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Scope and Sequence

Topic
. .‘-“" '. -

| Online Job
Search

Vocabulary

Job Application

Listening

- Ways to search jobs

- Asking about a job

- Atalk from Human
Resources

Reading

Online job
advertisement

Writing

Job application form

Grammar

Present Simple

Scope and Sequence | 5

Speaking

- Jobtitles and
responsibilities

- Job interview

- Ways to search for jobs

Introductions

- Introducing yourself

Describe yourself and

- Before a job interview

. Personality - Before a job interview An appreciation email A ——— Be going to -Ajob interview
and Interviews - Interview tips y - Self-introduction
S Making conversation
Breaking the - Strikingup a o ) o Adverbs of 5 -
Interests . Effective icebreakers Icebreaking activities - Icebreaking ideas
: _ lce conversation frequency i »
: ) -Firstday onthe job
¥y - Speed networking
Review1l pages38-41
Writing Emails . Ema”'FIPS ‘ ‘ Business s - Asking for advice
Correspondence | - Checking emails Email facts opportunities via . - Text message terms
and Messages - Voice messages emails a - Misunderstood phrases
Answering - Leaving a message The Basics of Phone _ g .
PhoneCalls X ) Phone messages Thereis/are calls
Calls - Services overthe Call Etiquette
- Key phrases for
: phone .
answering calls
6 - — - Planning a meeting
.- | = o ; ; - Clarifying questions
- = Organizin -Questions for a Reserving a
e & g Meeting Q A meeting agenda & Past Simple - Meeting introduction

W= :
g ( e Meetings

2 b,

Review 2 pages72-75

meeting
- Schedule conflicts

conference room

- Brainstorming session




6 | Working English 1

Topic

snmsuns @ LG sonv. TosHiBA

=5 i e s INtroducing

Scope and Sequence | 7

Review3 pages 106-109

10 ¥

200K NG

-Booking aroom

Vocabulary Listening Reading Writing Grammar Speaking
- Acongratulatory
speech - Investing mone
Company P . . Company Countable and g‘ y
. Shentire - Making investments The Lunchpail Story e ancauriabienouns | Types of industries
Companies - Talking about a - Discovering companies
company
_Buvi inti _Buvingit
\ o N uy!ng paintings pplens, Sarsung ‘ uying items
| Negotiation Bargaining - Buying stocks . Sales Comparatives - Product launches
Negotiations _—
- Contract terms - Negotiation phrases
- Presenting a new .

i R - Preparing a
Preparing Pitchin gre - Structuring Your Outline and ideas for Hike ... vs. I'd like demonstration
Presentations & re[sjentafion Presentations presentation slides - Presentation activity

P . ; - Presentation phrases
- Presentation slides

- Reserving a room

Review 4 pages 140-143

- Typesof complainers

Hotel - Train tickets
. Reservations - Checking vacancies Atari Hotel Hotel descriptions Superlatives ——
Reservations - Making a reservation .
reservations
- Home office
; - Discussing WFH . :
Working from Is Working from - Setting up a home
8 Home Office - Home office : ) WFH schedule Imperatives gup
Home The ideal home office Home the Solution? office
- Covid-19 and work
. - Awful service
-Complaint calls
. o . : ; ; Gerunds and -Problems and
Complaints Complaining - Rejecting a service AYelp Review Complaint letter - g
Infinitives solutions

- Offering solutions




_Motivated
Sales People
Full o pary vime pasitions ayil-
able, Commission work only fill
tradninge i oue product provided
bt applicatis must have 3 yeirs
sales: expericnge and be able
} OWN prospeets:

51T WM fo:

78456

Downtown

Cleaner
Shifl work, must have minimim
3 yeuars: experience commersiol
and Tesidential own tmnsport
Phione 345-6789

I SUPPORT WORKER ]

Think About It

A.

Work with a partner. Make a list of some jobs and careersthat you are interested in.

d Examples

Jobs
Employment Opportunities

Wi ane w leading supplicr of

I'T equipment ta the home and |

business sectors.

We are currently seeking a |

GUSTOMET  Service  spec
Yo will reguire kien problem
solving skills and the ability 1o

¢ | aminterested in becoming an engineer.
¢ | would like to work as a computer programmer.

OFFICE
PROFESSIONAL
Immediate Start

ol for busy
un, staf'
ol
alo ¥
o

TRAINING COU'"

Need a job? y
Need a new career?

We are a provider of certified
Trainina rnireas far the nffice

Bar Staff
Experience required. Must be
able 1o work weekends and
Phine 800

MACHINIST

We are looking for machinisis
5 minimum in the

For each job, come up with a reason why you feel it would be interesting.

d Examples

¢ |would like to work as a computer programmer because it would be fun to design apps.

¢ | would enjoy a career as a sports reporter because | lovetalking about sports.

Walk around and share your ideas about jobs and careers with other students.

Photo Match

A. Match the words to the correct pictures.

B. Which of these jobs would you not enjoy having? Exp

A.

B.
C.

accountant
tailor

security guard

architect

q Examples

veterinarian
physician

¥ 2

lain why.

¢ |wouldn’t want to be a veterinarian because| am allergic to cats.
¢ |wouldn’t want to be a flight attendant because I’'m scared of flying.
+ |wouldn’t want to be a tailor because I’'m not interested in fashion or clothing.

Key Vocabulary

OnlineJobSearch UNIT 1 | 9

flight attendant
cashier

Below are words related to online job searches. Check off all the onesthat you know.

[ employee
O laid-back
[ resign

O resume
O submit
O cover letter

[ replace
1 qualification
] application

Listen to the words and repeat after the speaker.

[ job board
[ sector
[0 qualified

L1 apply
O reference
[] experience

Work with a partner. Take turns using the vocabulary wordsin a sentence.

d Examples

¢ Johnwas replaced because he was always late for work.
¢ Youshould send a one-page cover letter along with your resume.
¢ | listed my old teacher as one of my references on the job application form.
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Listening Practice Conversation Activity
A. Listen to the conversation. Then choose the correct answers. Listen to the conversation. Then practice the conversation with a partner.
1. What isthe man’s problem? Sam: Carlton ! Finance. Human Resources. This is Sam speaking. How can | help you today?
a. Hewantsto quit his job. b. Hecan’tfind a newspaper. Peter: Hi, Sam. This is Peter. I’'m calling about a job opening that | saw on your company’s website.
¢. Hehastrouble with his boss. d. Hecant get atemporary job. Sam: Areyou referring to the ad for 2 stockbroker trainees?
2. How has the man been searching for a new job? Peter: Yes, that’s correct.
a. He'’s been searching classified ads. b. He’s been searching online. Sam: Great. Do you have any experience 3 working in the financial sector?
¢. He'’s been visiting shops. d. He hasn’tbeen doinganything. Peter: No, but | 4 study economics at university.
3. What doesthewoman say about job boards? Sam: That’s fine. Past experience is a plus, but it’s not
a. They are awaste of time, b. Shewill recommend someto Peter. necessary.
¢. They aredifficult to use. d. They aren't as effective as newspaper ads. Peter: I'm glad to hear that.
4. What would the man’s main job be if he worked at the bakery? Sam: |t's a * tough job, but if you work hard, you can
a. Hewould take money from customers. b. Hewould learn how to bake bread. ® earn a lot of money in the future.

. ; i o
¢. Hewould come up with new dessertideas. d. Hewould clean the store. Reter:-Howcan geaboutapplying tor the position:

Sam: The best thing to do is to submit a copy of your resume
on our website. If we think you are qualified, we will call
you to set up an interview.

Peter: OK, I'll do that ™ later this afternoon.

Peter: I'm having trouble finding a summer job. Sam: Thanks a lot. | almost forgot. Be sure to list two personal
references so we can get a better idea of your character.

Peter: No problem.I’ll make sure to do that.

B. Listen to the conversation again. Fill in the blanks with the words below.

replace accept complicated wonderful method

Shirley: What have you been doing so far?

Peter: |'ve been going through the “Help Wanted” section of the newspaper every morning.

Shirley: That @ is a little outdated. You should try an online job search. Speaking Practice

Peter: I've never tried that before, but it sounds

A. Practice the conversation with a partner. Replace the colored words with the words below.

Shirley: It’s notatall. Infact, it’s really easy. @ Computers © Logistics
Peter: Whatdo | need to do? €) Al engineers € truckdrivers
Shirley: First, you need to update your CV. Then, you can check out some of the popularonline @) indata analysis €) driving tractor trailers
jobsites. I'll send you some websites and job boards you can check out later. @ am studying Python programmingonline @ have atrucking license
Peter: Thanks. That would be € © challenging © hard
Shirley: You can also keep an eye out when you’re walking @ get huge rewards @ have along career
around town. Some businesses will put a signin @ assoonaslcan @ after dinner tonight

the window if they are looking for new employees. _ _ _
B. Useyourown ideas. Change as many words as you can. Then practice the conversation

Peter: Now that youmention it, | think the bakery downtown . Ly
again. Here are some possible jobs.

might be looking to @ their
old cashier who recently resigned.

secretary fitness trainer dental assistant
Shirley: Ifyou’re interested in bread and desserts and web designer cleaner coach
you can @ the hours,

it might be a good fit for you.
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Grammar Check Guided Writing

A. The present simple tense is used to discuss things that are known to be always true or false. A. When you apply for a job, you usually have to fill out an application form. Check out this
- le.
¢ Positive (True statements) exampie
sl https://nedsbakery.com/recruit/onlineapplication
| /you walk
HE/She/ It walks to schoolevery day Ned’s Ba kery Online Job Application
We / they walk > PERSONAL INFORMATION
¢+ Negative (False statements) First Name: Peter Family Name: Davis
|/ you don’t > JOB INFORMATION
He /she/ It doesn’t walk to school every day. Position (You are applying for): Cashier
We / they dentt Employment Hours: [1Full Time M Part Time L] Seasonal
»
B. When using the present simple and the third person: EDUEATION
Verbs that end in consonant + y ED) Changey to jes School: Texas Tech Years attended: 2014-2018  Degree: Bachelor’s
@ Examples In a short paragraph, please explain why you think we should hire you for this job.

*+ | worry about him a lot. She worries about him a lot. | am a hardworking college student who is looking for a summer job. Although | have

+ You cry when you're tired. The baby cries when it’s tired. never worked as a cashier before, I’'m reliable and | get along with people really well. So,
| believe that | have what it takes to excel at this job.

Verbs that end in vowel + y M) Add anstotheend
@ & B. Now complete the form with your own information.
amples
¢ | P[Gy the guita r He pI’O'yS the guita r [ ] https://nedsbakery,com/recruit/onlineappl'ication
+ They buy fruit at the market. He buys fruit at the market.
Ned’s Bakery online Job Application
i Add

Verbs that end in s, sh, ch, or x | Rule )) es % BERSGNAL INFGRRATION

@ Examples ) )

+ They fix bicycles for a living, He fixes bicycles for a living, First Name: By B

+ We watch baseball games. She watches baseball games. > JOB INFORMATION

C. Fillinthe blanks with the correct present simple verb spellings. Posiugiiyau arespplying for:
Employment Hours: [ Full Time LI Part Time L] Seasonal

1. He (apply) for temporary jobs every summer.
2. Thedog (bury) bones in the backyard. ¥ EDticaTian
3. Yasmine (enjoy) spending time with her family. School: Years attended: Degree:
% ArthuE \eaach) isson’s nasketball tean In a short paragraph, please explain why you think we should hire you for this job.
5. She (stay) with her aunt when she visits this town.
6. Paulusually (relax) at home whenever he has free time.
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Listening Comprehension Pair Work
A. Aninterviewer is giving a short talk before a job interview. Use the wordsto complete the A. Work with a partner. Take turns interviewing each other.
passage. @ Examples
culture inclusive harassment clients appearances organization Q: Where do'you seeyourself In five years?
A: My goal is to get promoted and become a manager.
Hi, Peter. I’'m the human resources director Q: What is your greatest strength?
for this company. Thanks for coming to [ (] A: My boss at my previous job said | was a good leader.
my office today. Before we begin this job ' Q: What is your biggest weakness?
interview, | wanted to tell you a little more ‘ A: |amworking on improving my communication skills.
about our @ -We Q: Why should we hire you over the other people who are applying for this job?
take pride in providing a diverse and A: Ithink | bring a lot of value to this company with my sales and marketing skills.
2 work Q: Ifwe hireyou, when would you be ableto start?
environment for our employees. We will not A: | can start work immediately.

10 Sree Ay JuLIngor B. Fillin the form below to list the Pros (positive things) and Cons (negative things) about the

& at this company. job candidate.

Anyonewho breaks these rules will be let o - o
¢ ¢ ¢ PROS CONS
go immediately. Asyou may have noticed,

our companye is

somewhat laid-back. Employees are not
required to dress formally, unless they will
be participating in a meeting with one of our® . The boss believes that

people perform their best when they feel relaxed. However, don’t let @
foolyou. Wework extremely hard and are expected to always try our best. When necessary, C. Shareyeurnetesand abservationswithyour partner.
employees are expected to work weekends in order to complete their projects and assignments

on time. Beforel move on to the interview, do you have any questions for me?

B. Listen to the talk and check your answers.

57 Listen to the talk again. Then circle True or False for each statement.

1. Workers are usually required to wear formal clothes to work. True/ False
2. Employees caught bullying others won’t be given a second chance. True/ False
3. The speaker suggests most workers enjoy the atmosphere in the office. True/ False
4. The employees don't work very hard compared to other companies. True/ False

5. Employees shouldn’t feel pressured to work weekends if they don’t want to. True/ False
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Reading 4. What is true about this position?

o ) a. It offers a high salary. b. The work atmosphere is relaxed.
A.  Read the online job posting. c. ltrequires lots of international travel. d. Itrequires contact with the company’s
(] https://marvel-tech.com/job leader.

5. What should someone do if they are interested in applying for this job?
a. Email their resume b. Bring their CV to the office
(4 / ) ) c. Setup a phone call with the company d. Have avideo call with the CEO

We Are Hiring! ) ) o
MarvelTech 5 = Speaking Activity

A. There are many ways to conduct a job search. Think about the job searching methods

e below and write down the pros and cons for each one.
® Asking local stores and businesses

¢ Ability to work in a high-pressure environment
¢ Knowledge of consumer electronics or a willingness to learn PROS  You can meet managers/owners  CONS U 2 time.

# 8+ years’ experience as a sales professional with some management experience face-to-face. piffioult for shy people.
# Bachelor’s Degree in Business Administration, Marketing or Economics preferred

# Experience in team building and motivating individuals to perform at their very * Wisiting company Websites
best PROS CONS

Job Responsibilities

¢ Guide employees to meet their monthly goals
# Improve the sales skills of junior employees

# Operate within the limits of a tight budget PROS CONS
¢ Send detailed weekly reports to our CEO to update performance

e Searching online job boards

To apply for this position, please send your CV to hirings@marvel-tech.com. If we feel you
would be a good fit, we can arrange a call and you can speak to one of our representatives
over the telephone. The final interview would be a video call with our CEQ in Berlin, e Networking (finding jobs through friends)

Germany. PROS CONS

B. Choose the correct answer for each question.

1. Whatjobis being advertised? B. Now, work with a group of 3-4 partners. Discuss your ideas and opinions about the job

a. Junior salesperson b. Senior marketing specialist searching methods that you wrote.

. Sal d. Fi direct . . : . -

¢ 2 e‘s manager ' nance director C. Finally, discuss the questions with your group. |
2. What kind of product does this company probably sell? .

a. Clothing h. Faod . W:atdare the befst or]linejc.)b svites to use in your country?

c. Television sets d. Chemicals e y(?u PrEiEie .ese s@es. ) )

. . . - ¢ Do you think that being active on social media can help
3. Which of the following is NOT required for this job? .
. you get jobs?
a. Past sales experience b. Acollege degree

‘ . ¢ Canyou offer one tip on how to improve resumes?
c. Beingable to work under pressure d. Management experience
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