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Part I



Work in pairs. Look at the following pictures and label them with job titles.

1. waiter 2. farmer 3. carpenter  4. photographer   5. electrician
6. cook   7. typist  8. policeman 9. doctor       10. singer



Part II



Task 1
Translate the Chinese sentences into English first, then listen to the dialogue 
and check your translations.

I’m a manager in the Human Resources Department

Which company do you work for

I’m mainly in charge of recruitment, that is, the selection, 
training and development of employees.
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Task 2



1. You will hear a conversation between Jennifer and Paul. Listen to the first 
part of the conversation and fill in the blanks with the missing sentences.

I haven’t seen you for years

what do you do now

What are you working on
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2. Listen to the second part of the conversation and decide whether the 
following statements are true (T) or false (F).

F

F

F
F

T

T
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Part III



Describing jobs and responsibilities





1. Listen to a short conversation, and complete the following business cards.

Follow-up Practice

Beijing Sanmei Factory
Alice Wang
Manager of Human Resources

Beautify Cosmetic Corporation
Bill Hayes
General Manager
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Follow-up Practice

2. Listen to four short conversations. In each conversation, there are two 
people talking about jobs and responsibilities. Listen and complete the chart.

Regional Sales Manager

business analyst

lawyer

receptionist

Develop customer relations and grow the
sales of security products in Ohio.

Be in charge of the budget.
Give legal advice and assistance to clients and 
represent them in court or in other legal matters.

Receive visitors, make sure all visitors check in on 
arrival, and arrange taxi and bus transport for them.
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Part IV



Pre-viewing

1. Work in groups. What departments make up a real estate company? Try to 
figure out as many as you can and write them down.

Department of Human Resources
Department of Marketing and Sales
Department of Administration
Department of Neighbourhood Service 
Department of Project Preparation
Department of Engineering
Department of Contract Budgets
Department of Research & Development 
Department of Audits and Accounts





Viewing

1. Watch the video and match the names with the corresponding responsibilities.

00:05 / 03:00
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Introducing titles and responsibilities
President: Good afternoon, everyone! This is Robin Copperfield, the new Vice
President of our company. He will be in charge of the accounting work. Let’s give 
him a warm welcome!
Robin: Thank you!
President: Mr. Copperfield is an expert in the field of accounting. So, it is a pleasure 
for us to have him here. Now, Mr. Copperfield, I’d like to introduce the Vice 
Presidents and Managers to you.
Robin: OK, thank you!
President: This is May Bates, Vice President in charge of the Administration 
Department and the Neighbourhood Service Department.
Robin: Nice to meet you, Ms. Bates.
Ms. Bates: Nice to meet you, Mr. Copperfield.
President: And this is Dennis Hayes, Vice President in charge of the Marketing
Department and the Sales Department.
Dennis Hayes: How do you do, Mr. Copperfield? Glad to meet you.
Robin: Glad to meet you, Mr. Hayes.
President: And this is... oh, where is Andrew Jefferson?



Robin: Mr. Jefferson? I’ve met him before. I heard he is one of the secrets of this 
company’s success. Everyone was raving about what a great job he’s done in...
President: Uh... speak of the devil... Mr. Jefferson has just arrived.
Mr. Jefferson: Hi, Mr. Copperfield, good to see you again.
Robin: Good to see you, Mr. Jefferson.
Mr. Jefferson: Sorry, I’m late. I was talking to a client.
Robin: Oh, that’s OK. How many departments are you in charge of, Mr. Jefferson?
Mr. Jefferson: Four: Research & Development, Engineering, Contract Budgets, and 
Project Preparation.
Robin: No wonder you’re so busy.
President: Mr. Copperfield, there are three managers who report directly to you, and 
they are all ladies. So, ladies, can you introduce yourselves?
Ada Black: I’m Ada Black, responsible for management accounts.
Caroline Clinton: I’m Caroline Clinton, responsible for financial accounts.
Lucy White: I’m Lucy White, responsible for data processing.
Robin: Oh, good. Nice to meet you all, ladies.
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2. The chart below represents the organisation of the real estate company. Please 
watch the video again and complete the following two tasks: (1) Put the names 
from the list into the appropriate position. (2) Complete the rest of the missing 
information. (Stop the video each time when Norman Tanaka introduces the 
responsibilities of each Vice President.)

May Bates Dennis Hayes Andrew Jefferson Robin Copperfield 

Administration Marketing Research & Development

Engineering 

Accounting



Post-viewing

1. Work in pairs. What are the responsibilities of the department managers in 
FAKN? Discuss with your partner and summarise in one sentence.





2. Role-play. This is an organisation chart of ADMT Corporation Ltd. Try to make a 
dialogue with your partner. Student A asks questions about the departments and 
responsibilities and Student B uses the information in the chart to answer. Then 
change roles to practise again.





Part V



Likes and dislikes of jobs



Follow-up Practice

1. Lisa and Mark are former classmates. They met by chance at the Talent Fair. 
Listen to their conversation and complete the following chart.
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Follow-up Practice

2. Listen to a short conversation between Tony and Cherry and fill in the 
following blanks.

chief editor magazine 

manage feedback

definite flexible 

office regular



Script



Part VI





Pre-viewing

1. Work in pairs. There are many kinds of business organisations and various 
terms for them. Can you differentiate them? Read the chart below and match 
each type of business organisation with its  corresponding description.



2. Look at the following pictures to have a rough idea of the video.



Viewing

1. Watch the video. As you watch, write down the jobs of Jerome, Robin, Colin, 
Frank and Janet under their pictures.

00:05 / 03:00

1) self-employed entrepreneur 2) buyer 3) Line Supervisor 
4) advertising executive 5) Public Relations Manager
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2. Watch the video again. As you watch, note down each speaker’s likes and 
dislikes about their jobs.

00:05 / 03:00



Post-viewing

1. Watch the video a third time. Choose one of the following situations and make 
a dialogue with your partner.



Sample 1
Alice: Tom, did you find a job for the summer yet?
Tom: Actually, I’ve found a couple of them, Alice. I just have to decide which one to 
take.
Alice: Really? Good for you!
Tom: Yeah. My cousin owns a summer camp, and he said I could spend the summer 
working as a lifeguard for his camp.
Alice: Great! What else?
Tom: I’m also thinking about working as a salesman for my uncle’s company.
Alice: Hmm, working as a lifeguard, you have to swim every day, and you’d get a 
great tan.
Tom: Yeah, but being a salesman pays more than being a lifeguard. And I wouldn’t 
have to watch a lot of noisy little kids.

Sample



Sample 2
Kevin: Hello Susan. I haven’t seen you for ages. How are you?
Susan: Very well, thank you. And you, Kevin?
Kevin: Not too bad. How’s your work going, everything alright?
Susan: Oh yeah, everything is fine, but actually, it is so fine that sometimes it feels 
kind of boring, you know, doing the same thing every day.
Kevin: So, have you been thinking about changing another job? I heard that the call 
centre is recruiting staff in these couple of weeks. Are you interested?
Susan: Er... probably not, because I’ve got no experience in that field.
Kevin: Oh come on, it’s gonna be OK. Just give it a try. It’s a great challenge. Don’t 
you think at least the new environment could give you a totally great refreshment?
Susan: Oh, OK, I’ll think about it. Thank you for your advice. What about you, Kevin? 
Is your job enjoyable?
Kevin: Yeah, most of the time. Meeting people from all over the country and all over 
the world is the most interesting part of my job.
Susan: Sounds good. What do you find annoying?
Kevin: Well, I work very long hours, ten hours a day is quite normal. And if something 
important comes up, I’m often in the office until eight or nine in the evening.
Susan: Oh, really? It seems that there is no perfect job.

Sample



Part VII












