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Labour market
	Activity

	No.



	Theme
	Aims
	Stages
	Resources

	1. session

(50 minutes, plus 20 minutes for stage 7)


2. session (50  min.)


3. and 4. session 

(70 + 50 minutes)


5. session

(70 minutes)


6. session

(60 – 70 minutes plus 20 min for stage 7)

7. session

(50

minutes + 15 minutes on Variation)


8. session (100 – 120 minutes: 15 minute introduction, Six × 10 minutes rounds, 25 minutes debriefing session

	Architecture and design.

Different skills for different jobs.

Diversity at work

Job – hunting

Writing a CV

Job descriptions and interviews

Using numbers and figures
Communication solutions


	To talk about skills and qualifications (have to be able to/ know how to/ be good at/ be willing to... etc.);

To identify specific skills  and needs of different jobs and vocations; 

To practice the language of talking about job skills. 

To develop participants’ reading skills with comprehension activities;

To expand participants’ vocabulary on compound words.

To revise and expand vocabulary related to job application process;

To listen to Episode 2 in ‘You’re hired’ series;

To practise ‘job application’ vocabulary in speaking activities – role plays or dialogues.

To discuss different CV templates;

To speculate about a person’s key skills, work experience, education and qualifications for a particular vacancy;

To write an impressive CV for an applicant.

To use modals (must, should, can) and phrases describing job skills/requirements (good at/with, ability to, willing to, etc.);

To study the language of job descriptions.

To give generalized practice of numbers and figures;

To contextualize numbers and figures used in the speciality in a dialogue.
To identify a variety of communication challenges;

To generate multiple options for resolving each problem;

To explore a wide range of perspectives/roles when approaching the problem.


	1. Warm – up

Write letters A, B, C, D... to Z in a column on the board or whiteboard. Ask participants for a job beginning with A (for example, architect) and another beginning B (for example book – keeper).
2. In groups, get participants to brainstorm job names for the other letters. It is not necessary to get one for every letter of the alphabet. Stop the brainstorming once you feel confident, that there is a range of different job types – i.e., some manual, some service sector, some professional, etc. Jobs could be categorized and sub-sections explained, e.g. white/blue collar workers.
3. Feedback on some of the letters to check the definition of the jobs. 

Example: 

Bank teller – an employee of a bank who receives and pays out money.

4. In groups, get participants to choose five of the jobs from their A to Z. The jobs should be as different from each other as possible.

5. Get the groups to complete PH 2.1.. Do ‘architect’ as an example first, in order to bring out some of the language of job skills (you have to be able to/ know how to / be willing to..., etc.). Demonstrate what you mean by ‘Language situations’ and show them that they need to think about all the skills (reading, writing, listening, and speaking).

6. When the groups have completed their grid, get them to read out one of the ‘Skills and qualifications’ and one of the ‘Language situations’ at a time. See if the other groups can guess the job. If the other groups have problems guessing the job, other clues can be given, such as role-playing a dialogue with one of the language situations, miming an action, or giving the first letter.

7. To finish, ask the participants to complete a detailed grid entry for their own specialisation or vocation. (This could then be written up as a full job description – in groups or individually.)
Variation 

If participants or you do not want to discuss several wider contexts of work and jobs, you can get the participants to concentrate on jobs related to their speciality (for example, in a hotel: receptionist, porter, housekeeper, head waiter, etc.).

1. Ask participants to speculate about the notion ‘diversity at work’. Ask them to share their associations, emotions or personal experience on diversity at work.

2. Tell the participants that they will work on the website http://www.britishcouncil.org/professionals-professional-english-diversity-intro.htm This material was created by Maggie Laszlo.

3. While reading, the participants do a comprehension activity to match the benefits of diversity to each paragraph by clicking on the link ‘click here to this activity’. Participants work individually as they may immediately check the answers or see the answers. Answer Keys for all activities are provided in TH 2.1.. 

4. Then there are two post – reading activities on compound nouns marked as Language work: compound words 1 and Language work: compound word 2. By clicking on the activities provided participants test their knowledge. The teacher then provides PH 2.2. for each participant to read and compare.
Later the teacher asks participants to give Latvian equivalents for each compound word. 
Variation 1

After finishing the first post- reading activity, the teacher asks the participants to complete true sentences about the situation in labour market in their city or town using the compound nouns they have already matched in the previous exercise. This activity may be organised as a group work.

5. Participants then do the second activity ‘Language work: compound word 2. 
6. When participants complete the second activity on compound nouns, there are several options for follow-up tasks, for example:

1) Participants are asked to discuss diversity at work in groups of four to relate this issue to their schools and the educational institutions they work for. They find both advantages and disadvantages working in a very diverse work environment;

2) Participants revise numerals – speaking and thinking about numbers and figures in businesses. The teacher prepares authentic materials for this activity in advance;

3) Participants are asked to explore the language, for example, to find synonyms or to find more collocations, connotations for certain words in the text.

1. Ask participants the following questions to generate a warm-up discussion:

1)  How many different stages in the job application process can you think of?

2) What stages do you think are the most important?

3) What stages are the hardest for non-native English speakers applying for a job in English?

4) Do you have any real-life experience of job-hunting in English? If yes, what was it like?

2. Tell participants that they will work on the website http://learnenglish.britishcouncil.org/en/youre-hired/episode-2
They will do the pre-listening activity recommended and only then listen to the audio. Give a short introduction of previous events (After firing WebWare’s sales director and advertising the new post, Phillip Hart and Marcia Boardman discuss the applications and decide on an interview format).

3. In pairs or in groups of three, participants prepare questions for a standard interview format. They have fifteen minutes to discuss and write down the questions. The teacher has to be strict with the time! 

They may also speculate on what the possible candidates are like for this particular vacancy. Pairs and groups feedback to class:

· How successful were they in forming questions for a job interview? 

· If the rest of the group are potential applicants for the sales director’s position, do they understand exactly what answers are expected?  

In case, participants do not come up with many ideas themselves, provide a list of job interview questions (see TH 2.2.). Select the most appropriate ones for this position. 

Variation 1 

Participants then listen to the job interview with  one of the candidates on http://learnenglish.britishcouncil.org/en/youre-hired/episode-4
4. Ask participants to think about some most typical personal qualities for an applicant, e.g., ambitious, industrious, sociable, etc.  Ask participants to name some of these at random. Elicit 10 – 15 adjectives describing people and write them on the board.

In pairs, participants create a task for their colleagues. They have two options:

· They may prepare a task following the pattern which is given on the board;

Pattern: 

1 Ralf is always on time. He is......................

2 Liene doesn’t mind waiting. She is...................

· Participants make a crossword puzzle on http://www.armoredpenguin.com/crossword/. They write descriptions and then insert their words (adjectives) and clues (descriptions) in a program.

Pattern:

Participants practice on  http://www.esolcourses.com/content/exercises/grammar/adjectives/personality/synonyms/adjectives-describing-personality.html  , which is synonyms -  matching exercise They consult the following link of necessary: http://www.esolcourses.com/content/exercises/grammar/adjectives/personality/words-for-describing-personality.html
5. Participants then swap their tasks (crossword puzzles) and do the tasks prepared by other group members.

6. Feedback with the whole group for participants to comment on the previous task or to share ideas about teaching vocabulary for the job application process. 

7. Ask participants to brainstorm about as many professional areas as possible. They may also  choose one from the following vocational areas: 

· Architecture and design;

· Business and commerce;

· Catering and food production;

· Construction and building trades;

· Engineering;

· Information technology;

· Law;

· Marketing and advertising;

· Mechanical and motor trades;

· Medicine and health care;

· Tourism and travel.

8.  Put participants in pairs and hand out PH 2.3. Participants study the phrases and sentences provided. Tell them that the task is to make dialogues for a vocational area of their interest. 

They have to model three dialogues each for the heading given below:

· A company profile; 

· Job responsibilities/ Being in charge; 

· Hours and holidays. 

9.  Each pair acts out one dialogue (on their choice).

10. Participants then are asked to replace the highlighted phrases in the dialogues so that the sentences are expressed differently using synonyms or other work – related expressions.
For this activity participants work in groups of four.  

Feedback with the whole group to have more options.
Variation 2
At stage 6 the teacher continues with aspects of writing covering letters. The samples are provided on http://career-advice.careerone.com.au/resume-cover-letter/sample-cover-letters/jobs.aspx 

For further practice: http://www.bbc.co.uk/worldservice/learningenglish/business/getthatjob/unit3coverletter/page2.shtml 
Participants write a covering letter for a candidate from ‘You’re hired’ series.
1. Before you begin this session, generate a warm-up discussion about CVs. Try to elicit how much experience the participants have had writing CVs, in their own language or in English and what they consider makes a CV/a resume successful. Ask the questions below:

1) What does CV stand for?

2) What is a CV commonly called in American English?

3) What is the main purpose of a CV?

4) What are the key qualities of a successful CV?
5) How many sections are there in a typical CV? What are they?

6) What is the best way to structure the contents of your CV?

Use TH 2.4. to check participants’ answers.

2. Tell participants that they will work on the website
http://careers.guardian.co.uk/cv-templates
Their task is to read about options provided for job seekers with different educational and vocational backgrounds. Participants look at the qualifications - based CV template, the reverse chronology – based CV template, the skills – based CV template and with the portfolio – based CV template. There is also PH 2.4. provided from other source. Then participants are put in groups of four. 
Variation 1
Participants work on the website http://www.europass.ie/europass/euro_cv.html  and study the Europass Documents in order to acquire this tool for promoting themselves and describing their academic, training and professional accomplishments when applying for a job, further study etc. Europass CV help them make their skills and qualifications easily understood in Europe.
3. Each group gets a card with a different CV template name on it. Participants speculate about an imaginary person (age, gender, work experience, education, etc.) whose credentials or track record best fits your group’s CV template. In their groups, they write down this job seeker’s career description. The group then introduces other groups with their description of a job seeker’s personality and career path.
Variation 2
Participants may use job ads to match the person with particular vacancy.

The job adverts for part time jobs in London are found here: http://www.bbc.co.uk/worldservice/learningenglish/multimedia/london/unit5/read1_popup.html 
4. Then the groups swap the descriptions and write impressive CVs for their applicants. They consult the website that is mentioned above. Monitor while they work, correct if necessary, and add any information that they think is appropriate.

5. The groups then present their CVs to the rest of the class.

Comment on their impressive CVs and place them on the walls in a room.

Optional activity: Reference Letter writing
http://jobsearch.about.com/od/referenceletters/Sample_Reference_Letters.htm
1. In pairs, ask participants to think about the job of teacher (or some other universally recognized job).

Ask them to think about:

· duties and responsibilities;

· skills and qualities needed (essential or desirable);

· qualifications (essential or desirable);

· the terms and conditions (hours, salary, benefits).

2. Feedback on the ideas and board them in four columns, one for each of the areas identified above.

3. Revise the language of job descriptions:

You must/should be good with/at...

You must be able to/willing to...

You must/should have the ability to/ a willingness to...

The job involves...

The following minimum qualifications are required...

There is 20 days’ paid holiday.

4. Participants then choose to write a job description either for their own job, or for their ideal job. They should use the four headings from stage 1.

5. Give them the authentic example from the speciality and ask participants to compare, e.g. TH 2.5. They can make changes to the description they wrote.

6. Get the participants to swap their job descriptions with a partner, and then take turns to interview each other – in effect, for their own jobs. Interviewees are also allowed to ask questions, because they know more about the job description, as they wrote it. 

Variation 1
Job description activity may be converted into an information gap activity. Then you make two copies of the job description and delete different information from these copies. Participants have to ask their partner for the missing information.
Variation 2

Job ad terminology and job ad abbreviation is another option for extending the material. 

Visit: http://www.bbc.co.uk/worldservice/learningenglish/business/getthatjob/unit1jobsearch/page7.shtml 
7. (optional) Write an advertisement for the job. (Authentic job ads can be used as a guide). 
NB! 

Before the session starts, copy and cut up opening lines of dialogues in stage 5.

1. On the board/ flipchart write five or six numbers, figures, or dates that are important to you (for example, phone number, birthday, house number, lucky lottery numbers, the number of bus/tram you take to work, the time you take to work, how many hours you work a week, etc.). You don’t have to use real numbers if you are concerned about privacy.

2. Ask participants to guess what the numbers might represent.

3. In pairs, get participants to do the same for their own personal numbers and explain their significance to their partner.

4. In pairs, get participants to write down five or six numbers, figures, or dates that could appear in their speciality. They could be the specifications for a machine or computer, the date for an important meeting, etc.

5. Hand out PH 2.5. – opening lines of a number of dialogues for the participants to match. Participants then continue the dialogues – either written or spoken – using as many numbers and dates as possible. Tell them that there must be at least one number in each utterance.

Variation  - Activity
Give out a set of cards (prepared in advance!), half with symbols and abbreviations associated with numbers on them, and the other half with the written word.

Use TH 2.6. and add your own options.

Shuffle the cards and spread them out face down on the table. Participants have to turn over matching pairs of symbol and word. If they get it wrong, they have to turn them face down again.

The activity can be done in pairs or in groups of four, then more sets of cards should be prepared.

6. Produce a ‘Numbers reference chart’, listing the different conventions for writing and pronouncing numbers, e.g., phone numbers vs. money numbers,  money numbers vs. specification numbers, etc. You can start by looking at the different way ‘0’ is spoken – ‘oh’ in phone numbers and hotel rooms, ‘zero’ in scientific contexts and nowadays increasingly in speech, ‘nought’ in decimals, ‘nil’ in sports scores (but ‘love’ in tennis).

1. Introduce the idea of effective communication within an organisation and between several organisations. 

Ask participants to count off from 1 to 6 in order to create 6 equal teams.

2. Hand out PH 2.7. to each participant and PH 2.8. to each team.

3. Describe the process and discuss time limits, giving participants the vision of the ‘whole picture’. Tell them that this stage consists of six rounds (approximately 10 minutes each).

4. Review PH 2.6. (Sample Communication Problems). 

5. Round 1: Each team draws a workplace communication problem. Discussion of the problem includes: 1) identifying the context in which the problem occurs; 2)  identifying the employees involved with the problem; 3) recognising who ‘owns’ the problem; 4) exploring the gap between the desired goal and current situation.

6. Round 2: Each team passes its problem to the team on its left. The second team serves as the consultant team. Participants have approximately 10 minutes to review the problem and write some possible solutions. Use PH 2.7. as a sample.
7. Round 3: The team passes the problem and solutions on to the next team. In this round, participants are ‘cynical critics’. Read the problem and possible solutions. The participants’ goal is to identify any weaknesses, limitations, or negative consequences for the solution section. Only emphasize the negative, ignore all positive aspects of the solution. (Participants study the Critique section of PH 2.7.)

8. Round 4: Pass PH 2.8. (problem, solution,  critique) to the next team. In round 4 the team reviews the problem and the solution. The goal is to identify strengths, virtues, and positive consequences for the solution. Write a short assessment of the solution that ignores all negative aspects.

9. Round 5: Pass PH 2.8. with problem, solution,  critique, positive assessment to the next team. Review the problem, solution, critique, and positive assessment provided by other teams, and then suggests an improved solution to the original problem. 

10. Round 6: Pass all material to the team that originated the problem. Allow time for team to review the solutions. The team should evaluate the suggestions and solutions, discussing the relative effectiveness of each.

11. Debrief in large groups. Teams report on their communication problem and the ‘best’ solution. Some questions for discussion:

1) How did you feel about the process for generating and enhancing solutions to communication problems?

2) Describe any new insights you have about the process or discussion. Which were the most useful in handling communication problems?
3) Did your own communication style preferences/ cultural preferences/ gender impact your participation in making solutions, assessment, etc.?

4) How might you use this process in your real life/ at work?


	10 min.

5 min.

10 min.

5 min.

PH 2.1.

15 min.

10 min.

15 min.

5 min.

15 min.

PH 2.2. 

TH 2.1.

5 min.

TH 2.1.

10 min.

5 min.

TH 2.1.

10 min.

5 min.

10 min.

15 min.

TH 2.2.

5 min.

20 min.

10 min.

5 min.

10 min.

5 min.

10 min.

PH 2.3.

TH 2.3.

10 min.

15 min.

15 min.

Authentic materials -  Job ads from the newspapers or the Internet

TH 2.4.

4 cards ( 4 CV templates)

A0  format paper  (4pcs)

10 min.
PH 2.4.
Handout ‘CV – Example-1-en-GB.pdf’
20 min.

15 min.

10 min.

10 min.

10 min.

5 min.

10 min.

5 min.

TH 2.5. 

20 min.

Authentic materials – Job ads from the newspapers or the Internet.
5 min.

PH 2.5.

10 min.
5 min.

5 min.

10 min.

15 min.

TH 2.6.

15 min.

5 min.

5 min.

PH.2.7.  (Sample Communication Problem Handout)

5 min.

PH 2.8.

PH 2.6. (Sample Communication Problems)

10 min.

10 min.

10 min.

10 min.

10 min.

10 min.

25 min.




Total teaching time: 535 minutes
15

