Answering a Job Advertisement

Related Section of pack: Working in the UK

Aim: 

To practise reading a job advert & phoning to apply for a job 

Materials: 
A task sheet for each learner

ESOL level: 
Intermediate 2

SCQF level: 
5

Time:  

60 – 90 mins

Preparation: 
Photocopies of worksheets 1 and 2 for each person in the class; alternatively cut 2nd worksheet into strips for pairs of students.

In class:

1) Students first read the job advertisement in worksheet 1 for gist. On 2nd reading ask Ss to underline the key words and phrases about what is involved in the job and the kind of person they are looking for, e.g. door to door, sales, printing & design services, meet sales targets, no formal qualifications, training given, can do’ approach, successful, work under pressure, strong communicator, competitive salary and bonus.

2) Discuss what these phrases actually mean.

3) Ask Ss to re-order a telephone conversation between an applicant and Catherine Smart (the contact person for the job). The conversation could be cut into strips and re-ordered in pairs.

KEY:

	g) Catherine Smart (on the telephone): Good morning, One Planet Design, how may I help you?

c) Applicant: Yes, good morning. I would like to apply for the position of ‘Door to Door’ Advertising Executive. 

i) Catherine: Good, thank you for calling, can I take some details please? 

d) Applicant: Yes, of course. 

e) Catherine: Now can you provide me with your full name and address and can I ask you to spell any difficult words please!

o) Applicant: (Gives full name and address and spells tricky words)

a.) Catherine: Right, can you tell me why you would like this job?

h) Applicant: Well I am good with people and I work well in a team. I’m working in a restaurant at the moment so I’m used to working under pressure and to make sure that the customers are satisfied. That’s very important!

n) Catherine: That’s very interesting. Do you think you could also enjoy working on your own?

j) Applicant: Yes, I have a good time keeping record and I like to take responsibility for all my work.

k) Catherine: Great, Could you come and see us for an interview next week, say Thursday at 10?

b) Applicant: Thursday at 10, yes that would be fine, thank you.

m) Catherine: Our offices are next to the Bus Station, just press the green buzzer next to the door and let the office know who you are.

l) Applicant: OK, the grey buzzer?

f) Catherine: No, green! The grey is for the dentist upstairs. Look forward to seeing you then, bye for now.


4) Students practise the telephone conversation in worksheet 2, sitting back to back. 

Variation:  
Students study current newspaper or Internet advertisements for language relating to job specifications or personal qualities / skills & qualifications. 

Students can write their own dialogues and role-play.

Assessment: 
The task helps prepare learners for the following summative assessment:

Intermediate 2 English for Work and Study Outcomes 1 & 2 (DA9H11)

Answering a Job Advertisement  

Worksheet 1

1. Quickly read the following and decide if you would like to do this job. Why / why not?

2. Read the advert again and underline the KEY WORDS and phrases about what is involved in the job and the kind of person they are looking for.
	Find your calling as a

Door to Door Advertising Executive

The ‘One Planet Design Company’ is looking for enthusiastic and motivated sales people to join the team. We need you to visit new clients and businesses in the Inverness area and sell our printing and design services.

Working as part of a team you will be responsible for dealing with both regular and new customers to achieve our business targets. You will provide a first class sales service to our clients and offer real solutions to their design and printing needs.

To be successful you should be a smart person with a ‘can do’ approach to business and a friendly personality. Experience is not essential and no formal qualifications necessary as training will be given and you will receive first class support to help you meet your sales targets.

You will need to show determination, an ability to work under pressure and be a strong communicator. 

In return we offer a competitive salary and bonus opportunities.

If you satisfy the above requirements and would like to apply for the role. Please apply for a short interview by telephone to:

Catherine Smart: 01234 777

Closing Date: Friday 15 September 




Worksheet 2: Telephone Conversation

1. An applicant phones Catherine Smart to arrange an interview. Put the following dialogue in order.

2. Now practise the telephone conversation in pairs (sitting back to back)
	a) Catherine: Right, can you tell me why you would like this job?

b) Applicant: Thursday at 10, yes that would be fine, thank you.

c) Applicant: Yes, good morning. I would like to apply for the position of ‘Door to Door’ Advertising Executive. 

d) Applicant: Yes, of course.

e) Now can you provide me with your full name and address and can I ask you to spell any difficult words please!

f) Catherine: No, green! The grey is for the dentist upstairs. Look forward to seeing you then, bye for now.

g) Catherine Smart (on the telephone): Good morning, One Planet Design, how may I help you?

h) Applicant: Well I am good with people and I work well in a team. I’m working in a restaurant at the moment so I’m used to working under pressure and to make sure that the customers are satisfied. That’s very important!

i) Catherine: Good, thank you for calling, can I take some details please?

j) Applicant: Yes, I have a good time keeping record and I like to take responsibility for all my work.

k) Catherine: Great, Could you come and see us for an interview next week, say Thursday at 10?

l) Applicant: OK, the grey buzzer?

m) Catherine: Our offices are next to the Bus Station, just press the green buzzer next to the door and let the office know who you are.

n) Catherine: That’s very interesting. Do you think you could also enjoy working on your own? 

o) Applicant: (Gives full name and address and spells tricky words)


