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' ¢hronologically h. workspace

colleague d. customers

asks e. tasks

no coMprenenstistl

a. punctual

always on time

b. manager

the person who gives you
orders

30 c. colleagues

the people you work with

the people who buy things
from your company

pieces of work

f. quality

good or bad

g. equipment

phones and computers

desk, shelves, cupboards

ordered by date

compiete the notes Dewaww wiin e veru i ga
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How to be a good employee

You must:

1.
. be punctual.

. respect colleagues and customers.
. do all tasks on time.

. do all tasks well.

® NV A WN

go to work every day.

not use computers for personal things.
keep your workspace tidy.
organize files sensibly.

warning



e stress
3.3 Learning new listening skills Recognizing sentenc

n Reviewing key words | 7
@ 3.4 Listen to the sentences. What is the next word:

Skills Check 1
an Taars

)
Srosadehed o isa

Nt words

‘ : When a speaker gets to $n7\
[ time, pPort .,
z:ﬁﬁp::;::f,: b'e - ] ' punctual! _K_ word in a sentence, he/she ofter, : ‘
it more loudly. That is, the worq el
: stressed. Listen for the loud wq,q. .
B Identifying a new skill each sentence. |
1. Read Skills Check 1. When you listen, how do you Examples:
know which words are important? You must go to work every day
2. Look at the sentences from another lecture. You can‘t wear jeans in the offica

Which words will be stressed?
a. Companies want college or university graduates. d. You can learn management skills in unyers; Vel

e, You must show that you want to learr,
f. You must take responsibility for your stk

b. All employers want critical thinking.
C. 'But how can | get work skills?" you might ask.
3. @ 3.5 Listen. Underline the stressed words.

Making notes
1. Read Skilis Check 2. Which words do you write in your notes?

2. @ 3.6 Listen and note the key words in each sentence.
T T —————
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Noting key words

The loud words are the important words for you to

} thespeaker says .. ——

" You must go to work every day
" You must be punctual

You must respect your manager and your colleagues

wnte down in your notes.
1 you write ..
go every day
| e punctual
~ respect m manager & colleauies

r\‘

E entifying consonant sounds

1. Tick the correct column for each word according to
.~ the underlined sound.

A Band tha Deaniinsiatinn  hock

g 9/ I&/ 1y

i good manager |you

-| change 4

| begin V4

: get v

~|lob v

| university /
3 ; young /

wWage v

-@eq_w
Hearing consonants: /g/, /&/

and /y/

1. The sound /g/ is the sound of a
written letter g or double gg.
Examples: good, colleague, bigger

2. The sound /dz/ is the sound of
the letters ge and j.

Examples: manager, job, college

3. The sound /}/ is the sound of the
letters y or u.

Examples: yes, usually, you




1. goes 2. don't tell
3.'lldo 4. see

5. doesn't like 6. has

7. won't make 8. didn't take

9.'d like 10. wouldn't go 1. He works in a bank.

2. Managers don't like workers to come late.

3. I'll finish the work tomorrow.

4. The company has a big office.

5. The woman doesn’t know the way.

6. The secretary has a lot of experience.

7. They won't buy any new machines.

8. | didn't make a mistake in the letter.

9. They'd like me to work at the weekend.
10. I wouldn't do that. It's dangerous.
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. are 2. aren't

. can't wear 4. must go

. shouldn't leave 6. is

.isn't 8. were

. can be 10. mustn’t come
. should have 12. weren't

. You can't be rude to customers.

. They're important people.

. She’'s the manager.

. They weren't late yesterday.

. You aren't responsible for the files.
The papers were on your desk.

. You must arrive before nine.

. Everyone should be in the office now.
. I mustn't leave before six.

10. You shouldn’t wear those clothes.
11. This isn't a difficult problem.

12. You can be in charge this afternoon.

. L »
.

1
2
3
4
5
6.
7
8
9
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You must ...

Why?

1. go to work every day

— people rely on you
— people need your work

2. be punctual

— people expect you

— people get angry
— company loses money

.| 3. respect colleagues

and customers

— work together
— customers pay wages

for personal things

4. do all tasks on time |- people need
information

5. do all tasks well — customers not
satisfied

6. not use computers — wastes time

— wastes money

7. keep your workspace
tidy

— mess is rude
— colleagues need space

8. organize files sensibly

- so colleagues can find
papers

\



the prefix un-.
un/friendly
un/helpful
un/intelligent
un/kind
un/reliable
un/sociable

aggressive hard-working
- rude calm
~ hostile sensible
~— cold (= unfriendly) in/efficient
shy competitive
introvert trusting
~ dis/honest ir/responsible
un/friendly dis/organized
lazy un/helpful
energetic optimistic
un/intelligent excited
pessimistic un/kind
extrovert polite
punctual un/reliable
un/sociable warm (= friendly)

impolite, impossible, disorganized,




— impression (n)

Presenter: Conversation 2.

interview (n)
Voice A: Could you put an advert in the paper for a summer 4 g :
iob? youp pap ' fntervfewee (n)
Voice B:  Yes, of course. What's the exact job title? | interviewer (n)
Voice A:  Um. Sales assistant, | think. job title (n)

Voice B: Full-time or part-time?
Voice A:  Part-time.

- e

Presenter: Conversation 3.

Voice A:  Did you have a good summer?

Voice B:  Not really. I was working for a building company.
Voice A:  In the office?

Voice B:  No, | wasn't doing clerical work. | was outside.

Voice A:  So manual work, then.

Voice B:  That's right. It was hard work, but the pay was good.

verbs
ad'vertisement ‘advertise
ad'visor ad'vise
im'pression im'press
organi'‘zation ‘organize
prepa'ration pre‘pare
re'cruitment re'cruit




3.18
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. There are lots of job advertisements in today's

paper.

. | am advertising my bike on the university website.
. The careers advisor’s office is next to the library.
. There is lots of interview advice on the Internet.

. It's important to make a good impression at an

Interview.

. My boss Is very hard to impress.
. The organization of the office Is not very good.

| need to organize my desk before | start work.
| did lots of preparation before my interview.
Good managers prepare for meetings.

Banks have reduced recruitment recently.

. We need to recruit more staff for the tourist season.



Rules for pronunciation of g:

B e Talking about summer jobs

d
o g/
/" (03 Developing independent leaning o | u =)o ||
/1. Read the Pronunciation Check. What sound does i
ERe: the symbol /g/ represent? What about /dg/? ) — *
2. Use a dictionary to check the pronunciatigcnt of Ithrtre1 A :;Th?:r é?f,iciauon i dict'iong}ycm
: ; column. '
letter g in the words _bélow. Tick the—fri Rl Don't worry about the other symbok
'|‘ doulr - 19/ /@/_j‘ good /g U d/ adj of a high
| agitate | standard; His exam result was ~,
Warning ‘ : B = 1
¢ | catalogue ; ‘ ‘ | age /€1 &3/ n the number of years
i gesture | someone has lived; He is the same ~ g

B Understanding a situation

Julia Greco is at university. She wants to get a job during the D TR i
summer vacation. She has filled in a form on a website. colleague wages
1. Read the form. What kind of job would she like? manager language
: organize suggest
2. What does the computer suggest?

change
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B Understanding a model
‘ :T @ 3.19 Listen. Julia is talkina to her friand £273 Fill in the
\ () in my own country # abroad
(] alone # with other people
[ inside ™ outside = 7 8
------------------------------------------------------------------ Do you want a summer job?
A good job for you is: What kind of job would you like?
camp counsellor
P Answer the questions, press FIND and
B sioyi J Find-a-job.com will do the rest!
tudying a model| <
‘ z @ 3.20 Listen. Write one or tw ' Ve in (S =
N C: Are you going to © words in each space. ! Would like a summer job:
J: I'd ik 8 job in the university b Sinmyowncountry [ abroad
C: Yes |e t?; What about you? . hO’ldays? 8 alone @ with other peop®
‘ e K S inside ) outside
% What do yo want ' = .
C: I'm not syre B m— e Do you like + verb -ing
S e S R R L ol A Would you like + to do
Aol = A good job ;.
C: Yes, | .. ——towork 3p 9T YOu is: J
' 2 "d l road? nm school assistant
) Do you lik L ' Ove to Work in shop
C: With e \ a'One N ar’Other cou,-'try assistant ‘
'™ other pegple 4 B Or with other People? i g
With adults bec, ely. | don' :
O 1 b beve =% working 4
C: o You like ws i €Xperience i One. But | would prefer to do some

M, Let me iy | Working inside o Ak With childrer,
a Practising a mogey S Menge thy, Outside

10 Prarﬂe.. .
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Talking about days and times

1. — 2 3. 4. -
n Activating ideas a.3 b. 4 . 2 d.1
1. Cover the conversations below. Which picture above does each sentence go with?
"a. Let me check. The ninth. c. We're late! What time does the lesson begin / end?
b. What day is our test? d Yes Its just after three forty.  What time is lunch?
2. @ 221 Listen and match a conversation with each picture. What time is your favourite TV programme?
) Practising conversations (1) What time is the football match tonight?

Uncover the conversations. Practise in pairs.

E) A Excuse me. Have you got the time?

A: I¥s nearly eight fifteen. The bus is at half past.
B: OK. I'll be as quick as | can.




e vy TR e e o ; oo : -
 every day? B: Seven till nine.

BEERES A: Is it the same every day?
B: Every weekday, yes.

2. A: What time is your interview?
B: Three o'clock.
A: How long will it last?

B: About 15 minutes, | think.
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3.8 Learning new speaking skills Bl iy be a good interviewee

n Saying consonants
Look at these phrases and sentences from Lesson 3.7.

1. What is the sound of the underlined letters?
I'm using this webpage.
Are you going to get a job?
What do you want to do?
What does the computer suggest?
A good job for you is camp counsellor.
f. Would you like to work abroad?
2. Practise saying the phrases and sentences.

) dentifying a key skill (1)

1. @ 322 5V 3. Watch an interview between a careers
advisor and a student. Does the interviewee make a
good impression? Why (not)?

@ 323 [bvo] 3.0 Watch another interview. Does the
interviewee make a good impression? Why (not)?

. Read Skills C heck 1. What good things does the

interviewee do in the second interview? Tick points in
Skills Check 1.

Identifying a key skill (2)

man oW

“u [ (N

A
,(I (] \\\\
w

&u sort of summer job would you l.’ka
' With people, S

How to make a good impressic

You must make a gbod impression at
an interview.
1. Preparing

Think about the interview before
it starts.

* What questions will the
interviewer ask?

* Think of a good, truthful answé
in each case.

2. During the interview

You must have the correct body

language.

* Sit up straight.

* Put your hands in your lap of
the table.

* Look at the interviewer.

* Smile!




3.22

3.23

Presenter:

Careers advisor:
Female student:
Careers advisor:

Female student:

Careers advisor:
Female student:
Careers advisor:

Female student:

Careers advisor:

. s

@ 3.23 [bowD] 3.0
Careers advisor:
Male student:
Careers advisor:
Male student:
Careers advisor:
Male student:

Careers advisor:

3.22. Lesson 3.8. Learning new speaking ski
How to be a good interviewee

What sort of summer job would you like?

I'm not sure.

Well, for example, do you like working with
people?

Mm, yes.

And how about children?

Maybe.

OK. I know there is a job at Macdonald’s. You
could apply for that.

Oh no, | wouldn't like to work inside.

| see. Well, let me have a look what | can find for
you out of doors ...

What sort of summer job would you like?

Well, I'm doing an education course so perhaps
something with children. Also | have two younger
brothers and | like looking after them.

That's a good idea. Would you like to work in this
country or abroad?

| would like to work abroad, if possible. | like
travelling.

Well, there are lots of jobs in holiday camps for
children in the USA.

Ah, that sounds interesting. Can you tell me more
about them?

Yes, of course. And | have some leaflets you can
take away with you ...



1. The interviewee does not make a good
impression because:
¢ she gives short answers; these make her
sound rude / impolite / uninterested
her body language is wrong
she does not make eye contact
answers are not helpful

2/3. The interviewee gives a good impression
because:

he gives full answers and adds extra
useful, relevant information

his body language is good

he makes eye contact

he smiles




D
Write some ‘interview’ questions on the board:

 \What are you studying?

nat do you want to be?

Ny do you want to do that?

hat sort of summer job would you like?
nat sort of field would you like to work in?

=S ===



mm L * Smile!

4. Would you like 4o go abroad?j

when it a’;:.fmato%’

S haund the




39 Grammar for speaking EeEEES questions K .

The start of Yes / No questions is very important. D - R
A i rd in your Yes / No answer. - Do you go to university?
|nmcasesyoucanusetheflrstw?— yi_ . 2. Have you got a job?
No start 3. Can you drive a car?
start . —1-- . | [Baten: 4. Would you like to work in a bank?
Are you .. | Yes,|am. No, I'm not. “ Y9 5 Did you go out last night?
| they are. | No, they aren't. | | Have you .. 6. Are you a student?
"Are oy s ves, y T m 7. Were you late for class today?
Is he ... Yes, he is. No, he isn’t. L= ~ 8. Have you been to another country?
| Were you | Yes, | was. No, | wasn't. LWOUW yOu 9. Can you ride a horse?
ass . D b —_— . . 9
l was he i \ Yes, she was. | No, she wasn't. | | Did you ... 10. Do you live in a flat?
B Amasiiog clesed questions 1. Would you like to visit Russia or America?
Z ’ nd aive true answers with ) 1. Would you like 10 visit Russia or America
‘ N e 2. Would you like to have a manual job or a clerical

\ ( / . : j _4 Yes, I job?

\ f A\ﬁm (o g o SR ) {Nould you prefer to live in a city or in a village? -

\v/ > . Would you prefer to eat Chinese food or Indian
Sometimes, closed questions offer a choice. Y food?
¢ 5. Would you like to travel in your job or stay in one

place? '
. Would you prefer to work with children or adults? B
k . Would you like to live in a flat or a house?
s . . Would you prefer to work in the daytime or at
) Answering closed questions withach = L,

‘ \: @ 3.25 Listen and give true answers. € 9 Would you like to be a manager or a worker?

- 10. Would you like to have your own desk or share
 Would you like fo visit Russia or Ameri a desk?yr y

Ll

Would you like to have t

00 = h







3.10 Applying new speaking skills ISR GCa L0

) Reviewing sounds
Say each pair of words below. Make sure your
partner can hear the difference.

[ ] A B
1. go joe _
2. | get et

L_—3. o0 el E—

‘ 4. | wag —wage

5. | colleague  college

l 6. gust just

‘"I use (n) juice
8. | leg | ledge

9. | angle - | angel .

L 10.  you'l jewel

2} Researching information (1)
1. Study the information from a recruitment website
on the right.
2. Cover the information. What must you do before
you go for a job interview?

How to get a holiday jop

1.

Read the job adv e
Do you have the skills for this job?

Research the company,

Why? Because you cannot give 3004
answers to questions In the interyie,
if you don't know anything abgut
the company.

Prepare an answer far the first part
of the interview. Why? Because first
impressions are very imporant.
The interviewer often says:

Tell me about yourself,

Prepare an answer for other common
questions. Why? Because the Intervews
is probably going to Interview several
people. You must stand out from the othe
interviewees.

Other common questions are:

Why do you want to work here?

Why should we hire you?




Researching information (2)
Study the information below. Job adverts are on the left and company research information is on the ig°
Which job(s) could you do? Which job would you like to do most?

R

| INTERMATL
New company (eat. 2008), Oply anploys kame-workers. Pays gt

piecawork ratu for work in Woed and date entry infe
kit



Tell me about yourself
Why do you want to work here?
Why should we employ you?

Interviewers can ask supplementary
questions if they want — encourage faster
classes to do this.

Also, elicit a few ideas for beginning the
interview and putting the interviewee at their
ease:

Good morning / afternoon. I'm ...

Your name’s ..., isn‘t it?

It's a bit cold today, isn’t it?

Did it take you long to get here? The traffic’s
terrible!

For finishing off the interview:

Have you got any questions?

Well, I think that's everything. Thank you for
coming. We will let you know as soon as
possible.



Individual questions

Tell me about yourself

What’s your name?

My name’s Josephine
Smith.

Why do you want to work here?

How old are you?

I'm 18 years old.

| understand that the company is quite small and |
want to work for a small company when | finish
my education.

Where are you from?

| was born in London but
| live in Winchester now.

The company has a good reputation in the city.
| use the shop myself and | love the food.

Where are you

| am studying at

| think people should buy fresh food instead of
junk food.

The job looks interesting. | like meeting people.

studying? Winchester University.
What are you | am doing a BA degree
studying? course in Psychology.
What qualifications do | I have three A levels and
you have? ten GCSEs.

What experience do
you have?

| worked in shops when |
was in sixth form.

Why should we hire you?

| have very good maths skills. | didn't take Maths at
A level but | got an A in Maths at GCSE.

| use maths a lot because my Psychology course
involves a lot of maths work.

I’'m an extrovert person and | have experience of
working in a shop.

| like being tidy so | think the shelf-stacking would
be interesting.




/e prau.pri.at/

['a:.k1.tekt/
/'a:.k1.tek.tfor/
['ea.ri.a/

/kan 'trib.ju:t/
/'kaun.sal.ar/

/d1'li:.fen/

/1K sp1a.ri.ans/

newspapers, television, radio, and the internet

finishing the task on time

an advantage or something extra,
such as money or goods, that you
are given because of your job

reliable
a person who
| trex'ni:/ is learning and practising the

skills of a particular job

the number of people who do not have
a job that provides money



https://dictionary.cambridge.org/dictionary/english/newspaper
https://dictionary.cambridge.org/dictionary/english/television
https://dictionary.cambridge.org/dictionary/english/radio
https://dictionary.cambridge.org/dictionary/english/advantage
https://dictionary.cambridge.org/dictionary/english/extra
https://dictionary.cambridge.org/dictionary/english/money
https://dictionary.cambridge.org/dictionary/english/good
https://dictionary.cambridge.org/dictionary/english/your
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/person
https://dictionary.cambridge.org/dictionary/english/learning
https://dictionary.cambridge.org/dictionary/english/practising
https://dictionary.cambridge.org/dictionary/english/skill
https://dictionary.cambridge.org/dictionary/english/particular
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/number
https://dictionary.cambridge.org/dictionary/english/people
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/provide
https://dictionary.cambridge.org/dictionary/english/money

111 Vocabulary R 'l Word building

1. A good employer looks after all the people in
the company. noun

2. The company has 200 employees in its main
office. noun

3. We would like to employ you to work as a
teacher. verb

4. What is the length of employment in this
job? | mean, how long do you want me for?
noun

5. If you learn many skills at college, you will be
employable when you leave. adjective

?ww(drsrrmnf;ﬁbﬂbahfﬂﬂﬁ'“.' .
L%(-)apmwbohpidwdoaﬁ~ =
:%(n)apmmm“ﬂ’"""'::'

\employment (s) 1 cmplopng o bS8 S5

speech 5

o
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1. All the words are nouns.
4. a. advisor — advice

b. manager — manage

. deletion — delete

d. efficiency — efficient Warning
e. responsibility — responsible
f. payee — pay

g. kindness — kind
h. requirement — require



ERPRLTESIR G YL TN So you want to be a journalist

u Activating ideas

Think of a job you would like to do when you finish your education. Answer these questions
1. What qualifications do you need? 4. What abilities do you need?
2. What| experience dlo you need? 5. What is the location of this job?
3. What personality ¢lo you need? 6. What are the working hours?

D Preparing to read

1. What should you look at before you read a text?
2. Read the questions below. Then look quickly at the text opposite and answer t! 2

a. Where does this text come from? _
b. What kind of text is it?

. What is it about?

1. — any illustration

a website
b. What kind of text is it? information
c. What is it about? job of a journalist

3. Cover the page opposite. Look at the section headings on the left below. Find one sentence o 3.

the nght from each section.

a Personal qualities and abilities

b Working hours

. Workplace

Warning ¢ P
d Qualifications
e Experience

f Salary and benefits

a

Employers look for people who have contribut
school newspapers or club newsletters.

Career-entry jobs are low-paid.
Journalists must be articulate ...

You need a degree in journalism ..
There is a lot of weekend work ..

Some journalists travel all over the world.

— the title OR the heading
— the introduction OR the first paragraph
. a. Where does this text come from?

a. Personal
qualities and
abilities

Employers look for people
who have contributed to
school newspapers or
club newsletters.

b. Working hours

Career-entry jobs are low-
paid.

c. Workplace

Journalists must be
articulate ...

d. Qualifications

You need a degree in
journalism ...

e. Experience

There is a lot of weekend
work ...

f. Salary and
benefits

Some journalists travel all
over the world.




G Selecting the correct meaning
Read the job description opposite. Find the words below in the text Both meanings are possible

1. articulate (v) move (adj) | able to put words together well v
2. issues (n) important points v (v) sends out
3. shifts (n) working periods v (v) moves
4. freelance (n) a person who works for him/herself (adj) | not employed by one company v
5. mass (adj) |going to a large number of people v | (n) large number
6. field (n) place for animals or crops (n) area, e.g., of work, study v
7. contribute (v) give money to (v) give items to v
8. cub (n) junior employee v (n) small animal
9. rise (n) (an) increase ¢ (v) (to) increase
10. perks (v) gets more active (n) extra benefits v

Reading and reacting
Answer the questions below. Explain your answers.
Do you have the personality to be a journalist?
Do you have the abilities to be a journalist?
Would you like the working hours of a newspaper journalist?
Do you have the right sort of experience to be a journalist?

Al o

How do you feel about the salary and benefits?




m ‘Eb‘i{ﬂ' Nt DDs Y

choose-a-career.com

journalist

We all read - g

e mnng:‘fshoapefs and magazines We all watch the news on teigvision or fistan to it
o s aps you even read the news on a websile But would you like to write the

news? If so, think about a career in oumalism '

(TR e

Parsonal gualities and abllities

Journassts - T

mus! be articulato In spoech and writing. | hey must o cutgoing and Ike mesting now
people. They must be intecastad In ssues ke pollubon and chimate change They mus! 2iso Da asa
io type and use information technology

Working hours
Maga.zlmp.\mdslswomm 9 am. to 5 p.m,. Mondays to Fridiays, but newspapor pumalists sometsmes
work shifts. There is a ot of weekend work and ungax 4 pvertima as well Tha news never stops!

Workplace
Joumalists usually work in 8 newspaper or magazine office, bul keelance joumalists work from home.
\ Somapmnalisls!molallovenru:wodd oo

Qualifications
You noed a degros o0 most jobs in this feld. Employers prefer candidales with @ degree in journalism
or media studies. Media studies courses look at communmication in the mass media

. Experience
Employers lookﬁpeop‘e who have contribuled Y0 school newspapers or club newsleters,

- e AR
Salary and benefits

wmmwnmwmsﬂwyhrawbm eWspa about
no.ompgryur,wimmmmM.Mmmbup;seixlmp:;muWw




313 Learning new reading NN Dealing with new wWoros

n Reviewing vocabulary
Match words to make a phrase

1. freelance 7 | technology 3y

2. mass 3 |studies

3. media 6 |overtime Warning
4. company 5 |salary

5. starting 1 |journalist [

6. unpaid 8 |job

7. information 4 |car

8. career-entry 2 |media




L B TETE "I E

8. career-entry . media

D«llng with new words

Identifying a new skill (1) ' _v.v—h;n}od find a new word think:
1. Study the sentences below. Do you know the ' Can | understand this sentence witho,:

underlined words? the new word?

a. Employers look for conscientious people whp, otk Examy
hard all the time. ['Jkglrﬂ'y s Journalists must be outgoing and like

‘ ing n ople.
b. You must motivate YOUI'SQ” to do b")flr\q work and meeting new peop

find o . Ess Perhaps you don‘t know the word
something interesting in each job outgoing. Cross out the word

c. Reliability is very important, because your colleagues Journalists must be ewtgewsg and ik
need your work on time. meeting new people.
d. | work for a multinational company with offices all T e st Hhe cantanea T8
Gror e word. 1. a. adjective (because comes before noun) =
working hard?
e. Always ask your line manager if you have a problem b. verb (because comes after must) = push?

¢. noun (because subject of is ) = doing
things on time?

d. adjective (because comes before noun) =
kind of company — with offices all over the
world?

e. adjective (or noun) (because comes before
noun) = kind of manager?



1. Choose the right | 1 | You must be interested in the

career for you field.
| 1 | Think about your hobbies and
E9 identifying a new skill (2) interests.
1. Read What is a section? 2. Get the right 2 | Find out the requirements for a

Study the section headings below from an article:

_ career-entry job.
Get a good job ... and keep it.

qualifications

2. Find two sentences on the right which might appear 2 | Research the Uni\’iEFSitiES which
in each section. offer the appropriate degree or

diploma courses.

3. Get useful work | 3 | Do summer jobs during your

A] q ' . ' '
1 | Choose the right career for you bk expenence time at university.

Do : : :
- dsumme 3 |Join university clubs and help to
INnd out tr '
organize events.
2  Get the right qualifications Join univer J
4. Getting your 4 | You must sell yourself at the
Meet all th oy : :
first job interview.
3 Get useful work experience Research ti ;
' degree or ( 4 | Wear smart clothes and give
' . Think abot interesting answers to all the
Getting your first job Wear crar questions.
all th | . :
| “9Y¢ 15 Being a good Always get to work on time.
Being a good employee You must t employee
YOou must s

Meet all the work deadlines.




There are three main kinds of word

nouns (n)
man, career, |
A new word In

prepositions (prt
or an adjective?

Identifying
Read the te

Thelworlc

whole of
expect to
different

The|world|of|work

most

is changing. At(onejtime|

people|got a|job|and they stayed in that

job|for the

whole|of their

employees

world

lifel

Employers|paid

, you cannot expect to get aljob|for|life

for their[timel But in the(modern)

when you finish your(full-timeleducation|. You
will probably have many different|jobs|in your

lifetimel Now,

(useful)skills|.

employers

pay

people|for

Warning
ron),
un, a verb
3y for the

ot
any



Sv

Svo
Svc
SVA

English is an SV(O) language. This means the basic sentence pattern in English is. subjed-verb—{object).

=

l subject (S) | verb (V) | | subject(s)  verb(V) ' object (0)
1 The woman | _lis_tfpe’di £ = The company ‘has | tow fmployees. b
l He left. | YOU need a degree. E

However, there are other common patterns.

S v complement (C) B v 7 n adverblal (A)
The job | is T est Some journalists 'work | from home. i
They are joumallsts We Y I tf_-?l_Vf_'» | ’ all over the world.

The pattern of the sentence will help you understand the meaning. It will also help you work out the
meaning of new words. |

s Ta




Employment / is declining. SV
Unemployment / is rising. SV
Warning Many young people / are / out of work. [SV C
Good jobs / are / scarce. SVC
Most employers / want / skilled SVO
workers.
Unskilled workers / cannot get / SVO
full-time positions.
B |dentifyin9 sentence patterns They / work / now and then. SVA
Read the sentences below. They / don't earn / every week. SVA

Divide each sentence into parts with /. Label the parts of each senté
1. Divi

'
S . . *
! Employment / is declining. Unemployment is rising.
} p : - . i

Many young people are out of wark.

| ot get
| Good ]obs are scarce. Most employers want § killed workers. Unskilled workers cannot g

full-tnme ms_g_o__s They work now gnd then. They don't earn every week.
2. Work out the meaning of the gngg_hng_d word or phrase in each sentence.



Is unemployment getting better? 2. Is declining = going dDWF.I |
(No,because it is rising.) unemployment = not having a job
Why are young people unemployed? out of work = not having 3 ij

(Because there are few jobs.) scarce = not man
What kind of workers do employers want? - y

(Skilled.) skilled = with ability to do things from training
Why don’t unskilled workers earn money _,DDSfﬁDHS = jD bs

every week? (Because they can’t get fulltime work.) now and then = sometimes DEEESiDHa”y
Identifying sentence patterns earn = gEt money for work

Read the sentences below.

ch sentence into parts with /. Laper uie pain ur caun ssniven e

1. Divide ea

\
\l/
.

/ is declining. Unemployment IS rising. Many young peopie are out of WOrk

Employmem :

. ~rlrare <killed workers cannot get
Good jobs are scarce. Most employers wan skilled workers. Unskilled workers cannot 9
OO( - -._’-'_—“-. -

' > 't earn every week
full-time positions. They work now and then. They don't earn every

i cp 23C antence
2. Work out the meaning of the underlined word or phrase in each sentenc



3.15 Applying new reading skills

n Reviewing key skills
You are going to read about another job.

1. What st
Make a

2. Find all
ﬂ Predicting «

Look at the
each questic

1. What ¢
2. What e
3. What m
4. What s¢

S0 you want to be an architect?

.....

work?

company but
also on your own

questions section | answer Workol

orkplace

1. What can | f $1,500 per PPy
earn? month ?uallf.lcatlon .

xperience

2. What examinations d degree in S 7 c
must | pass? architecture alary a

3. What must | be able a good at by
to do? mathematics, 7

able to draw, etc.

4. What sort of a listen to clients, A ,
perg(jnali’[y must | etc. 5. What Work Sk'"S must | have7 Y e
have?

e 6. When must | work? 85

5. What work skills e background in
must | have? design 7. Where must | work? Sk

6. When must | work? b 9a.m.to5p.m.

but overtime too
7. Where must | C in a large




.2 Checking predictions
Read the text opposite. Find one answer to each question in Exercise B. Go straight to the correct section.

\

»\‘Fvwai can | earn? = GCI {C Sa\anj and bene{“t{s = } 25.0000) ver wear

) ) _ words part | How do meaning in
Q Dealing with words in context you know? | context
The words and phrases below are in the text. | 1. centres n |There are + |places with a
: noun phrase | lot of shops
| words _ part 2. draw v |ableto+v |make ext
1. | centres n pictures of shops
2. ' draw 3. complex adj |v+adj+n |hardto use
3 complex 4. carry on v must + v continue
| | 5. practice n |aftera=n |company,
4. | STy ON | business
5. practice 6. cover v |pronoun + v |include
6. cover |7 background n |aftera=n |some
: : : experience in
7. | background the past
8. packages 8. packages n |adj+n programs
1. Find each word in the text and underline it. Is it a noun, a verb or an adjective? Write the part of

speech in the second column.

. How do you know the part of speech? Write the pattern in the ‘How do you know?’ column.
. What does each word mean in context?




B Developing critical thinking
Think about the two jobs discussed in this section.
1. Find two similarities.
2. Which job:
a. has the higher salary?
b. is the harder?
C. is the more interesting?
3. Which job would you like to do most?

1.9 a.m.-5 p.m., like meeting people, can be
freelance / own practice

2. a. architect
b. and c. Depends on students.

3. Depends on students.



Fle Edk View Fawdes Toom ey

)

d\ 9 ﬂ O/ faww.choose-a-career.com/architect

choose-a-career.com

The website that helps you find the right career for you

S0 you want to be an

architect

The world around us is changing. There are new buildings everywhere. There are new shopping
centres, new houses and flats, new factones. Would you like to design new buildings, to make
them safe, comfortable and beautiful? If so, think about a career in architecture.

e e e e S SR,

» Personal qualities and abilities |
Architects must be good at mathematics, They must aiso be able to draw well. They must be able to
listen 10 chents, to find out their wants and neads. They must also be able 1o use complex programs for
drawing on a computer,

+ Working hours
Architects work from 8 am, 10 5 p.m., Sundays to Thursdays, but they often do ots of overtime to meet
a deadine. If the deadline Is tomorrow, and you haven't finished by 5 p.m., you must carry on working

through the night! Of course, this overtime is usually unpaid.

Workplace

Architects often work for large companies like banks or supermarkets. When you have a lot of
axpenence, you can start a practice of your own.

 Qualifications

|

l

|

l

l

l

You need a degree in architecture. Some degree courses lake five years or more. They cover ’
engineering principles and town planning laws as well as design. ’
|

l

|

|

|

OEX”"‘.M!
Employers look for people with a background in design.

1 Salary and bensfits

The starting salary for an architect is high. You eam about $1,500 per month. But remember! You will be

23 or 24 before you start eaming. There are no perks, except perhaps free use of expansive packages
for the computer.



a. What is a campus? | | They are people you work or study with. 2 Listening
b. What is a graduate? i | People who make fun of something you can’t change. |2 Reading
c. What is plagiarism? ¢ | Using someone else’s work without naming them. 1 Reading
d. What is a tutorial? f | The human brain and individual behaviour. 2 Listening
e. What is an assignment? k | People who show their feelings. 2 Writing
f. What does a psychologist study? | h |[The third stage, after secondary. 1 Speaking
g. What does a sociologist study? m | Employing someone for a job. 3 Speaking
h. What is tertiary education? n | A person who writes for a newspaper or a magazine. | 3 Reading
.. What are bullies? o | A person who designs buildings. 3 Reading
. What are colleagues? | | Payments for work. 3 Listening;
k. What are emotional people? g |The behaviour of people in groups. 2 Listening
. What are wages and salary? e |A piece of written work, usually homework. 1 Listening
m. What is recruitment? d |A discussion in a small group with a tutor about a topic. | 1 Speaking
n. What is a journalist? a |All the buildings of a university or college. 1 Listening
0. What is an architect? b |A person with a degree. 1 Speaking




a. dominant h |in your own country a. hire I | need

b. mentally e |dissatisfied b. punctual g |outgoing

c. optimistic f | with other people c. hostile d |old

d. punishment g |chronological d. ancient f |organization
e. satisfied ] |clerical e. behave h | mind

f. alone | | part-time f. company b |on time

g. alphabetical b | physically g. extrovert ] |sick

h. abroad d |reward h. brain a |employ

I. full-time a |submissive I. require e |act

j. manual C | pessimistic J. il c |aggressive

Warning




appearance (n)
appoint (v) by
appointment (n) =~
arrow (n) »w
attitude (n) ~~
candidate (n)

conduct (nand v) .-~
consultant (n)
contact (v)
department (n) :
description (n) ‘¢~
design (n and v) s
executive (n) v
experience (n)

flow chart
intelligence (n) .
interpersonal (adj)
interview (n and v)
mmber(n)‘ ,



ER LS TETR LV Selecting people for jobs

u Building knowledge advertising, interviewing, selecting,
1. Read the text below about the selection process. Divide the text into
four paragraphs.

2. Find and underline words in the text from the list on the right. Try to

work out the meaning of the words from context. . .
9 e What is the aim of the selection process?

Selecting a new member of staff is not easy. Many companies have a long (To get a large number of candidates and
choose the best one.)

e How does the process begin? (With a job
description.)

e Why is the job selection process at Acme

| Engineering bad? (Because the manager
selection process. When there is a vacancy in any department, the manager puts does not take up references and does not

selection process with many stages. The aim is to get a large number of candidates
for a job and then to choose the best one. The process begins with a job
description and ends with the appointment of one person, The process often
includes references and interviews. Acme Engineering does not have a goed

an advertisement in the local paper Candidates are asked to write a letter with conduct interviews.)

information about ther qualifications and expenence. The manager does not take  ® What is the Munro-Fraser Plan? (It is a
up references from previous employers. She does not conduct interviews. As a person description.)

result, Acme Engineering has appointed many unsuitable people in the past few

. Munro and Fraser are the two people who
years. The manager of Acme Engineering has asked a management consultant to devised this plan.

design a good selection process for the company. The management consultant has
suggested writing a person description for each vacancy. One way to write a
person description is the Munro-Fraser Plan (see Table 1)



0 Understanding new vocabulary
Match each point from the Munro-Fraser Plan with an example,

Table 1: The Munro-Fraser Plan

1.

6. |
7.

wants to become a manager; willing
to work long hours to solve problems

, | able to manage a team of people,

qualifications

Bl including some older engineers
e R at least two years’ work in a
Ppe maintenance department
attitude " able 1o learn about new products quickly;
able to find solutions to problems
intelligence .. | friendly, helpful
motivation smart

interpersonal skills = 1 | degree in Engineering

G Developing critical thinking
Study each point in the plan again,

1.
2.

1.

Give another example for each point.

How can a manager check each point during a selection process?
Quualifications

A manager can check qualifications on the application form.

A manager can also check original documents at the interview.

2. experience

— check on the application form
— check at the interview
— ask the referees

3. appearance

— ask for a photograph
— check at the interview
4. attitude

— ask the referees

5. intelligence

— check at the interview
6. motivation

— ask the referees

— check at the interview
7. Interpersonal skills

— ask the referees

— check at the interview



ERPELCER O TRV LT A selection process 1

n Reviewing vocabulary

1.

O NSO A WN

. write / produce

a job description

Complete each phrase with a suitable verb. 2. design an advertisement
write a job description 3. complete / fill in an application form
' an advertisement 4. make / produce a short list
coomplete [V ~an application f
| PRICEONTOT. 15, take up / follow up references
Moke [prodit a short list : ;
bl , 6. conduct Interviews
tule v [ lulla- 27 references
~ndec } interviews 7. interview candidates
N ol e candidates 8. appoint the best candidate
2 ggalv ] the best candidate

B Understanding a discourse structure (1)

Study the flow chart on the opposite page. Discuss these

questions.

1.

How many stages are there in this selection process?
2. What is the first stage? |
3

4. Why does Job description come before Person

What is the final stage?

description?
Why does References come after Short list?

e




G Understanding a discourse structure (2)

1. Read the assignment for the Business Studies Faculty.

e Which faculty,has given this assignment? :
(Business Stu d}%é) §ﬁ1cfy fhe 8 Y about the selection process under the

e What area of Busfilr?e\gs%aeggqﬂéite' Complete the essay with

assignment for? (hh%%ﬂ*?éémcéfom the flow chart.
management: skleCtingpeople)ow chart. Try to draw the flow chart from
* How many main gartsitoothe assignmente essay.
are there? (two)
Developing critical thinking
The writer of the essay on the opposite page has not given
the reason for some of the stages.

Write the reason for these stages in the correct place.
1. The manager makes a short list.
2. The manager telephones the referees.

3. The manager interviews some of the candidates.
1. After studying all the applications, the manager makes a short list of candidates
because she does not want to interview all the candidates.
2. Then, she takes up the references. She writes to the referees and she telephones
them because she wants people to tell the truth about the candidate.
3. Finally, the manager conducts interviews with two or three candidates because she
must meet the best people face to face.

Business Studies Faculty

Human resource management: sclecting pef|

Assignment 2

* Draw a flow chart of a good selectic
process.

* Write a description of the process.
Explain the reason for stages of the |

if necessary.

e




Firstly, the manager writes a job description. Warning , Job »a\am_,» .
The job description gives full details of the job. e e 17\ —
Then, the manager writes a person e
description. The person description describes P ‘L’L_b description
the best person for the job. o ‘i‘ )
After that, the manager designs a job advertisement. The Person description |
advertisement contains information from the job description e “w S e——
and the person description. Next, the manager puts the —_— Ao bissonant R

advertisement in several newspapers because she wants a ~— i R

large number of people to apply. —— ¢ e =
Candidates contact the company. The manager sends them Application form

an application form. The candidates complete the form and "l S &

return it to the company. Candidates must provide two  Ghoet | 4 o

referees. e ~-$‘ S

After studying all the applications, the manager makes a short o e —

i i eterer
list of candidates. N ‘\ { rences

Then, she takes up the references. She writes to the referees o \L

and she telephones them. | T
Finally, the manager conducts interviews with two or three ot aiase ‘AL —
candidates. , :\ v 5

— ——



A selection process

Firstly, __the manager writes a job description . The job description gives full details of

-L"

the job. Then, ‘h stage ™ & 2c5o cesc The person description describes the

best person for the job. After that, _‘Aau. s 3 o ity cwvivwhe . The advertisement

contains information from the job description and the person description.

21
Next, "¢ pot) Fhegdy o Stver pusbecause she wants a large number of people
to apply. Candidates contact the company. /L« awas  Seacls fhin o1 & 2 [,««

The candidates complete the form and return it to the company. Candidates must provide two

referees. After studying all the applications, - 24 i 7 72 .;auf/.)_.@.j.lb' F lst o4 (nd

e c————— s e

.' thy f .
Then, ___Sii fats yp . ‘}“ (et - She writes to the referees and she telephones

them -

. | b1 o
Fnally, — 748 piiar Condsclhy 1A o s



ARERERCETO TG TENR T TS T I Writing about a process

u Developing vocabulary

One or two letters are missing from each of these words
from the course so far.

1. Complete each word with the missing letter(s).

a. language g. engineer
b. manager h. wage
C. enjoy I. colleague
d. job j. aggressive
e. suggest k. subject
f. June |. assignment
2. Read the Pronunciation Check and check.

ey o Tithas gand j 1

We can write the sound /g/ as g or gg.
Examples colleague, aggressive

We can write the sound /d&/ as g, gg or j.
txamples: engineer, suggest, subject

You must learn the correct form in
each word.

Note

Sometimes we must write the letter g
but it has no sound.

Examples: assignment, weight, high




B Identifying a new skill (1)

1. Read Skl Check 1. How many stages are there in the
process of making a cup of tea?

2. What stage is missing from the flow chart in Skills Check 12

G ?ractising a new skill
Below are the stages of the writing process.
1. Number them in a Ioglcal order.

e —————————— —

Orgamze

Rewrite

P —eect——————————— A ——————

2. One stage is missing. Add the missing stage in the
correct place.

3. Draw a flow chart of the process.



Think

J

Organize

J

Write

J

Edit

J

Rewrite

Making a cheese and tomato sandwic



Skills Check 1

Organizing information into
a flow chart

You can organize information in a
process into a flow chart.

Example:
Making a cup of tea
( Boil ketile j

e
( Put imbag n Cup j

N
( Pour water on teabag )

T

——TT

C & )

o )
You must:

1. Find out the stages of the process.

2. Put them in order. Draw a box
around each stage.

3. Draw an arrow to link each stage
with the next one.



£2) Identifying a new skill (2)
Read /i« Check 2. Then write a chronological marker in
each space in this short essay.

Fiestly , the writer thinks about the topic. The writer
makes some notes or a spidergram.

Then _, the writer organizes the information into Skills Check 2
paragraphs. Each paragraph contains information about Chronological markers

topics.
one or two sub-topics We use words and phrases to show
Next ., the writer produces the first draft of the essay stages of a process.

| Firstly, Secondly, Thirdlly, ...

Atterthat  the \writer edits the first draft. The writer Next, / After that, / Then
corrects problems with grammar, spelling and punctuation. Finally, o

S—

Finally  the writer rewrites the essay.




Passives are very important in academic English because readers are often more interested in

the action than the person who did it. In some cases, the person who did the action may not

even be known to the writer, e.g.,

Someone greets the candidates. = The candidate is greeted.

Passives can also make an action sound more impersonal and therefore more academic,

e.g., | asked the candidate ... = The candidate was asked ...



ERENEFT TR LTRT L LT Present simple passive

~ ———

different order.

We often do not say who did the action.

\ —

She telephones |the referees.

.

-» The referees

We often use the passive in academic English. In passive sentences, we give important information in a

In the present simple passive, we use the verb be in the present and the past participle of the active verb.

1 2 3 3 2 1
subject v. active object subject v. passive bt
The manager writes a job description. - A job description | is written D et e

—

are  telephoned  by-hes

n Producing passive sentences

Warning . , :
Rewrite each sentence in the space given.

1. The manager writes a person description.

2. The manager designs a job advertisement.

A person description is written,
A job advertisement is designed.

The manager puts the advertisement in several newspapers. The advertisement is put in several newspapers.

The manager sends candidates an application form.

5. The candidates complete the form.

Candidates are sent an application form.
The form is completed (by the candidates).




R

We often give a reason for an action by using because or so. We can put the reason after or before the action.

action reason

The advertisement is put in several newspapers because the company wants a large number of candidates.
reason action

The company wants a large number of candidates, so the advertisement is put in several newspapers.

u Givikig Feasons Answers depend on

Complete each sentence with something logical
1.

2.
3.
4,
.
6.

Managers telephone referees because they don’t like putting bad things in writing.
Architects must be able to listen to clients because they must understand their needs.
You must go to work every day because people rely on you.

The news never stops, so __ SO0Me journalists work shifts

Journalists meet new people every day, so they must be outgoing

Managers cannot interview all candidates, so 9 small number is selected.




@ LRV TN D R OO B An interview process

u Reviewing vocabulary
In a selection process, who or what can you ..

Warning

1. write? a job description /
person description

2. design? an advertisement
3. send? an application form
4. complete and return? | an application form
5. make? a short list
6. take up? references
7. telephone? a referee
8. conduct? an interview
9. interview? a candidate

10. select? the best candidate

NL,

Eadand I
.
v

An interview process

>

LA~ (F o




B Thinking and organizing
You are going to describe the interview process at a |
company. There are three sections to the process:

e Before the interviews (B)

e During each interview (D)

e After the interviews (A)

1. Study the stages on the right. Mark each stage B, |
2. Number the stages in each section in a logical or
3. Add a reason for some of the stages.

G Making a flow chart
Make a flow chart for each section of the interview g

B Describing a process
Write about the interview process.
Remember to:
¢ use the present simple passive where possible.
e give reasons for stages with because / so.

Candidate can ask questions

Check qualifications and experience

Give candidates a personality test

Give candidates tea / coffee / biscuits

Interviewers discuss candidates

Interviewers make a decision

=N = | w| w| oo

Introduce the interviewers

| O | lm|l o 9|9

L

Manager sends letter to successful
candidate

I=

Manager sends letters to unsuccessful
candidates

Organize interview room

Question: Tell me about yourself.

Question: Why do you want to work here?

Question: Why should we hire you?

Short conversation, e.g., weather, journey

o OO0 O] O

| B o =J | Gh| LA| —

Take candidates on tour of company




Before the interviews:

Organize interview room

J

Offer candidates tea / coffee / biscuits

3

Give candidates a personality test

{

Take candidates on tour of company

4

Interviews start




During each interview:

Greetings and introductions

4
Short conversation, e.g., weather, journey
4
Check qualifications
L
Check experience
4
Question 1: Tell me about yourself.
I
Question 2: Why do you want to work here?
4
Question 3: Why should we hire you?
4

Candidate can ask questions




After the interviews:

Interviewers discuss candidates

g

Interviewers make a decision

{

Manager sends letter to successful candidate

{4

Manager sends letters to unsuccessful candidates




3 cditing
Exchange descriptions with a partner, Read hissher
description. Mark the description with 2, S, G and P,

u Rewriting
Read your description again. Look at the 7, S, G and P marks
on your first draft. Rewrite the description.



n Activating ideas
1. Look at the photographs of jobs above. What is the main task of each job?

‘ b
2. Which of these jobs would you like to do? Which of these jobs would you hate? \
B Gathering information (1)
1. Divide into two groups. Group A: @ 3.26, Group B: @ 3.27. Listen to the information about two jobs

Make notes to answer these questions

* What is the name of the job?

* What does the job involve?

* What sort of person is good at the job?
* What are the working hours?

¢ What are the benefits?

e What qualifications do you need?

¢ What experience do you need?

* What is the starting salary?

2. Work in pairs, one student from Group A and the other from Group B. Exchange information about
voiir inh Maka nntac



Exercise B1. Group A.

Teacher: I'm going to tell you a little bit about my job. I’'m a primary school teacher. At primary
schools in the UK, we have children between the ages of 5 and 11. After 11, they go on to secondary
school. So | teach children between 5 and 11. | teach all the subjects, like History and Geography. At
primary schools, we don’t have special teachers for Maths or Science. | think you have to be a special
kind of person to be a primary teacher. | don’t mean very intelligent. | mean patient. You have to say
the same things again and again, and you must not get angry with the children. In fact, you must like
children very much. Primary schools are open from 8.45 a.m. to about 3.45 p.m., but a teacher’s day
is longer. | work from about8.00 a.m. to about 5.00 p.m. Schools are open five days a week, Mondays
to Fridays. But of course, my work does not finish when | go home. | have to prepare lessons, mark
homework, write reports for the school or the government. | also manage an afterschool club.

Some people think teachers have an easy life because schools are only open for about 40 weeks each
year. But | have to go into the school when the children are on holiday and there is a lot of
preparation for the next term.

You must have a teaching certificate — that takes three years. You must then work as a practice
teacher for one year. The best work experience for this job is having younger brothers and sisters. You
learn to be patient. If you don’t have brothers or sisters, get a job in a school in the summer holidays.
Teachers need a lot of help in the classroom. A newly qualified teacher can earn about £18,000 per
year at first.



Solicitor: I’'m going to tell you a little about my job. I’'m a solicitor. A solicitor is a person who helps if you
have a legal problem, or if you want to write a legal document. For example, you need a solicitor when
you buy or sell your house.

Solicitors must be patient and they must be good at listening. They must listen to their customers’
problems and give them advice. They must also be very careful because their advice must be correct, in
the law.

Solicitors work a 37-hour week usually, Monday to Fridays. However, you are often on call at night or at
the weekend. On call means that people can call you on your mobile and you have to talk to them or even
go and see them at any time. New solicitors usually start with small companies but

they can go on to work with very large companies. Many solicitors start their own companies after
some years.

You must have a degree in law or a diploma. A degree takes three years and a diploma takes at least two
years.

The best work experience for this job is working with a local solicitor, in his or her office. You get a good
idea

of the different jobs. Some are very interesting, some are quite boring! A newly qualified solicitor can
earn about £14,000 per year at first.



1. What is the
name of the
job?

primary school
teacher

solicitor

2. What does the

job involve?

3. What sort of
person is good

at the job?

4. \What are the

working
hours?




5. What are the
benefits?

6. What
qualifications
do you need?

7. What
experience do
you need?

8. What is the
starting salary?




3. Are you the right sort of person for one or both jobs? Explain your answer,

Gathering information (2)

1. Work in pairs. Read one of the texts about jobs, Advertising executive or Petroleumn engineer, on pages
102 and 103. Make notes.

2. Explain the information you read about to your partner. Your partner should make notes.

Giving a talk

Choose one of the jobs from your portfolio notes, Primary school teacher, Solicitor, Advertising executive
or Petroleum engineer. Write a short talk. Give your talk in a small group.

Writing
@ 3.28 Listen to a talk about the job of retail manager. Write a website page for choose-a-career.com.



CNnoose-a-career.com

The website that belps you find the right carcer for you.

S0 you want to be an

advertising

executive

~

The world of advertising looks very glarﬁorbus from the outside. Thinking up new ideas for
advertisements, then making the advertisements with famous people in exotic locations. But in
reality it is a very competitive field,

Personal qualities and abilities \

Adventising executives must be knowledgeable about the world, They must be creative and passionate
about their work. They also need determination to win, and they must not be afraid 1o compete with
others. The business can be ruthless at times.

l
Working hours L

Advertising executives do not have fixed hours. The office itsalf may be open from 9.00 a.m. to 5.00 p.m ‘
to the general public, but the executives often start earier and finish much, much later. There is a lot of
weekand working, too |

Workplace

Advertising s largely office-based. Don't expect to be flying around the world all the time, although some \
very large agencies have offices overseas and you may be sent for a placement or a permanent job

Qualifications

You need a degree, but it does not have 1o be in a particular subject. It can be an arts subject or a
science subject. Most large advertising agencies will train you on the job, with lectures, presentations
and placements in different depariments.

It is good to show your creativity in some way. If you are studying art, you will have a portfolio of
drawings and paintings, but if you are doing another subject, you need something else, for example,
poetry you have written, or another type of creative writing.

I
|
|
\
i
Exporience \
\
{

Salary and benefits

Advertising executives etart am abk- s &2 == -
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'\p :5\ p ﬂ hitp://www.chocse - a-career.com/petrolesmengineer

choose-a-career.com

T'he website that helps you find the right career for youw.

So you want to be a

petroleum

engineer

The products of petroleum engineering are all around us, from car fuel to plastics, from
perfume to fertilizer. Petroleum engineers make a vital contribution to the modemn world.
Perhaps they work with computers to design and build refineries. Or perhaps they work in a
refinery with responsibility for maintenance, health and safety. Either way, it's an exciting world.

Personal qualities and abilities

Petroleum engineers must be interested in chemistry - and good at it! They must also be good at |
maths and be able to understand the principles of engineering. Because so much design and control is ‘
done by computers nowadays, they must have a high standard of computer literacy, especially using

| computer-aided design (CAD) programs. ‘

Working hours

Petroleumn engineers in a research and development team work about 37 to 40 hours per week, But 1
engineers in a refinery often work much longer hours, 50 or 55, with a lot of evening and weekend work.

Workplace

Research and development teams work in offices. Maintenance and control engineers work in a
refinery, both indoors and outdoors. Sometimes they need to work offshore or deep in the desert.

Qualifications
You need a degree in chemical engineering or a Higher National Diploma (in the UK),

Exparience
Get as much experience as possible on computer programs, especially CAD.
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