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m Use the first plan to draw your own office and describe it to a classmate who will use the second
plan to draw it. Do the same with the office he/she describes. Then check what you have done.
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' See the GRAMMAR REFERENCE to learn more about prepositions of place. .
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] " Llet's focus on vocabular(j

Match the office supplies and equipment with the pictures.

Letter tray Clip board and ballpoint pen Tape dispenser Paper shredder
Staple remover Folder Cork board with drawing pins and paper clips
Lever arch file Expanding file Glue gun
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R Match the words related to employment with their meanings.

employment contract  prospective employer redundancy starting salary  start-up
promotion on sick leave on maternity leave work day retired

a) Anew business, one that has just started.

b) The amount of money received in a new job.

) The person for whom you may work in the future.
d) The day on which you work at a job.

e) Not working anymore.

f) Away from work because of illness.

9) Away from work because of maternity.

h) An agreement between the employer and the employee
that sets up the terms of the employment.

i) The advancement of an employee in a company.
) The act of being laid off.

Let's listen |
R i T

T

E P Listen to the speaker once for general understanding. What is he talking about? Choose one of
the options below.

a) The contents of job descriptions.
b) The need for job descriptions in the recruitment process.
c) Both of them are correct.

BN Listen again and read the script to fill in the gaps with the verbs you hear.

Script. Job descriptions

Employers the human resources needed for their business and job
descriptions for each position required. They usually the following: a description of
the position, accountability, this means the title of the person the selected candidate will report to;
qualifications required, namely education, experience, skills and personal characteristics; and main
responsibilities, along with the duties related to them.

Larger organizations usually staff to have fewer and more specified responsibilities
whereas employees in smaller companies to perform a wider range of tasks.

Job descriptions are essential in the hiring process since they are used to if a person is
qualified to the tasks and responsibilities of a specific job.
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Responsibilities and duties

Age
Independent work
| Team work
Communication skills
Initiative
Can-do attitude
Problem solving
| Organization
Time management

Self-motivated

{ Age

| Independent work
Team work

| Communication skills
Initiative

3 Can-do attitude

| Problem solving

| Organization

: Time management

Self-motivated
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B Listen to the following two job interviews. Use the diagrams

to assess the candidates. In pairs, decide which applicant should @m
be selected for this vacant position.

Script. Job interview cahdidate 1 Ve

Well, let’s start, tell me a little bit about yourself.

Yes ... My name's John Dereck. I'm 26. I'm from Mexico but | am living here in London now. | studied
Administration at a technical college in my country and | worked as an administrative assistant for three

- years at the Chamber of Commerce. Then | came to England to improve my English. And here | am,
planning my career in this country.

You've been here for.... how long?
Two and a half years now.
What have you been doing here?

Well ... | had some savings when | came so first | took some English lessons at a language school in
Oxford for a couple of months. Then | decided to stay longer in England, so for a few months | earned
my living teaching Spanish to some children in the neighbourhood. After that | moved to London
where first | worked for 18 months as a clerk for a small company and later | started working part-time
for an exports business, which is my present position.

What kind of work do you do there?

Clerical tasks, mainly, keeping the office accounts, but | also deal with clients and act as an interpreter
in meetings with Spanish speaking people.

What languages do you speak?
I can speak Spanish, which is my mother tongue, English, and I'm also fluent in French.
Why do you want to leave your current job?

Err ... mostly because | want to work full time but also because | can’t get promoted there. Promotion
possibilities are limited at my present job.

What made you apply for this particular job?

When | read the advert, the first thing that caught my eye was the mention of the multicultural team.
I'm a team player and | love meeting different people, different ways of thinking, points of view ... you
see .... | also liked the value you gave to initiative. | am a dynamic person. So it seemed to fit.

What do you feel are your most significant strengths?

| would say persistence and the constant willingness to pick up knowledge everywhere: | love learning
new things and sharing knowledge.

Could you tell me one of your weaknesses?

Uhm ... | would say perfectionism. | often set goals and aim, rain or shine, to achieve them. And this is really
frustrating when things go wrong, which sometimes happens. You can’t accomplish all your intentions.

Now let’s move on to skills. Do you have computer skills?
Yes, well ... I'm not an expert in web designing or such things, but | am skilled in managing software.
What about accounting?

| only have a basic knowledge, to be honest. At the moment | am attending an advanced accounting
course in the afternoons.
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Do you feel capable of managing an office by yourself?

Yes, in fact I've had that experience in my country where | learned, above all, organization and how to
manage time, how to get the most out of it.

Now tell me about a difficult situation at work. How did you handle it?

Yes, there was one at the beginning of my career. | had just started work at the Chamber of Commerce,
as | said. They had organized a course for foreigners and it was the last day of the enrolment period.
My colleague was on a sick leave and | was there alone with a long queue of students waiting to
register. | was a complete novice and | was very nervous. One of the students came to me, he

didn‘t speak any Spanish and my English was so basic then ... He seemed to be complaining about
something but | didn’t understand a single word. | felt strained and all those people put a lot of
pressure on me. | went out for a while, told myself that | could do it, all | had to do was to keep

calm and everything would run smoothly. So | took some deep breaths, went back to the office and
managed to handle the situation. Anyway, soon after that | definitely started to study English seriously.
I've got the C1 certificate now.

Where do you see yourself five years from now?

In five years ... | see myself in a position where | have challenges, where | can travel, | love travelling;
and where | can put into practice all the experience | have gathered over the years.

Do you have any questions to ask? What would you like to know?

Yes, | would like to know about a typical day at work, who | would work with, what you expect from me
... This sort of thing.

Script. Job interview @hdidate 2 Cppemy

Tell me a little bit about yourself. Why should we hire you?

My name’s Linda Campbell. I'll be 32 in... three days. I'm Scottish, from Glasgow. I'm a certified
professional secretary and at present | am about to complete a blended course on Computing and
IT... I am a responsible person and | always fulfil my commitments. I'm open-minded and usually get
on well with people so | can work in a group without any problem.

What experience do you have in this field? Have you done this type of work before?

Yes, | worked as a secretary at a Consulting firm when | finished my studies.

How long were you working therse?

Five years, | was there for five years.

Why did you leave the job?

Err ... I had some problems, it's a bit personal... Well, | suffered harassment at work.

Oh, I'm so sorry about that.

It was terrible, 6 months in a row, well ...

Ok, that's enough about that, don‘t worry ... Tell me ... why do you want to work for our company?

| heard about this company from an acquaintance who works here. | like the friendly work atmosphere
he describes. | feel touched by your social commitment, he's told me about your social policy, your
integration plan and so on. .
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Landing the job

m Read the job advertisement and fill in the missing data in the job description diagrams below.

Reputed exports compahy requires Administrative Assistant for the Managing Director’s
office to fill vacant position at its Aeadguartersin London.

REQUIREMENTS

Age: 25-45

Minimurm required academic qualification:
degree from an accredited institution in
Administration and Finance or similar.

Minimum experience in administrative work: 2
years within the last 5 years in an international
setting.

Operational knowledge and skills in computing
and basic accounting systems.

Fluency in English and Spanish.
Good interpersonal and communication skills.

Ability to work independently without extensive
oversight and in a multicultural team.

Be highly proactive and ready to acquire new
knowledge.

RESPONSIBILITIES
AND DUTIES

perform duties for the smooth and efficient running of
the office and provide support to the manager.

Secretarial tasks such as handling incoming calls,
maintaining filing systems, taking minutes and
organizing meetings and conferences, among others.

Please, submit CV, copies of relevant certificates and
contact information to ——————————

Only shortlisted candidates will be contacted.

DEFINITIONS OF UNDERLINED TERMS

oo Title: a name that describes a person’s job in @ company.

e To report to: to be under the authority of.
oo Namely: that is to say.

oo Hiring: employment.

oo Headquarters: main office.

oe Oversight: supervision.

oo Proactive: tending to initiate change rather than reacting to events.

oo Smooth: without obstructions.

oo Shortlisted: selected, chosen.
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Uhm.... What languages do you speak?

I grew up in a bilingual context, my father is British and my mother Spanish, but | can also make
myself understood in French and Italian. | have B2 certificates for both.

Right ... What do you consider to be your greatest strengths?

Well ... I have the capacity to work well with others and | also have good oral communication skills. I've
been said to have excellent organizational abilities in my previous jobs.

What about your weaknesses?

“Err ... I'm a self-made person, I've struggled a lot to get where | am today and I've found more than
one hindrance in my way. |'ve had to work hard to become a qualified professional. Maybe this has
made me be a bit too wary sometimes.

What skills do you have?

On the one hand | am proud of having excellent communication skills. | have the ability to work well
both as part of a team and individually, I can manage my time ... On the other hand | have accounting
skills - | used to keep the books at my last job - and | have computing and typing skills as well.

Would you be able to manage an office by yourself?

Definitely, | feel perfectly capable of doing something like that. | am an extremely organized person
and | have proved to myself that | can work under pressure if it were the case.

Now tell me about a difficult situation at work. How did you handle it?

Uhm a difficult situation ... er ... yes, maybe that time when a client came into the office shouting at
me. He was very angry because we hadnt succeeded in giving him advice on one particular financial
operation. He gesticulated with his arms and raised his voice higher and higher ... | just remained silent.
| didn’t say a word because | knew he would calm down after letting his anger out. And it worked.

Where do you see yourself five years from now?

| see myself wherever | can contribute ideas and experience, develop my career and fulfil myself as
- |
a person at the same time. |

Do you have any questions to.dsk? What would you like to know?

Not really, I think I've heard enough from this acquaintance I've mentioned before. I'll get to know the
company when | work here if I'm lucky enough to get this job.

EFINITIONS OF UNDERLINED WORDS

ee Neighbourhood: vicinity.

°e (An idiom) To catch one’s eye: to catch the attention of.

ee To pick up: acquire, obtain. [
ee Strained: tense, unrelaxed.

ee Harassment: persistent annoyances, threats and attacks on someone.

°° In a row: one after the other.

ee Acquaintance: a person you know who is not a close friend.

°° Hindrance: obstacle.

ee Wary: distrustful, watchful.

ee To keep the books: to keep written records of the finances of a business.
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