EASY at Work – Unit 13  - Taking Care of Business - Keywords

Lesson 1 (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	got

did

get

I’m

promoted

use

there’s

have

told

apply

lost

look

clean

restock

take out

empty

fill

fix

took

says

need

finish

learned

loading

unloading

doing

wait

give 

move-up

know

want

	job

waiter

busser

promotion

notice

custodian

job description

wages

benefits

lobby

bathrooms

trash

things

class

equipment

skills

diploma

English

duties

trucks

work

job

hotel

resort

	Hey!

Why are you so happy?
I got a new job.

I got promoted.

What do you mean?

I think

told me about

that’s good money

I empty it.

I can fix things

I’m qualified.
Get back to work.

I’ll see you.

Let’s see.

Give me that.

Take out the trash.

How many years have you worked?

I like it there.

How long have you worked at the _____?

Do you know of any job openings?

Do you want a better job?

Doesn’t everyone.




LESSON 2 (3 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	see

help

fill out

I'm glad

grab

let's do

that's easy

here is

work(ed)

call

start(ed)

pumped 

lasted

copy

look

did

was

got

make(s)

don't forget

give (me that)

says

list

read

should be

make a difference

there are

that's

use

write

study

take

learned

prevent

put

offer

are you sure

give notice

leave

tell

think
	application

job

chair

name

address

education

high school

adult center

English

employment history

places

HR (human resources)

work experience

garage

gas

month

resume

gardening

company

mall

maintenance

employer

things

forms

professional technical training

computer

class

night school
line

courses

workshops

safety workshop

accidents

boss

someone else

reference

two weeks

janitor

bonus


	Hi. 

Hey!
How ya doin'?
came to see

I'm glad that you're here.
Let’s do it right now.
grab a chair

first thing

that's easy

OK

now

What's next?
pump gas

look at this

tough work

when was that

let me count

don’t forget

it's no big deal

get it right

little things make a difference

up there

yes of course

give notice

Thanks for helping.
that's it

Good luck.



Lesson 2 - Conversation Practice (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	take

taken

took

graduate

have

get

did

study

wanted


	job

custodian

courses

high school

GED

diploma

appliance repair

skills

course

night


	Are you qualified?

at night

on-the-job training

at work


LESSON 3 (1 page)

	VERBS
	NOUNS
	EXPRESSIONS, ETC

	hope

calls

want

worked

qualify

like

there's 

didn't understand

speak /spoke

say

leave (a message)

get

listen

want to

interview

call (me)

set-up

left

repeat
	hotel

interview

job

message

name

phone number

custodian

office


	you really want

work hard

oh good

too fast

play it again

slowly and clearly

leave a message

Could you understand?

call me

set-up an appointment

The number is in the office.
between 9 and 5




.

Lesson 3 - Conversation Practice (1 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	reach

connect

help

look up

leave

transfer


	operator

callers

department

guest

name

first name

room

message

number

area code

front desk

room

reservations

rates

department

meetings

banquets

sales

conference

wedding

events

office
	Good morning.
Good afternoon.
Good evening.
How may I help you?

Here you go.

look that up

How may I direct your call?
connect me

Sure.

One moment.

Would you like to leave a message?

supposed to

half-an-hour 

My cell is…
Great.

How can I help you?

I’ll connect you.

That would be

Let me transfer your call.




LESSON 4 (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	it's not

call

press

speak(ing)

tell

hold

find

put 

dial

help

speak

return(ing)

can

wait

finish

have

call(ing)

looks

come

got

have

answer

pick up

try

greet

give

ask

say

listen

show

be able

leave

connect

take 

what is

spell

confirm

let

write

transfer

ring
	hotel

reservations

directions

party

extension

star

phone

operator

zero

line

today

department

human resources 
department

number

afternoon

management office

minute

message

application

office

tomorrow morning

midday

lunch break

rules

seat

telephone

ring(s)

name

business

customer

answer

voice mail

meeting

time

habits

customer service

time
	yet (not yet)

going to call 

now

Hello.
welcome

that's too fast

put the phone 
down

press zero

hold on the line

How may I help you?
That's OK.
I'll connect you.
Can you tell me____?

here you are

hold a moment

I'll put you through.
on the phone

Can I put you on hold?
I can wait.
I'll connect you

I'll put you through.
we'll see you

Congratulations.
answer the phone

have a seat

number one, number two, etc.

pick up the telephone

warmly

watch me

right

let me show you

sure

take a message

leave a message

it'll let her know

put a time on it


Lesson 4 Conversation Practice – Taking Reservations (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	reserve

book

stay

check

going to be

need

have

said

prefer


	reservations

reservations clerk

standard room

standard double

rate

credit card

message

operator

rooms

nights

meetings department

groups


	May I help you?

date of arrival

checking availability

There are rooms available.
We have rooms available.
May I help you?

special rates

auto club card

corporate account

Triple A (AAA)

Let’s book that.

May I have your name?

I’ll need a major credit card.

hold the reservation

take a message

call back

per night

between midnight and 6 a.m.
How much is it?

confirm that

Would you prefer ___?

Smoking

Non-smoking

I will need your name and number.




LESSON 5 – Sergei’s Interview (3 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	I'm

manage

call

work(ed)

tell me

clean

take out

do

trained

use

maintain

go

studied

graduate

take

continued

prevent

take /took

have

taught

drive

see

did

learn(ed)

protect

check

load /unload

lift

want

offers

add

give

get

start

need

make

call

offer
	rooms division

manager

guest services

“HR” manager

custodian

mall

year and a half

floors

trash

recycling

building maintenance

power equipment

buffers

high pressure washer

power tool

school

English 
Adult Center

high school

graduates

education

safety technician

hazards

training

on line course

community college

friend

computers

drivers license

commercial drivers 
license CDL

heavy trucks

driving record

tickets

accidents

application

safety workshop

warning signs

customers

chemicals

safety glasses

electrical wiring

custodian

75 lbs.

opportunities

skills

team

work habits
work

notice

two weeks

chance

shift

swing shift

midnight

day shift

permission form

drug test

lab 

appointment

results

references
	Good afternoon.
Welcome.
Nice to meet you.
Have a seat.
May I call you____?

how long 

a year and a half

do the recycling

we only take

have you continued

Do you have ____?

clean driving record

I see here.
What did you learn?

good work habits

honest and reliable

two weeks notice

move up

Do you have any questions?
swing shift

day shift

make an appointment

call my references

offer you the position
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