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I Vocabulary and Expressions

Workplace Exploration Challenge

( Vocabulary Activity l.l)

A. Match the following words to their correct workplaces.

a. Healthcare Service e "
IALS

b. Farm

c. Office

d. Retail Store
e. Factory

f. School

B. Match workplaces on the left with their typical jobs on the right.

Workplaces Jobs
1. Office a. Doctor, Nurse
2. Factory b. Waiter / Waitress, Chef
3. School c. Pilot, Flight Attendant, Aircraft Technician
4. Retail Store d. Manager, Accountant
5. Farm e. Farmer, Farmhand, Orchard Worker
6. Hospitals and Clinics f. Sales Clerk, Cashier
7. Restaurants and Cafés g. Teacher, Principal

8. Airports h. Assembly Worker, Engineer



Lesson 1T Workplace Communication

. Match these jobs or workplaces with their roles.

f. 1.

2.

3.

Jobs / Workplaces

Manager

Accountant

Restaurants and cafés

Post office

Retail store

Hospitals and clinics
Factories

Farms and agricultural sites
Airport

Training center

a.
b.

C.

Roles / Definitions

A place where people go to eat and drink

A place for growing food or raising animals

A place where workers make products with machines
A place where people learn new skills

A place where doctors help sick people

Leads the team and plans the work

A place where airplanes take off and land

A place for sending letters and packages

. A shop that sells things to customers

Checks money records and payment

. Write each vocabulary word in front of its correct definition.

Project Supervisor Task Schedule Client
Email Deadline Team Coworker Office Supplies
Vocabulary Definition

—

A group of people working together toward a common goal

. The specific date or time when a task must be finished

. A person you work with in the same company or job

Materials used for daily work, like paper, pens, and staplers

A customer who receives services or advice from a professional

: A planned set of activities done over a period of time to achieve a goal

A digital message sent through the internet

: The person who is in charge of your work and your team

O e N o U~ W N

: A list of planned times for events or activities

-
©

A piece of work or duty that needs to be done
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E. Fill in the blanks with the vocabulary words from Vocabulary Activity 1.1 D.

1. Please make sure to submit the report before the on Friday.
2. My first today is to organize the files.
3. We are working together on a big to launch a new product.
4. Our meets every Monday morning to plan the week.
5. I have a meeting with a new who is interested in our service.
6. I will send the meeting summary to everyone by this afternoon.
7. I need to check my to see if I am free for a meeting.
8. My helped me fix the printer this morning.
9. You must ask your for permission to take a day off.
10. We ran out of paper, so please order some new

Organizational Structure

Departments and Roles in a Workplace

( Vocabulary Activity 1.2)

A. Match the departments in a workplace with their main responsibilities.

Finance / Accounting Warehouse Safety Marketing
Human Resources (HR) Sales Customer Service
Administration IT (Information Technology) Maintenance
Departments Responsibilities
1. a. Plans advertisements to promote products.
2. b. Fixes computers and installs software.
3. c. Organizes stock and checks inventory.
4. d. Finds new employees and helps staff with records.
5. e. Checks money records and prepares payments.
6. f. Sells products directly to customers.
7. g. Answers questions and solves customer problems.
8. h. Manages documents and general office tasks.
9. i. Inspects the workplace to ensure everyone is safe.

10. j. Repairs machines and equipment in the building.
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B. Complete the sentences with the correct department from the box. You may use a department
name more than once.

Accounting Human Resources (HR) IT (Information Technology) Marketing

1. Before paying the bills, the department must check the numbers for accuracy.

The team is currently interviewing people for the new job opening.

We need to contact because the computer in the meeting room isn’t working.

A W N

We have many new customers because of the great social media ads designed by the

department.

Employees can ask for information about their holiday leave and benefits.

To sell more products, the department suggested putting ads on Facebook.

All employees must follow the password rules set by to protect company data.

© N o u

The department prepares the tax reports for the company every year.

Describing Complex Workplace Duties

( Vocabulary Activity 1.3)

A. Fill in the blank with the most suitable action verb from the box.

monitor ensure oversee develop analyze
1. Accountant = Their primary job is to financial records to check for accuracy.
2. HR Officer = They must that all employees follow the company rules and
regulations.
3. Marketing Staff ™ They need to creative ideas for new advertisements.
4. Warehouse Staff ™ They must the number of products in the stockroom every day.
5. Manager = They are responsible for the daily work of the team and maintain

efficiency.
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B. For each job title, write a role definition using the given structure and correct V-ing action

verbs.
inspect / ensure organize / count prepare / check
providing/-troubleshooting- interview / find design / create
1. A Help Desk Technician is responsible for providing technical support and troubleshooting

computer issues.

2. An accountant is responsible for financial records and payments.
3. A safety officer is responsible for the workplace and safety.

4. A graphic designer is responsible for images and logos.

5. Warehouse staff is responsible for products and stock.

6. An HR officer is responsible for and new employees.

C. Put the Numbers 1-5 of the job title on its correct picture.




I Reading

Positions in a Workplace

Lesson 1T Workplace Communication

To ensure smooth operations, every workplace has different departments working together.

Here are some common job titles and their main responsibilities.

Department m Responsibility
~N

Leads the team and makes decisions to help the company

Manager
grow.
Management -
& HR
HR Officer Finds new employees and helps with staff records and
benefits.
J
Prepares financial records and checks payments for the
— Accountant
company.
J
Finance Purchasing Buys materials, supplies, and equipment for the office or
& Admin Officer factory.
J
Manages documents and general office tasks to support
~— Office Admin ¢ 2 i
the team.
J
Sales Sells products or services to customers and meets sales
Representative goals.
Sales J
& Marketing ™

Graphic Designer

Designs pictures, logos, and visual content for
advertisements.

Maintenance
Technician

J
Answers questions and helps customers solve their
~—*| Customer Support
problems.
J
_ . )
Organizes stock, checks inventory, and prepares items
Warehouse Staff .
for delivery.
J
Inspects the workplace to ensure everyone follows safet
~— Safety Officer u > i i
rules.
J
Help Desk Fixes computer problems and installs software for
Technician employees.
J
I

I A I I A A A T A A A

Repairs machines, air conditioners, and other equipment
in the building.

J




