Learning English through Workplace Communication


Unit 2 Employment

Unit 2 Employment

Teacher’s Notes

Section A: Group discussion (10 minutes)
Pre-lesson
Before the lesson, tell students to ask a member of their family about an interview s/he had in the past and be ready to share the story with the class. 

You could ask students the question: Have you ever been interviewed for a part-time job? If yes, what happened? How did you feel? You could also talk about a previous interview here.
Section B: Vocabulary
Learning Activity 1 (20 minutes)
You could start by asking students to brainstorm adjectives that describe attributes or personal qualities for the workplace: energetic; motivated; polite, etc. Elicit and practise some of these.

Learning Activity 2 (10 minutes)
Students are asked to choose five adjectives to describe a teacher. Then a student.

Learning Activity 3 
Part A (10 minutes)
Students think of other words and write them in the boxes provided.

Part B (10 minutes)
Students write a sentence for two words or phrases they chose. 
Example: If you are a pilot, you have to be trustworthy. / We are looking for a hard-working and reliable person for the post.
Learning Activity 4 (30 minutes)
Students play a game called adjective / job description – they have to describe a job by using suitable adjectives. 

Useful tips

1. To teach these words, you could help students to use their dictionaries and go through the words.

2. You might like to go over some of the pronunciation.

3. You could play a game – you give a definition and a student from each group has to go to the board and write the corresponding job (e.g. When you can sell things to others, you are a…? Answer: salesperson). 

4. You could also get students to use their dictionaries to find synonyms or antonyms for the words. For fun, this can be a dictionary race – the first group to find a word with similar / opposite meaning is the winner.
5. Replace the jobs where deemed more suitable for your students.
Section C: Job interviews
There are a number of practices for role-playing interviews in this unit. Make sure that students have the chance to be both interviewer and interviewee during the unit. 

Learning Activity 1 
Part A (10 minutes)
Students discuss the different aspects of body language: dos and don’ts. 
Answers:
	
	
	Dos
	Don’ts

	1
	Sit up straight
	(
	

	2
	Look alert
	(
	

	3
	Scratch the back of your head
	
	(

	4
	Hold your neck
	
	(

	5
	Rub your nose
	
	(

	6
	Cross your arms
	
	(

	7
	Make eye contact
	(
	

	8
	Stare at the floor
	
	(

	9
	Look uninterested
	
	(

	10
	Smile
	(
	

	11
	Nod your head
	(
	

	12
	Shake your feet
	
	(


e

Part B (10 minutes)
Students discuss any other ideas for dos and don’ts. 

Useful tip

Make sure that students are aware that during the interview body language is very important.
Learning Activity 2 (15 minutes)
Common interview questions
Useful tip

These questions are very common during interviews and therefore students should really think about how they can answer them well. 
Students write the questions with the help of the starters given.

1. Can you tell us why you have applied for this job?

2. Could you tell us about yourself, please?

3. Why do you think you are a good / suitable candidate for this job?

4. What are your strong and weak points?

5. Do you prefer / like working alone or in a team, and why?

6. Do you have any questions to ask us?

Learning Activity 3 (45 minutes)

Students read through the advertisement and Employer Card only. They then choose who the employers and the jobseekers are. 

Students go into groups to prepare: group 1 – jobseekers and group 2 – employers. Jobseekers must choose a role card. They should not read all of the jobseekers’ profiles. In addition to the questions in Learning Activity 2 on page S31, employers write at least four more questions to ask each jobseeker during the interview.

Based on the information in the cards they are given, students prepare what they are going to say during the role-play.

Learning Activity 4 (60 minutes)
Before the interviews, go over the interview tips and functions and language on interviews on page S35 with students. 
Students conduct the interviews. 

For the interview role-play, students should go into groups of six or seven: two employers and four or five jobseekers. Both employers will ask each jobseeker all the questions before they proceed to interview the next. 

Ask students who was chosen as the successful jobseeker / applicant and why. You may ask a good group to come out to the front to model their discussion and give feedback.

Learning Activity 5 (20 minutes)
Ask students to improve the dialogue in the boxes.

Supplementary interview role-plays (60 minutes)
There are extra interview role-plays to practise with on pages T53–T56. As previously noted, the more practice students have for interviews the better. Note that the advertisement in Role-play 1 is deliberately made playful. It is hoped that students will feel more relaxed and enjoy the role-play.

Section D: Application / Cover letter 

Learning Activity 1 (20 minutes)
Ask students to read the application letter and complete the notes in pairs. If necessary, guide students to complete the notes together as a class.

Answers:

1. Date

2. name

3. Address

4. job / position

5. experience

6. personality

7. interview

8. Applicant’s signature

9. informal

10. candidate / applicant


Learning Activity 2 (20 minutes)
Students are given an example of an application / cover letter. They should put the parts of the letter in the correct order and find ten language errors in it.

Answers:
1. e
2. d
3. b
4. c
5. a



Learning Activity 3 (30 minutes)
Using the notes on the contents, layout and language for cover letters, students are asked to write a cover letter for one of the jobs advertised in the unit or to use their own advert and write a letter for it. You may use the criteria in the ‘Writing Feedback Form’ on page T57 for evaluating students’ work.

Useful tip
Stress the importance of always supplying a tailor-made cover letter (one that has been created with a particular job in mind) and CV for any job. It shows if someone has made a big effort to research the post.
Section E: Meetings 
Learning Activity 1 (10 minutes)
Students try to complete the anagrams first: agenda; consensus; chairperson; video conference; item; show of hands; minutes. The aim of the activity is to find out how much students know about meetings. Go over the words afterwards to make sure that students know all of them.
Learning Activity 2 (20 minutes)
Running dictation 
Stick on the board / wall a copy of ‘Tips for preparing and holding meetings’ below for each group of four. Enlarge if necessary. Two students will be runners going back and forth memorising and reporting the tips and the other two will be secretaries noting down answers reported by the runners. This is a nice activity because it gets students to learn whole chunks of language and to write collaboratively. 
Tips for preparing and holding meetings

1. Prepare thoroughly for the meeting. Look at the agenda or the background information.

2. Listen carefully to what the participants say.

3. Don’t talk too little and don’t talk too much!

4. If you do not understand, ask for clarifications.

5. Look at people directly when you are speaking to them.

6. Do not hesitate to interrupt a speaker but do so tactfully and at the right time (when the speaker has finished his point, for example).

7. When you reply to a participant, be sure that you understand the question well. To do so, you can rephrase what the speaker said.


Learning Activity 3 (20 minutes)
In this activity, students work in pairs or groups to match the useful functional language for meetings to the communicative functions.

Answers: 
a. 1 
b. 4 
c. 3 
d. 7 
e. 6 
f. 5 
g. 9
h. 2
i. 8
j. 12
k. 10
l. 11


For more advanced students, you might like to ask them to brainstorm statements for agreeing and disagreeing and write them on slips of paper first. Then ask them to compare their ideas with those on pages T59-T60 before working on ‘Practice for meetings – agreeing and disagreeing’ on page T58.
Suggested answers for ‘Using appropriate language in meetings’ on page T60:

1. This is too expensive!  (afraid)

I am afraid this is too expensive.

2. You must pay 50% now! (would / mind)

Would you mind paying 50% now?

3. We won't agree to these terms! (cannot)

I am afraid we cannot agree to these terms. 

4. We hate this model! (not interested)

I am sorry but we are not interested in this model.
5. That’s rubbish! (do not agree)
I am afraid I do not agree.
6. What do you want? (help)
Can I help you?

Learning Activity 4 (30 minutes)
Meeting role-play (remind students of the language from the previous activity)
This activity aims to provide an opportunity for students to use persuasive language and to present their own strengths. It is not necessary for them to come up with a decision on which student should be given the chance to work as a student trainee.

Useful tips

1. Remind students that they should really try to sell themselves during this meeting and each of them has only two minutes. 

2. To extend this activity, you may wish to ask a good group to perform the role-play again but this time in front of the class and ask students who watch the performance to vote for the best student in the group.

The notes on pages S47-S49 provide supplementary materials that aim to help students to understand more about how to chair a meeting and write agenda and minutes. If necessary, you might like to guide students to read over the notes and discuss the roles and language required of a chairperson or secretary to prepare them for the activity. You may also provide students with the additional information on writing agendas and minutes below.

Notes on items that commonly appear on agendas

Confirmation of minutes of the last meeting: When the meeting begins, members will be asked if the minutes of the previous meeting are correct. If they are, the minutes will be adopted, otherwise they will be amended.

Matters arising: Under this item, any issues that stem from the minutes of the previous meeting will be discussed. 

Issues for discussion: These are the matters to be discussed at the meeting. In the example provided in the student’s handout, there is only one issue for discussion, i.e. Report on Market Survey. In reality, however, most meetings cover more than just one issue or topic.

A.O.B. (Any Other Business): At a meeting, members may bring up issues not covered in the agenda. They can be discussed under A.O.B.

Notes on the various components of meeting minutes

Present and Apologies: Members present at the meeting are listed under ‘Present’ (starting with the Chairman and ending with the Secretary, with members listed in between, in order of seniority or in alphabetical order according to their surname or post title). Those who cannot make it to the meeting are listed under ‘Apologies’. Usually it is required that they apologise and give a reason for their absence, hence ‘Apologies’. 

Confirmation of minutes of the last meeting: If members accept the minutes of the previous meeting as correct, write down that they are confirmed like the example in the student’s handout. If corrections are required, put down the amendments made.

Matters arising: If matters arising from the minutes of the previous meeting are discussed, record the discussions and proposals or decisions made. If nothing arises, write down there were no matters arising from the minutes of the previous meeting or omit the item.

Issues discussed: The matters discussed and the resolutions or decisions made are recorded and appropriately organised. Usually the items are reported in the order they are presented.

A.O.B. (Any Other Business): If there are any items discussed under A.O.B., record them. The time the meeting adjourns should also be recorded.

Signature: The Secretary and / or the Chairperson will have to sign the minutes when confirmed.


Section F: A letter requesting a reference for a student
Learning Activity 1 (20 minutes)

Answers:

1.   1.c    2.d   3.a   4.b   5.f   6.h   7.g   8.e   

2. Offering help=6



Requesting action or information=2
Giving information=3


Closing greeting=7
Concluding=5



Referring to previous activities=4 
Opening greeting=1



Referring to added documents=8
3a. When you don’t know the name of the person in a formal letter, use Dear Sir / Madam for an opening and Yours faithfully for a closing greeting. 

b. When you know the name of the person in a formal letter, use Dear + Mr / Mrs / Ms / Miss for an opening and Yours sincerely for a closing greeting.
Learning Activity 2 (30 minutes)

Guide students to change the highlighted informal language into formal language. It is hoped that this activity will be motivating as it reminds students that they no doubt will have evaluations made of them when they apply for a post. You could mention that perhaps the Principal or you as a teacher may act as a referee at some stage too.

Suggested answers:


Section G: Self-access learning task (60 minutes)

For their portfolios, students write a paragraph and / or make a presentation describing their qualities (they think of adjectives to describe personal and professional characteristics and other strong points) and say why they would be a good person to employ. They can make notes in the spaces provided. 

Useful tip

Another way for students to describe their qualities is by designing a CV. You may ask students to refer to the CV template on page S54 and design one which will tell others about their qualities.




























































































































































































































































































































































































































































































































































































































































































































































































































































































































Objectives





By the end of the lessons, students will be better able to:


describe personal and professional characteristics and relate them to job fields


identify good use of body language for an interview


ask and answer appropriate job interview questions


identify characteristics and language of a cover letter and write one


take part in a meeting as well as understand and use appropriate language for meetings


identify formal language of a business letter





Time Needed





9 hours 30 minutes





Learning / Teaching / Assessment Tasks / Activities





Students discuss job interviews and practise using adjectives for personal and professional characteristics


They role-play several job interviews alternating between interviewer and interviewee


They read tips about writing cover / application letters and find ten language errors in a sample letter


They match communicative functions with language for meetings


Self-access learning task: they describe their qualities and say why they would be useful employees. They could also design their own CV using a document for compiling CVs





Materials Required





Handouts on ‘Employment’


Supplementary Materials pages T53–T60




















Catering for Learner Diversity





For less advanced students, you might like to reduce the number of words in the box and spend more time helping them to practise the words that are important for them and their chosen job field, e.g. a waiter needs to be patient and polite.





For more advanced students, you might like to brainstorm adjectives first or use this more extensive list:





hard-working     independent       critical       creative      sociable


well-organised       pro-active         eloquent       good at languages      fun


       ambitious       trustworthy      attentive to details      energetic


good at multi-tasking     dependable          flexible           good at teamwork


good at time management            imaginative          forward-thinking       artistic


good with people     competitive       physically fit       good at leadership


productive              good at money making                 good at following orders


smart and clean        polite             patient      adventurous             risk-taking


confident        open-minded         good-looking       clever         good at giving orders





Catering for Learner Diversity





For less advanced students, you might like to explain words that students may have difficulty with, e.g. alert, nod.





Catering for Learner Diversity





For less advanced students, you might like to put the jobseekers with the same jobseeker role cards in groups first so that they can work together to plan what they will say in the interview, taking into account the interview questions in Learning Activity 2. The employers can also form groups to prepare questions to ask. They can then split into pairs, each with an employer and an employee.





For more advanced students, they may feel confident enough to work on their own to prepare.





Catering for Learner Diversity





For less advanced students, you might like to start by getting a pair out to the front to act out the dialogue in the boxes first and then the whole class rewrites it on an OHT or on the board as a group before getting students to practise in pairs.





Catering for Learner Diversity





For less advanced students, you might like to provide them with the ten words to choose from.





Dear Mr Ng


I am writing in reply to the post of Accounting Clerk advertised on your website. I believe my experience as a student ambassador at school, my HKDSE qualifications in mathematics as well as my interest in business would make me a useful member of your company.


In addition to my experience and qualifications, I can offer a variety of skills that could be useful to you in the future, in particular, my knowledge of computers. Also, my proficiency in English could be useful for your clients from overseas.


I am attracted to your accountancy programme because your company has grown rapidly in the last three years, making you one of the most successful accountancy firms in Hong Kong. I am also impressed by the package you offer your employees.


I have attached my CV and would greatly appreciate an interview to discuss at greater length the contributions I could make to your team. 


Thank you for taking the time to review my application.


Yours sincerely


Colin Cheung


Colin Cheung








Catering for Learner Diversity





For less advanced students, you might like to provide them with hints by specifying the number and the type of error (e.g. verb tense, noun) that can be found in each paragraph.





Catering for Learner Diversity





For less advanced students, you might like to dictate the statements yourself and ask groups to write them down together. Then go over the answers with an OHT / PowerPoint. Alternatively, you may blank out the key words in the tips and ask groups to fill them out. Or, instead of doing a running dictation, you can re-write the tips and turn them into a true (T) or false (F) activity.





Catering for Learner Diversity 





For less advanced students, you might like to give your students more practice and support by using the handouts in the Supplementary Materials Section (pages T58-T60). You can have your students practise agreeing and disagreeing using ‘Practice for meetings – agreeing and disagreeing’, or they can refer to ‘Meetings – functions and language’ for help on language. For further language practice in meetings, there is also the exercise ‘Using appropriate language in meetings’.








Catering for Learner Diversity 





For less advanced students, you might like to ask the secretary to simply write brief notes as the meeting goes.





For more advanced students, you may let them know more about how to prepare an agenda and write more detailed minutes. The following websites may help:


http://www.personal-assistant-tips.com/Meeting_Agendas.html


http://www.professional-secretarial-services.com/meeting-minutes-sample.html








Nam Shan Building Associates


Room 1523 15/F Nelson Building


54 Chun Wai Road


Tuen Mun


Tel: 2444 8473





25 November 20XX





Mrs G Yuen


Human Resources Manager


Global Export


Room 904 Ming Fai Industrial Building


126 Wing Yip Street


Quarry Bay





Mr Hung James


Dear Mrs Yuen





The above-named / mentioned has applied / made an application for a position / post as a Buyer in our company. He has given / provided your name as his referee.





I would appreciate it if you could send me some information about him and his work. I enclose details of this position / post for you to refer to and I would be grateful to receive any references you could make with regard to / concerning Mr. Hung’s work.





I look forward to receiving your reference and assure you that any information provided will be treated as strictly confidential.





Yours sincerely


Eddy Shan 


Human Resources Manager
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