
write 50 WPM, so I think _ for the position.

__atany time and _ start work

| _____tohearingfrom you.




[image: image39.png]SUNDAY TIMES (date: ___/. Extra Information

“Administration Secretary

Contact:
Coleraine. Ms S. Hastings

£7 per hour Church Lane
Monday-Friday 8-12 / 13-17 York Road

Person 20+ required to work in multinational Wetherby L522 7R

company  producing  electric  material
(ELECTROCOM). Working inpartnership with
business leaders. Must be dynamic, responsible,
g00d communicator and relationship builder. 2+
years experience preferred.

Ref:BN2/214

_ iin the Sunday Times ( _) for the

_ tam __ to apply for
o ____vears old and have _ _asa_ _a
o for __ years During thistime ___ ______ __ ____
. in working in partnership with business leaders. ___ ____ dynamic and

. iwasalwaysregardedasagood ___ and ___

__solthinkl__

Icango foran
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[image: image40.png]I'll Get a Job in a Restaurant

Ida came to America four years ago. Her
main reason for coming was to give her 13-
year-old son the best education possible. But
also, she did not want Perry to meet the wrong
kind of people and end up using drugs or
joining a gang, o both.

Divorced shortly after Perrys birth, Ida

had been a successful entrepreneur in her home country. She had saved a lot of money
for their new life in America. Or so she had thought. But she had had two failed

business ventures in America that had been costly. Had either succeeded, she would

have been well off. The second failure was especially painful, because she had known it
would leave her with little money.

Her poor English was her downfall. American business people were not patient;
they did not want to waste their time trying to figure out what she was trying to say.
Equally bad, she couldn't understand their rapid English. She had sadly underestimated
how long it would take her to become proficient in English.

Now she was almost broke. Her boyfriend didn't make enough money to support
Ida and Perry. She had to 0 to work. A business executive in her homeland, Ida would
ry to find work as a waitress in America. "You'll be lucky to make S8 an hour," her
boyfriend Tony groused. "What kind of an income is that?"

"Yes, but you're forgetting about the tips. That's where the big money is." she said,
laughing. "I'm not upset about working as a waitress. Any work is honourable. I took
my chances, and they didn't pan out. Now I have to go to work to pay the bills."

"Well, I don't like it,” Tony said.

1) When did Ida come to America?

2) Did she want to give her son the best education possible?
3) When did she divorce?

4) What had she been in her home country?

5) Had she saved a lot of money?

6) Why was she left with litle money?

7) Was her English good?

8) What had she underestimated?

9) Why did she have to go to work?

10) What kind of work would she try to find?




[image: image41.png]



[image: image42.png]Grammar study — Modal Verbs

Modal Verbs

Use

Possibility, ability and

Affirmativeflnterrogative/Negative

1 can solve the problem,

lcan R Can you play snooker?
She can't speak French.
e unity inthe | YU Sould try to contact her.
Could pa;"'y or opportunityinthe g 14 you get the tickets?
| couldn’t believe .
| was able to persuade him.
Soableto | Ability or opportunity inthe  [Have you been able to find him?
past She wasn’t able to sing the whole
song.
He may be fat, but he can still run fast.
. Possible actions in the future, (12 ™2Y °° 4 b o
Y permission 'y | sp LT
| may not be there in time.
) e At least, you might have apologized.
Might Possible actions in the future
g ! fons i Ut | She might not be there.
" Necessity, deductions intha | T house is very quiet. They must be
et negative form - prohibition | 251°2P-
You mustn’t smoke here.
| have to get up early tomorrow.
Have to Obligation Do you have to be so rude?
She doesn’t have to come.
Facts inthe fut She will get married in June.
) acts in the future, : :
will i Will you give me a hand, please?
| won’t see that film.
B dicti dicti If | were you, | would stay at home.
ast prediction, prediction ‘ N
Would e icion,  |Would you like to come with us?
| wouldn’t lie to you.
Shall | open the door?
Shall Offers, ti
a fors, suggestions Shall we make a toast?
You should go to the doctor.
Should Advice Should | leave him alone?

She shouldn’t eat so much.
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e)l

get back to you first thing on Monday.

) lwil speak perfect English very soon.
. Insert the adequate modal verb.

a) You play in the classroom.

b) I have a cup of tea, please?

¢) You study very hard to pass.

d) You speak in public places.

e) | speak many languages.

) you help me with my luggage?

9) The filmis really cool. You seeit.

h) You 9o out with your friend.

i You come to school on Monday. It's closed.

j) Takeanumbrella. It rain.

k) I borrow your pen?

) You do your homework.

m) Babies walk.

n) I use your phone?

0) You be home at 10.

p) 1 swim. I'm afraid of the water.

q) they play tennis? No, they

N You take an umbrella. It's raining.

s) 1 geta new passport.

H We speak Chinese.

u) I come in?

v 9o to cinema. |

study for the exams.
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3 When you are looking for a job you need to write your Curriculum Vitae (CV). A CV is a
document where you write some information about yourself ~ personal and professional data.

schools attended

name. type of degree

specific courses List of all your work

address
experience, job by

job. Start with the
most recent job

phone numbers

email
date of birth
marital status
nationality

(reversed

chronology). Include

the company details
and your job title
and responsibilties
there.

languages spoken

hobbies

computer skills

main interests
(briefly)

1. Register all the information you need to write your Curriculum Vitae.




[image: image45.png]2. Read the text and complete Lucy's CV.

Hil 'm Lucy Boavista. | was bor on 5% June 1978 in New Jersey, United States of
America. | live at 51, Bay Lea Road, Toms River NJ 08753. My phone number is
(732)2406414.

1 have studied at OCVTS (Ocean County Vocational Technical School) and I have a
Culinary Arts course. I'm a certificated chef.

1love cooking and inventing new recipes. | also like travelling and finding out about
different cultures. In my free time | do gymnastics. | think it's important to be fit and
healthy.

Nowadays it's impossible not to use a computer 5o | attended a Computing course
and now | have good computing abilities. 1 love surfing the Internet finding new recipes and trading
recipes with people from all over the world. If you have a recipe for me, please send it. My e-mail is
lucyinthepie@aol.com. Maybe I can send you an American recipe too.

1 speak Spanish fluently. | also am a basic user of French.

Since | have finished my course | have worked at some restaurants in the area | live. | have worked at
Grenville Restaurant for 5 years (1999-2004) where | was Sous-Chef (assistant to the Executive Chef) and
at The Owl Tree since 2004 till now as Executive Chef. Oh! Before these jobs | have worked at Toms
River Bakeries for two years as a part-time while | was studying.

Right now I'm looking for a job in New York because | want to live there with my future husband,
Nick.

Can you help me with my CV?

CURRICULUM VITAE
PERSONAL DATA
Name: _ _ .
Date of Birth: __ Nationality: _

Marital Status: _
Address: _
Telephone Number: __

Em:

QUALIFICATIONS

EXPERIENCE

SKILLS.

INTERESTS.




[image: image46.png]2. Identify the following JOBS / OCCUPATIONS.

7
8
9
10
1
12

L R A

3. Complete the sentences with the right job (take it from the box).

3.1. 1 repair cars. Im a

3.2.1 design houses. I'm an

3.3.1 cut people’s hair. 'ma

3.4. | write programs for computers. I'm a

3.5. 1 look after sick animals. I'm a

3.6. 1 take photographs. I'm a

3.7. 1 serve food in restaurants. I'm a

3.8. 1 teach people how to read and write. I'ma
3.9. 1 treat people who are il. I'm a

3.10. 1 put out fires. I'm a




[image: image47.png]1. Where do they work? Match the jobs to the places of work.

1.1. waiter A restaurant i
1.2. photographer B. street 12
1.3. cashier C. garagefworkshop 13
1.4. dustman D. surgery 14
1.5. judge E. shop 15
1.6. teacher F. kitchen 16
1.7. dentist G. bakery 17
1.8. chef H. court 18
1.9. mechanic 1. studio 8.
1.10. baker J. hospital, dlinic, surgery 0.
111, nurse K. school T
1.12. doctor 112,
2. Complete the sentences with the right place of work (take them from the box).
24, Afarmer works ina
2.2, A shop assistant works in a lab w ﬁ@m

2.3. A hairdresser works in a

24.Apolemanvorksina police station
2.5. A postman works in a 0};70@ Salo n

2.6. A scientist works in a
2.7. An accountant works in an
2.8. A priest works in a

Objects, Tools and Instruments

1. Who uses /needs these objects while they are working? The first letter is given to you.





Resultados da Aprendizagem
[image: image48.png]2. The pictures show the equipment used in different jobs. Match the words to the objects/tools.

[]
1
8
9

o e o |
B RS

10

3. Write the names of the jobs or occupations in which the tools and equipment shown in
exercise 1 are used. Follow the example.

3.1. Calaulator - accountant, Maths teacher
32,
33.





· Consulta várias fontes de informação.

· Selecciona, organiza e sistematiza a informação recolhida.

· Identifica as instituições internacionais com maior relevância nas diferentes áreas de intervenção.

· Debate, em grupo, as opções de realização do trabalho.

· Apresenta em exposição, sob a forma de cartaz ou de outro suporte, uma instituição internacional.

[image: image49.png]> Here are some examples of job interviews. i
St it Exercises

1. Complete the interview with the words from the box.

Dlmoment  [J6ood morning  [Junemployed  [JTm  [Jlanguages  [JYes
Dleomputer  [JBoston  [lwhy Clpunctual  [ljob [ reliable

Mrs. Hodge:
‘Susan: Good morning!

Mrs. Hodge: Please, sit down.

Susan: Thank you.

Mrs. Hodge: What's your name?

Susan: Susan Meyer.
Mrs. Hodge: Where do you come from?

Susan: T come from

Mrs. Hodge: Where are you working at the moment?

Susan: At the T'm
Mrs. Hodge: are you interested in this >
Susan: Because T like helping people.

Mrs. Hodge: Can you speck any foreign >

Susan: T speak French, German and Sparish fluently.

Mrs. Hodge: Do you know how fo use.a >

Susan: T do. T have experience in many computer programs.

Mrs. Hodge: Why do you think you should work with us?
Susan: T'm experienced, hard-working and dedicated. T am also and

2. Match the questions to the answers of the following interviews:

Interview A

m-
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1. What are your personal skils?
2 Why do you want to work here?

3. Do you have much experience of vorking
as a receplonist?

4. It often very busy here, the phone rings,
people are i reception, other people wan fo
leave messages with you. How would you
react?

5. Do you have any questions about the job?

6. Do you speak German? Many of our
cllnts are Germn.

7. Can you startimmediately?

a) Not much 'm afraid, but | think | could pick it up cuite quickly. I've
worked on a swichboard before but st for a fow days.

b) Yes, I do. | can also speak French and Japanese.

) Wel, Im very organized. | don't panic, s0 | woul just deal with each
calland person as fast as | could without forgetting anything.

)1 geton wel vith pecple, m relable and | think | speak clearly so |
quess Im perfect o the receptonist cb.

&) The company has a good reputation and | would enjoy working for a
company thats established and vibrant.

1) Just one, the advertisement said you were looking for a part-ime
receptionst but how many hours s the part-ime?

9)Yes, lcan.





[image: image51.png]9 This is an example of a simple letter of application. If you need to write one you just have to
replace the grey parts with the information taken from an ad. You can keep the rest and you will

be able to apply for a job.
12, High Street
Bath, England
17th May, 2003

E.C. Company
34, River Road
Bristol, England.
Dear FNDNE

| am writing in response to your advertisement in [N of IGSINEY
forthe job as SABSREESENENNG

Iam B years old and | have BBl experience in §8IBE | am responsible
and punctual. | could come to an inferview al any time. | look forward to
hearing from you.

Exercises

1. Order the following letter of application and then copy it to your notebook.

A Yours sincerely B. Dear Mr. Shaw, C. 1 am thirty years old. | have worked for four years as
assistant sales manager

E. | am writing in reply to your I look forward to hearing from you H. Mr John Shaw
advertisement for the post of Sales cTs

manager in yesterday's Daily Mail. 12 Gordon Square
S5 Lyton Pacs London LW38 7CD

I'shall be free to atiend J. Geoffrey Smiths
aninterview at any time. 5.3 May 2008




Conteúdos
[image: image52.png]4. Choose one of the ads and write your own letter of application.

Summer Job

Young people required to
pick apples in orchard in
south-east England.
Accommodation and ~food
provided. Payment according
to work produced.

Write to Greenapple Farm,
Usbridge Road, Middlesex
UB10 5NE c/o John
Sheppard.





· Profissões tradicionais e novas profissões

· Representações sociais das profissões

· Caracterização das principais actividades associadas à saída profissional

· Anúncios de oferta de emprego

· Curriculum Vitae

· Carta de apresentação

[image: image53.png]A. There are many jobs thatare traditionally considered “Men jobs” and “Women jobs”.
1. Write some of the usually seen as *Men jobs” and “Women jobs”

2.Did you write more jobs for men or for women?

2.1. Why do you think this happens? Give some reasons.

3. Identify the jobs portrayed in these pictures.

Y L





· Jobs and professions

	lawyer 
	
	bookseller  
	

	actor/actress 
	
	sailor 
	

	customs officer 
	
	doctor 
	

	farmer 
	
	mechanic 
	

	builder 
	
	miner 
	

	architect 
	
	model 
	

	consultant 
	
	instructor 
	

	astronaut 
	
	monk 
	

	air hostess 
	
	nun 
	

	fireman 
	
	nanny 
	

	waiter/waitress 
	
	labourer 
	

	lorry driver 
	
	office worker 
	

	singer 
	
	baker 
	

	foreman 
	
	shepherd 
	

	butcher 
	
	hairdresser 
	

	postman 
	
	journalist 
	

	scientist 
	
	fisherman 
	

	surgeon 
	
	pilot 
	

	cook 
	
	painter 
	

	driver 
	
	politician 
	

	accountant 
	
	policeman 
	

	servant 
	
	caretaker 
	

	priest 
	
	teacher 
	

	dentist 
	
	psychologist 
	

	shop assistant 
	
	psychiatrist 
	

	electrician 
	
	musician
	

	employee 
	
	watchmaker 
	

	bank clerk 
	
	reporter 
	

	nurse 
	
	composer
	

	writer 
	
	tailor 
	

	student 
	
	secretary 
	

	chemist 
	
	soldier 
	

	plumber  
	
	taxi driver 
	

	mason
	
	technician 
	

	engineer 
	
	bullfighter 
	

	gardener 
	
	translator 
	

	jeweller 
	
	salesman 
	

	judge 
	
	vet 
	

	shoemaker 
	
	welder
	

	interpreter
	
	carpenter
	

	blacksmith
	
	diver
	

	editor
	
	florist
	

	crane operator
	
	machine operator
	

	nutritionist
	
	receptionist
	

	rigger
	
	weaver
	


[image: image54.png]3.1.1s there anything unusual about these pictures? Explain.

3.2. Do you know anyone who has broken job-role stereotypes?

3.3. Do you think that there are jobs that cannot be done by both sexes? Why / why not?

B. Prejudice and stereotypes can be limiting when deciding which career path to follow.

1. How do you think people learn to make stereotypes? e

Acomentional perception of
something

Prejudice
An opinion formed beforehand

1.1 How might they unlearn them?

2.Do you think the media can help reducing stereotyping? How?

C. Observe the pictures.

1.What can you see in the pictures?

A

2. What is the idea intended with the titles...

Are you man enough to be a nurse? (picture A)

What's stopping you? (picture B)





[image: image2.png]Ready for Anything (That’s Their Job)

By BARBARA WHITAKER

Published: September 9, 2007

ASKED to describe his job, Michael D. Selves, director of Emergency Management and Homeland

Security in Johnson County, Kan., recalls what he once told county commi

the question.

. Kevin Mot for The New Yok Times

Tammy N. Karlgaard is 2 regiond

emergeney management plamner for 3

commission in Chesspeake, Vs

ners who also posed

“My job,” he said, “is to tell you things you don’t want to hear,
asking you to spend money you don’t have for something you don’t
believe will ever happen.”

It is a grimly humorous description of a job that involves preparing
for everything from floods to terrorist attacks to a flu pandemic. The
people who hold these jobs, often known as emergency managers,
work on many levels with public agencies, volunteer organizations

and businesses to plan for disasters and mitigate their impact.

“In times of disaster, they take control and help expedite plans,” said
Dawn M. Shiley, communication manager for the International
Association of Emergency Managers, a professional group.

Emergency planning, in various forms, has been around for decades.
But in recent years it has emerged as a much more formal career path.

Colleges and universities are offering bachelor’s, master’s and

doctoral degrees, and professional certifications are available.

In 1994, four universities were offering programs in emergency management, three with

undergraduate degrees, said B. Wayne Blanchard, manager of a higher-education project for the

Federal Emergency Management Agency. Now, there are at least 144 college programs in the United

States, and at least another 100 are in the works.




[image: image3.png]1) Answer the following questions about the text:

a) Who is Michael D. Selves?

b) What did he once tell county commissioners?

©) What does his job involve?

d) How are the people who hold these jobs known?

€) Who do they work with?

) What do they do in case of disaster?

£) Why has this profession emerged as a more formal carcer path in recent years?

h) How many universities were offering programs in emergency management in 19942

i) How many college programs are there now?

j) Describe a person who has a job like this? (How must he/she be and what characteristics must
he/she have?)




[image: image55.png]D - Listening exercise
1. First, try to fill in the gaps according to the pictures. Then check your work while listening to
the song “She’s Not Just a Pretty Face” by Shania Twain. (You can find it in Youtube.)

&

“She's Not Just A Pretty Face", Shania Twain

She hosts a TV show, she rides the rodeo
e «  Sheplays the bass in a band

she's an oY
= a (2) atthe parking lot
A (3) working the land
She is a champion, she gets the gold
o shesa ), the star of the show
@
[Chorus]

She's not just a pretty face

& She's got everything it takes
q She has a fashion line, a (5)for "Time"

@ 5 Coaches a footbal team
She'sa (6), a omance 6]
Y She is a mother of three.
Sheisa (8). she is a wife
Sheisa (9), shetl save your life

12 Charus|

She's not just a pretty face
She's got everything it takes
She's mother of the human race
She's not just a pretty face

®

She is your (10), she is your 1),
sheis your (12)
She is every woman in the world

She flies an airplane, she drives a subway train
Atnight she pumps gasoline

She's on the council, she's on the board

She'sa (13), she praises the Lord

o 2 (3 [Repoat 2 Chons]

Picture and exercise taken from Extreme. 9° Ano. Nivel 5, Porto Editora

2. Read the song again and identify all the other jobs it talks about.
Example: “She flies an aiplane” - she's a pilot.

3.What's the message of this song?





[image: image4.png]= USE A DICTIONARY TO DO THE FOLLOWING EXERCISES:
1. Match the JOBS with the correct picture.





[image: image56.png]- What about you? Do you like what you do?

) Choose the answer that suits you the best and find out if you're professionally satisfied.

When the alarm clock wakes you up, you...
@ 2)getup immediately.
@ b)tumit off and stay in bed for a couple more minutes.

® o) think: "Oh no, another day at work...".

During the day, you.

@ a)are usualy friendly and help your colleagues every time
you can.

@ b)are friendly with others but imit yourseff to your own work

@ ) dont stop looking at the watch.

You usually arrive at work...
)10 or 15 minutes earlier.
b) on time.

o) late.

If you could, you

) would work on Saturdays because there are always so
many things to do and you love being with your colleagues.

b) would work less hours a day.

) would quit immediately.




[image: image57.png]What do you like and dislike?

4) Read the sentences and put them in the correct places.

Expressing likes Expressing dislikes Stating preferences

Ilike myjob very much.  Id rather quitthan steal.  I'm keen on working by shifts. | can't stand boring tasks.
Ienjoy staying athome. | prefer sleeping to goingto work. | don'tlike what|do. | hate working at night
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[image: image58.png]P Nolonger at work (1)

-
with the correct options.

%) My name is John Mayer and | am
73 years old. Before I refired, | drove
large vehicles called lorries. | was a
lorry driver for more than 35 years and
crossed the border so many imes that |
don't know if | spent more time in my
country or abroad. During those years |
visited amazing cities and saw
incredible things. It was a tiring job. it
had, nevertheless, its compensations.
Altogether I visited 16 countries and
their diverse cultures. | miss those days
now but  am tired and need rest so | il
not drive anymore.

®© 000 O-

® 000 O

) Read and listen to the text attentively and complete the exercise .

Johnis no longer
working.

He doesn't work for 35
years.

He never left the country.

John enjoyed visiting
different cities.

John still drives
‘sometimes.

~
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[image: image60.png]’ Jobs and professions

Jobs and professions
Writing

Job and profession don't mean the same in English. A job is the regular paid work that you do for an
employer while a profession is a job that requires a high level of education and training.

1. This is a short list of jobs and professions in English.
Put them in the correct box.




[image: image61.png]But be aware of the websites you visit! Some of them may be unreliable.
Go to institutional websites. These are trustworthy and can help you find what you want.

There are six steps you must follow while searching for a job on the web:

1. Turn on your computer.
See if you have Internet connection
Make sure you have a good antivirus programme.

Open a web page.

Qs wN

Go to a search engine, write some keywords on the search bar and click "enter"
6. Wait for the results

However, if you are looking for something on the web and you already know the address, go to the
address box on the top, type in the address, and click enter.




[image: image62.png]Filling in an application form
Further practice
1. Fill in your own application form.

Instructions: Answer all questions. Sign and date the form at the end.

First Name:
Last Name:
Street Address:

City: Zip Code:
Phone Number: ( )




[image: image63.png]P Aday at the office

In the lobby...
Reading comprehension

Before working as secretary in Mr Crane's office, Rita worked as a receptionist in the same
company. She remembers that one day she met someone at least... peculiar.

1. Read the dialogue.



[image: image6.png]actor accountant bartender

chef construction worker doctor
driver firefighter flight attendant
hairdresser lawyer mechanic
nurse painter photographer
police officer receptionist shop assistant
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[image: image64.png]In an office, you find

chair
table

desk

file cabinet
bookshelt
wastebasket
lettertray
water cooler
my

What can you find at the office?

Vocabulary

Theyl need this equipment to work effectively

computer
printer
photocopier
adding calculator
telephone

fax machine
paper cutter

(.)

We will also find these professionals:

accountant.
programmer
data processor
receptonist
secretary.
typist

(o
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There is a window
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The computer is
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The bookshelf is
The fax machine is
The bookshelf is

the desk.
the wall.
the book.
the table.
the window.
the fax machine.
the chair and the bookshelf.
the right.
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[image: image7.png]- Now fill in the charts with information about the jobs mentioned in the ads.
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[image: image9.png]Job Interview

9 The interview is usually the second step when you are looking for a job.
How to impress?
How can candidates prepare the job interview?
Here are some of the most important aspects to consider before the interview.

1. Put on appropriate clothing: You don't have to wear a suit but you should look neat and tidy.

2. Work out what questions you might be asked: If you do this, you can plan your answers. The
two most obvious questions are always 'Why do you want to work here? and "Why do you think
you would be good for this job?.

3.

d out about the company before the interview.

4. Turn up on time: Try to get there 15 minutes early so you can have a coffee or use the toilet
before the interview. You should phone the company if you are late.

5. Relax: An interview is your chance to meet the people who can help you get the job you want.

3 When in an interview you have to “sell” yourself. Referring some of your personal qualities

and your professional qualifications may help you get the job.
Here is some helpful vocabulary.

trustworthy High schol diplomalcetfcate
fiendy (wanions)  seffconfident 2 ot i Seciiae
(smpdcson) {aut-confiante) Gebnaceniaiods o Scini)

Universitytechnical degree in...

relzble o maranoiencoon. |

{doconfanca)

patient
fpacent)

creative. personal helpful
Py St bresie) Professional
qualifications
sociable o
o) Vocational course in...
independent foursoprfsiom!da..)
actvelenergetic e First aid certficate

{acholmeiin)  responsible

(sporsivel earcadsdeprmeses socores)
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1. Laura and Roberto are travelling back home. They meet each other at the airport in Lisbon.
Read their dialogue.

At the airport...

Roberto: Good afterncon. I'm Roberto Furtado.
Laura: Hi! I'm Laura Davies. How are you?

Roberto: I'm fine, thanks. And you?

Laura: I'm fine. Where are you from, Roberto?

Roberto: I'm from Terceira, in the Azores. And you?

Laura: I'm from Boston. I'm American.

Roberto: What's your job?

Laura: I'm a waitress at a restaurant. What about you? What do you do for a living?
Roberto: Well, I'm a mechanic. | work at my undle’s workshop.

Laura: Do you like your job?

Roberto: Yes. | love repairing cars. Do you like yours?

Laura: Kind of.... 'm tired of serving food. So, I'm looking for a new job.

Roberto: | have to go. Goodbye!

Laura: Bye! Nice meeting you.

2. PAIR WORK - Imagine you have just met your partner. Write your first dialogue following the
guidelines:

- greet each other;

- ask for personal information (name, age, nationalty, job...);

- describe what you do in your job.

Use the dialogue from 1. as a model.




[image: image72.png]2 Read the advertisements (ads) that were published in several newspapers. Use the box below

to register new vocabulary.

Seaviary
To Direcor of ales in Lndon

Inteligence, secetarl abiltis, comput
experience and good maners.
Good salry and prospcts.

Wi
W, Davis, Personal Manager
Foas Co. Ealing .
London

WAITER | WAITRESS

Fora downtown café open evenings and
weekends,
All applicants must speak atleast one
foreign language.
Good salary and tips.
No experience required.

Please send application ete,
OV and photograph to:
Danny's Cafe
Main Street
sneffieaD3anu )

Mustbe young (20-30) and energetic o vork fom 5 pm — 3 am including
weekends. Previous experience needed. Call Oliver on O71-7827172
today.

Disc Jockey
Popular discotheque

i be an advantage. Apply in writing to Evening Mail, Box T295.

L

Boutique

Southside suburbs, requires responsible part-time workers. No |
experience needed, but an interest in the latest fashions would |

Motor Trade
Part-time store person required for busy
wholesaler. Experience not essential, but
should have an interest in cars. Apply in
writing to Evening Mail, Box T628.

Vocabulary





[image: image73.png]3. Pair work
Imagine an interview between a job candidate and the employer. Write the interview and act it
in front of the class.
Use the structures from the examples of exercises 1 and 2.

Employer:
Candidate:





[image: image74.png]Letter of Application

9 When you think about getting a job there are some documents you have to prepare in

advance. One of them is a letter of application. This is how a letter of application is usually
organised.

‘Asua morada
eadala

Nome (ou posicao
ofical, ex. Gerente...)
T~ Name (or the official position,

e, Personnel Managr. eic)’

‘Your address'
and the date

Worada da pessoaa
quem se escreve.

Address of the person you are writing to

Saudagao inicial

~quano se sabe o name da pessaa

“quando ndose sabe a name da
pessoa

Greeting
Dear MF Simms - when
you know the s

Deae M Simms person's name;

$ir/ Maciam = when you don't know the personts name

5

nroduggo ) & | then: Mendone as razdes por
B O |amriting to apply for the posidlon of actiiy mstrssior aave e
H ver- [ nome do emprego,

onde e quando o s
pubictado

Personal information (
ation (age,studes, qualificatons)
€9 1am 16 earld Frtugaeestscent nt ey curenty suc

e Cambridge First Certificate in English, grade B. T

Experience
S| eg. lhave pre vious exper I
i © Previous experience of this type of work. ]

| skills and personal quaities
(&9 !am good atsports. I think 1 am responsible ang punctual, Capacidades e
quaiiades pessozis
I

Any other important information
9. /am prepared to work any hours,
! enclose the names of two referees and my cv.

Informagao pessoal (idade,
estudos, quaificagoes)

Conclusao

8

|
Formal ending
! look forward to hearing from you.

|
— e
‘ours sincerely, (if you started your letter Dear Mr sjy & 22qme
Yous Ul o e ot v o s
|

Print your name clearly

| Asma
| (_oseummeinpresa |
picture fom Gotting On 9, Areal Edtores





[image: image75.png]2. Now do the same with the letter below.

a) | have already worked part time and during school holidays in some shops.

b) Yours sincerely,

) | am writing to apply for the job of shop assistant which you advertised in the Evening
Standard of 12! November.

d) DearMr. Roberts,

€)1 am available for an interview at any time convenient to you. I'm looking forward to
hearing from you

) I'm interested in working in your pet shop as I love animals and intend to become a
veterinarian

)1 have just finished my A-levels and have decided to take this year off to gain some
work experience,

h) I enclose my CV. Please do not hesitate to contact me if you have any questions.

‘adapled from Fying Colours 9°Aro Nivl 5, Didsctica Editora

3. Complete the following letter of application according to the information from the ad.

Waiter/waitress

fora beach-front café open
evenings and weekends. All
applicants must speak at least |
one foreign language. |
Good salary and tips.
No experience required.

Plese sad appiction kier S Srd fosbns) ; |
GV and photograph (o | om g o appty for He B of
Seaside Caé Brighion advertised in

+ :
T ame years otd and | am
.1 apeak
wd |
perene

| o avoitaBte Jor o utenins o oy e, | am
taoking faroard fo Learingy frowe you.

i
d

|
Yours {aitlfulty, }

taken from Fiying Colours 9°Ano Nivel 5 Didactica Editora




[image: image76.png]Should we stay or should we go?

Look at the following situation:
SITUATION:

Carlos Silva was working in the textile industry, but he has been made redundant because of
new technology. Now he s considering leaving the country for good and starting a new life in Canada.
He and his family are having dinner and the topic of choosing whether to stay or go is obviously
mentioned. The parents have already discussed the situation between them, but still they want to
hear their children's opinion on this matter. Apparently they have agreed on selling the house and
investing their life savings in buying the tickets for all the Family. They know their children may not
agree with their plans.

1. In groups of 4 students, write down and role-play a possible dialogue between Carlos Silva and.
the other members of the family.

Your character:

Carlos Silva: You are aged 49. You have been made redundant and want to emigrate. You have a family to
support and can't survive very long without an income. Your company has given you 7000 € redundancy money.
You can't find a job although you have applied for quite a few.

You have seen some ads in the newspaper offering attractive jobs in Canada and you think this is a wonderful
opportunity for you and your family to start afresh in a new country. Nevertheless you are a pessimistic person
who's afraid of the “unknown”. You love your country and your lfe there with your friends. You don't speak any.
foreign languages.

Mother: You are aged 43. You have 2 children. You are a confident and optimistic person. You are a secretary in a
tourism office 5o you are able to find cheap suitable accommodation in Canada as well as adequate transport
faciltes. You believe emigration will be good for your children's future. Since you speak 2 languages fluently, you
believe you willfind a job in tourism or translation. You know you will miss your friends and relatives.

Son: You are a l6-year-old student. Like most youngsters, you love the safety and happiness of iving next to your
best friends, and your school. You have a practical, realistic attitude towards life, but you are also a bit lazy and
relaxed. You love your city and the ertertainment facilties available, such as malls, cafés, shops, cinemas, leisure
activities, sports centres. You are an athlete who plays football in the local club and you feel you will lose an
excellent op portunity since you and your family have both invested a lot in your athetic training.

Daughter: You are aged 24. You are taking a degree in veterinary science and your boyfiend is graduating from
the local medical school. Since you are a little romantic you are already making plans for the future, namely
getting married and opening a private local practice in the country. Nevertheless, you've always loved the
countryside and being away from the big city. You speak fluent French and you feel you would be able to learn a
new language. You also feel that research work is better developed in Canada than in your own country so you
may even consider doing a masters degree and improving your research work.




[image: image77.png]Internet job-hunting
Important information

.

As you know, there are some advantages in using the Internet for job search:

>
>
>
>
>
»

It's easy to find
It's easy to apply.

You can apply for several jobs almost at the same time.

It's available 24/7

You have free access to thousands of job listings.

You have the chance to apply for job offers from every part of the world.




[image: image78.png]2. What about you? Would you like to work at home? Or do you prefer to go out, see
people and talk to your colleagues during lunch break?
Give your opinion on this subject (about 100 words).





	[image: image79.png]1. Encourage them to be open and honest.

2. Teach them the value of work.

3. Spend quality time with them.

4. Listen to what they have to say.

5. Build a relationship of trust, so they can feel free to come to you if anything goes wrong.
6. Accompany them to sports and whatever activities they may be engaged in.

7. Have fun with them.

8. Don't take your frustrations out on them.

9. Setrules at home.

10. Never give up.
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	First name(s) Surname(s) (remove if not relevant, see instructions)

	Address(es)
	House number, street name, postcode, city, country (remove if not relevant, see instructions)

	Telephone(s)
	(remove if not relevant, see instructions)
	Mobile:
	(remove if not relevant, see instructions)

	Fax(es)
	(remove if not relevant, see instructions)

	E-mail
	(remove if not relevant, see instructions)

	
	

	Nationality
	(remove if not relevant, see instructions)

	
	

	Date of birth
	(remove if not relevant, see instructions)

	
	

	Gender
	(remove if not relevant, see instructions)

	
	

	Desired employment / Occupational field
	(remove if not relevant, see instructions)

	
	

	Work experience
	

	
	

	Dates
	Add separate entries for each relevant post occupied, starting from the most recent. (remove if not relevant, see instructions) 

	Occupation or position held
	

	Main activities and responsibilities
	

	Name and address of employer
	

	Type of business or sector
	

	
	

	Education and training
	

	
	

	Dates
	Add separate entries for each relevant course you have completed, starting from the most recent. (remove if not relevant, see instructions) 

	Title of qualification awarded
	

	Principal subjects/occupational skills covered
	

	Name and type of organisation providing education and training
	

	Level in national or international classification
	(remove if not relevant, see instructions)
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	Annexes
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[image: image80.png]Knowing more about professions
Portfolio

Suggestions:

Choose 20 professions / workplaces.

Find out what each person does in his or her professional activity and which equipment
does he / she use in the workplace.

» Discuss the results in the session.

« Don't be afraid to ask your tutor for help!




[image: image81.png]Building bridges — the key to success!

Do you work outside the house? Are you worried about your children? Do you fear your relationship

may weaken as your children grow old?

Here are some tips that will certainly help you:
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-~
4 Putthe verbs in the correct places.

Simple Present Simple Past

miss cant met saw had dontknow visited spent
is crossed was am drove retired know discovered





[image: image11.png]The Simple Past

49 Which of the following examples refer to the Simple Past?
Choose the correct options.

@ Yesterday | ate an ice-cream.

@ You have seen that movie many times.

@ When I was younger, | used to paint for 2 hours every day.
@ Charles is studying for a test right now.

@ Shelost herjob and was working as a hairdresser when|
met her.

@ He believed everything you said.




[image: image12.png]4) Choose whether you want to use was or were

1.1was / were at home.
2.We was / were desperate.

3. They was / were at work.

4. She was / were happy to see him.

5. You was / were looking different.




[image: image13.png]<) Complete the sentences by putting the verbs in brackets inthe
Simple Past.

1.He (to work) with Mary.

2. They (to answer) their boss.
3.we (to stay) at home.

4. Peter and Kate (to meet) at the supermarket

5.Chris (to see) Jules from his kitchen window.
6.LastweekendI[ | (to decide) to visit my best friend in California.

7. Yesterday his son (to study) all night while his daughter
(to watch) TV before sleep.




[image: image14.png]1. Complete the passage by putting the verbs in brackets in the Simple Past.

Last weekend | (decide) to visit my best friend in California. The weather (be)
excellent so | (leave) all my jackets and cardigans at home. When | (get) there |
(unpack) my things and (rush) to the beach. There my friend and |
(put) some sun cream and we (lie) on the sand for a while
Suddenly we (hear) a scream coming from the water. It (be) a young child
We (Iook) at each other but none of us (can) swim, so we
(start) screaming for help. Almost immediately a lifeguard (ump) into the
water and (rescue) the litle boy.
We (be) amazed to see that after a couple of minutes the little boy
(Iook) well. Apparently he (ot be) confused or distressed, however
there (be) a problem; he (ot know) where his mother (be)
We (try) to help him but we (not have) a clue how. We
(begin) by asking his name. "Jimmy", he (reply). That's when the lifeguard

(suggest) taking him to the medical centre near the beach. When we

(open) the door we (see) a desperate woman crying near the counter. She
(tum) to us and (say): "Oh, I'm so relieved! Where (be) you,
Jimmy? (not tell / 1) you to wait for me near that rock?" Then they

(hug) each other and the mother (thank) us. What a weekend!




[image: image15.png]Do you like your Job?
A Survey

Do you think your colleagues, friends and family are professionally happy?
Choose a sample of neighbours, friends and family and give them the questionnaire of this session.

Then study and compare the results, develop your conclusions and write up a summary of what you
have found.
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1.

Complete the sentences using the words listed in the box below. Some gaps may have
more than one correct answer.

can could have to must might should
a) Ted's flight from Amsterdam took more than 11 hours. He be
exhausted after such a long flight. He prefer to stay in tonight and

get some rest.

b) When you have a small child in the house, you leave small
objects lying around. Such objects be swallowed, causing
serious injury or even death.

¢) The book i optional. My professor said we read it if we needed
extra credit. But we read it if we don't want to.
d) you always say the first thing that pops into your head?

you think once in awhile before you speak?

€) | was reading the book last night before | went to bed. | never took it out of this

room. It be lying around here somewhere. Where
it be?

f) You take your umbrella along with you today. The weatherman

on the news said there's a storm north of here and it rain later

on this afternoon.

Complete the sentences using the words listed in the box below. Some gaps may have
more than one correct answer.

may shall will would be able to
a) Jack get upset if you don't tell him the truth.
b) I help you with your luggage?
¢) Profits increase next year.

d) you pass the salt please?
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[image: image16.png]If yes, please explain

Yes

No




[image: image17.png]Position Applied For:
Days/Hours Available:
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Degree/Diploma - Graduation Date




[image: image19.png]Present or last Position
Employer:
Responsibilities





[image: image20.png]| understand that false testimony may be grounds for not hiring me. Therefore, | authorise the
verification of all information listed above.

Date
Signature





[image: image21.png]Check the results.
Do you like what you do?

a) If you've chosen mostly answer a, you must stop for a while. You
may love what you do but you must not forget that there are other
things in life too. Try to relax more.

b) If you're more of a b person, you know how to conciliate your job
with your private life. You understand work is part of your life but
you know how to enjoy other things as well.

c) If answer c attracted you the most, it is because you should be
somewhere else... If you could, going to work would be the last
thing you'd do. You don't like your job but you should make an
effort. Otherwise, life will not be easy for you!





[image: image22.png]Working at home
Writing activity

Mary’s friend Jane Rimmes has recently started to work. She was given the opportunity to work at
home.

1. Read the text to find more about her experience.

When our second son was born, my husband offered to stay at home taking care of the
children. However, as | was breastfeeding, we decided that | should be the one to give up working
out of home. | searched for jobs on the Internet for several months before | found something
suitable for my needs.

| was beginning to feel desperate when | found a lawyer office that was looking for a German-
English translator. All the work could be done at home and sent by email. | only would have to go
there one morning a week. Being born and brought up in Berlin, what else could | want?

| filled in the application form and waited for an affirmative answer. One week later | received a
telephone call to go to an interview. It went pretty well and | got the job! Nowadays | manage to work

at home and take care of the children at the same time.




[image: image23.png]Working at home

Working and taking care of children at the same time is not an easy task. However, planning what
you have to do throughout the day can be a good start, even if something unpredictable happens.

This is precisely what Jane decided to do.



[image: image24.png]Read the text.

| wake up at 7 am to prepare breakfast for the family and wake the children up. Usually |
start working on my translation projects while the children are playing for a while in the garden.

At 11 am | stop doing my work to cook lunch for the family and feed the children. As my
husband comes home to have lunch | wait for him and we have lunch together around 1.30. In the
afternoon while the kids are taking a nap | return to my work.

By 4 pm | have a short break to go to the park with them — that's the funniest part of the day!
1 still work a little bit before giving the children a bath and having dinner.

By the end of the day I'm absolutely exhausted but | still find some strength to read a

bedtime story to my children and watch them fall asleep.






[image: image25.png]Rita: May | help you?

Man: | would like to speak to Mr Crane.

Rita: Do you have an appointment?

Man: No. Why?

Rita: Well, Mr Crane is a very busy man. You must arrange a meeting with him before coming here.
If you have the kindness to tell me the subject, | can check his agenda.

Man: But | just want him to give me a job. Do | need an appointment for that?

Rita: A job? Well, if you want you can leave your curriculum vitae with me and...

Man: But | never had a curriculum vitae in my entire life!

Rita: No?! And what position would you like to apply for?

Man: Vice-president.

Rita: Vice-president?!

Man: Yes, of course. Vice-president! Why? Oh! | see... You want to be vice-president too, isn't it?
You are all alike! I'm leaving... Tell Mr Crane I'll be back tomorrow.

Rita: But you didn't even tell me your name...

Man: And | don't need to. Just say the next vice-president was here!




[image: image26.png]2. Answer the questions.

2.1. One day, Helen had the strange visit of a man in her workplace. What did he want?




[image: image27.png]2.2. Did the man have a curriculum vitae?





[image: image28.png]2.3. How would you consider Helen's attitude? Why?





[image: image29.png]2.4. How would you react if you were the secretary? Why?





[image: image30.png]2.5. Name 3 qualities that a good receptionist must have to deal with this kind of situation.
Explain your choice.






· Prepositions of place
[image: image31.png]Above, over, in, at, near, between, among are examples of prepositions of place.
»  With the help of a noun, they indicate where an action takes place.

o [live in the middle of the town centre, above a supermarket.

There's a sense of proximity regarding the following four prepositions: by is the farthest away and
next tois practically glued to the house!
« I parked my car by / near / beside / next to your house.

Between is used when there are only three elements while among is used when there are more.

o The restaurant is between your house and mine and its definitely among one
of my favourite restaurants!

You can often use in or at witn buildings. We use in when we are thinking about the building itsefr

«  We were at Melinda’s house last night
o Its always a bit cold in Melinda's house.
«  He doesn't have heating because he's eco-friendly.

Some prepositions also convey a sense of direction or movement

o from /to (We went from Shakespeare Gentre to Harvard House.)

« down /up (We headed towards the Info Centre down / up Bridgeway.)
o towards (We headed towards the Tourist Info Centre.)

« into/out of (She got out of the taxi and went into a fancy hotel)




Exercise:


[image: image32.png]Children 'proud’ of working parents
Writing activity
Nowadays couples have less children than before (at least, in western cultures). High mortgages,
inflation and demanding careers are often responsible for this decision. But what do children think

about this?

1. Read the article that follows and then write a commentary on it (about 100 words).
You may check the vocabulary box to know the meaning of some difficult words.



 [image: image33.png]Children "proud’ of working parents
Tuesday, 14 Aug 2007 12:11

Children do not feel neglected when their parents go to work and some even feel proud, new
research claims.

Research conducted for JobCentre Plus found 46 per cent of primary-age children liked their
parents going to work and nearly a third felt "proud” their mother or father had a job.

Liz Tucker, counsellor and family relationship expert, said: "It's natural to worry about how your
child is coping while you're at work but the truth is that children are generally tough and can adapt
very quickly. A working parent can be a positive influence because this gives kids a chance to be a
bit more independent. Having a job and being a parent does mean that you have a ot of things to
worry about but if you can make time each day to enjoy your children, you will both feel much more
comfortable with the idea of you being back at work."

The Department of Work and Pensions (DWP) appeared to present today's research as proof
children would not suffer if their parents worked.

Just 16 per cent of children said they did not like their parents working and seven per cent
complained their parents worked too hard to spend time with them.

The DWP said children appeared to understand why parents worked. More than half said it was

because they needed the money, while 17 per cent said their parents enjoyed it.



 [image: image34.png]www.politics.co.uk
Adapted and abridged



 [image: image35.png](n.) — someone who has a special skill or special knowledge of a subject, gained as a result
of training or experience
(n.) — serious study of a subject, in order to discover new facts or test new ideas
(v.) — to say that you're not satisfied about something or someone
(v.) — to develop a process in order to get information or prove facts about something
(v.) — to success in dealing with a difficult situation
(adj.) — difficult to do or to deal with
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