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/əˈprəʊ.pri.ət/

/ˈɑː.kɪ.tekt/
/ˈɑː.kɪ.tek.tʃər/

/ˈeə.ri.ə/

/kənˈtrɪb.juːt/

/ˈkaʊn.səl.ər/

/dɪˈliː.ʃən/

/ɪkˈspɪə.ri.əns/

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

/ˌtreɪˈniː/
a person who 

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
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/ˌkɒn.ʃiˈen.ʃəs/





Warning





Warning



Is unemployment getting better? 
(No,because it is rising.)
Why are young people unemployed?
(Because there are few jobs.)
What kind of workers do employers want?
(Skilled.)
Why don’t unskilled workers earn money
every week? (Because they can’t get fulltime work.)



Personal qualities and abilities
Working hours
Workplace
Qualifications
Experience
Salary and benefits
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advertising, interviewing, selecting,

• What is the aim of the selection process?
(To get a large number of candidates and
choose the best one.)
• How does the process begin? (With a job
description.)
• Why is the job selection process at Acme
Engineering bad? (Because the manager
does not take up references and does not
conduct interviews.)
• What is the Munro-Fraser Plan? (It is a
person description.)

Munro and Fraser are the two people who 
devised this plan.



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





• Which faculty has given this assignment?
(Business Studies)
• What area of Business Studies is the
assignment for? (human resource
management: selecting people)
• How many main parts to the assignment
are there? (two)

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.



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

Then, the manager writes a person
description. The person description describes
the best person for the job.

After that, the manager designs a job advertisement. The 
advertisement contains information from the job description 
and the person description. Next, the manager puts the 
advertisement in several newspapers because she wants a 
large number of people to apply.

Candidates contact the company. The manager sends them 
an application form. The candidates complete the form and
return it to the company. Candidates must provide two 
referees.
After studying all the applications, the manager makes a short 
list of candidates.
Then, she takes up the references. She writes to the referees 
and she telephones them.
Finally, the manager conducts interviews with two or three 
candidates.
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Then

Next 

After that

Finally



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., I asked the candidate … = The candidate was asked …



A job advertisement is designed.

The manager puts the advertisement in several newspapers.

The manager sends candidates an application form.
The form is completed (by the candidates).

Warning



they don’t like putting bad things in writing.
they must understand their needs.

people rely on you.
some journalists work shifts

they must be outgoing
a small number is selected.

Answers depend on
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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 I teach children between 5 and 11. I teach all the subjects, like History and Geography. At 
primary schools, we don’t have special teachers for Maths or Science. I think you have to be a special 
kind of person to be a primary teacher. I don’t mean very intelligent. I 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. I 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 I go home. I have to prepare lessons, mark 
homework, write reports for the school or the government. I 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 I 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?

teaching children
between 5 and
11; all subjects,
e.g., History,
Geography,
Science

helping people
with legal
problems or legal
documents, e.g.,
when you buy or
sell a house

3. What sort of
person is good
at the job?

patient; likes
children

patient; able to
listen; careful

4. What are the
working
hours?

8 a.m.– 5 p.m.,
Monday to Friday
but work at home
preparing lessons,
marking
homework,
writing reports;
managing clubs

37 hours per
week, Monday to
Friday but may be
on call at
weekends and
during national
holidays



5. What are the
benefits?

average work =
40 weeks per
year (but lots of
preparation in the
holidays)

can start your
own business
after some years

6. What
qualifications
do you need?

teaching
certificate; one
year as a practice
teacher

degree or
diploma in law

7. What
experience do
you need?

younger brothers
and sisters;
summer job at a
school

work experience
in solicitor’s office

8. What is the
starting salary?

£18,000 p.a. first
year

£14,000 p.a. first
year









Mamosta emnsh
walami dazanim



Kwra, mastaw byne
Kak Hemn alere

zor brsima


