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UNIT 1: How to get a job     

 Vocabulary: Describing people; Jobs               

            Grammar: Present simple vs. Present continuous; Adverbs of frequency 

            Reading: Job Adverts 

Listening: Company Profile 

            Speaking: A job interview 

            Writing: Email of application 

   

UNIT 2: Welcome to the office   

             Vocabulary: Introducing yourself  

             Grammar: Past simple vs. Past continuous; Irregular verbs; There is-are/was-were 

   Reading: An email request for help 

             Listening: Who is who at the office?  

             Speaking: First day at work 

             Writing: Professional profile summaries  

                      

UNIT 3:  Working daily routines 

            Vocabulary: Office duties and routines 

            Grammar: Countable and uncountable nouns; Quantifiers; Articles (a, an, the);  

            Prepositions of time 

Reading: Notes at work 

            Listening: Staff daily routine   

Speaking: What do we have for today? 

Writing: My work’s agenda           

 

UNIT 4: Arranging a meeting    

Vocabulary: Making arrangements; Make vs Do 

Grammar: Comparatives and superlatives; Prepositions of place 

Reading: Managing a meeting 

Listening: Scheduling a meeting 

Speaking: Meeting report  

Writing: Invitation to a meeting 

 

UNIT 5: Customer service   

             Vocabulary: Complaints and annoyances  

             Grammar: Modal verbs 

 Reading: Customer service representative 

   Listening: A phone call from a customer 

 Speaking: A customer complaint  

Writing: An email of complaint 

              

 UNIT 6: On a business trip   

            Vocabulary: Travelling; Booking and Flights 

Grammar: Future tenses 

 Reading: Trade fairs 

            Listening: Experiences on business trips   

 Speaking: Preparing a business trip  



 

 

           Writing: A confirmation email  

  

UNIT 7:   Messages    

Vocabulary: On the phone  

Grammar: Present Perfect; Past perfect 

 Reading: Holiday plans 

Listening: Taking messages  

Speaking: Leaving messages 

Writing: Notes/short messages 

 

UNIT 8: Office services   

Vocabulary: Describing and locating office supplies 

Grammar: Conditionals 

 Reading: Solving problems  

 Listening: Making an order 

Speaking: Calling for a service  

Writing: Budget request email 

 

UNIT 9: Crucial labour issues  

Vocabulary: Salary and pay; Working hours and time off work 

Grammar: The Passive voice; Have/get something done 

 Reading: Dilemmas in the office 

Listening: Workplace problems 

Speaking: Searching information on the Internet  

Writing: Benchmarking  



 

UNIT 1. HOW TO GET A JOB 
 
VOCABULARY 
________________________________________________________________________________ 
 

DESCRIBING PEOPLE 
 

1. Write the meaning of these descriptive adjectives in your language and write sentences with 
them. 
 
Able:  
________________________________________________________________________ 
 
Creative:  
________________________________________________________________________ 
 
Reliable:  
________________________________________________________________________ 
 
Energetic:  
________________________________________________________________________ 
 
Experienced:  
________________________________________________________________________ 
 
Flexible:  
________________________________________________________________________ 
 
Hard-working: 
________________________________________________________________________ 
 
Honest:  
________________________________________________________________________ 
 
Imaginative: 
________________________________________________________________________ 
 
Innovative: 
________________________________________________________________________ 
 
Motivated:  
________________________________________________________________________ 
 
Organised:  
________________________________________________________________________ 
 
Easygoing/easy-going:  
________________________________________________________________________ 
 



 

Passionate:  
________________________________________________________________________ 
 
Outgoing:  
________________________________________________________________________ 
 
2. A Fill in the gaps with the adjectives from the box. 
 
 
 
a. When you’re ____________ about your job, you will never have to work.   
b. My supervisor is ______________ and never lies.  
c. I’m a very _______________ person, both at work and in my other daily activities, I’m not    
             lazy.  
d. The boss knows that her employees are ____________, she can trust them. 
e. I’m an ________________ person. I enjoy talking to everyone.  
f. Everything needs to be well planned and ___________ if we want to get good results.  
g. Our department needs a _________________ manager in order to encourage the  
             employees.   
h. Innovative and _____________ ideas are at the heart of most successful businesses.  
 
B. Do you know the antonyms of these adjectives? 
 
 
JOBS 
 
3. Match the duties with the correct job position. 
 

Executive  They are responsible for the functioning of teams, departments and compa-
nies. Their work often involves supervising others; they may also direct activi-
ties, processes, material resources and information. 

Manager  They are professionals who oversee the day-to-day operations of an organisa-
tion by smoothly implementing management decisions in their unit by focus-
ing on a few key points. 

Director  They make key decisions on issues such as mergers and dividends, hire senior 
managers, and set their pay.  

Chief of 
staff 

They are professionals who are responsible for keeping and interpreting finan-
cial records. Most of them are responsible for a wide range of finance-related 
tasks, either for individual clients or for larger businesses and organisations 
employing them. 

Supervisor  They are the ones who are part of an executive committee or who hold a high 
position in the hierarchy of the company. Their role is to carry out the man-
agement and administration of the entire organisation. 

passionate    energetic    creative    honest    motivated   organised    reliable   outgoing 
 



 

Accoun-
tant  

They build that awareness by developing and executing on marketing strate-
gies to meet consumer needs — and maximise profits. Working in industries 
as varied as advertising, hospitality, healthcare, finance, technology, retail, 
and education, marketing managers are integral to a company's success. 

Social me-
dia specia-
list 

They are the ones who control, direct and coordinate a certain organisation 
or, on the other hand, a part of it. They are the people who are in charge of 
directing an organisation, company, institution or collective. 

Program-
mer  

They play an important role because they oversee various aspects of manag-
ing the logistics of a CEO or Executive's daily work, including presentations, 
interactions with colleagues, and scheduling. They are the key to ensuring that 
executives constantly remain in touch with their company. 

Lead ac-
countant 

They are responsible for creating and publishing content on all social media 
platforms, including Facebook, Twitter, and Instagram, to grow an audience, 
build brand awareness, and ultimately, boost sales. 

Marketing 
manager 

They are responsible for managing a company's overall operations. This may 
include delegating and directing agendas, driving profitability, managing com-
pany organisational structure, strategy, and communicating with the board. 

CEO (Chief 
Executive 
Officer) 

They are the ones who control, direct and coordinate a certain organisation 
or, on the other hand, a part of it. They are the people who are in charge of 
directing an organisation, company, institution or collective. 

Board of 
Directors 

They write, modify, and test code and scripts that allow computer software 
and applications to function properly. They turn the designs created by soft-
ware developers and engineers into instructions that a computer can follow. 

 

4. Do you know the meaning of these acronyms? Please, write the corresponding job positions 
next to the words.   
 
CEO: 

COO: 

CFO: 

CIO: 

CMO: 

CHRO: 

CTO: 

 
 



 

 
GRAMMAR 
________________________________________________________________________________ 
 
 

 

 

 

 

 

 
1. Complete the sentences with the correct form (positive (+) or negative (-) of one of the verbs below. 

 

 

 

eat         switch on        read        discuss       like       start        enjoy      arrange    chat 

                       
                        Used to talk about: 

 
                       1. Habits and routines. 
                          I read a chapter of my favourite book every night. 

 
                       2. General truths and facts. 
                         Ten times ten makes one hundred. 

 
                   AFFIRMATIVE:   Subject +  verb +  objects 
                                                  You          play     the violin 

 
                   NEGATIVE:   Subject +  do not + verb  +  objects 
                                              You       do not     play     the violin 

 
                   INTERROGATIVE:  Do  +  subject   +  verb  +  objects? 
                                                    Do         you           play      the violin? 

 
   When the subject is 3rd person (He, She, It) we add: 

                                     - an ‘s’ after the verb in affirmative 
                                     - ‘does not/does’ in negative and interrogative 

 
______________________________________________________________________ 

 

 

                                                    
 

                                                
                               
 

 

 

 
STRUCTURE 

USE 

We use adverbs of frequency to say how often we 
do things, or how often things happen. 

 
   I usually play the piano. I love it! 

                                                                     
 

 PRESENT SIMPLE 



 

1. Victor _____ work at 9.00(+). He ________ his computer and ______ his emails (+). 

2. Sarah and Laura ________ when they’re busy (-). 

3. Michael ________ in restaurants every day (-). 

4. Susan ________ the training course with her boss (+). 

5. She’s a Personal Assistant; she ________ a lot of meetings and conferences (+). 

6. Brad ________ boring tasks (-), but he ________ speaking to new people (+). 

 

2. Write questions and answer them about yourself. 

1 your grandparents / often / visit you / ?                          4 your friends / like / computer games / ? 

...................................................................                        ................................................................... 

...................................................................                        ................................................................... 

2 you / watch / TV / in the evening / ?                                5 you / study / German / at University / ? 

...................................................................                        ................................................................... 

...................................................................                        ................................................................... 

3 your sister/ play / the piano / ?                                          6 your girlfriend / work / at a hospital / ? 

...................................................................                        ................................................................... 

...................................................................                        ................................................................… 

 

3. Find and correct the mistakes below. 

1. He go to bed very early. 

2. Does they live in Australia? 

3. I am usually cook dinner for my friends. 

4. Are they have a meeting every week? 

5. She don’t like vegetables. 

6. Does John has enough money? 

7. Henry know the answer. 

8. Cesar playes chess on the weekend. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Fill in the blanks below to complete the sentences with the Present Continuous. 

1. __________________________________________. (we / not read / an email) 

2. A: __________________________________________? (your workmate / work?) 

B: Yes, he ____________. 

3. __________________________________________. (Susan / make / an appointment) 

4. A: __________________________________________. (why / you / yawn?) 

B: __________________________________________. (I / read / a really boring document) 

5. __________________________________________. (the children / play / a game) 

6. __________________________________________ now. (it / rain) 

7. A: __________________________________________? (they / eat / lunch?) 

B: No, they ____________. 

8. __________________________________________. (The birds / sing) 

9. __________________________________________. (I / do my homework) 

10. __________________________________________. (he / not sleep) 

 

 

 

                       
                        Used to talk about: 

 
                       1. Activities at the moment of speaking: 
                           We are listening to music at the moment. 

 
                       2. Temporary situations. 
                           His parents are living with him at the moment. Their house is being painted. 

 
                       3. Changing or developing situations. 
                            Recent evidence suggests that the economic situation is improving. 

 

 

 
                   AFFIRMATIVE:   Subject +  TO BE +  verb -ING  +  objects 
                                                    You           are           playing     the violin now. 

 
                   NEGATIVE:   Subject +  TO BE + not + verb -ING  +  objects 
                                              You          are       not      playing     the violin now. 

 
                   INTERROGATIVE:  TO BE  +  subject   +  verb -ING +  objects? 
                                                      Are        you                playing     the violin now? 

 

 

                               
 

 

 

 PRESENT CONTINUOUS 

USE 

STRUCTURE 



 

 

PRESENT SIMPLE PRESENTPRESENT CONTINUOUS 

 
• Adverbs of frequency 
• Every day/week, etc. 
• In the morning/night, etc. 
• On Mondays/Tuesday, etc. 
• At the weekend/ at night, etc. 
• Once/ Twice/ three times… a week/day, etc. 

 
• Now 
• At the moment 
• Right now 
• Today 
• This week/ year, etc. 
• These days/ years, etc. 

 

1. Underline the verb in each sentence. Then circle the correct time expression. 

1. Children usually / at present enjoy films. 

2. The police officers are talking to the stranger once a day / at the moment. 

3. The gardener comes to our house now / once a week. 

4. Jack is meeting Julia in the evening / right now. 

5. Dad washes the car at the moment / on Saturdays. 

 

2. Complete the sentences with the Present Simple or Present Continuous form of the verb in brackets. 

1. We usually .................................. (have) lunch at two o’clock. 

2. Listen! .................... the phone .................… (ring)? 

3. I .................................. (not work) in the office today. 

4. .................... people .................... (put) trees in their houses at Christmas? 

5. My girlfriend always ...............................… (watch) sports on TV. 

6. My colleague .................................. (not check) her incoming email every day. 

7. The boys .................................. (study) at the moment so please don’t talk to them. 

8. Charly .................................. (not play) outside now. 

 

3. Complete the text about receptionist Mariah Watson with the correct options. Choose A, B or C. 

I 1_____ a Russian course at the moment and I 2_____ a lot of vocabulary. Unfortunately, I 3_____ all of it! 

There 4_____ eight students in the class. The teacher is really nice, but she 5 _____ very quickly and we 

6_____. I 7_____ Russian every day after work. Now we 8_____ the present tense; it’s very complicated. It 9 

_____ like in English, or Spanish. But I 10 _____ my classes and I’m going to continue! 

 

1. A. do      B. doing      C. ‘m doing 

2. A. ‘m learning      B. learn      C. learns 

3. A. not remember      B. don’t remember     C. ‘m not remembering 

TIME EXPRESSIONS 



 

4. A. is      B. have      C. are 

5. A. speak      B. is speaking      C. speaks 

6. A. not understanding     B. don’t understand      C. doesn’t understand 

7. A. ‘m studying      B. study      C. studies 

8. A. study      B. ‘m studying      C. ‘re studying 

9. A. doesn’t      B. isn’t      C. aren’t 

10. A. love      B. am loving      C. loving 

 

 

READING 
________________________________________________________________________________ 
 

JOB ADVERTS 

1. A Read the four job advertisements and complete them with the right job title from below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   2  _____________________ to Director     
    Manager. 

 
   Location: Central London 
   Contract: Temporary 
   Salary: £ 14.00 – £16.00 per hour 
   Experience is required 

 
● Duties include: 
    - Scheduling meetings and appointments. 
    - Making travel arrangements. 
    - Organizing events. 

 
● Requirements: 
    - Flexibility and adaptability. 
    - Organisational skills and the ability to 
      Multitask. 
    - The ability to be proactive and take the 
       Initiative. 
    - German essential, Spanish desirable 

 

1   American Import/ Export Company is looking for a 
____________________ 

 
● Responsibilities include: 
    - Assisting with the day-to-day operations 
    - Maintaining and organising files 
    - Managing the calendar of their supervisors 

 
●Experience and skills requires: 
    - Knowledge of Microsoft applications 
    - Interpersonal skills. 
    - Attention to detail. 

 
No previous experience necessary 
Mon – Fri. 
Salary £ 16.900 

 

 

 

3 TopTechnology is looking for an experienced and 
 creative  _________________ to join our team. 

 
● Main tasks and duties: 
   - Planning, implementing and monitoring the 
      company's Social Media strategy. 
   - Managing and overseeing social media content. 

 
● Requirements and qualifications: 
   - 2 years of experience as a Social Media Specialist 
     or similar role. 
   - Excellent knowledge of Facebook, Twitter, 
     LinkedIn, Pinterest, Instagram, Google+ and other 
     social media best practices. 
   - Familiarity with web design and publishing. 
   - Excellent multitasking skills. 

 
Wages: £130.00 per week 

 

4 ___________________ 
    Wanted full-time accountant - Permanent 
                    Glasgow City Centre 

 
● Duties and responsibilities include: 
   - Preparing accounts and tax returns 
   - Monitoring spending and budgets 
   - Auditing and analysing financial performance 

 
● Keys skills: 
   - Enhanced numerical and quantitative skills. 
   - Advanced analytical and problem-solving skills. 
   - Time management and organisation. 

 
Annual salary: £17.500 + OT 



 

                                                 

B. Match the sentences to Adverts 1, 2, 3 or 4. Some sentences apply to more than one. 

1) For this job you don’t need experience. 

2) This isn’t a permanent job. 

3) Foreign languages are important for this post. 

4) In this job you can work more hours. 

5) In this job, if you work more you earn more. 

6) This is a temporary job. 

7) For this job you nedd experience. 

8) The advertisment explains the money paid per year. 

 

 

LISTENING 
________________________________________________________________________________ 
 

COMPANY PROFILES 

1. Listen and complete the profile of William´s  Consulting, a training consultancy. 

 
Our company is a modern, training consultancy; it’s only six years old. The _________ is Charly William and 
the _________ managing director is his wife, Jennifer William. Although we are a young business, we are a 
dynamic company. 
Our _________ is in New York. It’s in a small, _________ building in the city centre with all the _________ 
technology and a large open plan office and classrooms, with up-to-date facilities, for our courses. There are 
_________ offices in four other American cities; Washington, Los Angeles, Boston and Chicago. The current 
number of William’s consulting _________ is fourty-two. Half of our staff are at the New York headquarters. 
We offer a wide variety of courses such as IT, accounting, marketing and recruitment. Our courses can be at 
our offices or at our clients’ headquarters. Our courses are _________ and our trainers are professional and 
_________; and our prices are _________. 

 

 

 

 

 

 

 

 

a) Personal Assistant 

b) Programmer 

c) Marketing Manager 

d) Administrative Assistant 

e) Sales Director 

f) Accountant 

g) Social Media Specialist 

h) Recepcionist 



 

2. Look at the information about HR Barcelona and write a company profile. Use the profile of William´s  
Consulting as a model. 

 

 
Company Details Profile 

 

 
Name: HR Barcelona 
Activity: Recruitment Consultancy 
How old: 12 years old 
Founder: Susan Lewis 
Managing director: Tom Lewis (Susan’s brother) 
Head office: Barcelona, Spain 
Location: Barcelona city centre  
Branch Offices: Madrid and Seville 
Employees: 26; 14 in Madrid 
Adjectives (company): small, professional 
Adjectives (head office): new, modern, central 
Service: to find the right employees for your 
company. 
Prices: the best in town! 

 

 

 
 
 
 
SPEAKING 
________________________________________________________________________________ 
 

A JOB INTERVIEW 

1. Read the following job interview between Peter and Mrs parker. 

Mrs Parker: Good morning Peter. Please take a seat. I’m Mrs Parker. 

Peter: Hello Mrs Parker. Nice to meet you. 

Mrs Parker: You too. So, let me introduce myself. I am the Human Resources Director here and we have an 

open position in our Accounting department, so we have been interviewing applicants to fill the position as 

quickly as possible. 

Peter: Yes, that’s right. I read about the position on your website, and I think I am a good fit. 

Mrs Parker: I’d like you to tell me, first of all, why you want to be an accountant. 

Peter: OK. Well, I’ve always loved inspecting and auditing personal. I’ve always been enthusiastic  about 

commercial accounts. 

Mrs Parker: Have you worked in this position before? 

Peter: Yes, I have been in charge of the control, management and direction of accounting in a large company 

for 4 years. 

Mrs Parker: I see, so you have some experience in the sector. Although we work with the latest novelties, 

such as new accounting softwares. 



 

Peter: Ok, I look forward to learning new skills if I am offered the job. Moreover, I have no problem in learning 

quickly new things and I like to keep upgrading my knowledge and different skills. 

Mrs Parker: So, are you an ambitious person? Describe yourself, why should we hire you? 

Peter: More than ambitious, I am a person with a desire for self-improvement, very hard-working and 

energetic. 

Mrs Parker: Therefore, we could say that these are your strengths, right? Now, could you list your weaknesses? 

Peter: Of course, I think that sometimes I am too passionate that I can be very demanding. I don’t consider it 

a problem but it sometimes makes me feel stressed. 

Mrs Parker: Hmmm...How do you deal with working under pressure? 

Peter: Well, I’m used to working under pressure because in my last job I was asked to hand in the reports 

from one day to the next. So I have no problem. 

 Mrs Parker: OK, these are all the questions so far,  thank you very much Peter. You make some good points. 

Peter: It’s my pleasure. Thank you. 

 

2.Work in pairs or groups. Read the questions and discuss them.  
a. How does the conversation begin? 
b. Do they use polite language? 
c. Here you have some useful vocabulary for a job interview: 
 

 Introducing yourself 
 
1)  Good morning/afternoon. My name is ______ and I want to thank you for this opportunity. This 
is what I always wanted to do and I know I can do it very well. 
2) Hello! My name is _______ and it’s a pleasure for me to be here,  I’ve been looking for this posi-
tion for a long time. 
3) Hi! My name is ________ and I’m here because I think I have the profile you’re looking for. 
  

 Giving details of your education and qualifications 
 

1) I studied at (university/college)…  
2) I got a diploma in…. and then went on to study... 
3) I did a Management course in 2018 and this helped me to... 
4)I have an IELTS/Cambridge certificate with a score of (number)… 
  

 Asking someone to repeat a question 
 

1) I’m sorry. Would you please repeat the question? 
2) Excuse me, I didn’t hear you. Can you please say that again? 
3) Sorry, I didn’t understand you. Could you please say that again? 
  

 Emphasising your strengths  
 

1) I think I’m the right choice for this job because I know how to… 



 

2) I’m very good at ________ and that’s why I think I’ll be able to handle this position.  
3) I’d love to work here because I _______. 
  

 Describing your best skills 
 

1) I am hardworking / organised / decisive / patient / easy going / committed / focused / proactive 
and methodical. 
2) I perform well under pressure.  
3) I am self-motivated.  
4) I’m good at problem-solving. 
 

 Thanking the interviewer 

1) Thank you very much for your time. I’ll be expecting your call! 
2) Before I leave I want to thank you for the opportunity. I hope we see each other again soon! 
3) I wanted to thank you before I leave. I hope I have the profile you’re looking for. 
 

 

 

WRITING 
________________________________________________________________________________ 

EMAIL OF APPLICATION 
 
 
1. Complete the sentences with the proper linkers.  
 
 
 

a) _______________ I’m not used to reading, yesterday, I read a book before sleeping. 

b) I studied hard. ____________________ I got a very good mark. 

c) Students have learnt a lot ________________ this new project. 

d) _______________ the rain, they played the match. 

e) It’s too early to go to bed. ______________, I am not tired. 

 
 

 Email of application 
 
Although job applications are usually already made via apps or websites, there are still companies 
that ask you to send your application by email. For this reason, it is important to compose a profes-
sional, concise and attention-grabbing application email.  
 
 

Besides     Due to/Because of     In spite of/Despite   Consequently   Although/Even though 
 



 

 
STRUCTURE:  
 
[Subject line: write your name – Job title] 
 
[Greetings: "Dear __________" or simply “Dear hiring manager(s)" or “Dear Sir/Madam”] 
 
[First paragraph: Introduce yourself as well as the job position you are applying for and where you 
found the job advert. Include whether someone informed you about the offer as well as why you 
are interested in the position.] 
 
[Second paragraph: write a well-structured, well-argued case that you are the right person for the 
job. Mention your education and experience as well as one or two skills that are relevant to the 
position.] 
 
[Third paragraph: Mention the attached documents and let the recipient know you would be happy 
to provide further information if needed. Tell them your availability for an interview and the tele-
phone number where you can be contacted. Thank the recipient for their time and consideration.] 
 
[Closing: Say thank you with a polite closing salutation such as "Sincerely" if you don’t know the 
name of the recipient or “Faithfully” if you know it. Include your signature and contact information.] 
 

1. Choose one of the adverts and write your own email of application.  

A 
IT Recruitment Officer 
We are looking for recent graduates who would like to work with some of the most important com-
panies in the digital industry. This post is based in Dubai.  
We are looking for someone with passion, drive and commitment.  Recruitment Resourcers must 
be able to work under pressure and be self-motivated and people-focused. These qualities will help 
you progress within the company. Recruitment Resourcers who are willing to learn can train to be-
come Account Managers and Account Directors.  
 
B 
Data Analyst  
As a Data Analyst you will join a team that analyses research data for anomalies and presents find-
ings to people within and outside the company. A graduate with an eye for detail and a love of 
working with figures would be ideal. Confident communications skills are also vital. If you enjoy 
problem solving, have an investigative and enquiring mind, have a good knowledge of word pro-
cessing and spreadsheet software, and excellent numerical skills, this could be a great career oppor-
tunity for you. 
A great benefits package is available including health cover and gym membership. 
 
C 
Account Manager 
We are recruiting for an Account Manager to join our Guardian Jobs sales team. You will be joining 
a diverse and dynamic sales floor where you will build relationships with clients across some of our 
core sectors including clients in the local & central government, charities or education sectors. As 



 

one of the UK’s most trusted and premium recruitment brands it will be your responsibility to sell 
recruitment advertising to clients in these spaces to help them find the best candidates for their 
vacancies. You will be growing relationships and revenue from existing accounts as well as bringing 
in new business. Previous experience of working in media or in sales isn’t essential - the most im-
portant attribute is your attitude, desire and determination - we can teach you about media and 
recruitment.  

 
2. In pairs or groups write a job advert with all the details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


