Talking about jobs (careers)

Good to know...

Just as there are many different jobs, there are many way different ways to talk about our careers.

Can you talk about the kind of contract you have?

Do you know how to talk about different kinds of working in English?

This flashcard will help you!

Today you will learn the following vocabulary:

· Talking about different ways to work

· Talking about different kinds of work contracts.

Explanations & Examples

A career = The field or area you choose to work in. You may have the same job title for different companies or departments.

I always wanted a career in marketing, and have worked in four companies now, getting better jobs each time.

To do casual work = To work for as long as you are needed. This is especially popular over holiday periods. Can also be known as seasonal work.

Around this time of year our stores get really busy and we don't have enough staff to cope, so we employ people to do casual work until things quiet down a few weeks later. Casual staff are the employees hired for short-term casual work.

To get fired (Also: to get sacked) = To be forced to leave your job because you did something wrong.

After being constantly late and rude to the customers, Frank got fired. I don't know if it will be easy for him to get a new job now.

To be freelance = To work flexibly, taking on jobs that you choose, and possibly working for several employers at the same time.

Being freelance is perfect for me. I can work when the kids are at school and turn down work during the school holidays.

A full-time job = To work, for example, eight hours a day, five days a week, every week.

When I was a child both of my parents had full-time jobs, so my sister and I had our own keys and watched TV at home after school until our parents came home.

A part-time job = To work, for example, mornings only, or for three days in the week.

I'm a student and so I don't have much time to work. I do need money to live on though, so I have a part-time job that I go to three evenings a week.

A location independent worker = Someone who may work for a company or who may be freelance and does their job from anywhere in the world. They do not need to be in the same location as the company employing them.

My company is based in Toronto, but I haven't worked in their office for five years. I'm location independent and have worked for them remotely while travelling in Asia.

A permanent contract = An ongoing contract (official document laying out the terms and conditions of your job) without an end date.

I signed a contract when I started my job four years ago, but it's a permanent contract, so I haven't signed anything since.

To get a promotion = To get a higher up position than you are currently doing, in the same company.

My brother was the assistant manager at his restaurant for three months, but he's so good at his job that he got a promotion and is now the manager.

To quit = To tell a company you wish to stop working there.

I hated my job. It was stressful, and my boss was mean. I quit and got another job. I've never been happier!

To be made redundant = To be made to leave your job because the company no longer needs the position to be filled or because the company has financial problems.

Our department is closing in three months' time and we are all being made redundant. I hope it's easy to get another job.

To retire = To stop working because you have reached, for example, the age of 60 years old, and can stop working because of your age.

My father worked so hard he was able to retire at 45 years old, and my parents bought a mobile home and have been travelling around since. I'm not so lucky. I won't be able to retire until I'm 65.

To be self-employed = To work for yourself.

I didn't like the way my last company was run, so I left and now work for myself. I love being self-employed. It's hard work, but I get to keep all the profits!

A stay-at-home mum/dad = A parent, with (often) young children, who does not have a job and takes care of the children.

Emma was a stay-at-home mom when her kids were babies but then decided to work again. So John became a stay-at-home dad because he wanted to spend as much time as possible with his children.

A temporary contract = A document you sign which states the terms and conditions of your job. Temporary means it is for a fixed period of time, as needed.

I'm a casual worker over the Christmas period, and so I only have a temporary contract.

To be unemployed = To not have a job.

He left school early without any qualifications or work experience and has been unemployed since. Nobody wants to give him a job.

To work flexi-time = To have some freedom in choosing the hours you wish to work.

Our company offers flexi-time, which is great as it means I can avoid the rush hour traffic on the way to and from work.

Talking about jobs (tasks)

Good to know...

Everything we do in our jobs is a task, and most tasks are not unique to a single job.

Do you know how to tell someone if you are having problems completing a task at work?

Can you talk about the tasks you do and explain them clearly to other people in English?

Of course, there are 1000s of tasks, but this flashcard will help you get started!

Today you will learn the following vocabulary:

· Talking about tasks you do as part of your job.

· Talking about tasks other people do.

Explanations & Examples

To arrange a meeting = To decide when and where a meeting should be, book a room, invite people, and inform them of the details.

The manager arranged a meeting for all the staff for 5 p.m. on a Friday night, and the staff were not happy!

To arrange travel = To make plans for travel, whether locally or internationally. This can be just booking a car or could include hotel and flight bookings.

I have arranged all the travel now. If you look at the attached document you will see when you are being picked up and who is meeting you, etc.

To book a crew = To book a group of people. This could be for building work, television production, airlines or many other industries. It often refers to physical / manual jobs, rather than office jobs.

I've booked the camera and sound crew, and they are bringing assistants with them. I worked with them on the last series; they're good!

To call the IT helpdesk = To phone the information technology staff to get help with a computer problem.

My computer keeps crashing, so I have called the IT helpdesk.
To contact a supplier = To phone, email, or fax a company that supplies you with a raw material or a completed product.

The delivery is late, again! I've contacted the supplier about it and it should be with us tomorrow.

To do a stock check = To see how many items you currently have and what you need to order more of.

I can't come out tonight, as I haveto do the monthly stock check, as our suppliers need our orders.

To draft a contract = To prepare a legal document to get another person or company to legally agree to certain terms and conditions.

I have drafted the contract for our new production company. Can you check if I've missed out any information?

To establish goals = To decide what your priorities are and decide what you want to achieve, often within a certain time frame.

Our meeting is to establish our month's sales' goals. We have met all our targets so far this year, so it should be a short meeting.

To greet customers = To welcome people into your restaurant, shop, or place of business.

The chef walked around the restaurant chatting to and greeting all the customers, who told him they loved his food.

To hold a staff meeting = To bring all of your employees together to talk about relevant matters.

We will be holding a staff meeting on Thursday to discuss the future of the company.

To input data = To add information to a spreadsheet.

I input data all day. Typing numbers into a document is boring, but it's easy, and I can listen to music while I do it.

To liaise with other departments = To talk to other areas in your company about common tasks you are working on.

I will be liaising with marketing and sales to see if we can find a solution to the problem.

To look into a problem = To investigate why something has gone wrong.

She has been late ten times this month, and personnel are looking into the problem.

To maintain the database = To make sure all financial figures, sales figures, etc., are recorded and up to date.

I'm sorry the sales figures aren't up to date, I just haven’t had time recently to maintain the database.

To make a lesson plan = To prepare and write down exactly what you will do with your students, if you are a teacher.

It took a whole day to make the lesson plans and prepare the materials for the first day of term. 

To make a phone call = To phone someone.

I just need to make a quick phone call, and then I'll answer your email properly.

To order office supplies = To buy any stationery that is needed, such as pens, paper, etc.

I will be ordering office supplies tomorrow, so please let me know if you need any stationery that we don't currently have.

To pay salaries = To give employees the money they earn working for you.

My company pays our salaries on the 17th of the month.

To recruit staff = To look for new staff members.

The department is expanding and so we need to recruit new staff.
To serve customers = To give or sell your product to people.

She loved her job in the shop, and always served her customers with a huge smile.

To train staff = To teach your employees useful information or skills.

We will be training staff how to use the new software on Friday morning. Everyone must attend.

To type a letter = To use a computer to write a letter to send to someone.

She spent all day at her computer typing letters for her bosses.

