
2 At Work:  
Communicative Goals for the Chapter: 
By the end of this chapter you should be able to: 

• talk about dates and meeting times 
• expressing needs/wants 
• get information by asking and answering questions 
• discuss issues regarding the workplace such as: 

- Interview with the manager 
- previous work experience/ place 
- how did you find out about this job 
- how much do you want/ expect to be paid 
- what skills do you have/ tools with which you have experience 
- are you now working 
- are you seeking full-time or part-time work 
- what are your goals 
- when are you available to begin/ are you available right away 
- the work that has been assigned each day  

 
 

Grammatical structures  
present tense verbs in 3rd person 
present progressive 
negation 
needed + infinitive 
wanted + infinitive 
  
Vocabulary: 
he heard about (escuchó sobre...) 
had experience (tenía experiencia) 
he needed (necesitaba) 
he needed to know (necesitaba saber) 
 
Robert needed a job. He heard about a job building houses. He needed to know how to 
cut wood for this new job. He didn’t have any experience with cutting wood.  
 
previous work experience (experiencia previa de trabajar; conocimiento anterior) 
skills (habilidad de hacer algo muy bien) 
place (el lugar) 
 
Robert’s previous job was cooking. He was the cook for a place called “The Grill.” He 
has many skills working with food.  
 
he told him about (le contó/ le dijo) 
he didn’t get paid very much (no le pagaba mucho) 
 
A friend told Robert about the job building houses. It doesn’t pay very much, but Robert 
needs to work.  



he knows (él sabe) 
he expects/ doesn’t expect (él espera/ no espera) 
he wants to make/ doesn’t want to (quiere hacer/ no quiere hacer) 
money (dinero) 
he has/ doesn’t have (tiene/ no tiene) 
 
 
Robert didn’t go to college. He knows he doesn’t have any work experience, except 
cooking. He wants to make money, but he doesn’t expect very much with no other skills. 
 
he is now working (trabaja ahora) 
full-time/ part-time (tiempo completo/ tiempo parcial) 
 
Robert is not working now. He needs a job. He wants a full-time job, but he will work 
part-time until he finds more work. 
 
to fill out (llenar) 
application (la solicitud) 
 
Robert goes to talk to the owner of the construction company. The owner wants Robert to 
fill out an application. He wants to know Robert’s previous experience and skills. 
 
goals (la meta) 
 
Robert has many goals for his life. His goal right now is to get a job and take care of his 
family. Another goal he has is to one day own his own company.  
 
available (está disponible) 
right away (pronto) 
to begin (empezar; comenzar) 
 
Robert goes to the construction company to talk with the owner. The owner is not 
available, so Robert speaks with the manager. The manager wants Robert to start working 
right away. Robert will need to begin training with the other men tomorrow. 
 
 



Possible Additional Section Vocabulary: 
 

• address 
• age 
• apply 
• area code 
• birthday 
• certification 
• children 
• citizenship 
• city 
• college 
• country 
• criminal record 
• date of birth 
• dependents 
• diploma 
• divorced 

• education 
• educational 

background 
• employee 
• employer 

• experience 
• family name 
• felony record 
• female 
• fired 
• first name 
• gender 
• handicap 
• hearing 
• height 
• high school 

• husband's name 
• last name 
• male 
• marital status 
• married 
• middle name 
• name 
• notify 
• occupation 
• phone number  

• physical examination 
• position 
• present address 
• previous experience 

• quit 
• reason for leaving 
• relatives 
• salary 
• single 
• skills 
• social security 

number 
• state 
• street 
• telephone number 
• vision 
• weight 
• wife's name 
• zip code 

 

 

Practice-Story 2: 
There is a man. His name is Robert. He has a job working for a factory. But he doesn’t like 
the job. He wants another job. Robert is very sad. 
 
 
Practice-Story 3:  
A man called Robert is looking for a job. He knows how to do many things. He is good with 
his hands. He wants to be a carpenter and build furniture. Robert wants to work. 
  
 
Practice-Story 4: 
There is a man named Robert. He heard there was a job available at the construction 
company in town. He went to talk to the supervisor. The supervisor asked Robert to fill out 
an application. 
 
 
Practice-Story 5: 
There is a woman named Mary. She needs a job. She saw an ad for waitress in the window of 
the restaurant. She went inside to speak to the owner.  
 
 



Practice-Story 6: 
Mary wants to work for the Fogata Restaurant. She has an interview with the manager on 
Thursday. On Thursday she went to the restaurant. The man who talked with her was very 
nice. He asked her what previous work experience she has. 
 
Practice-Story 7: 
The manager at the construction site needed help. He needs to build a house, but he can’t get 
anyone to work. A man named Robert applied for a position. Robert has some experience, 
but building furniture, not houses. 
 
 
 
 



Chapter Stories 
 
Robert needed a job. He heard about a job building houses. He needed to know how to cut 
wood for this new job. He didn’t have any experience with cutting wood. Robert’s previous 
job was cooking. He was the cook for a place called “The Grill.” He has many skills working 
with food. A friend told Robert about the job building houses. It doesn’t pay very much, but 
Robert needs to work. Robert didn’t go to college. He knows he doesn’t have any work 
experience, except cooking. He wants to make money, but he doesn’t expect very much with 
no other skills. Robert is not working now. He needs a job. He wants a full-time job, but he 
will work part-time until he finds more work. Robert goes to talk to the owner of the 
construction company. The owner wants Robert to fill out an application. He wants to know 
Robert’s previous experience and skills.  
 
Robert has many goals for his life. His goal right now is to get a job and take care of his 
family. Another goal he has is to one day own his own company. Robert goes to the 
construction company to talk with the owner. The owner is not available, so Robert speaks 
with the manager. The manager wants Robert to start working right away. Robert will need 
to begin training with the other men tomorrow. 
 
Roberto necesitaba un trabajo. El había escuchado sobre un trabajo construyendo casas. El 
necesitaba saber como cortar madera para este nuevo trabajo. El no tenía experiencia 
cortando madera. El previo trabajo de Roberto era cocinando. El cocinaba para un lugar 
llamado “La Parilla.” El tiene muchas habilidades trabajando con comida. Un amigo le 
contó a Roberto sobre el trabajo construyendo casas. No paga mucho, pero Roberto necesita 
trabajar. Roberto no fue a la universidad. El sabe que no tiene experiencia de trabajo, menos 
cocinando. El quiere hacer dinero, pero no espera mucho sin otras aptitudes. Roberto no 
está trabajando ahora. El necesita un trabajo. El quiere un trabajo de tiempo complete, pero 
trabajará tiempo parcial hasta que encuentre más trabajo. Roberto va a hablar al dueño de 
la compañía de construcción. El dueño quiere que Roberto llene una solicitud de trabajo. El 
quiere saber de la experiencia previa y las habilidades de Roberto.  
 
Roberto tiene muchas metas para su vida. Su meta por ahora es conseguir un trabajo y 
cuidar a su familia. Otra meta que él tiene es algún día ser dueño de su propia compañía. 
Roberto va a la compañía de construcción para hablar con el dueño. El dueño no está 
disponible, así que Roberto habla con el director. El director quiere que Roberto empiece 
pronto. Roberto necesitará empezar el entrenamiento con los otros trabajadores mañana. 
 
Practice-Story 2: 
There is a man. His name is Robert. He has a job working for a factory. But he doesn’t like 
the job. He wants another job. Robert is very sad. 
 
Hay un hombre. Su nombre es Roberto. El tiene un trabajo trabajando para una fábrica. 
Pero a él no le gusta el trabajo. El quiere otro trabajo. Roberto está triste.  
 
Practice-Story 3:  
A man called Robert is looking for a job. He knows how to do many things. He is good with 
his hands. He wants to be a carpenter and build furniture. Robert wants to work. 
  



Un hombre llamado Roberto está buscando un trabajo. El sabe hacer muchas cosas. El tiene 
habilidades manuales. El quiere ser carpintero y hacer muebles. Roberto quiere trabajar. 
 
Practice-Story 4: 
There is a man named Robert. He heard there was a job available at the construction 
company in town. He went to talk to the supervisor. The supervisor asked Robert to fill out 
an application. 
 
Hay un hombre llamado Roberto. El escucho de un trabajo disponible en la compañía de 
construcción en el pueblo. El fue a hablar con el gerente. El gerente pidió que Roberto 
llenara una solicitud. 
 
Practice-Story 5: 
There is a woman named Mary. She needs a job. She saw an ad for waitress in the window of 
the restaurant. She went inside to speak to the owner.  
 
Hay una mujer llamada Maria. Ella necesita un trabajo. Ella vio un anuncio para mesera en 
la ventana del restaurante. Ella entró para hablar con el dueño. 
 
Practice-Story 6: 
Mary wants to work for the Fogata Restaurant. She has an interview with the manager on 
Thursday. On Thursday she went to the restaurant. The man who talked with her was very 
nice. He asked her what previous work experience she has. 
 
María quiere trabajar para el restaurante La Fogata. Ella tiene una entrevista con el 
director el jueves. El jueves ella fue al restaurante. El hombre que habló con ella era muy 
simpático. El le preguntó que experiencia previa de trabajo ella tenía. 
 
Practice-Story 7: 
The manager at the construction site needed help. He needs to build a house, but he can’t get 
anyone to work. A man named Robert applied for a position. Robert has some experience, 
but building furniture, not houses. 
 
El director del lugar de construcción necesitaba ayuda. El necesita construir una casa, pero 
no puede conseguir a nadie para trabajar. Un hombre llamado Roberto aplicó para la 
posición. Roberto tiene alguna experiencia, pero construyendo muebles, no casas. 
 



ANSWERS TO EXERCISES: 
 
Exercise # 1 
Job Announcement 
1. Driver Merchandiser 
2. Coca-Cola 
  3. Responsibilities• Drive to outlet locations delivering pre-ordered Coca-Cola products to 
convenience retail and petroleum accounts.• Truck type: 14- or 16-bay sideload tractor 
trailer.• Responsible for stocking and rotating the delivered product.• Inspects and ensures 
that all product delivered is in date, accurate according to requested order, and product is not 
damaged.• Ensures customer satisfaction by being friendly, courteous  
and professional. 
4. (Answers will vary) 
Experience Requirements• Valid Class A Commercial Driver's License required. HAZMAT 
Endorsement a plus.• Driving record within MVR policy guidelines. No license revocation, 
suspension, DUI/DWI, careless or reckless driving.• High school diploma or GED preferred.• 
1-3 years of general work experience required.• 1+ years of commercial driving experience 
strongly preferred.• Local delivery experience preferred.• Prior grocery store and/or 
consumer products experience a strong plus.• Ability to operate a two- or four-wheel dolly.• 
Familiarity with DOT regulations.• Ability to work with minimal supervision. 
Accountabilities• 450 cases a day (average) / Pre-Trip / Post-Trip / Under 55 hrs/week. • 
Delivery all assigned "stops" / Be in compliance with DOT regulations. • Repetitive lifting: 
40-50 lbs.• Product handling, date management. 
5. Work Schedule • Full-Time. Starting as early as 5:30 - 6:00 a.m. (days)• Vacation 
blackout weeks – week before and week of major holidays• Overtime (within DOT 
regulations) 55-60 hours per week (average) 
6. Overtime (within DOT regulations) 55-60 hours per week (average) 
7. Answers will vary (See answer #4) 
8. Advertisement does not specify 
9. Advertisement does not specify 
Job Announcement #2 
1. Spanish Bilingual Telephone Representatives  
2. DialAmerica 
3. Handling incoming telephone calls 
4. Answers will vary. 
5. Advertisement is not specific 
6.  Advertisement is not specific  
7. (Answers will vary)Must be fluent in both Spanish and English. Must possess a clear 
telephone voice Must be 18 to apply 
8. Guaranteed base pay of $8/hr. *Plus earn a Bilingual incentive  
9. What benefits does the position offer? 
Job Announcement #3 
1. Line Cook / Banquet Prep Cook 
2. The Georgia Club; Upscale country club  
3. Full time line cook/banquet prep cook 
4. 2-3 years exp. in upscale restaurants or catering companies required. Candidate must 
possess a strong initiative, pay great attention to detail, must be a team player and act in a 
professional manner at all times.  
5. a flexible schedule 



6. Advertisement is not specific 
7. Answers will vary 
8. Not specific: Competitive pay 
9. Not specific: benefits after 90 days. 
 
Exercise # 2: Sentence Comprehension:  
1. T 
 F ($8-$10) 
 F (Athens) 
 T 
2.  F (Athens) 
 T 
 T 
 T 
3.  T 
 T 
 F (Packers) 
 T 
4.  T 
 T 
 F (6 months) 
 T 
Exercise # 3: Reading Comprehension 
1. Mary needs a job.  
2. Her husband has lost his job and is looking for work.  
3. Mary’s friend Susan tells her about a job.  
4. The pay is not very good, but it is work.  
5. The work is hard. Mary will have to cook and clean  
6. at the restaurant. 
7. Mary goes to the restaurant to talk to the manager.  
8. The manager asks Mary to fill out an application.  
9. The next day the manager calls Mary.  
10. He wants her to start right away. 
 
 



STUDENT EXCERCISES 
 
Vocabulary 
 
he heard about (escuchó sobre...) 
had experience (tenía experiencia) 
he needed (necesitaba) 
he needed to know (necesitaba saber) 
 
previous work experience (experiencia previa de trabajar; conocimiento anterior) 
skills (habilidad de hacer algo muy bien) 
place (el lugar) 
 
he told him about (le contó/ le dijo) 
he didn’t get paid very much (no le pagaba mucho) 
 
he knows (él sabe) 
he expects/ doesn’t expect (él espera/ no espera) 
he wants to make/ doesn’t want to (quiere hacer/ no quiere hacer) 
money (dinero) 
he has/ doesn’t have (tiene/ no tiene) 
 
he is now working (trabaja ahora) 
full-time/ part-time (tiempo completo/ tiempo parcial) 
 
to fill out (llenar) 
application (la solicitud) 
 
goals (la meta) 
 
available (está disponible) 
right away (pronto) 
to begin (empezar; comenzar) 
 



Exercise # 1: Describe the following work advertisements: Working in groups, describe 
the jobs to each other using the questions that follow as a guide. 
 

Driver Merchandiser 

Responsibilities• Drive to outlet locations delivering pre-ordered Coca-Cola products to 
convenience retail and petroleum accounts.• Truck type: 14- or 16-bay sideload tractor 
trailer.• Responsible for stocking and rotating the delivered product.• Inspects and ensures that 
all product delivered is in date, accurate according to requested order, and product is not 
damaged.• Ensures customer satisfaction by being friendly, courteous  
and professional. 

Requirements• Valid Class A Commercial Driver's License required. HAZMAT 
Endorsement a plus.• Driving record within MVR policy guidelines. No license revocation, 
suspension, DUI/DWI, careless or reckless driving.• High school diploma or GED preferred.• 
1-3 years of general work experience required.• 1+ years of commercial driving experience 
strongly preferred.• Local delivery experience preferred.• Prior grocery store and/or consumer 
products experience a strong plus.• Ability to operate a two- or four-wheel dolly.• Familiarity 
with DOT regulations.• Ability to work with minimal supervision. 

Work Schedule • Full-Time. Starting as early as 5:30 - 6:00 a.m. (days)• Vacation blackout 
weeks – week before and week of major holidays• Overtime (within DOT regulations) 55-60 
hours per week (average) 

Accountabilities• 450 cases a day (average) / Pre-Trip / Post-Trip / Under 55 hrs/week. • 
Delivery all assigned "stops" / Be in compliance with DOT regulations. • Repetitive lifting: 
40-50 lbs.• Product handling, date management.  
 
1. What is the position being advertised? 

________________________________________________________________________ 

2. What is the company name?  

________________________________________________________________________ 

3. If you are hired for this position, what will you be doing? 

________________________________________________________________________ 

4. Do you have to have experience for this position? How much? Doing what? 

________________________________________________________________________ 

________________________________________________________________________ 

5. What is the work schedule? 



________________________________________________________________________ 

6.  Will you have to work overtime? 

________________________________________________________________________ 

7. What qualifications do you have for this position, if any? 

___________________________________________________________________________

___________________________________________________________________________ 

8. How much does the position pay? 

___________________________________________________________________________ 

9. What benefits does the position offer? 

___________________________________________________________________________

___________________________________________________________________________  

 



 
DialAmerica is Now Accepting Applications for Spanish Bilingual Telephone 
Representatives ● Must be fluent in both Spanish and English. Must possess a clear 
telephone voice. Handling incoming telephone calls. ● Guaranteed base pay of 
$8/hr. *Plus earn a Bilingual incentive. ● If interested please complete an 
application Monday -Friday, 9am - 5pm.● 2411 Jefferson Street, Suite A, Athens, GA ● 
706-552-2000 ● Must be 18 to apply. EOE 
 
1. What is the position being advertised? 

________________________________________________________________________ 

2. What is the company name?  

________________________________________________________________________ 

3. If you are hired for this position, what will you be doing? 

________________________________________________________________________ 

4. Do you have to have experience for this position? How much? Doing what? 

________________________________________________________________________ 

________________________________________________________________________ 

5. What is the work schedule? 

________________________________________________________________________ 

6.  Will you have to work overtime? 

________________________________________________________________________ 

7. What qualifications do you have for this position, if any? 

___________________________________________________________________________

_____________________________________________________________________ 

8. How much does the position pay? 

________________________________________________________________________ 
 

9. What benefits does the position offer? 

________________________________________________________________________ 



 
The Georgia Club Athens, GA Line Cook / Banquet Prep Cook 
Upscale country club seeks experienced line cook/banquet prep cook for full-time 
employment. 2-3 years exp. in upscale restaurants or catering companies required. 
Candidate must possess a strong initiative, pay great attention to detail, and have a 
flexible schedule; must be a team player and act in a professional manner at all times. 
Competitive pay, benefits after 90 days. 
 

1. What is the position being advertised? 

________________________________________________________________________ 

2. What is the company name?  

________________________________________________________________________ 

3. If you are hired for this position, what will you be doing? 

________________________________________________________________________ 

4. Do you have to have experience for this position? How much? Doing what? 

________________________________________________________________________ 

________________________________________________________________________ 

5. What is the work schedule? 

________________________________________________________________________ 

6.  Will you have to work overtime? 

________________________________________________________________________ 

7. What qualifications do you have for this position, if any? 

___________________________________________________________________________

_____________________________________________________________________ 

8. How much does the position pay? 

________________________________________________________________________ 
 
9. What benefits does the position offer? 

________________________________________________________________________ 
 



Exercise # 2: Sentence Comprehension: Look at the pictures and decide if the statement is 
true or false. 
 

_____ This job is hiring full-time. 
 
_____ This job pays $2 an hour. 
 
_____ This job is in Atlanta. 
 
_____ You will sometimes have to work 
Saturdays for this position. 
 
 
_____ This job requires computer skills. 
 
_____ You need 3 years experience to 
get this job. 
_____ This job is for apartment 
maintenance. 
_____ This is a supervisor position. 
 
 
_____ This job is in Athens. 
 
_____ This job has 1st shift positions 
available. 
_____ This is a management position. 
 
_____ You apply at Goodwill. 
 
 
_____ This job is for driving a truck. 
 
_____ This job has insurance benefits.  
 
_____ You must have 6 years 
experience for this position. 
 
_____ This company is called 
Metropolitan Trucking.

Dalton Carpet One is currently hiring a full-time 
Warehouse Receiving/Forklift Operator. Good 
written, customer service, computer and 
communication skills required with prior forklift 
experience. $8-10/hr d.o.e. with hours Mon-Fri 
and some Saturdays. Apply in person to complete 
an application with Brian at 3690 Atlanta Hwy., 
Suite 108, Athens, GA 30606 or apply online. 

  
Maintenance Supervisor 400 Units Athens, 
Georgia. Minimum 3 years experience. EPO, 
CPO, and HVAC certified. Sufficient experience 
in all phases of property maintenance. Qualified 
candidates submit resumes to 
universitygarden@hometowneapts.com or fax 
706-549-1151.                                                          

 
Labor Staffing has openings for PACKERS 1st, 
2nd & 3rd shifts Immediate positions available. 
Fill out applications at Goodwill Career Center 
10 Huntington Rd. Athens, GA 30606. Mon- Fri. 
11am- 2:30pm. 678-855-5088 

 
DRIVERS $950 to $1200 weekly Metropolitan 
Trucking Driver Openings *Insurance in "30" 
days! *Excellent Home Time Plan *Orientation 
Pay * APUs *Fuel & Safety Bonus Programs 
*CDL A W/6 Months exp Call 800-999-4473 



Exercise # 3: Reading Comprehension: Read the following story and answer the questions. 
 
Mary needs a job. Her husband has lost his job and is looking for work. Mary’s friend 
Susan tells her about a job. The work is hard. Mary will have to cook and clean at the 
restaurant. The pay is not very good, but it is work. Mary goes to the restaurant and talks 
to the manager. The manager asks Mary to fill out an application. The next day the 
manager calls Mary. He wants her to start right away. 
 
1. What does Mary need? ___________________________________________________ 

2. Why does Mary need this? ________________________________________________ 

3. How does Mary find out about the job? ______________________________________ 

4. Does the job pay well? ___________________________________________________ 

5. Is the work easy? _______________________________________________________ 

6. Where is the job located? _________________________________________________ 

7. Why does Mary go to the restaurant? _______________________________________ 

8. What does the manager ask Mary to do? _____________________________________ 

9. When does the manager speak to Mary again? ________________________________ 

10. What does the manager want? ____________________________________________  

 
Exercise #4: Role Play In groups of two or more, use one of the above employment 
advertisements as a guide to practice informing a friend of the job available.  
 
Ex. 
Robert: John! I heard they were hiring at Coca-cola.  
John: Oh, really? What is the work? 
Robert: They need truck drivers to deliver the drinks. 
John: What do they pay?  
Robert: I don’t know, but you can talk to Bill. I think he just got a job working there. 
 
Role Play: Now use the same advertisements to practice interviewing for one of the jobs. 
 
Ex. 
John: I understand you are hiring truck drivers? 
Manager: Yes, do you have experience driving a tractor trailer? 
John: No, but I have experience driving a bus for the city. 
Manager: How long did you drive a bus? 
John: I drove for seven years. Before that I worked at the loading dock for a meat company. 
I had to help load the trucks. 
Manager: That is great. Let’s get you to fill out an application. 



Exercise # 5: Write your story. Tell your name and where you are from. Tell about any 
skills you have, where you used to work and how you got the job. Tell about where you work 
now. Describe the job Use as much of the new vocabulary as possible. 
 
Vocabulary:  
I heard about 
I have experience 
I needed  
needed to know 
previous work experience 
skills  
place  
told me about  

didn’t get paid very much  
I know 
I expect/ don’t expect  
I want to make/ don’t want 
to  
money  
I have/ don’t have  

I am now working  
full-time/ part-time 
to fill out  
application 
goals 
available 
right away 
to begin  
 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 



Exercise #6: Sample Job Application 1  
Practice reading and filling out a sample employment application: 
 

APPLICATION FOR EMPLOYMENT 

ALL POTENTIAL EMPLOYEES ARE EVALUATED WITHOUT REGARD TO RACE, COLOR, 
RELIGION, GENDER, NATIONAL ORIGIN, AGE, MARITAL OR VETERAN STATUS, THE 
PRESENCE OF A NON-JOB RELATED HANDICAP OR ANY OTHER LEGALLY PROTECTED 
STATUS. 

Position Sought:  ________________________________________________________________________ 
How did you learn about the position? ________________________________________________________ 
  
Name_____________________________________________________________ Date________________ 
Address__________________________________ City___________________ State________ Zip_______ 
Home Phone ____________________Office Phone___________________Other Phone_________________ 
Email Address: ______________________________ Social Security Number:_________________________ 
  
On what date would you be available for work? ____________________ Desired Wage/Salary $_____________ 
Are you a U.S. citizen, or are you otherwise authorized to work in the U.S. without any restriction? [    ] Yes [    ] No 
Have you ever been convicted of a felony? [    ] Yes [    ] No     If yes, please describe circumstances: __________ 
_______________________________________________________________________________________ 
Have you ever been involuntarily terminated or asked to resign from any position of employment? [    ] Yes [    ] No 
If yes, please describe circumstances: __________________________________________________________ 
_______________________________________________________________________________________ 
If selected for employment, are you willing to submit to a pre-employment drug screening test?       [    ] Yes [    ] No  
  

EDUCATION 
School Name Location Years Attended Degree 

Received 
Major 

          
          
          
          
Other training, certifications, or licenses held: ____________________________________________________ 
_______________________________________________________________________________________ 
List other information pertinent to the employment you are seeking: ___________________________________ 
_______________________________________________________________________________________ 
  

EMPLOYMENT 
(Most Recent First.) 
  
1.  Employer_____________________________________________ Job Title_________________________ 
Dates Employed______________ Prior Position Held within Company (if any):  _________________________ 
Address_________________________________ City___________________ State________ Zip_________ 
Phone____________________ Job Title_______________________ Supervisor_______________________ 
Starting Salary________________________________    Ending Salary_______________________________ 
Duties Performed _________________________________________________________________________ 
Reason for Leaving _______________________________________________________________________ 
  
2.  Employer_____________________________________________ Job Title_________________________ 
Dates Employed______________ Prior Position Held within Company (if any):  _________________________ 
Address_________________________________ City___________________ State________ Zip_________ 
Phone____________________ Job Title_______________________ Supervisor_______________________ 



Starting Salary________________________________    Ending Salary_______________________________ 
Duties Performed _________________________________________________________________________ 
Reason for Leaving _______________________________________________________________________ 
   
3.  Employer_____________________________________________ Job Title_________________________ 
Dates Employed______________ Prior Position Held within Company (if any):  _________________________ 
Address_________________________________ City___________________ State________ Zip_________ 
Phone____________________ Job Title_______________________ Supervisor_______________________ 
Starting Salary________________________________    Ending Salary_______________________________ 
Duties Performed _________________________________________________________________________ 
Reason for Leaving _______________________________________________________________________ 
  
4.  Employer_____________________________________________ Job Title_________________________ 
Dates Employed______________ Prior Position Held within Company (if any):  _________________________ 
Address_________________________________ City___________________ State________ Zip_________ 
Phone____________________ Job Title_______________________ Supervisor_______________________ 
Starting Salary________________________________    Ending Salary_______________________________ 
Duties Performed _________________________________________________________________________ 
Reason for Leaving _______________________________________________________________________ 
  

ACKNOWLEDGMENT AND AUTHORIZATION 
  
I certify that answers given herein are true and complete to the best of my knowledge. 
  
I authorize investigation of all statements contained in this application for employment as may be necessary in 
arriving at an employment decision. 
  
This application for employment shall be considered active for a period of time not to exceed 45 days.  Any 
applicant wishing to be considered for employment beyond this time period should inquire as to whether or not 
applications are being accepted at that time. 
  
I hereby understand and acknowledge that, unless otherwise defined by applicable law, any employment relationship 
with this organization is of an “at will” nature, which means that the Employee may resign at any time and the 
Employer may discharge Employee at any time with or without cause.  It is further understood that this “at will” 
employment relationship may not be changed by any written document or by conduct unless such change is 
specifically acknowledged in writing by an authorized executive of this organization. 
  
In the event of employment, I understand that false or misleading information given in my application 
or interview(s) may result in discharge.  I understand, also, that I am required to abide by all rules and regulations of 
the employer. 
  
  
________________________________________        ___________________ 
Signature of Applicant                                                                Date 
 
 



Exercise # 7: Family Homework: Students will read the following suggested titles (or other 
titles with similar vocabulary) to their children or younger family members. (Children may also 
read to the parent). 
 
At a construction site Graham, Ian ISBN 9781595661913 
http://gapines.org/opac/en-
US/skin/default/xml/rdetail.xml?r=4218118&t=at%20work&tp=keyword&d=0&f=at&hc=2952
&rt=keyword 
 
Machines Author Grimshaw, Caroline. ISBN 0716613069 
http://gapines.org/opac/en-
US/skin/default/xml/rdetail.xml?r=773967&m=0&t=at%20work&tp=keyword&d=0&f=at&hc=
2952&rt=keyword 
 
*At work Author Scarry, Richard. ISBN 030711824X 
http://gapines.org/opac/en-
US/skin/default/xml/rdetail.xml?r=197749&t=at%20work&tp=keyword&d=0&hc=2944&rt=key
word 
 
At work / = En el trabajo Author Petelinsek, Kathleen. ISBN 1592964516 
http://gapines.org/opac/en-
US/skin/default/xml/rdetail.xml?r=2555602&t=at%20work&tp=keyword&d=0&o=10&hc=2944
&rt=keyword 


