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This Textbook has the goal of helping people gain new language skills related to job 
matters and facilitate their access to the labour market in the United Kingdom. The 
Textbook will help people overcome language barriers and enhance their chances 
of finding and keeping a job.

The Textbook contains employment-related language information divided into 
4 different topics: ‘getting ready for a job’; ‘applying for a job’; ‘getting a job’ and 
‘on the job’. Each topic is developed as a language lesson with a set of dialogues, 
phrases, words and exercises. 
The Textbook can be used both by (volunteer) educators within courses for language 
training of adult migrants, and by the migrants themselves as a self-study material 
for practice at home. 

The main ‘actors’ in the Textbook are migrants with different cultural and ethnic 
backgrounds. You will see them in different situations for example talking about job 
opportunities, understanding job descriptions, writing a CV, having a job interview, 
listening to instructions at the work place, etc. 

The Textbook is part of the main product of the WorKit project - the Job Language 
Kit, and has been created by partners from 5 European countries (Bulgaria, Italy, 
The Netherlands, Spain and the United Kingdom). The Job Language Kit also 
includes a ‘WorKit Phrase Fan’ and a ‘WorKit Route’. The Phrase Fan provides 
phrases from each topic translated into 10 languages and can be used in parallel 
with the Textbook. The WorKit Route provides necessary information on work and 
employment issues in each partner country such as information on employment 
offices, accessing VET, searching for vacancies, applying for a job, introduction to 
labour legislation, employment benefits/rights, taxes, etc. 

The project website www.workit-project.eu also includes an Online Interactive Tool, 
providing audio and video material and a link to the Mobile app which can be used 
as an additional material to this Textbook and as a self-study learning material.

Section 1: 
Getting ready for a job p. 4

 
Section 2: 
Applying for a job p. 12

Section 3: 
Getting a job p. 22

Section 4: 
On the job p. 30
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boss arts it cook welder
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Youssef is a recent arrival. 
He wants to know more about the labour market and speaks to a friend.

I need help to find a job. What documents do I need?

Yes, I do.

No. How can I get a work permit?

Ok, thank you. And where can I look for a job?

I am looking for a paid job and I prefer to work 
day shifts, because in the evening I am attending 
a language course. 
In my country I used to be an engineer, but I also 
have experience as construction worker as well 
as good communication and technical skills.

Do you have a residence permit?

And do you have a work permit?

Good luck! I will tell you if I hear about any job vacancies. 

You have to submit an application. 
Go to this agency and they will tell you what the 
necessary documents are. 

You can go to the employment agency and ask 
for job vacancies. 
Also, you can look for a job on the Internet, go 
to a job fair or ask friends and relatives for help.
What kind of a job are you looking for?

Section 1: 
Getting ready for a job

Dialogue
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Dialogue

Ivan is looking for a job. He goes to the employment office to register.

Good afternoon, can I help you?
Do I have the right to work?

Can I work if I am an asylum seeker?

Can you help me find work?

Do you know where I can look for a job?

Do I have the necessary 
documents to work?

Do you have a work permit?

Very good! And do you have any work experience?

What are you looking for – full-time or 
part-time job, internship, volunteer work?

Hello! I hope you can. 
My name is Ivan and I am looking for a job.

I am looking for a paid job.

I need a work permit.

I am a carpenter.

I want to attend a language course.

I need to improve my speaking skills.

Yes. I also have attended a language course.

Thank you! 

Yes, I am a qualified electrician. 
I used to have my own business.

I am looking for a paid full-time job and 
I can start work immediately. 

7

First you need 
to register at the 
employment office. 
Here is a list of the 
necessary documents. 

6

Phrases
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Welder
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Cook
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Arts
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IT

aviation network

Aviation
aviation network

Network

Job 
Work 
Employment 
Unemployment
Employee 
Worker
Personnel 
Staff
Crew 
Employer 
Boss 
Head

General worker
Office worker
Construction worker
Salesman 
Saleswoman 
Waiter  
Waitress
Chambermaid

Education
School education
Higher education
Vocational education 
and training
Non-formal education
Training

Network
Family
Friends
Adviser
Help

Generic sectors:
- Working with your hands
- Working with your brain
- Working with people
- Outside work
- Inside work
- IT/computer work
Specific sectors:
Administration
Advertising/PR
Agriculture
Architecture, Construction
Arts, Entertainment
Automotive
Aviation
Banking

Apprentice 
Intern
Trainee
Full-time job
Part-time job
Flexible hours 
Working hours
Shift/shifts
Occupation
Profession
Career

Chef
Cook
Kitchen worker
Cleaner
Healthcare professional
Care worker
Nurse
Driver

Qualification
Prequalification
Bachelor degree
Master degree
Diploma 
Certificate
Recognition of 

Professionals 
Personal contacts
Social contacts
Social network
Volunteer organisations

Beauty & SPA
Business/Consultancy services
Cleaning, Household services
Design, Creative, Video & Animation
Education & Training
Translation & Interpretation
Energy and Utilities
Healthcare and pharmacy
Hotels
IT - Hardware design/maintenance
IT - Software development/maintenance
Installation, Maintenance and Repair
Insurance
Legal
Logistics
Marine & Shipping

Education
Training
Work contract
Employment office 
Employment agency 
Recruitment agency 
Asylum status
Work permit
Residence permit
Job vacancy 
Self-employed

Electrician
Engineer
Bricklayer
Carpenter 
Hairdresser
Plumber
Teacher
Technician

qualifications
Training course
Business course
Online course
Language course
Language skills
Listening skills

Job fair
Internet 
Research
Offer
Skills

Marketing
Media
Production - Electronics, 
Electrical, Mechanical
Production - Food & Beverage
Production - Pharmaceutical
Production - Textile and Clothes
Production - Chemistry and oil
Production - Metallurgy 
and mining
Restaurants and Catering
Retail/Wholesale Services
Service sector
Sports
Telecommunications 
Travel & Tourism

Freelancer 
Own business
Trade union
Collective agreements
Labour market
Money
Salary  
Wage
Promotion
Volunteer 
Volunteer work

Designer
IT/Computer specialist
Journalist
Manufacturing worker
Nanny
Childcare worker
Welder

Reading skills
Speaking skills
Writing skills
Social skills
Communication skills
Technical skills
Digital skills

Qualities
Support
Advice
Company 
Partnership

BASIC VOCABULARY PROFESSIONS

EDUCATION & TRAINING

BUILDING A NETWORK

SECTORS
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EXERCISE 1Exercises Exercises
Order the professions according to the corresponding pictures.

hairdresser 

teacher

waitress

cook

electrician

construction worker 

driver

nanny

carpenter

office worker 

EXERCISE 2
Complete the sentences below by using the words on the right.

1. I need a work     .

2. I prefer to work     shifts.

3. I am    for a paid job.

4.    can I find the employment office?

5. I have a   permit.

6. I          be a plumber.

7. I am a                   .

8. I have a   school education.

9. I want to     a language course.

10. I need to improve my              skills.

attend

residence

used to

night

speaking

cook

where

secondary

permit

looking

EXERCISE 3
Listen to the following dialogue two times and then answer “True” or “False”.

Youssef is a recent arrival. He wants to know more about the labour market and speaks to a friend.
Youssef: I need help to find a job. What documents do I need?
Kemal: Do you have a residence permit?
Youssef: Yes, I do.
Kemal: And do you have a work permit?
Youssef: No. How can I get a work permit?
Kemal: You have to submit an application. Go to this agency and they will tell you what the necessary documents are. 
Youssef: Ok, thank you. And where can I look for a job?
Kemal: You can go to the employment agency and ask for job vacancies. Also, you can look for a job on the Internet, go to a  
 job fair or ask friends and relatives for help. What kind of a job are you looking for?
Youssef: I am looking for a paid job and I prefer to work day shifts, because in the evening I am attending a   
 language course. In my country I used to be an engineer, but I also have experience as construction worker as well as  
 good communication and technical skills.
Kemal: Good luck! I will tell you if I hear about any job vacancies. 

1. Youssef already has a work permit.  

2. Kemal says that you can search for job vacancies at the employment agency. 

3. Youssef is looking for an unpaid job.  

4. Youssef used to be a teacher.  

5. Kemal says he knows about a lot of job vacancies.  

6. Youssef has good technical skills.  

True False

Ivan is looking for a job. He goes to the employment office to register.

Employee: Good afternoon, can I help you?

Ivan:  Hello! I hope you can. My name is Ivan and I am looking for a                    .

Employee: Do you have a work      ?

Ivan: Yes. I also have attended a language course.

Employee: Very good! And do you have any work         ?

Ivan: Yes, I am a qualified        . I used to have my own business.

Employee: What are you looking for – full-time or part-time job,                  , volunteer work?

Ivan: I am looking for a paid full-time job and I can start work immediately. 

Employee: First you need to register at the           office. Here is a list of the necessary documents. 

Ivan:       !

EXERCISE 4
Listen to the dialogue and fill in the gaps in the text below.

Thank you          

experience           

employment       

 internship         

 permit           

job         

electrician      
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Ling has finished her language course and starts looking for a job. She used to work as a nurse 
in her home country. Ling is at the employment office and speaks to an employee.

How can I apply for a job?

I used to be a nurse.

I already have that.

Thank you!

You have to fill in and submit an application 
form. You also need to write a CV and a cover 
letter. You can submit your documents at the 
employment office, through an online job 
searching site or via email. What would you 
like to work as?

You need to have your diplomas and certificates 
translated and an official recognition of your 
qualifications.

Great, then prepare your CV and cover letter 
and you can submit an application form. 

Section 2: 
Applying for a job

Dialogue
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Abby has been looking for an internship for a couple of months. She reads the following job 
description of a job vacancy in the newspaper. 

Abby writes an email to apply for the job.

1514

Ling needs to learn how to write a CV first and talks to her friend Aisha.

Aisha, can you help me to write my CV?

Ok, this is easy. What is next?

I have a medical education and I have work experience as a nurse. 
I have worked at a hospital in my home country from 2008 until 
2012. I also have experience as a nanny and care worker.

I have good language, communication and 
organisational skills. My hobbies are reading books, 
listening to music and cooking.

Of course I will help you! You have to start with your 
personal information: name, address, nationality, marital 
status and so on.

You have to provide information about your education and 
work experience.

Perfect! It’s important to adapt your CV to the job you 
are applying for. Mention your skills and competences 
that are relevant for the job and write something about 
your hobbies and interests. Present yourself in the best 
possible way without lying!

Dialogue

When you are finished writing your 
CV it’s very important to check it for 
spelling mistakes! I could do that for 
you when you are ready.

Thank you very much, Aisha!

An international company is looking for a young, bright and energetic 
person for a paid part-time internship. We offer a position as administrative 
assistant. The successful candidate for the internship will work under 
supervision and should be able to start immediately. We offer an attractive 
remuneration package, including a gross salary of XXX EUR, health 
insurance, social security, benefits, annual leave, etc.

Responsibilities:
To answer and to direct phone calls
To organise and to arrange meetings and appointments
To produce and to manage correspondence
To order office supplies
To perform general office work
To help with daily activities
To provide support to visitors

Requirements:
Knowledge of office management procedures
Excellent time management skills
Attention to detail and problem-solving skills
Excellent communication and organisational skills
Ability to work in a team
Excellent language skills in English
Relevant education and diplomas are a plus

Dear Sir / Madam,

My name is Abby S.
I read your internship announcement in the newspaper and I would 
like to submit my application.

Please find attached my CV and cover letter. 

I remain at your disposal in case you need further information. 

Kind regards,

Phrases

Phrases
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Phrases

16

I want to apply for a job.

Where can I look for a job?

How can I submit an application?

You have to submit an application. We are looking for administrative staff.

You have to be able to work as a part of a team.

You need to have good command of English.

Your responsibilities will be to work with clients.

We can offer you a probation period of one month.

You can search for job vacancies at the 
employment agency.

You need to write a Curriculum Vitae (CV).
You need to write a cover letter.

Phrases
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Words Words
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Credit card

newspaper diploma
drivers licence

creditcard money
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Driving licence

newspaper diploma
drivers licence
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Money
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Diploma

Institution
Employment agency 
Job centre
Recruitment agency
Career advice
Job information
Newspaper
Online job search sites

Employer description
Company
Job position
Manager
Supervisor
Team leader
Specialist 
Expert
Administrative staff
Worker

Curriculum Vitae
Personal information
Personal details
Name and surname
Address
Nationality
Date of birth
Gender
Male 
Female
Work experience

Net salary
Gross salary
Income 
Remuneration
Benefits
Tax rate
Retirement plan
Minimum wage
Rate per day

Announcement
Job ad
Job vacancy
Career days
Available position
Job description
Financial information
Registration

Job description
Responsibilities
Tasks
Candidate
Procedure
Product
Administration
Services
Manufacturing 
Requirements

Occupation
Work position
Main activities
Responsibilities
Employer
Sector 
Industry
Education
Training
Qualification
Degree

Rate per hour
Payslip
Payroll
Money
Wage
Bonus 
Overtime
Health insurance
Social security

Document
Translation
Legalization 
Curriculum Vitae
Cover letter 
References 
Application 
Application form

Experience
Relevant education 
Driving licence 
Licence to practice 
(profession)
Valid 
Expired
Communication skills
Language proficiency 
Level

Diploma 
Certificate
Occupational skills
Educational institution
Personal skills
Language
Mother tongue
Language skills
Communication skills
Organizational skills
Job-specific skills

Income tax
Pension
Annual leave
Sick leave
Maternity leave
Reimbursement of 
expenses
Pension plan
Unemployment benefit

Email
Orientation
Coaching 
To register
To apply
To submit
To inform

Good command
Deadline
Team work 
Problem solving
Critical thinking
Professional 
Opportunities
Working environment

Digital competence
Driving licence
Hobbies
Interests
Contact details
Internship
Volunteer work
Membership
Other activities

Bank account
Credit card
Debit card
Voucher
Invoice
VAT

HOW AND WHERE TO APPLY FOR A JOB UNDERSTANDING JOB DESCRIPTIONS

 CREATING A CV

FIINANCIAL KNOWLEDGE

date of birth mother language
newspaper

date of birth mother language
newspaper

Date of birth Mother tongue
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EXERCISE 1 
Exercises Fill in the missing letters in the words below.

Ne     spaper

Job des     ription

Appl     cation fo     m

Emplo      ment agency

     ob vaca     cy

Re     istration 

Nation     lity

Educat     on

Lang     age s     ills

Wo     k e     perience

E     ployer

Dip     oma 

Salar

Annu     l lea     e

In     ome tax

     ocial secu     ity

Remu     eration

Bank ac     ount

EXERCISE 2
Complete the sentences below by using the words and phrases on the right.

experience

communication skills

probation period 

fill in

job vacancies 

cover letter

gross salary

work as a part of a team

1. You have to                    an application form.

2. I have work                 as an electrician.

3. You have to be able to                   .

4. I have good        .

5. You need to write a       . 

6. The               includes taxes.

7. Do you have any    ?

8. We can offer you a      of one month.

Abby has been looking for an internship for a couple of months. She reads the following job description of a job 
vacancy in the newspaper. 

An international company is looking for a young, bright and energetic person for a paid part-time internship. 
We offer a position as administrative assistant. The successful candidate for the internship will work under 
supervision and should be able to start immediately. We offer an attractive remuneration package, including a 
gross salary of XXX EUR, health insurance, social security, benefits, annual leave, etc.

Responsibilities:
- To answer and to direct phone calls
- To organise and to arrange meetings and appointments
- To produce and to manage correspondence
- To order office supplies
- To perform general office work
- To help with daily activities
- To provide support to visitors

Requirements:
- Knowledge of office management procedures
- Excellent time management skills
- Attention to detail and problem-solving skills
- Excellent communication and organisational skills
- Ability to work in a team
- Excellent language skills in English
- Relevant education and diplomas are a plus

EXERCISE 3

EXERCISE 4

Exercises Read the text below and answer the questions.

Write your own CV by including personal information, education, work experience, language skills, 
other skills and competences, interests, etc. 

1. What is the company looking for?

2. What position does the company offer?

3. When is the start date?

4. What should the successful candidate be able to do?

5. What skills are needed for the position?
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research working hours party agreementto agree

verhaal 3

Marcos has received an invitation for a job interview. He discusses it with his brother, Ricardo.

Hi Ricardo! I finally got a job interview!

The construction company which you helped me apply for.

This would be very helpful. What should I do before 
going there?

But I do not speak the language well.

That’s true. I hope they will give me a probation period. 

Great! Which company invited you to 
the interview?

Perfect! I have worked for them for two years. 
I can help you prepare for the interview.

Good luck!

You speak enough to present yourself well. And 
you can explain that you are currently attending 
a language course. So progress will come soon.

First, you need to make some research about the 
company and its structure. Also, gather information 
about their field of activity.
Then, you need to prepare for possible questions which 
they will ask you and come up with the answers that 
describe you in the best way. 
Last but not least, you have to dress appropriately, 
show up early or on time and be ready with your own 
questions for the interviewer.

Section 3: 
Getting a job

Dialogue

2322



Rokia has a job interview with the manager of a printing house. She is nervous because she 
doesn’t speak the language very well.

Good morning, Sir. I’m Rokia.

I registered at the employment office and they informed me about this job vacancy.

I have previous experience in this sector and I would like to seek further 
professional development. In my home country I was self-employed and I had 
a small printing house. Also, I know that your staff includes people from all 
over the world and I like this cultural diversity.

I am responsible, hard-working, creative, reliable and flexible. Also, I am willing to 
learn, I know the industry in detail and I work very well in a team.
My main weaknesses are that I still don’t speak the language well and I don’t have 
work experience in the country. But I am currently attending a language course 
which will help me overcome my first weakness quickly. For the second one I will 
need your help... 

Good morning, Rokia. Have a seat. Tell me first how did you hear about 
this position?

Very well. And why are you interested in working for our company?

Tell me something about yourself. What are your strengths and weaknesses?

Dialogue

research working hours party agreementto agree

verhaal 3

24

We will see about that at the end of this interview. Tell me, how well do you 
work under pressure? Here we often have tight deadlines...

I like your attitude. I think I am willing to give you 
a chance. Do you have any questions for me?

Maybe you don’t have problems speaking the 
language after all... 

I’m used to it. As a self-employed worker often I had to work extended working hours in 
order to keep my deadlines. I am familiar with the concept “as soon as possible”. 

Yes. Can you tell me about the team I will be 
working with? What kind of work contract do you 
offer – temporary or permanent? What is the salary?
How many working hours is the working week?
When is the start date?
Do you offer a retirement plan? 

What are your strengths?

What are your weaknesses?

We can offer you a temporary contract.
The probation period is three months.
The start date is March 1st.

I am responsible, hard-working, motivated.

I don’t speak the language well.

I don’t have experience in the country.

Phrases

25



Words Words research working hours party agreementto agree
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Research

research working hours party agreementto agree

verhaal 3

Agreement

research working hours party agreementto agree

verhaal 3

Working hours

research working hours party agreementto agree
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To agree
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Company
Human resources
Interviewer
Job description
Cover letter
Portfolio
Question
Answer
Research
Information
Company structure

Work contract
Agreement 
Temporary (time bound)/
seasonal/permanent 
contract
Company 
Employee
Agreement duration 
Start date

Reception
Appointment
Office
Transportation 
Job offer
Optional 
Strengths
responsible
flexible
efficient
hard-working

End date
Subject of the agreement
Rights and Obligations
Duties
Responsibilities
Probation period
Working hours
Working week
Notice 

competent
punctual
adaptable
motivated 
creative
reliable
Experience 
Professional skills
Development
Digital skills
Technical training

Remuneration
Net salary
Gross salary
Termination
Terms and conditions
Amendment
Technical specification
Annex
Article

Industry knowledge
Language skills
Communication skills
Organisational skills
Problem solving
Personal skills
Weaknesses
Lack of skills
Lack of experience

Clause
To sign
To employ
To negotiate
To agree
To reject
To decline

JOB INTERVIEW

WORK CONTRACT

researchworking week

Working week
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EXERCISE 1 

EXERCISE 2

Exercises Find 9 adjectives describing a person. Look horizontally or vertically.

Match the questions with the corresponding answers. 
After that, provide your own answers. Work in pairs.

1. What are your strengths?

2. What are your weaknesses?

3. Why are you interested in working for our company?

4. How did you hear about this position?

5. What is your education?

6. How many working hours is the working week?

7. How many days annual leave do I have?

8. When is the start date?

9. What kind of work contract do you offer?

10. What is the gross salary?

C K T A W V I P S E H
O R E L I A B L E C A
M A M G A U Q N E R R
P D M O T I V A T E D
E A T O L F V Y G A W
T P U N C T U A L T O
E T A M O P L R J I R
N A H A W U S O B V K
T B D Y G B C E U E I
F L E X I B L E X M N
Z E F F I C I E N T G

On June 1st. 

20 days.

We offer a permanent contract with a probation period.

700 euro per month. 

I want to gain more experience.

Through a friend.

I am responsible and hard-working.

I have a secondary education.

40 hours. 

I don’t speak the language well.

Marcos has received an invitation for a job interview. He discusses it with his brother, Ricardo.

Marcos: Hi Ricardo! I finally got a job interview!
Ricardo:  Great! Which company invited you to the interview?
Marcos: The construction company which you helped me apply for.
Ricardo: Perfect! I have worked for them for two years. I can help you prepare for the interview.
Marcos: This would be very helpful. What should I do before going there?
Ricardo: First, you need to make some research about the company and its structure. Also, gather information  

 about their field of activity.
  Then, you need to prepare for possible questions which they will ask you and come up with the answers  

 that describe you in the best way. 
  Last but not least, you have to dress appropriately, show up early or on time and be ready with your own  

 questions for the interviewer.
Marcos: But I do not speak the language well.
Ricardo You speak enough to present yourself well. And you can explain that you are currently attending a  

 language course. So progress will come soon.
Marcos: That’s true. I hope they will give me a probation period. 
Ricardo: Good luck!

EXERCISE 3

EXERCISE 4

Exercises Listen to the following dialogue two times and then answer “True” or “False”.

You have been invited to a job interview at a company from the hospitality sector.  
Divide into pairs and recreate a job interview. One of you is the interviewer who has to come up with 
a story about the company, the vacant position, the job requirements, etc. The other one is the job 
candidate who has to present himself/herself, describe the relevant education and work experience 
and ask the interviewer some questions.

1. Marcos got a job interview at a construction company.

2. Ricardo offers to help Marcos prepare for the interview.

3. Ricardo will give Marcos information about the company structure and activities.

4. Marcos doesn’t speak the language at all.

5. Ricardo says that Marcos should not be late for the interview and dressed well. 

6. Marcos will start attending a language course next month.

7. Marcos hopes to get an internship at the company.

True False
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�re telephone toilets to write to clean
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Youssef found a job as a general worker in a warehouse and it’s his first work day. 
He speaks to a colleague.

Good morning! I am Youssef. I start work today.

I’m fine, thank you! 

Yes, I do need help. I would like to speak to the manager 
to ask what are my tasks and responsibilities for today.

OK, thank you!

Hello Youssef! How are you today?

Do you need any help?

You don’t have to. I will be your supervisor.
Come with me to the meeting room. You will meet 
your colleagues and I will explain everything. 
You need to know that the toilets are here on the 
left, you have a staff discount in the canteen and 
the lunch break is 45 minutes.

Section 4: 
On the job

Dialogue
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Phrases
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Dialogue

Youssef and his colleagues are in the meeting room receiving instructions from the supervisor.

Excuse me, can you speak slowly. I don’t speak the 
language well yet and I don’t understand everything.

When is the deadline?

No problem!

Danger! 

Wet floor!

Take the stairs!

Flammable!

Do not enter!

Emergency exit Meeting point

No smoking!

High voltage!

Good morning, everyone! Today we have a big delivery. We 
have to plan the work. You will meet the driver, sign for the 
delivery and take care of the documents. You have to check 
the invoice and the delivery number. You will prepare the 
warehouse for the packages.

Yes, of course!
You will move the boxes and you will assist him.
You will coordinate the workers. If there is a problem, you 
have to report to me.
I will supervise the process and monitor the quality of the 
work. The quality control is my responsibility.

You have to finish the work today!

Thank you for the attention! 
Have a nice day!

32
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Telephone

�re telephone toilets to write to clean

verhaal 4

discount on time �realarm
Toilets

Discount
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Words

�re telephone toilets to write to clean

verhaal 4

To clean

�re telephone toilets to write to clean

verhaal 4

To write

discount on time �realarm

Fire alarm

discount on time �realarm

On time

Work 
Office 
Workplace
Workstation
Plant
Factory 
Store/shop
Warehouse 
Facility
Equipment
Machine 
Computer
Telephone
Stationary 
Document 
Product
Production process
Material 

Fire
Fireman
Fire alarm
Smoke alarm
Exit 
Fire exit
Emergency exit
Stairs
Fire extinguisher 
Smoke 

To organise
To coordinate
To manage
To assist
To perform
To undertake
To report
To prepare
To work
To supply
To write
To arrange
To answer 

Inventory 
Worker
Manager
Supervisor
Colleague
Team 
Boss
Secretary
Client 
Customer
Driver 
Courier
Deadline
Invoice
Offer 
Project
Task
Duty

Door 
Meeting point
Risk
Injury 
Incident 
First aid
Precaution 
Safety
Safety measures
Helmet

To pick up
To make
To serve
To order 
To take an order
To clean
To wash
To take care of 
To supervise
To provide
To supply
To maintain
To support

Responsibility 
Attention
Information 
Problem
Solution 
Meeting
Conference
Meeting room
Conference room
Quality control
Quality criteria 
Inspection
Time schedule
Appointment
Cocktail party
Canteen
Parking
Elevator

Warning
Prohibition
Instruction
Hazard
Health
Health care 
Inspection
Noise
Protection
Ventilation

To monitor
To produce
To install
To develop
To build
To assemble
To replace
To process
To plan
To finish 
To try
To fix
To manufacture

Toilets
Locker room
Complaint
Discount
Delivery
Delivery date
Track
Budget
Expenses
On time
Late
Shift
Lunch break
Break
Line manager
Overtime

Static electricity
Preventive
Prevention
Regulation
Safety regulation
Defibrillator
Shock

To test
To repair
To drive 
To move
To evaluate
To sign
To check
To verify
To justify
To improve

AT THE WORKPLACE

HEALTH AND SAFETY AT WORK

ACTIONS AT WORK
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EXERCISE 1

EXERCISE 2

Exercises Match the actions with the respective word.

Order the letters to form words or phrases related to health and safety at work. Follow the explanations.

to organise

to coordinate

to repair

to sign

to clean

to perform

to report

to answer

to manufacture

to meet

LETHEM

ON KIMSONG

GEMENRYCE TEIX 

REDGAN 

HGHI ELOTVAG

OD OTN RENTE

UOCNATI

EWT ROOLF

IFER AMLRA

AIRSST

deadline

contract

meeting

task

telephone

machine

product

workplace

problem

workers

You wear this at a construction site.

This is forbidden at public places.

You have to use it in case of danger.

It warns you that it is not safe.

The electricity there could harm you.

It is forbidden to go through the door.

You have to be careful.

You could slip and fall down.

It signalises in case of fire.

You have to use them in case of fire.

EXERCISE 3 

EXERCISE 4

Exercises Listen to the following dialogue two times and fill in the gaps with the respective verbs.

Choose a profession and write a description of the tasks and actions needed to perform 
your day-to-day activities.

report      

prepare       

coordinate     

finish      

check

plan    

monitor     

sign     

move

Youssef and his colleagues are in the meeting room receiving instructions from the supervisor.

Supervisor:  Good morning, everyone! Today we have a big delivery. We have to    the work. 

You will meet the driver,                  for the delivery and take care of the documents. 

You have to     the invoice and the delivery number.

You will     the warehouse for the packages.

Youssef: Excuse me, can you speak slowly. I don’t speak the language well yet and I don’t understand everything.

Supervisor: Yes, of course!

You will                     the boxes and you will assist him.

You will                    the workers. If there is a problem, you have to            to me.

I will supervise the process and               the quality of the work. The quality control is my responsibility.

Youssef: When is the deadline?

Supervisor: You have to                      the work today!

Youssef: No problem!

Supervisor: Thank you for the attention! Have a nice day!
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