Learning English through Workplace Communication


Unit 1 Describing Jobs and Companies
Describing Jobs
Section A: Group discussion
There are many different jobs not only in Hong Kong but around the world. Which job would you like to do later on?
Section B: Vocabulary
Learning Activity 1
Brainstorm jobs from A to Z below. Try to find a job for every letter of the alphabet.                                                 

	Jobs

	Astronaut
	N

	B
	O

	C
	P

	D
	Quality Controller

	E
	R

	F
	S

	G
	T

	H
	U

	I
	V

	J
	W

	K
	X

	L
	Y

	M
	Zoologist


Now test your classmate’s pronunciation and spelling. You can ask the following:
· How do you pronounce this?

· How do you spell…?

Learning Activity 2
Match five jobs in column A to the descriptions in column B.
                               Column A                                                            Column B

	Job
	Description

	a. Advertising salespeople

b. Tellers

c. Market researchers

d. Interpreters and translators

e. Customer service representatives

f. Chefs 

g. Merchandise displayers

h. Secretaries

i. Computer programmers 

j. Buyers and purchasing agents 
	… help customers with their banking activities.
… analyse and convert spoken or written words  from one language into another.
… sell airtime on radio and TV stations and page space in newspapers and magazines.
… try to solve client complaints.
… perform a variety of clerical and administrative tasks needed to run an office.


Learning Activity 3
In your groups, write descriptions of three jobs and test the class (you might like to use the jobs you wrote down in Learning Activity 1).
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
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Learning Activity 4
You are going to play a card game called Pelmanism. In groups of three or four, put the cards face up on the table. Match each job title with the appropriate job description. Then turn the cards face down and mix them up. Take it in turns to turn over two cards (a job and a description). If the cards go together, you keep them and play again. If they do not match, turn them face down. The player to your left will then continue. The student with the most cards at the end of the game is the winner. Below are examples of the cards that you will get from your teacher.
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Learning Activity 5
Our Pelmanism – you are going to make your own card game with five jobs and their descriptions for another group to match. Write down your ideas below.
1. __________________________________________________________________________
2. __________________________________________________________________________
3. __________________________________________________________________________
4. __________________________________________________________________________
5. __________________________________________________________________________
After you have decided on the jobs and their descriptions for your game, write them separately on the cards on the next page. Swap your cards with another group and see if you can match theirs.
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Learning Activity 6
Read about Jane’s and John’s hopes for the future. When you have guessed the job they would like to have, put your hand up.
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How about you?
What job would you like to apply for when you graduate? Tell a partner.

Section C: Seeking career advice
A Careers Advisor is someone who helps people to think and make choices about the kind of job they might find interesting when they leave school. 

Learning Activity 1
Part A


Below is a list of descriptions of activities. Identify the job that each activity refers to. You can provide more than one job as in one of the examples below. Complete the list before you compare your answers with a partner.
	1.
	travel abroad – tour guide

	2.
	work nights – nurse / copy editor

	3.
	work outside

	4.
	help others in need due to illness

	5.
	educate or train others

	6.
	protect people

	7.
	work with children

	8.
	drive a vehicle

	9.
	operate a computer

	10.
	design and create buildings

	11.
	buy products

	12.
	work from home

	13.
	persuade others to buy things

	14.
	repair things

	15.
	clean things


Part B


Think of three more activities not mentioned that are important and three jobs to go with them. Write your ideas here:
1. __________________________________________________________________________________
2. __________________________________________________________________________________
3. __________________________________________________________________________________
Learning Activity 2
Work in groups of four. You and your partner are going to take turns to interview each other about the kind of activities that you like to do. After the interview, you will discuss with another classmate in order to come up with a job that you will suggest to your partner.
Part A

	Yes / No questions
	Open questions

	Does the job that interests you involve...?
Do you prefer…or…?

Do you like…?

Do you enjoy...?

Do you intend to...?

Do you hope to…?

Would you like to…?

Would you mind…?
	Which languages will you need?

Where do you think you will work?

Who would you like to work with?

What kind of skills do you hope to learn?

What type of work interests you?


In your group, with the help of the example given, write out eight other questions that you would like to ask your partner. You can use the following to help you:
Example:
1. Do you prefer working inside or outside? 
2. __________________________________________________________________________
3. __________________________________________________________________________
4. __________________________________________________________________________
5. __________________________________________________________________________
6. __________________________________________________________________________
7. __________________________________________________________________________
8. __________________________________________________________________________
9. __________________________________________________________________________
Part B
With the questions that you have prepared in Part A, interview your partner and write the answers down on a sheet of paper. 
Part C
Using the note sheet on the next page and based on the answers that you got from your partner in Part B, pair up with another classmate to discuss what will be a suitable job for the partner you interviewed. Complete the note sheet but do not report to your partner yet. 
Note sheet
A job for your partner

	We think the field of ……………………………………………………………………..… is a good match for you.
You would be a good ……………………………………………………………………………………………….… (job).


	This is because you enjoy (interests) ……………………………………………………………………………………..
and you’re good at  ……………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………………………..


	Also, you would like to learn about (skills) ……………………………………………………………………………..
…………………………………………………………………………………………………………………………………………..


	Another reason is you (don’t like... / are not good at…) 
…………………………………………………………………………… and ………………………………………………………
…………………………………………………………………………………………………………………………………………..


	Other reasons (if any):
………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………….



Section D: Telephoning 
Learning Activity
Before sharing the results of your discussion in Learning Activity 2 of Section C with the rest of the class, you should conduct a telephone role-play to make an appointment with your partner.  
Part A
Before doing the role-play, match the language and functions below. The first has been done for you.
Useful language
	1. Confirming


	1=  D
	A.   Let me just repeat that.

	2. Suggesting a meeting
	2=
	B.   Can I take a message?

	3. Negotiating a time


	3=
	C.   Could we meet?

	4. Repeating


	4=

	D.   Yes that’s fine. See you then.

	5. Taking messages

	5=
	E.   I’m free at… Is that ok for you?

	6. Explaining the purpose of a call

	6=
	F.   May I know who’s calling please?

	7. Reassuring

	7=
	G.  Could you please tell me what it’s about?

	8. Identifying the caller
	8=
	H. I’ll make sure s/he gets the message.


	9. Asking about the purpose

	9=
	I.    I’m phoning about…

	10. Identifying yourself


	10=
	J.    I’d like to speak to…

	11. Asking for the connection

	11=
	K.   This is…


Telephoning – functions and language
	Identifying yourself

This is…
…speaking.
	Asking for the connection

I’d like to speak to…
Could you put me through to…?

	Reassuring

I’ll make sure she gets the message.

I’ll tell her / him that you called.
	Giving technical reasons

It’s a terrible line.

I can’t hear you very well.

	Explaining the purpose

I’m calling about…

The reason I’m calling is…

It’s in connection with…
	Asking about the purpose

Could you please tell me what it’s about?

What’s it in connection with?

	Giving excuses

I’m afraid s/he’s not in at the moment.
I’m sorry, but s/he’s busy at the moment.
	Taking messages

Can I take a message?

Could I leave a message?

	Identifying the caller

Who’s speaking please?

May I ask who is calling?
	Making the connection

Just a moment.

I’m putting you through.

	Explaining the purpose of a call

It’s concerning…

I’m phoning about…
	Repeating

Could you just go over that again, please?

Let me just repeat that?

	Suggesting a meeting

Could we fix a meeting?

Could we get together?

I’d like to see you on…(day) at…(time).
	Negotiating a time

Could you manage next Thursday?

I’m free at….Is that ok for you?

Would…suit you?

	Confirming

OK then, (date / time)…at my office.

Yes, that’s fine. See you…
	


Part B

Arranging an appointment by telephone 
Before you can talk about your findings with your partner, you have to telephone her / him to make an appointment to meet. You should agree on a day, time and place that are convenient for you both. You are quite busy in the next three days as you can see from the timetable that your teacher will give you. So is your partner. Try to find a time slot of at least 45 minutes when you can both meet. You cannot meet before 8 am or after 7 pm.


Part C

Sharing

After you have made an appointment with your partner, share with her / him what you think might be a suitable job for her / him.

Schedule for Student A or C
	Tuesday

	8.00 – 9.00
	swimming

	9.00 – 11.00
	meeting friends

	11.00 – 12.00
	Maths lesson

	12.45 – 1.30
	lunch with friends

	2.30 – 3.15
	English lesson

	4.00 – 5.30
	Chemistry lesson

	6.30 – 7.45
	playing basketball

	Wednesday

	8.00 – 9.00
	jogging

	9.00 – 11.00
	Science lesson

	12.00 – 1.00
	dentist

	2.00 – 4.00
	English test

	4.45 – 5.45
	meeting with friends

	6.30 – 7.00
	playing basketball


	Thursday

	8.00 – 9.00
	cycling

	10.00 – 11.30
	lessons at school

	12.30 – 1.30
	lunch with friends

	2.00 – 3.00
	meeting class teacher

	3.45 – 4.00
	Maths lesson

	4.45 – 6.00
	playing basketball

	7.00 – 9.00
	watching a good film on TV


--------------------------------------------------------------------------------------------------

Schedule for Student B or D

	Thursday 

	9.00 – 10.30
	dim sum with friends

	11.00 – 12.30
	writing Chinese History essay

	12.30 – 1.30
	lunch with friend

	2.30 – 3.00
	Putonghua lesson

	3.45 – 4.00
	break

	4.15 – 6.00
	doing homework

	7.00 – 9.00
	birthday dinner for me

	Tuesday

	9.00 – 9.30
	English lesson

	10.15 – 11.15
	meeting friends

	11.30 – 12.45
	going to the library

	12.45 – 1.30
	lunch with friends

	1.30 – 3.00
	playing tennis

	3.00 – 4.00
	Maths lesson

	5.30 – 7.00
	doing homework

	Wednesday

	9.00 – 9.30
	meeting friends

	10.30 – 12.00
	doing a test for Physics

	12.45 – 2.00
	lunch

	2.30 – 3.30
	English lesson

	3.30 – 4.00
	Biology lesson

	4.45 – 6.45
	playing football


Section E: Business memo writing
Learning Activity
You received three phone calls from your boss, Ruth Marsh, the General Manager, instructing you to write a few memos on her behalf. Before you listen to the recording, read the notes on memo writing on the next page. As you listen to the recording for the first time, jot notes on a separate sheet of paper. When the recording is played again, draft memos of 30 words or less for different staff members in the space provided.

Memo 1

To: Anne Oxford
From: Ruth ___________
Time and date: 2pm, _________________

Subject: Factory visit
Message: Please let David know whether you_____________________________________________

__________________________________________________________________________________

Memo 2

To: Melani
From: _______________________

Time and date: __________________________
Subject: Meeting with ________________________________________________________________
Message: David cannot meet the Sales Team today because _________________________________ __________________________________________________________________________________

Memo 3

To: _______________________
From: ________________________

Time and date: ___________________________
Subject: ___________________________________________________________________________
Message: __________________________________________________________________________

__________________________________________________________________________________

Memos
Memos are normally short, concise messages written by company staff for company staff. Consequently, the tone should be different from very formal letters as you normally know the people you are writing to. Memos can be written for the following reasons:
· Requesting action or information

· Giving information

· Making suggestions and recommendations

· Sorting out problems

· Warning

The reader(s) could be one person or all employees. The organisation of a memo is normally the same. Look at the following memos:

1. To: John

From: Anne

Date: 24 May 20XX
Subject: Exhibition

Message: As you’re going to the exhibition next Saturday, can you tell me which MTR stop is the nearest?

Thanks 

2. To: All staff


From: Director

Time and date: 2 pm, Friday, 30 Jan 20XX
Subject: Unpleasant behaviour

Message: It has come to my attention that one of our members of staff was rude to one of the security officers in the car park this morning. Could I ask you all to please be polite to these employees?

Regards

3. To: All new staff

From: Human Resources Manager

Date: 10 Sept 20XX
Subject: Lunch invitation

Message: I would like to invite you to a special lunch on Wednesday (14 Sept) to welcome you to the company. If you can make it, please get back to me ASAP so that I can book a table. Thanks
As you can see from the above, the tone of your memo may change depending on the reason for writing and the identity of your reader(s). Which memo is the least formal? What kind of tone does memo 2 have? What does ASAP in memo 3 stand for?



Describing companies
Section F: Group discussion
Learning Activity 1
Do you know anyone who works for a well-known company in Hong Kong?

Would you like to work for that company or one of these below?

Why?

Learning Activity 2
Using as many of the company names as possible, say what you did last week:
1. Yesterday, after getting up, I went to Starbucks and had a coffee. 
2. Then___________________________________________________________________________
3. _______________________________________________________________________________
4. _______________________________________________________________________________
5. _______________________________________________________________________________
_______________________________________________________________________________

6. Learning Activity 3
Which words do you think are associated with KFC? Think of the smell, taste, touch, look and the sounds you may hear in one of the restaurants. Add your own boxes where necessary.


Learning Activity 4
Part A

You are going to read a text about KFC. Your text has some gaps in it that you need to fill by asking a partner the appropriate questions. First go into groups of classmates with the same texts and work together to write the questions in the table below. 
Student A: Work out questions to get answers for the odd-numbered blanks.

Student B: Work out questions to get answers for the even-numbered blanks.
An example has been provided in the table below.

	Blank no. (Student A / B)
	Question to ask your partner

	1 / 2 


	Student A (Question 1): What kind of restaurant is KFC?

Student B (Question 2): Who founded KFC?

	3 / 4
	
	

	5 / 6
	
	

	7 / 8
	
	

	9 / 10
	
	

	11 / 12
	
	

	13 / 14
	
	

	15 / 16
	
	

	17 / 18
	
	

	19 / 20
	
	


Part B

When you have finished, sit opposite a person with the other text and take turns to ask questions in order to complete the gaps. You should not read your partner’s text – this is a listening and speaking activity. 



KFC 
Student A
KFC, or Kentucky Fried Chicken, is a chain of (1) ______________ (What?) restaurants from the United States of America. It was founded by a soldier named Colonel Sanders. 

Advertising and Logo

The company adopted the shorter form of its name, i.e. KFC, in (3) _________ (When?). There are three most widely believed causes for doing so:

· the name would turn people’s attention away from ‘chicken’, as the chain was moving to offer other foods; 
· the unhealthy connotations of ‘fried’ would be avoided; 
· a shorter name would be more attractive to (5) _______________(Who?). 

Recently, the company has begun to re-use the Kentucky Fried Chicken name. The Kentucky Fried Chicken name can be seen on some buckets of chicken. As of (7) ________ (When?), the company’s website uses Kentucky Fried Chicken for the logo in the United States. 

History

The first ‘Kentucky Fried Chicken’ outlet was opened in (9) ________ (When?). Sanders sold the business in 1964 for US$2 million, and it has since been sold three more times, most recently to PepsiCo.

Products

KFC’s Original Recipe was (11) ___________________________________ (What?). What makes it so special is that it is prepared from 11 herbs and spices. Other than fried chicken, many KFC restaurants serve crispy chicken and side dishes like coleslaw, wedges, mashed potatoes with gravy and corn on the cob. KFC also offers other dishes such as hamburgers, pork ribs, Honey BBQ wings and desserts – though not all may be found in all locations. Some menu items are innovations in regional stores. The management in (13) _________________ (Where?), for example, introduced the Colonel Burger in 1977 and the Hot & Crispy Chicken in (15) ________________ (When?).
Countries with KFC

KFC restaurants can be found in most countries in the world. It is one of the most popular Western fast-food chains in mainland China. KFC is also very popular in Japan, particularly during (17) _____________ (When?), where people in large cities often have to reserve buckets of chicken beforehand. One of the most famous KFC restaurants in the U.S. is located in Georgia. This store is notable for a 56-foot tall sign that looks like a chicken.
(Adapted from Wikipedia, the free encyclopedia)
KFC 
Student B

KFC, or Kentucky Fried Chicken, is a chain of fast food restaurants from the United States of America. It was founded by a soldier named (2) _______________________(Who?). 

Advertising and Logo

The company adopted the shorter form of its name, i.e. KFC, in 1991. There are (4) _____________ (How many?) most widely believed causes for doing so:

· the name would turn people’s attention away from ‘chicken’, as the chain was moving to offer other foods; 
· the unhealthy connotations of ‘fried’ would be avoided;

· a shorter name would be more attractive to young people. 

Recently, the company has begun to re-use the Kentucky Fried Chicken name. The Kentucky Fried Chicken name can be seen on some (6) _______________________ (What?). As of 2007, the company’s website uses Kentucky Fried Chicken for the (8) ____________ (What?) in the United States. 

History

The first ‘Kentucky Fried Chicken’ outlet was opened in 1952. Sanders sold the business in 1964 for (10) ________________ (How much?), and it has since been sold three more times, most recently to PepsiCo.

Products

KFC’s Original Recipe was fried chicken and French fries. What makes it so special is that it is prepared from 11 herbs and spices. Other than fried chicken, many KFC restaurants serve crispy chicken and (12) __________________ (What?) like coleslaw, wedges, mashed potatoes with gravy and corn on the cob. KFC also offers other dishes such as hamburgers, pork ribs, Honey BBQ wings and desserts – though not all may be found in all locations. Some menu items are innovations in regional stores. The management in Singapore, for example, introduced the Colonel Burger in 1977 and the (14) ____________________ (What?) in 1990.

Countries with KFC

KFC restaurants can be found in most countries in the world. It is one of the most popular Western fast-food chains in (16) ______________________ (Where?). KFC is also very popular in Japan, particularly during Christmas, where people in large cities often have to reserve buckets of chicken beforehand. One of the most famous KFC restaurants in the U.S. is located in Georgia. This store is notable for a 56-foot tall sign that looks like a (18) ________________ (What?).
(Adapted from Wikipedia, the free encyclopedia)
Learning Activity 5
Part A

For the KFC text the following areas of information are included:
· Advertising and logo
· History
· Products

· Location

Complete the following sentences which describe the above four areas of the company.

Part B
Which of the phrases in the blanks in Part A are used to: 
a. … talk about the setting up of the business? 
b. … describe the reduction of letters in a word or expression?

c. … explain the start of a new product?
d. … describe the first ever restaurant to be available to the public?
e. … explain how much people in a country like the restaurant?

f. … talk about the global situation of a company?
Can you think of other useful words to replace those in the sentences above?
· The first KFC outlet was started in 1952.

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Part C
Discussion: What is your favourite fast food restaurant? Why?
Section G: Presentations

Learning Activity 1
In your groups, decide if the statements about a good presenter are true or false.
A good presenter...
a. reads a speech word for word from a sheet of paper.
b. uses complex, detailed visual aids.
c. tells the audience not to ask questions.
d. tells the audience about the content of the presentation at the beginning.
e. reads from the screen with her / his back to the audience.
f. keeps eye contact with everyone.
g. uses words to signal the audience s/he is changing topic.
h. walks around quite a lot.
i. puts her / his hands in her / his pockets to avoid unnecessary use of hands.
j. talks very quickly to keep everyone interested.
k. sums up the main ideas at the end.
l. repeat or clarify your point if they seem to have difficulty in understanding.

Learning Activity 2
Part A

Listen to a presentation of a company and take notes below to complete the fact file.

Part B
Now listen again and complete the gaps below.




Section H: Presentation of a famous company
Learning Activity 

You and your colleagues are going to introduce your company at a career talk at a secondary school. With the aid of the company presentations you have listened to and read about and the handout ‘Presentations – functions and language’ on the next page, give a short talk of about five minutes about your company. You should spend some time researching information and rehearsing before you do your presentation.


Presentations – functions and language
	1. Introducing yourself, your colleagues and your talk

Good morning. My name’s (…). I’m the project director.

This is my colleague (…) who is in charge of…
	2. Stating the title / subject / purpose

We are here to talk to you about…

We are going to present our findings on…

The purpose of this presentation is to… 

This talk is designed to…

	3. Outlining / sequencing

We have divided our presentation into (…) sections. They are…

We can break the project down into the following fields (…)

OR

We can break the project down into the following fields(:)  (followed by ‘Firstly’, ‘Secondly’, etc.)

	4. Stating the length

I will only take (…) of your time to give you the basic background. My colleagues will then take over.

We are planning to be as brief as possible. The presentation should last about (…)


	5. Referring to questions

We’d be glad to answer any questions at the end of the talk.

If you have any questions, please feel free to interrupt.
	6. Convincing your audience

We strongly believe… 

We are convinced… 

In our experience, these types of websites are extremely…

	7. Summarising and concluding

That covers all we wanted to say today.

Let me just run through the points we have covered.
	8. Inviting questions

Are there any questions?

Would you like to ask us some questions?

Are there any unclear points?

	9. Referring to answered questions

Does that answer your question?

Is that clearer?


Section I: Self-access learning task

Use this page to make notes. You could start like this:
	Hi, my name’s … and I’m going to talk to you about my hopes for the future.


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	








protects people from crime.











constructs buildings from plans.






















































































Name of the company: Eco Car Ltd_______





Year the company was founded: ____________





Number of factories now: _________





Company product: _________________





Number of products: _______________





Reason for popularity of products: They are not run at a great cost to __________





___________________________________________________________________





Company slogan: ____________________________________________________





Colour of cars: ________________





Company’s future plan: To move into the ______________________________





Any other information you heard:




















This is a question that might be asked by an advisor: Would you like to travel a lot for your job? 











Prepare a two-minute presentation in English to a potential employer about the kind of work you would like to do or the type of company you would like to work for when you finish school or university. Practise before doing the presentation and record it so that you can review your own performance.














The first KFC outlet _________________________________________ in 1952.


It ____________________________________ a soldier named Colonel Sanders.


It is ____________________________ western fast-food chain in mainland China.


The company _______________________________________ of its name in 1991.


The management _______________________________ the Colonel Burger in 1977.


KFC restaurants __________________________________________________ world.














Good. __________________________________________________________________ of the kind of products we have introduced since we started out in 2004. Now ___________________________________________________________________________ to our new advertising campaign and how I believe it is going to perform in the face of some very strong competition in this sector.





Think Green, Think Eco-Car. That’s our new slogan and our idea is to offer a range of cars on the market that are three different types of green – only green – a light, a pale and a dark green. I hope you like this idea.  





Ok then _______________________________________________________________. Eco-car is now a well established player in the car manufacturing market of Hong Kong, focussing on organic fuels. We face strong competition in the market but we feel we are in a strong position with our highly specialised products. Our plan to move into the international export market should ensure that the company continues to grow in the coming years. 





That ___________________________________________________ of my presentation today. Now, if there are any questions…








Look





Touch























Policeman





Smell























Builder























KFC





Taste





Sound





spicy chicken wings





crunching tortilla chips





Jane: I really like shopping, especially for clothes. I like meeting people and would like to help others to buy things they like. I’d like to be a … when I finish studying.








John: I prefer working at night. I like meeting people but I don’t really like talking all the time. I love cars and I really like going to different places in Hong Kong. I hope to be a … when I leave school.











I’d ____________________________________________________ by welcoming you all here today. My name is Mandy Wong and I’m one of the managers for Eco-car Ltd. The presentation today ____________________________________________________________ our company, its history, location, products and advertising. 





So, let me begin by ____________________________________________________my talk today. ___________________________________________, I’ll give you a brief account of the history of Eco-car Ltd. Then ______________________________________________________ our current product range. _____________________________________________________ I’ll give you a brief description of our new advertising campaign. Please feel free ______________________________________________ at the end of the presenta�tion.





Right, _______________________________________________ at the history of our company. The company was founded in 2004 by two brothers who had the idea of producing a car which runs off 100% organic energy. They started with just one small room to build it in! Now we have two large factories in the Northern Territories.





So, __________________________________________________________ the current product range. At the moment we have five different Eco-car products. These range from our original car – the Friendly Juicer – to the highly successful Wonder Car which has won several international prizes. We believe that these products will continue to be particularly popular because they go against the modern trend around the world of luxury items that run at a great cost to the world’s environment. 
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Useful phrases


Are you free at … (time) on … (day)?


What are you doing at ...(time) on ...(day)?





 at … (time) on …





day)?
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