EASY at Work Unit 6 - Job Skills and Qualifications - KEYWORDS

LESSON 1 – Around the Lobby (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	tell

take

make a right
make a left

can 

can't 

find

turn

check

just come

go (to)

open
	business center

second floor

stairs

lobby
elevator
gym

hall

swimming pool

hair salon

cash machine

gift shop

e-mail

computer(s)

internet

employee entrance

ground floor

hotel
employee lounge

	excuse me

Can you tell me where..?

across the lobby

Where are...?

next to

take the elevator

down at the end of the hall

on the right /left

Where is it?

Which way...?

How do I get to..?

pick me up

in the back

Bye.


LESSON 2 – Skills: Custodian and Housekeeper (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	manage(s)

needs to

hire

clean

vacuum

use

replace

maintain

read

write

check

help

understand

be (able to)

drive

do math

lift

carry

speak

follow

tidy-up

work

ask
	rooms 

division

manager

desk clerk

laundry worker

housekeeper

custodian

list

duties
skills

lobby

ladders

bulbs

windows

equipment

instructions

reports

exit(s)

deliveries

maintenance department

electricity

machines

experience

driving record

speeding tickets

accident(s)

pound(s)

police

criminal record

driving record

reference

GED

High School Diploma

activities

checklist

team

manuals

questions
	Good morning.
Sorry I'm late.

Nice to see you again.

Did you have a good weekend?

I've only got a few minutes.

make a list

must be strong

must have

How much...?

clean driving record

work as a team

be honest

be reliable

How do you know?




LESSON 3 – Skills: Waitperson and Retail Clerk (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	need (to)

talk

meet

discuss

hire

work(ing)

serve(s)

prepare(s)

talk(s)

make(s)

use(s)

get(s)

ask

tell

take

read

speak

offer

have

want

manage

call

handle

control

sign (for)

understand

count(s)

learn

look

finish
	manager

food 

beverage

waiter / waitperson

person

drink

quality

service

position

customer(s)

question

menu

daily specials

work experience

people

appearance

tips

retail clerk

internal phone directory

rooms division

conventions

banquets

sales

director

extension

job opening

training

references

diploma

math

register

advertisement

schedule

information

cash

inventory

supplies
	type of person

see you then

is responsible for..

customer service skills

well groomed

professional appearance

difficult job

many people

in charge

Where is...?

Here it is.

leave a message

please call me

My extension is…
What should I do?

flexible (flex) schedule

have to do

be honest

important

I'll come by.
it means

well-groomed




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

	call

place

join

apply

need

quit

want

take

took

improve
send

fill

bring

post

look

list(ed)

get

go


	jobs

newspaper

advertising

help wanted ad

opportunities

benefits

vacancies

bar and grill

retail clerk

gift shop

experience

references

housekeeper

training

custodian

applications

human resources office

promotion

busboy

openings

bonus

newspaper

internet

online

hotel

notice

bulletin board

employee lounge

classifieds

help wanted section


	fill it out

jobs are posted

How may I help you?

What do you want?

required

are available

apply in person

no phone calls

that's all I need

I hear

Do you know...?





LESSON 5 – Apply for the Job! (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	fill out

apply(ing)

remember

ask

borrow

lend

look

come /came

forget /forgot

return
	applications

job

housekeeping

address

phone book

secretary

yellow pages

motel (s)

pen

office

form

job application

information


	Hi.

May we have...?

here they are

good idea

sure

No problem.
May I borrow...?
You are welcome.
What is this?
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