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Using these Resources 

 

These units will assist you to prepare for and participate in work placement or 

employment. 

You can find Extension activities and transcripts at the end of this and the other 

units.  

Unit Contents 

Introduction  

Using these resources • use a QR Code reader  

• download a QR Code reader for an Apple iPhone 

• download a QR Code reader for an Android phone 

• watch a video on Vimeo 

• listen to a sound file on SoundCloud 

1. Introducing yourself • listen to others introducing themselves 

• prepare and practise your own introduction 

2. Employability skills • learn the eight general skills that many employers 

think are important for every job (Employability Skills) 

• check the Employability Skills that you are good at 

• check the Employability Skills that you could improve 

3. Pathways planning • consider what makes you happy 

• discuss why people work 

• plan a pathway for a future goal 

4. What employers want • listen to what employers want 

• learn about the importance of reliability 

• consider optimism and positive thinking 

• learn about the importance of personal presentation 

5. Targeting workplaces • use Google Maps to target workplaces 

• research information about workplaces 

• use Google Maps to find directions 

6.  Building confidence • write important information notes 

• write a telephone script 

• practise telephone calls 

7. Getting ready for work 

placement 

• fill in a work placement form 

• learn about diary notes and presentations 

• evaluate strengths and weaknesses 

8. Cold calling 

 

• learn what to do when cold calling 

• listen to a cold call conversation and practise the 

conversation 

• prepare a cold call conversation of your own 

• learn about using names in greetings 
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Using these Resources 

 

 

 

 

Introduction   

 

 

QR Codes can connect you to information on the internet, 
such as web pages or videos. 
 
You may need a QR Code reader or QR Code scanner to 
open these links. 
 
Some new phones do not require a QR Code reader. All you 
need to do is open the camera on the phone and scan the 
QR Code.    
 
 

 
 
 
 
 

          QR Code  
 

Go to a place where you can get apps online, such as Apple App Store or Google Play 

Store, to download a free QR Code reader. 

QR Codes in these resources will allow you to look at a video or listen to audio at any 

time.  

You may ask a friend, family or a teacher to help you install a reader if you are not 

sure what to do.  

  

In this unit you will learn to: 

 use a QR Code reader  

 download a QR Code reader for an Apple iPhone 

 download a QR Code reader for an Android phone 

 watch a video on using Vimeo 

 listen to a sound file on using SoundCloud 

  

 

 
Using a QR Code reader on your phone  
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Using these Resources 

 

 

Steps for using a QR Code Reader 

 

 
 

1. See if you have a QR Code reader 
app on your phone. 

 

 

 
 

 
 

2. Open the reader.   
3. Scan the code on the right and 

click on the link. 
 

What is the name of the website 
connected to this code? 

 

 
 

 
 

_______________________ 

 

If you don’t already have a QR Code reader, go to Activity 1: “Downloading a QR 

Code reader for Apple iPhones” or Activity 2: “Downloading a QR Code reader for 

Android phone”.  

 

  

Important information 

 You don’t have to use or download a QR Code reader to 

use these resources. It is your choice. Check with a friend 

or your phone provider if you are not sure. 

 Some QR Code readers are not free if the place where you 

get apps has a credit card linked. Check with a friend or 

your phone provider if you are not sure. 

 Downloading an app can sometimes increase your 

telephone costs. Wait to use free WI FI for your 

downloading if you are unsure. 
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Using these Resources 

 

 

 

Apple iPhones 

 

Watch Video 1 about downloading a QR Code scanner on an Apple 
iPhone by clicking on the link or scanning the code. 

 

https://vimeo.com/359439427/fb9f7f212f       

 

Fill in the gaps with the words below. 

 

home  *prefer  down   App      *download 

prefer = like better 

download = copy an app to your phone 

1. First you go to the _________________ Store on your iPhone. 

 

2. Go to the search function which is _________________ the bottom. 

 

3. Choose the one that you _________________ 

 

4. You select  _________________ 

 

5. You can go to your _________________screen. There is your Qr Code Reader 

downloading. 

  

Downloading a QR Code reader for Apple iPhones 

Activity 1 

https://vimeo.com/359439427/fb9f7f212f
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Using these Resources 

 

Apple iPhones.  

This is how you download a free QR Code Reader for Apple iPhones. 

1. Click on your App Store icon. 

 

 
 

2. Click on Search at the bottom right 
corner of your phone. 

 

 
 

3. Type in “qr code reader by scan” 
into your search box. 
 

 

 
 

4. Choose a QR Code reader from your 
list, and click on Get 
 

5. Click on Install. (You may need to 
Allow the reader to take photos). 

6. Click on Open or find the QR Code 
reader icon in your apps. 

 

 
 

7. Scan the code to connect to the link.  
 

8. Press Play. 
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Using these Resources 

 

 

  

Android Phones 

 

Watch Video 2 about downloading a QR Code scanner on an 
Android phone, by clicking on the link or scanning the code.  
 

https://vimeo.com/367147223/d40407b4f1      

 

Fill in the gaps with the words below. 

 

install      open  search  Play   Code 

 

1. You go here to Google ___________ Store.  

2. Tap. And then you go here, ___________.  

3. Then you type Q - R –  ___________  reader Scan.  

4. You tap here,  ___________ , accept.  

5. Now, you can ___________  and you can use it. 

  

Downloading a QR Code reader for Android phone.   

Activity 2 

https://vimeo.com/367147223/d40407b4f1
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This is how you download a free QR Code reader for Android phones. 

1. Open an app store on your phone, 
such as Google “Play Store”. 

 

 
 

2. Type in “qr code reader scan” into 
your search box. 

 

 
 

3. Choose a QR Code Reader from your 
list.  
 

4. Click on Install. (You may need to 
Allow the reader to take photos). 

 

 
 

5. Click on Open or look for the QR 
Code Reader icon on your phone. 

 

 
 

6. Scan the code and connect to the 
link. 
 

7. Press Play. 
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Using these Resources 

 

 

 

1. Form two groups, those with an Apple iPhone and those with an 
Android phone.  

2. If you don’t have a smart phone, join either group.  
3. If you don’t have a QR Code reader on your phone and would like 

one, follow the instructions and download a reader.  
4. Help the other members of your group when you have finished. 

 

 

Watch Video 3 to learn how to view a Vimeo video on your phone.  

https://vimeo.com/367147259/1797d465d7      

This is how to watch a video on Vimeo. 

 
1. Scan the QR Code or click on the link. 
 

 

         

 
2. Click on the full screen icon to make 

the video bigger, or smaller. 
 

 

 

 
3. Click on the play icon to play. 

 

 

 
 

 
4. Click on the pause icon to pause. 
 

 

 
 

 
5. Click on the volume control to change 

the level. 

 

 
 

 

  

Activity 3 

Watching a Vimeo video  

https://vimeo.com/367147259/1797d465d7
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Watch Video 4 to learn how to listen to a SoundCloud audio file on your phone. 

https://vimeo.com/367147237/26f5030a4e        

Follow these instructions to listen to a SoundCloud audio file. 

 
1. Scan the QR Code or click on the link. 
 

 

 

 
2. Click on the play icon to play. 
 

 

 
 

 
3. Click on the pause icon to pause. 
 

 

 
 

 
4. Click on the bar, to move forward or 

back. 
 

 

 
 

 

 

  

Listening to a SoundCloud audio file 

https://vimeo.com/367147237/26f5030a4e
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Video 1 

Do you know how to download a QR Code scanner? 

Yes, first you go to the App Store, on your iPhone, which is this one. And then you go 

down to the search function, which is down the bottom. Then type Q - R hang on a 

sec, Q - R Code scanner. Then you have a few options as there’s different, umm 

developers offering their QR Code app, err and you just choose the one you prefer, I 

usually just go to this one, which is QR Code scanner umm from Tiny Lab. And then 

you select download. You can come out of the App Store, and go to your home 

screen, and there it is, your QR Code reader down loading. 

Video 2 

Do you have an Android phone? 

Ah yes I do. 

Do you know how to download a Qr Code reader? 

Yes, I can show you. You go here to Google Play Store. Tap. And then you go here, 

search, and then you type Q - R – Code reader Scan. You tap here, install, accept. And 

then you wait. And then now, you can open and you can use it. 

Video 3 

This is how to watch a video on Vimeo. Scan the QR Code or click on the link. Click on 

the full screen icon to make the video bigger, or smaller. Click on the play icon to 

play. Click on the pause icon, to pause. 

Video 4  

Follow these instructions to listen to a SoundCloud audio file. Scan the QR Code or 

click on the link Click on the play icon to play Click on the pause icon to pause Click 

on the bar, to move forward or back. 

  

Transcripts 
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QR Code readers 

Some phones, such as more recent iPhones, do not require a QR Code reader to 

access QR Codes. With these phones, you only need to open the camera to scan the 

image. Otherwise students may benefit from using a QR Code reader. 

QR Code readers are an exciting tool that can extend students’ digital literacy skills 

and enhance their employability skills. They will enable students to link useful online 

resources via their phones.  

However this unit could be challenging for students with low level English skills, low 

level technology skills or no access to a smart phone.  

Teacher discretion should be used as to whether this unit should be introduced to 

the group. A good idea is to trial at least one QR Code reader and the instructions 

before presenting this unit. 

These resources are not reliant on students accessing video or audio files via a QR 

Code. Files can be accessed by the link in the pdf document or free from the location 

listed in the introduction. 

Don’t expect all students choose to download a QR Code reader when the unit is 

introduced. Some students may choose to seek further advice and install it at a later 

date. It is advised that students are made aware of the “Important Information” 

section presented on page 3 of this unit. 

The following problems could be encountered if students choose to download a QR 

Code reader: 

 An app store may already be linked to a credit card and the students could 

end up purchasing a QR Code reader rather than accessing a free one. 

 Free apps can come with confusing advertising. 

 There are different phone models and phone settings that could lead to 

different outcomes suggested in this unit. 

 Students may not ever have accessed an app store or may have lost a 

password that provides them access. 

 Students may not have access to WI FI or may not be able to afford WI FI 

 

  

Teacher notes 
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Activity 1  

1. First you go to the App Store on your iPhone. 
2. Go to the search function, which is down the bottom. 
3. Choose the one that you prefer.  
4. You select download. 
5.  You can go to your home screen. There is your QR Code reader downloading. 

Activity 2 

1. You go here to Google Play Store.  
2. Tap. And then you go here, search.  
3. Then you type Q - R – Code reader Scan.  
4. You tap here, install, accept.  
5. Now, you can open and you can use it. 

 

 

 

Answers 
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Unit 1 – Introducing Yourself    

 

 

 

 

When you meet new people for the first time, often they would like to know 

something about you. Can you talk about yourself to classmates, instructors, 

employers or workmates? 

  
 

  

Who are the people in the pictures? 

Where are they working? 

What are their jobs? 

 

  

In this unit you will: 

 listen to others introduce themselves 

 prepare and practise your own introduction 

Introduction 

Discussion 
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Unit 1 – Introducing Yourself    

 

 

 

 

Complete the checklist below about yourself. 

Self-checklist 

 a little some a lot 

Can you talk about yourself?    

Can you talk about past work?    

Can you talk about future work plans?    
 

 

 

Listen to Audio 101. Amy is meeting a potential employer for the 
first time. 

Do you think her introduction is poor, okay or good? Why? 

https://soundcloud.com/user-40693908/audio101/s-AXa20I5WUsm   

 

 

 

 

 

Listen to Audio 102. Ling is meeting a potential employer for the 
first time.  

Do you think her introduction is poor, okay or good? 

https://soundcloud.com/user-40693908/audio102/s-ZDdWLf8EeZP    

 

 

 

Activity 1 

Activity 2 

https://soundcloud.com/user-40693908/audio101/s-AXa20I5WUsm
https://soundcloud.com/user-40693908/audio102/s-ZDdWLf8EeZP
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Listen to Audio 103 once through. Fill in what you can remember. 
Listen again to complete the answers.  
Some answers have been completed already. 
 

https://soundcloud.com/user-40693908/audio103/s-X7CmUBUAQYH   

 

Name Comes from Been in Australia Lives in 

Lee   Doncaster 

Married Family Country of work First job 

  

  

Duty 1 Duty 2 Job in Australia Duty 1 

Managed staff  
Op shop* 

volunteer 

 

Duty 2 Future plan 1 Plan 2 Plan 3 

 
Study management 

at TAFE 
  

*Op shop – Opportunity shop, a shop that sells second hand clothes and household 

items. 

  

Activity 3 

https://soundcloud.com/user-40693908/audio103/s-X7CmUBUAQYH
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Unit 1 – Introducing Yourself    

 

 

 

 

Listen to Audio 104 once through. Fill in what you can remember. 
Listen again to complete the answers.  
Some answers have been completed already. 

https://soundcloud.com/user-40693908/audio104/s-r1BiplMUIAM    

 

Name Comes from Been in Australia Lives in 

 West Papua   

Married Family Country of work First job 

No    

Duty 1 Duty 2 Job in Australia Duty 1 

  Taxi Driver  

Duty 2 Future plan 1 Plan 2 Plan 3 

 
Get endorsed 

licence*  
  

*Endorsed licence – a special licence for driving larger vehicles like a big truck  

Activity 4 

 

https://soundcloud.com/user-40693908/audio104/s-r1BiplMUIAM
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Unit 1 – Introducing Yourself    

 

 

 

 

Tell me about yourself. 

My name is Lee. I come from Harbin in China. I have been in Australia for five years. I 

live in Doncaster and I am married and have two children. 

What work have you done? 

In China I worked as a retail manager. I managed more than twenty staff. I organised 

work rosters and trained new staff. Before that, I worked as a retail assistant. I 

served customers and operated the cash register. 

In Australia I worked as a volunteer at an Op shop. I served customers and stocked 

shelves. I operated the cash register too.  

What would you like to do in the future? 

In the future I would like to study Management at TAFE. 

Then I would like to work as a retail assistant. 

After that I would like to work as a manager. 

 

 

Tell me about yourself. 

My name is_________. I come from _________ in _________. I have been in 

Australia for _________.  I live in _________. I _________ and have _________. 

 

 

Read the transcript of Lee’s introduction below with your teacher. 

 

Fill in the gaps below.  
When you have finished, work with a partner and practise in pairs. 
You can read your answers.  
Repeat the activity a second time. This time try to remember your 
answers and do not read. 

Activity 5 

Activity 6 
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What work have you done? 

In _________________ I worked as a _________________. I __________________.  

I ____________________.   Before that I worked as a ____________________. I 

____________________  and ____________________. 

In Australia I worked as a _____________________. I _____________________ and  

____________________. I ____________________. 

 

What would you like to do in the future? 

In the future I would like to _____________________________________________. 

I would like to ________________________________________________________. 

Then I would like to ___________________________________________________. 

  

Note: Some people in Australia prefer not to talk about their family 

which is OK.  And you don’t have to talk about marital status or family 

in an interview with an employer.  

If you are happy to share personal information, other possible things 

that you could say are: I am not married. I am single. I am separated. I 

don’t have children. I live with my brother. I live with my parents. 

What else could you say? 
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Unit 1 – Introducing Yourself    

 

 

 

https://soundcloud.com/user-40693908/audio105/s-1PsQt4o6Fmo    

 

 

 

  

 

Listen to Audio 105. Ling has been practising her introduction.  
Do you think her introduction has improved? 
Has your introduction improved after Activity 6? 

 

1. Work with a classmate. Prepare your introduction and practise 
together. Use a mobile phone to video each other introducing 
yourself. Show your introductions to your classmates. 

Activity 7 

Extension activities 

https://soundcloud.com/user-40693908/audio105/s-1PsQt4o6Fmo
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Activity 3 

Tell me about yourself. 

My name is Lee. I come from Harbin in China. I have been in Australia for five years. I 
live in Doncaster. I am married and have two children. 

What work have you done? 

In China I worked as a Retail Manager. I managed more than twenty staff. I organised 
work rosters and trained new staff. Before that, I worked as a Retail Assistant. I 
served customers and operated the cash register. 

In Australia I worked as a volunteer at an Op shop. I served customers and stocked 
shelves. I operated the cash register also  

What would you like to do in the future? 

In the future I would like to study Management at TAFE. 
I would like to work as a retail assistant. 
Then I would like to work as a manager. 

 

Activity 4 

Tell me about yourself. 

My name is Rami. I come from West Papua. I have been in Australia for ten years. I 
live in Dandenong with my parents and sister 

What work have you done? 

In West Papua I worked as a farmer and grew sweet potatoes. I took them to market 
and sold them 

In Australia I worked as a taxi driver. I picked up customers and drove them around. I 
used to go to the airport a lot.  

What would you like to do in the future? 

In the future I would like to get my endorsed licence. 
Then I would like to drive a truck. 
I would like to buy a truck one day. 

  

Transcripts 

 



Personal Presentation 

21  

Unit 1 – Introducing Yourself    

 

 

Activity 7 

Thanks for coming for an interview. Can you tell me a bit about yourself? 

Yes, my name is Ling. I come from Shin Jin China. I have been in Australia for at least 
one year. Ah, I live in Ringwood. I have a sister-in-law in Australia. 

Ok, and what work have you done. 

Oh yeah, in China I worked - er, as er, human resources manager. I worked er, 
organised staff and organised the rosters. And before that, I er, worked as a currency 
exchanger, and I need to tell the people the meaning of the currency and to change 
them. 

And what would you like to do in the future? 

In the future I want to umm, own my own business. And another thing, I would like 
to work as a teacher. 

Great. Sounds very interesting. Thank you. 
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Notes 
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Unit 2 - Introducing Employability Skills  

 

 

 

There are 8 general skills that employers think are important for every job. These are 

called employability skills. You will have a better chance to get a work placement, or 

a job, if you improve your employability skills.  

There are many activities in these units to help you improve your 

employability skills. You will see Employability Skill icons with these 

activities.  

 

 

Look at the pictures below.  
1. What are they doing? 
2. What are they looking at? 
3. Are they working together or by themselves? 
4. What skills do you think are important for every job? 

 

  

 
       icon 

Introduction 

Discussion 

In this unit you will: 

 learn the 8 general skills, called employability skills, that 

many employers think are important for every job  

 check the employability skills that you are good at 

 check the employability skills that you could improve 
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Look at the skills below. Which skills do you think are important for 
some jobs? Which skills are important for all jobs? Tick the box. 

Skill Some Jobs All Jobs 

Driving a truck   

Communication   

Cooking   

Problem Solving   

Cutting Hair   

Learning   

Teamwork   

Fixing a tap   

Using technology   

Writing a report   

Activity 1 
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Unit 2 - Introducing Employability Skills  

 

 

 

Practise with your teacher the pronunciation of these words you will 
read in the employability skills on the next page. 

Write the words below, next to their correct meaning. 

 

responsible  suggesting   initiative   gender  priority skill 
 

1. giving a new idea  

2. order of importance  

3. caring for something or someone  

4. male or female  

5. actions without being asked  

6. something you have learnt to do  

 

 

 

Read the employability skills table below with your teacher. Get a 
photocopy of the chart, cut up the squares of the chart and mix them 
on your table.  

Arrange the chart into the correct order, with a partner or in a small 
group. 

 

 

 

 

  

Activity 2 

Activity 3 
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Skill Icon Meaning Example 

 
Learning  
 

 

Learning new skills or new 
language. Learning new 
ways of working or new 
information. 

Eg. Learning the 
meaning of new 
words 

 
Communication 
 

 

Listening and 
understanding. Speaking 
and sharing information. 
Reading and writing. 

Eg. Saying hello 
to a new student 

 
Technology 
 

 

Using computers. Using 
machines safely. 
Using mobile phones. 

Eg. Sending an 
email to your 
teacher to say 
you are sick 
 

 
Teamwork 
 

 

 

Working as part of a team. 
Working with people of a 
different age, gender or 
background. 

Eg. Working 
together with 
people from a 
different country. 
Listening 
carefully to 
others 

 
Self-management 
 

 

Being responsible for your 
actions and your job. 
Making a plan. Following 
your plan. Doing it by 
yourself. 

Eg. Always 
coming to class 
or work on time 

 
Problem Solving 
 

 

Finding the problem. Fixing 
the problem. 
Finding the answer. 
Using maths to get the 
answer.  

Eg. Working out 
directions to a 
work place 

 
Planning and 
Organising 
 

 

Managing your time and 
priorities. 
Making a plan. 
Making a list of what you 
need to do. Planning 
together. 

Eg. Organising 
your notes. 
Having 
everything you 
need to work or 
study 

 
Initiative and 
Enterprise 
 

 
 

Being creative.  
Not waiting to be asked. 
Suggesting a better way or 
better idea. 

Eg. Finding 
another activity 
to do if you finish 
your job or study. 
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Unit 2 - Introducing Employability Skills  

 

 

 

Write the employability skills under the icons. 

 

 

 

 

 

 technology     

 

 

 

 

      

 

 

 

 

      

 
 

 

      

 

Activity 4 
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Unit 2 - Introducing Employability Skills  

 

 

 

Read the employability skills Checklist together with your teacher. 
(There is a longer list in extension activities) 

Tick the things you do now for each Employability Skill. 

Tick the things you do in the future for each Employability Skill. 
 

Employability Skills Check List 

Employability 
Skill 

 I do this  
now 

I will do this 
in the future 

Learning I try new things.   

 I learn new things.   

 I try new ways to learn (eg.videos, 
group work, presentations). 

  

Communication I talk to most people in the class.   

 I listen carefully and politely to 
others when they are speaking 
even if I disagree with them. 

  

 I ask questions if I don’t 
understand. 

  

Teamwork I help people who don’t 
understand. 

  

 I work comfortably with males or 
females. 

  

 I work comfortably in groups, with 
people who are different to me 
(different country, age, or religion). 

  

Problem 
Solving 

I can work by myself to solve a 
problem. 

  

I can work with others to solve a 
problem. 

  

 I can read and follow instructions.   

Technology I use computers in class and try to 
improve my computer skills. 

  

 I can read and send an email.   

 I can send a text message on a 
phone in English. 

  

Planning and  I have clear goals for the future.   

Organising I have a plan to achieve those goals.   

 I always have what I need to work or 
study (pens, notebook, class notes). 

  

Activity 5 
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Self-
management 

I usually do my homework.   

I use a dictionary to find the 
meaning of a word. 

  

 I usually arrive at class or at work 
early. 

  

Initiative and 
Enterprise 

I find some other work to do after I 
finish my task. 

  

 I arrange tables or chairs if they are 
in the wrong place. 

  

 I report something that is 
dangerous to others or make it 
safe. 

  

 

 

 

My strengths and weaknesses. 

Tick the skills below that you think you are good at, and the skills 
that you think you can improve. 

 

Employability Skill I am good at this I need to improve this 

Learning    

Communication   

Technology   

Teamwork   

Self-management   

Problem Solving   

Planning and Organising   

Initiative and Enterprise   

 

 

  

Activity 6 
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Tick the correct employability skills next to the correct photo.  

Discuss your answers with a partner or your group when you have 
finished.  

 

 
 
1.  Example 

A. Technology Skills      

B. Planning/Organising             

 

 
 
 

 

 
 
2. 

A. Self-Management 

B. Teamwork             

 

 
 
 

 
 
 
3. 

A. Technology Skills      

B. Teamwork             

 

 
 
 

 

 
 
4. 

A. Technology skills      

B. Initiative             

 

 
 
 

 

Activity 7 
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Unit 2 - Introducing Employability Skills  

 

 
 
5. 

A. Planning and 

Organising 

B. Problem Solving             

 

 
 

 

 
 

 
 
6. 

A. Technology Skills      

B. Communication             

 

 
 
 

 

 
 
7. 

A. Problem solving      

B. Teamwork             

 

 
 
 

 

 
8. 

C. Technology skills      

D. Communication           
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What employability skills did we use today? What could I improve? 

Skill Tick Example Improve 

 

   

 

   

 

   

 

   

 

   

 

   

 

   

    

Activity 8 
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1. Go back to Activity 3. Look up the words in bold in your 
dictionary and write the meanings in your notebook. 

 

 

2. Read the extended Employability Skills Checklist below. 
When you have finished add 10 more employability skills 
that you use in class or at home. 

Employability Skills Check List 

Employability 
Skill 

 I do this 
 now 

I will do this 
in the future 

Learning I try new things.   

 I learn new things.   

 I try new ways to learn (videos, group 
work, presentations, and computers). 

  

 I work by myself, in pairs or in groups.   

Communication I talk to most people in the class.   

 I say hello to new people.   

 I listen carefully and politely to others 
when they are speaking even if I 
disagree with them. 

  

 I encourage everybody to speak.   

 I ask questions if I don’t understand.   

 I contribute to class discussion, even 
if I might be wrong. 

  

Teamwork I help people who don’t understand.   

 I work with males or females.   

 I work with people who are different 
to me (different country, age, or 
religion). 

  

 I am careful not to exclude others.   

 I ask for help if I don’t understand.   

 I am a leader sometimes.   

 I am careful not to speak too much 
and let others speak equally. 

  

Problem Solving I can work by myself to solve a 
problem. 

  

Extension Activities 
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 I can work with others to solve a 
problem. 

  

 I can report a problem to a teacher or 
employer. 

  

 I can use a calculator.   

 I can use a dictionary to find the 
meaning of a word. 

  

 I can find directions to a new place.   

 I can read and follow instructions.    

Technology I use computers in class and try to 
improve my computer skills. 

  

 I can read and send an email.   

 I can send a text message on a phone 
in English. 

  

 I can us a mobile phone.   

 I try to learn new technology.   

 I can type a word document.   

 I can access a computer at home or 
somewhere else (not class).  

  

 I can save my work to a USB.   

Planning and 
Organising 

I have clear goals for the future.   

I have a plan to achieve those goals.   

 I always have what I need to work or 
study (pens, notebook and class 
notes). 

  

 I can quickly find class notes that I 
need. 

  

 I plan each day.   

 I prepare a list before I go shopping.   

Self-
management 

I usually do my homework.   

I use a dictionary to find the meaning 
of a word. 

  

 I usually arrive at class or at work 
early. 

  

 I usually pay my bills early or on time.   

 I check my work for mistakes.   

Initiative and 
Enterprise 

I find some other work to do after I 
finish my task. 

  

I arrange tables or chairs if they are in 
the wrong place. 

  

 I report something that is dangerous 
to others or make it safe. 
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 I turn off lights when I am the last to 
leave the room. 

  

 I make polite suggestions.   

 I am creative.   
 

 

2. What could you do in the situations below? Work by yourself, in 
pairs or in a group. Write your answers on the right, and include 
the employability skill on the left. Read out your responses to 
your partner or group. 

 

Initiative 

and 

Enterprise 

It is your teacher’s birthday tomorrow. 
 
I could ________________________________________________ 

 
 

 A new student arrives into the class and doesn’t know where to sit. 
 
I could ________________________________________________ 

 
 

 Your car has broken down and you will be late for work. 
 
I could ________________________________________________ 

 
 

 You have finished all of your activities in class. 
 
I could ________________________________________________ 

 
 

 You see a broken machine at work that could be dangerous. 
 
I could ________________________________________________ 

 
 

 You arrive early to class and see that the tables are not organised. 
 
I could ________________________________________________ 

 
 

 You have a job interview tomorrow. 
 
I could ________________________________________________ 
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Notes 
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Why might the people in these pictures feel happy? 

Discuss in a small group and then write three or more reasons below. 

 

 

 

 

 

 

 

  

In this unit you will: 

 consider what makes you happy 

 discuss why people work 

 plan a pathway for a future goal 

 

What makes you happy? 

Discussion 
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What makes you happy? Here is a list of ideas provided by 
students. Read the list together with your teacher. 

 

 Money  

 Health  

 Honesty  

 Friends 

 Clean environment 

 Love for others and yourself   

 Communication  

 Peace  

 Happy family 

 Having a family  Patience 

 Belief and trust 

 God, spirituality, religion, values  

 Positive thinking 

 Creativity  

 Laughter, humour 

 Health and fitness 

 Education 

 Learning and development 

 Culture, tradition, values 
 

 

 Freedom   

 Medical treatment 

 Security of a house and stability 

 Relationships  

 Travel 

 Rest and holidays 

 Basic human rights 

 Music and arts 

 Artistic expression 

 Artistic inspiration 

 Falling in love 

 Food and good coffee, drinking  

 Success, achievement 

 Power 

 Social life  

 Sleep  

 Work and rest balance 

 Forgiveness 

 Entertainment 

 

Look at the list above. Now write down, in order of importance, four things you 

need for you to be happy. 

1. ___________________________________ 

2. ___________________________________ 

3. ___________________________________ 

4. ___________________________________ 

 

Activity 1 
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Look at the pictures below. 

  
 

 

Who do you think the people are? 

Where are they? 

What are they doing? 

Why are they happy? 

Is it important to work? Why or why not? 

 

 

 

Choose a leader for your group to ask everybody’s opinion. Choose a 
writer for your group to note down everybody’s answers.  

Brainstorm 10 reasons why it might be important to work.  

Report back to your teacher. 

 

 

  

Why work? 

Activity 2 
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Here is a list of reasons why people work. Are there any reasons that your group 
missed? 

 Get money to support your life, and pay bills 

 Make new friends 

 Stay healthy, keep fit and keep active 

 No job is boring 

 You need money to buy things like a car 

 You don’t want to stay home 

 Get money to help your children 

 Learn new things, skills 

 Improve the quality of your life 

 Keep your mind active 

 Be social 

 Helps to learn about life and culture in Australia 

 Learn more English and communication skills 

 Makes you independent 

 Helps you stay young 

 Improves retirement 

 

 

Listen to the following speakers talk about why they work. Fill in 
the gaps from the words in the box over the page. 

Check the transcript after you have finished. 

 

Activity 3 

I don’t want to 

stay home by 

myself! 

It is interesting 

when I learn 

new things! 

I need 

money!! 
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enjoy   poor  pay   active  talents 
Australia  money  people  life 

 

Speaker 1 – Listen to Audio 301 

https://soundcloud.com/user-40693908/audio301/s-aBOcxe4LThe   

 
Why is work important to you? 

Work gives me the opportunity to show my 1. ____________ and in the meantime  
I have costs that I must pay for.  Also I want to help the nation and help the  
2. ____________ with my work and enjoy it. 

 

Speaker 2 – Listen to Audio 302 

https://soundcloud.com/user-40693908/audio302/s-hET37XJA4Qv   

 
I need 3. ____________ to buy a car and a house. If I have money I can help the  

4. ____________ and work helps me to be independent. 

 

Speaker 3 – Listen to Audio 303 

https://soundcloud.com/user-40693908/audio303/s-mvqzTSSoswZ   

 
I can integrate into 5. ____________ more easily. I can learn new skills and 

technology, and I can make money for a good 6. ____________. 

 

Speaker 4 – Listen to Audio 304 

https://soundcloud.com/user-40693908/audio304/s-CF2xeJ5pLBL    

 

I think work is very important, for everybody, to 7. ____________ for the living costs, 

and you can 8.  ____________ your work, with friends and colleagues. Also you can 

make yourself more active, and your mind more 9. ____________ as well. 

  

https://soundcloud.com/user-40693908/audio301/s-aBOcxe4LThe
https://soundcloud.com/user-40693908/audio302/s-hET37XJA4Qv
https://soundcloud.com/user-40693908/audio303/s-mvqzTSSoswZ
https://soundcloud.com/user-40693908/audio304/s-CF2xeJ5pLBL
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Read these descriptions together with your teacher. 

 

The importance of a goal and a plan 

When you get in a car do you have a destination in mind or do you drive around in 

circles? Usually people choose a place that they want to get to, and then plan the 

best way to get to that place in their car.  

A Pathways Plan is often used to help you to choose your future goals and plan how 

to get there. 
 

Long term employment goals (5 to 10 years) 

A long term goal can be a goal you want to achieve in two years, five years, ten years 

or longer. Do you want to be a doctor, a builder, a shop assistant or run your own 

business? What steps do you need to take to reach your goal?  

Eg. In ten years’ time I would like to own my own coffee shop 

Short term employment goals (1 to 2 years) 

Short term goals are small steps that will help you reach your long term goal. It is 

always a good idea to choose short term goals that will help you gain experience or 

knowledge to achieve your long term goals. 

Eg. This year I would like to finish a food handling certificate and work in a café. 

Main focus after learning English. (Work, Vocational Study or Community) 

Pathway planning 
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What are you planning to do after you finish studying English? Some students want 

to work straight away. Some would like to study a vocational course and then work. 

Some students may choose not to work because they would like to have a family, 

look after grand children or retire. A plan not to work or study is sometimes called a 

community focus. Sometimes these people choose to stay active by volunteering. It 

is common to have more than one focus. 

 

 

 

Aman has completed her Pathways Plan.  

Read her plan on the next page and answer the following questions 
below. 

 

 

 

1. How long has Aman been in Australia?  _________________________ 

2. What was her job in India?    _________________________ 

3. Has she worked in Australia?   _________________________ 

4. What is her first focus after studying English? What percent? ______________ 

5. What is her long term goal?   _________________________ 

6. What volunteer work does her teacher suggest?      ______________________ 

7. What Certificate 3 Course is Aman planning to do?  ______________________  

Activity 4 
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Pathways Plan 1 
Name Aman Patel  Country of birth India 
Age 28  Time in Australia 2 years 
Family in Australia 

Parents, brother 

 

Highest level of education  

Diploma of Nursing (India) 

Vocational courses completed 

As above 

Biggest problems with English or learning 

Writing 

Computer skills 

Work before Australia 

Nurse 1 year 

Work in Australia 

None 

Main focus after learning English. (Work, Vocational Study or Community). You may 
choose more than one. (Add a percentage)  

1.  Study  90 %  2.  Community 10 % 

Comment:   I would like to study and do some volunteer work 

 

Short time goals (1 to 2 years) 

Improve my writing 

Improve computer skills 

Some work 

Long term goals (5 to 10 years) 

Work as a nurse 

Are you interested in volunteer work?   

Yes 

If yes, what volunteer work. 

Not sure 
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Pathway Assistance       (Teacher or pathways counsellor to complete) 
Things you could do  

Advanced English course, writing focus 

Evening computer course at learn local 

Volunteer work at aged care centre 

Cert 3 Individual Support, then work  

Study Nursing diploma in a few years’ time when ready 

Things I will do (student to complete) 

All of above 

 

Teacher sign:          Michael Stamos                         Student sign:    Aman Patel 
 

 

 

 

Now complete the Pathways Plan on the next pages for yourself. 
 

 

  

Activity 5 
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Pathways Plan 1 

Name 

 

Country of birth 

 

Age 

 

Time in Australia 

 

 

Family in Australia 

 

 

Highest level of education 

 

 

Vocational courses completed 

 

 

Biggest problems with English or learning 

 
 

Work before Australia 

 

Work in Australia 
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Main focus after English, Work, Vocational Study or Community. You may choose 

more than one. (Add a percentage)  

1. _________________    %  2.    __________________   % 

Comment:    

 

Short time goals (1 to 2 years) 

 
 
 

Long term goals (5 to 10 years) 

  

 

Are you interested in volunteer work?   

  

If yes, what sort of volunteer work? 

  

 

Pathway Assistance  

Things you could do (Teacher or pathways counsellor to complete) 

 

 

 

 

Things I will do (student to complete) 

 

 

 

 

Teacher sign: _____________________ Student sign: _____________________  
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1. What are three tasks that a chef does? 

 

 

2. Are the job prospects for this job high or low over the next 5 years? 

 

 

3. Is the job growth for this job strong or weak over the next 5 years? 

 

 

4. What are the weekly earnings for full-time workers ($ before tax)? 

  

 

1. Go to the website http://joboutlook.gov.au/   
Type in “Chef” and then search.  
Choose “Chef” and then answer the following questions. 

 

Extension activities 

http://joboutlook.gov.au/
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2.  Now choose another profession and answer the same questions. 
 

 

1. What are three tasks that a _________ does? 

 

 

2. Are the job prospects for this job high or low over the next 5 years? 

 

 

3. Is the job growth for this job strong or weak over the next 5 years? 

 

 

4. What are the weekly earnings for full-time workers ($ before tax) 
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3. Career Bullseye Posters Go to the website 
http://docs.education.gov.au/node/3365
1  or search for “Career Bullseye colour 
posters” 
Choose a career bullseye you are 
interested in. 
Write the subject area below and then list 
two jobs of interest at each level. 

 
Source: Department of Education, Skills and Employment, 2020 

 

Subject Area ______________________________ 
Level 1 
 

_____________________________________________________________________ 
 

Level 2 
 

_____________________________________________________________________ 
 

Level 3 
 

_____________________________________________________________________ 
 

Level 4 
_____________________________________________________________________ 
 

 

4. Read the notes at the bottom of the Career Bullseyes and 
complete the following statements. 

 

Level 1 – Usually has the skill level equal to the completion of    
 
_____________________________________________________________________ 
 

Level 2 – Usually has the skill level equal to a     
 
_____________________________________________________________________ 
 

Level 3 – Usually requires a level of skill equal to a    
 
_____________________________________________________________________ 
 

Level 4 – Usually requires the completion of a  
 
_____________________________________________________________________ 
 

  

http://docs.education.gov.au/node/33651
http://docs.education.gov.au/node/33651
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Activity 3 

Speaker 1 

Why is work important to you? 

Because work gives me the opportunity to show my talents and er, in the meantime I 

have costs that I must pay for. Also I want to help the nation and help the people 

with my work and enjoy it. 

Speaker 2 

Because I need money to buy a car and a house. If I have money I can help the poor 

and work helps me to be independent. 

Speaker 3 

I can integrate into Australia more easily. I can learn new skills and technology, and I 

can make money for a good life. 

Speaker 4 

I think work is very important, for everybody, to pay for the living costs, and you can 

enjoy your work, with friends and colleagues. Also you can make yourself more 

active, and your mind more active as well. 

 

Transcripts 
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Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Personal Presentation 

53 

Unit 4 - What Employers Want 

 

 

 

 

 

 

         
 

 

Look at the pictures above. 

1. What are their jobs? 

2. Would you like to be served by these people? Why or why not? 

 

Eg.  Friendly person 

1. _______________________ 

2. _______________________ 

3. _______________________ 

4. _______________________ 

5. _______________________ 

 

What do you think employers want? Work together in a small 
group and brainstorm 5 things that employers might look for when 
they employ new staff. 

In this unit you will: 

 listen to what employers want 

 learn about the importance of reliability 

 consider optimism and positive thinking 

 learn about the importance of personal presentation 

 

Discussion 
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reliable  - always of good quality, can be trusted 

motivated  - keen, happy to complete the task 

good fit - a good match 

appropriate  - good, relevant, right 

beneficial  - helpful 

overcome  -  complete a goal even though you have problems 

hygiene - clean, good healthy habits 

 

1. Are your clothes _________________ for the job that you will be doing? 

2. Employers want staff who are a _________________ for their business. 

3. Employers look for staff who are _________________, and happy to do the job. 

4. The more problems that you can _________________, the better your chances 

of getting a job and keeping a job. 

5. When working with food, you need to always be clean and have a high level  

of _________________. 

6. Another skill that employers would find _________________, is good problem 

solving skills. 

7. Employers need their staff to be _________________ and turn up on time. 

  

 

Read the words and their meanings below. 

Then add the missing words to the sentences. 

Activity 1 
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 Sofie Charles Lucy 

Reliability    

Come to work on time    

Friendly    

Attractive    

Positive    

Hardworking    

Honest    

Good communication skills    

Strong    

Work long term    

Motivated    

Well presented    

Clean    

Work on their own    

Learn new skills    

Tells everybody their problems    

Keen     

Creative    

Good fit    

Problem solving skills    
 

Sofie - Café Manager. Play Audio 401. 
https://soundcloud.com/user-40693908/audio401/s-LEixHtKa1Hu  

 
  
  

Charles – Human Resources Manager. Play Audio 402. 
https://soundcloud.com/user-40693908/audio402/s-crl8xG5sdES  

 
  

Lucy - Employment Consultant. Play Audio 403. 
https://soundcloud.com/user-40693908/audio403/s-RGlGg29GkIG  

 

 
 

 

Read the words in Column 1.  

Listen to 3 speakers talk about what employers look for when they 
employ new staff.  

Tick the words each one says. 

Activity 2 

https://soundcloud.com/user-40693908/audio401/s-LEixHtKa1Hu
https://soundcloud.com/user-40693908/audio402/s-crl8xG5sdES
https://soundcloud.com/user-40693908/audio403/s-RGlGg29GkIG
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Reliability is very important to employers but sometimes it is difficult to attend 

school or work because of everyday problems. Some problems can be overcome but 

some problems are emergencies that cannot be overcome and you will need to take 

leave from school or work. 

 

https://soundcloud.com/user-40693908/audio406/s-qwC4NEIrKBy    

1. Employers need to be reliable.  

2. There are different reasons that would pop up as to why you may not be able to 

stay home. 

3. There are everyday problems, there are problems that you can’t overcome, and 

still go to work. 

4. And then there are holidays, which means that you probably would not be able 

to go to work.  

5. The more problems that you have, the better chances of getting a job and 

keeping a job. 

  

 

Play Audio 406. Listen once to Lucy talk about the importance of 
reliability. Read the sentences below and circle any mistakes.  

Listen again and write the correct words.  

The importance of reliability 

Activity 3 

https://soundcloud.com/user-40693908/audio406/s-qwC4NEIrKBy
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 Emergency Problem that could be 
overcome 

1. There is a death in 
your family. 
 

 
 

2. Your rented house is 
being inspected. 
 

  

3. You have an important 
meeting with your 
child’s teacher. 

 

4. Your child is sick and 
needs to go to the 
doctor. 

  

5. Your car is not working 
and you need to take it 
to the mechanic. 

  

6. The trains are not 
running. 
 

  

7. You have seen a bad 
accident and you are in 
shock. 

  

8. You have a mild cold 
and feel tired. 
 

  

9. You have a fever and 
sore throat. 
 

 

 

  

 

Which of the following problems are emergencies, and which are 
problems that could be overcome? 

Discuss the scenarios in your group and tick the box. 

Activity 4 
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Emergencies 

1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

Problems that could be overcome 

1. _______________________________________________________________ 

2. _______________________________________________________________ 

3. _______________________________________________________________ 

  

Problems Solutions to overcoming problem 

Your car is not working and you 
need to take it to the mechanic 

 

You have an important meeting with 
your child’s teacher. 

 

The trains are not running.  

Your family is coming from overseas 
and you need to look after them. 

 

(Add additional problem 1)  

(Add additional problem 2)  

 

In your group discuss problems that you have experienced that 
caused you to miss school or work.  

Add three more emergencies and three more problems below. 

 How can the problems in the following scenarios be overcome?  

Discuss in groups and write down two possible solutions for each 
scenario. 

Add two more additional problems and solutions. 

Activity 5 

Activity 6 
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Look at the picture above. Is the glass half-full or half empty? 

Definitions 

Optimist – a person who is hopeful and confident, with positive thoughts. A person 

who sees the best parts of a situation or thinks the best will happen. 

Pessimist – a person who is not hopeful nor confident, with negative thoughts. A 

person who usually sees the worst parts of a situation or thinks the worst will 

happen. 

 

Would you prefer to work with an optimist or a pessimist? 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

  

Optimists and pessimists 

sonal Presentation  

Discussion 
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 When one door closes, another door opens    Yes No 
 

 Optimists are happier than pessimists     Yes No 
 

 If you don’t like it, change it. If you can’t change it, 
change the way you think       Yes No 
 

 The secret to being happy is to see the positive not the negative Yes No 
 

 The journey of 1000 kilometres begins with a single step  Yes No 
 

 If at first you don’t succeed, try, try again     Yes No 
 

 A problem is just an opportunity for success    Yes No 
 

 Behind every cloud is the sun waiting to appear    Yes No 
 

 You can’t get a job if you don’t believe it is possible   Yes No 
 

 The sun always rises after the darkest night    Yes No 
 

 

Which statement do you like the best? ____________________________________ 

Are you an optimist or a pessimist? _______________________________________ 

Do you know any other positive sayings? __________________________________ 

  

 

Which of the following statements do you agree with? Circle yes or 
no. 

When you have finished, compare your answers with your partner. 

Activity 7 
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      Negative Nellie                         

      

             Positive Polly 

 

  

A. This is an interesting challenge. B. My English is getting better every 
day. 

C. My back is ok for some jobs. 
 

D. I haven’t got a job yet. 

E. This work is easy because I am an 
expert at it! 

F. I have a lot of experience 

 

Negative Nellie the Pessimist!  Positive Polly the Optimist! 

1. I’m too old. Eg.    F. I have a lot of experience  

2. I don’t understand English.  

3. This work is too hard.  

4. This work is boring.  

5. I will never get a job.  

6. My back is too painful to work.  

 

Add positive statements to the negative thoughts below. 

Activity 8 

I am too old! 

I have lots 

of 

experience! 
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Negative Nellie the Pessimist!  
 

Positive Polly the Optimist! 

1. It is a long way to walk. 
 

 

2. All this rain is terrible! 
 

 

3. I can’t drive tomorrow. I have to 
catch the train. 
 

 

4.  
 

 

5.  
 

 

6.  
 

 

  

 

Work in a small group. Change the negative thoughts below to 
positive thoughts. 

Add some more negative thoughts of your own and change them 
to positive thoughts. 

Activity 9 
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Are you ready to work? Good personal appearance is important if you want to get a 

job. 

       

 

Would you like to work with people in the picture above? Why or why not? 

What is important for good personal presentation at work? 

 

 

 

Sofie – Café Manager.  Play Audio 405. 

https://soundcloud.com/user-40693908/audio405/s-Cx79V2SywQP   

  

 

Listen to people talk about the importance of personal 
presentation. 

Fill in the missing words from the box. 

Personal presentation  

Discussion questions 

Activity 10 

https://soundcloud.com/user-40693908/audio405/s-Cx79V2SywQP
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personal          hygiene         present         friendly 

 

1. _____________ presentation is important.   

2. When working with food, you need a high level of __________ and you need to 

always be clean around food.  

3. Also the way you __________ to customers, you need a high level of 

presentation in general.  

4. Employees should look neat and clean, well dressed, smile and be __________. 

 

Lucy - Employment Consultant. Play Audio 404.    

https://soundcloud.com/user-40693908/audio404/s-vSyWXVe67Xt   

 

safety        appropriately        employees        important        required       uniform 

 

5. Personal presentation is __________.  

6. For example, a student that attends a school, is required to wear a __________, 

because they represent that school.  

7. A business wants their __________ to be able to represent the values of their 

organisation.  

8. This may include wearing a uniform or not. If you are __________ to wear a 

uniform, it may be essential to the work that you do.  

9. For example, if you work in a factory, you will need to wear steel capped boots, 

for __________ reasons.  

10. Dressing__________ , and personal hygiene is important, especially if you are 

dealing with customers. 

 

  

https://soundcloud.com/user-40693908/audio404/s-vSyWXVe67Xt
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Read the following good and bad presentation habits together with your teacher. 

 

 

 

 

1. Brush your teeth once or several times a day 

2. Wear clean clothes every day  

3. Shower or bath everyday 

4. Have no body odour or have pleasant body odour 

5. Wear appropriate clothing 

6. Have neat hair and appearance 

  

 

Read the sentences below. Choose the best sentence for each 
picture the correct picture, in the activity on the next page. 

Good and bad presentation habits. 

I am happy to work with you!            No job, no way! 

 Wear clean clothes every day  Wear dirty clothes  

 Have neat hair and appearance  Have messy hair or dirty 
appearance 

 Have no body odour or have 
pleasant body odour 

 Smell offensive to others 

 Shower or bath everyday  Never wash yourself 

 Wear appropriate clothing  Wear the wrong clothes for your 
job 

 Brush your teeth once or 
several times a day 

 Have bad breath 

 

 Activity 11 
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Have messy hair or a dirty appearance  

Smell offensive to others  

Wear the wrong clothes for your job  

Have bad breath  

  

 

In your group brainstorm things that you can do to solve these 
problems. 

Activity 12 

https://pixabay.com/vectors/laundry-clothing-hanging-line-41687/
https://pixabay.com/vectors/toothbrushe-brush-toothpaste-24232/
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Activity 1 

 

https://soundcloud.com/user-40693908/audio407/s-CvUX5fGJmIX   

 

presentation                Eg. dressed well and appropriately for the job 
that you will be doing 

good communication skills  
 

good problem solving skills  
 

interested in learning  
 

computer and digital skills  
 

 

Activity 2 

 

https://soundcloud.com/user-40693908/audio408/s-xGC8XghKcVj   

 

keeping      delayed      reliable      overcome      roster      notify      call 

 

 

 

Play Audio 407. Listen to a longer version of Lucy talking about 
what employers look for.  

Write down the examples mentioned for the following skills. 

Check your answers from the transcript when you are finished. 

Look up the meaning of any new words. 

 

Play Audio 408. Listen to a longer version of Lucy talking about 
reliability. Fill in the missing words in the transcript below. 

When you are finished, check your answers from the transcript 
section. 

Extension Activities 

https://soundcloud.com/user-40693908/audio407/s-CvUX5fGJmIX
https://soundcloud.com/user-40693908/audio408/s-xGC8XghKcVj
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Reliability 

Lucy - Employment Consultant 

Employers need their staff to be 1. __________. Depending on where you work, your 

employer or your boss may give you a schedule, of hours that you are meant to 

attend that week. For example, your boss may 2. __________ you on a Monday, to 

start at 9am and to finish at 5pm. It is important that you are there before your shift 

starts, so that you are available to work at 9.It is also important that you stay for all 

of your shift until 5pm, when your shift finishes. If you are unavailable to work, you 

should 3. __________ your employer well in advance if you can. 

There are different reasons that would pop up as to why you may not be able to 

attend work. There are everyday problems, there are problems that you could 

 4. __________, and still go to work, and then there are emergencies, which means 

that you probably would not be able to go to work.  

An example of an everyday problem would be my train is 5. __________, and instead 

of getting to work at 9am when I am meant to, it looks like I may be getting to work 

closer to 10. The right thing to do would be to 6. __________ your boss or employer, 

and let them know that the train has been delayed and that you won’t be there until 

a little bit later. You would not call your boss and tell them that you would not be 

coming in. 

The more problems that you can overcome, the better chances of getting a job and  

7. __________ a job. 
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What Employers Want 

Sofie - Café Manager 

Employers look for reliability, someone who can come to work on time. They look for 

bubbly, friendly personalities to represent the business in a positive way. We also 

look for hardworking, honest people, with good communication skills. We look for 

people who want long term work, who want to become part of the business, and 

kind of become like a family. 

Charles – Human Resources Manager  
Employers look for staff who are motivated, someone who is well presented and 
clean and dresses properly. Other things include umm, being able to work on their 
own, that they are reliable, get to work on time. Umm, that they are also willing to 
learn new skills. Employers also like staff who are keen and happy and can also be 
creative. 

Lucy - Employment Consultant 

Employers look for many things when they are thinking about hiring a new team 

member. The most important thing, they probably look for, is that you will be a good 

fit for their business. One thing an employer would look for, is presentation. Are you 

dressed well and appropriately for the job that you will be doing? Another thing that 

employers may look for, are good communication skills. Employers need their staff to 

be reliable. Another skill that employers would find beneficial, are good problem 

solving skills. 

 

Reliability 

Lucy - Employment Consultant 
Employers need their staff to be reliable. There are different reasons that would pop 
up as to why you may not be able to attend work. There are everyday problems, 
there are problems that you could overcome, and still go to work, and then there are 
emergencies, which means that you probably would not be able to go to work. The 
more problems that you can overcome the better chances of getting a job and 
keeping a job 

 

  

Extension Activities 
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Personal Presentation 

Sofie – Café Manager 
Personal presentation is important.  When working with food, you need a high level 
of hygiene and you need to always be clean around food. Also the way you present 
to customers, you need a high level of presentation in general. Employees should 
look neat and clean, well dressed, smile and be friendly. 

Lucy - Employment Consultant  

Personal presentation is important. For example, a student that attends a school is 

required to wear a uniform, because they represent that school. A business wants 

their employees to be able to represent the values of their organisation. This may 

include wearing a uniform or not. If you are required to wear a uniform, it may be 

essential to the work that you do. For example, if you work in a factory, you will need 

to wear steel-capped boots, for safety reasons. Dressing appropriately and personal 

hygiene is important, especially if you are dealing with customers. 

Extension Activity 1 

Long version – Additional audio in bold. 

Lucy - Employment Consultant – What employers look for 

Employers look for many things when they are thinking about hiring a new team 

member. The most important thing, they probably look for, is that you will be a good 

fit for their business. One thing an employer would look for, is presentation. Are you 

dressed well and appropriately for the job that you will be doing? Another thing that 

employers may look for, are good communication skills. Are you able to hold a 

conversation and ask questions, and respond to questions in a professional way? 

Can you listen and can you follow instructions? Employers need their staff to be 

reliable. Another skill that employers would find beneficial, are good problem 

solving skills. For example an employer would want a person that is able to resolve 

a customer complaint, or deal with an issue with in your team. Employers really 

want employees who are interested in learning. For some jobs, where specific 

duties aren’t required, employers often feel that the right person can be trained. 

As a potential employee you should show a keenness to learn and take on new 

responsibilities. Computer and digital skills are often very important. Most 

businesses use some sort of software and technology, and it would be beneficial to 

an employer if you are comfortable and competent, using online systems like word 

and email. 
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Elly wants to ask for work in a café but she doesn’t know where to start. Her teacher 

tells her how to use Google Maps to *target workplaces. 

 

*Target - to look for something that is a good match, not just 
anything 

 

You can use Google Maps to find workplaces, where you might like to work, in 

locations that you prefer. 

 

 

Play Video 5  

Pause the video and fill in the gaps with the missing words.          

https://vimeo.com/365186917/50e771abd6       

In this unit you will: 

 use Google maps to target workplaces 

 research information about workplaces 

 use Google maps to find directions 

 

 
Introduction 

Using Google Maps to target workplaces  

 

Activity 1 

“I want to find work in 

a café but where do I 

start?” 

https://vimeo.com/365186917/50e771abd6
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How to use Google Maps 

maps   Google  press   button  click   size 

 

1. First go to ___________ homepage. 
Type in the name of the place of 
where you would like to work and 
the suburb. Then ___________ 
enter.  

2. Click on the  ___________  icon. 

 

 
 

3. Hold the left mouse ___________  
down to drag and centre the map.  
Click on the plus or minus symbols to 
adjust the ___________. 

 

Place the mouse cursor over the name 
of the café to see star ratings.  
___________  on the café for more 
information in the left panel. 

 

4. Click on “Back to results” to choose 
another place. 
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Add the correct words on the left with their meaning or picture on 
the right. Number 1 is done. 

 

Words Meanings 
 

1. adjust  A. 

 

2. symbol B. A high or low score that measures 
quality 
 

3. cursor C. A section or box with information 

4. ratings D. 
 

 

5. panel E. 

 

6. pointing cursor F. Change or move 
 

7. icon G. A picture that represents a meaning 
and sometimes connects to more 
information  

 

 

 

Read the “How to Use Google Maps” instructions a few times with a 
partner. 

When you are ready, cover the instructions and look at the pictures. 
How many of the directions can you remember? 

 

  

Activity 2 

Activity 3 
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With a partner, use a mobile phone to follow the “How to use 
Google Maps” instructions above. 

What instructions are different when using a mobile phone? Think 
about the following. 

 Cursors 

 Plus and Minus symbols 

 Left Panel 

 Star Ratings 
 

 

Before you look for a job, a work placement or attend an interview you should find 

some information about the workplace. 

 

 

 

Read the information on the next page about the café “The Penny 
Drop”, from the left panel of Google maps. Answer the following 
questions. 

 

  

Activity 4 

Researching information about workplaces  

Activity 5 
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Write the number of the question in the circle, next to where you find the answer. 

  Eg. 

 

 

 
1. What is the name of this café? 
 

_________________________ 
 
2. What is the address of this café? 
 

_________________________ 
 
3. What time is the café open? 
 

_________________________ 
 
4. What is the phone number? 
 

_________________________ 
 
5. How many stars does the café 

score? 
_________________________ 

 
6. When is the café not busy? 
 

_________________________ 
 

 

7. What is the busiest time for the 
café? 

 
_________________________ 
 

8. Circle the icon that gives the 
directions to the café. 

 
_________________________ 

 
 

 

 

1 
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Elly wonders if the Café is a good match for her. 

 

 

 

 

 

 

                         

Elly thinks that 4pm is be a good time to visit the café and ask for work because the 

staff will not be too busy. She also thinks that when the café is busy, from 9am to 

2pm, it would be a good time for her to work. This is a good time for Elly because she 

could walk her child to school before work. 

 

 

You can use Google Maps to find directions and public transportation information. 

  

Elly wants to know how to get to the café from her house by public transport. She 

clicks on the directions icon and adds her street name. She clicks on the Public 

Transport (Transit) icon and gets the following directions.  

 

Watch Video 6.   

https://vimeo.com/365185845/49455b9a38              

 

Look at the map and directions on the next page and answer the 
questions on page 8. 

Using Google Maps to find directions  

Activity 6 

Could I walk my 

child to school? 

When is a good 

time to ask 

about work? 
Can I go by 

public 

transport? 

https://vimeo.com/365185845/49455b9a38
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Questions 

1. Put a circle around the icon for Public Transport (Transit). 

 
 

2. What Street does Elly live in? __________________________________________ 
 

3. How long does it take for her to walk to Nunawading station? ________________ 
 

4. How long does the train take to Box Hill Station? __________________________ 
 

5. How long does it take to walk from Box Hill station to the café? _______________ 
 

6. How far is it from Box hill Station to the café? _____________________________ 
 

 

 

Why might this workplace be a good target for Elly?  
 

 

 

 

Elly wants to go from her home to The Penny Drop Café. Look again 
at the map on page 7 and fill in the missing words in the directions 
below.  

This is how to travel to The Penny Drop Café in ___________  , from West Street in 

Nunawading, by public transport. 

Walk for ___________  minutes along Springvale Rd to ___________  Station. Catch 

the train for ___________  minutes. There are ___________  stops.  Get off the train 

at ___________  Station. Walk for 4 minutes to the Penny Drop Café. The address of 

the café is ___________  , Box Hill. The journey will take about ___________  . 

Read the instructions with your partner. When you are ready, cover the 
instructions and look at the map again. Can you remember and your partner the 
directions?  

Discussion 

Activity 7 
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Meliya wants to find a job in a supermarket in Dandenong. Answer 
the following questions. 

 

 

1. What is the name of the supermarket 
selected? 
_____________________________ 
 

2. What is the address of the supermarket? 
_____________________________ 
 

3. What is the busiest time on Thursdays? 
_____________________________ 
 

4. What is the phone number of the 
supermarket? 
______________________________ 
 

 

 

5. Go to Google. Type in Supermarket Dandenong. List below 3 other 

supermarkets in Dandenong. 

 

A. ________________________________________________________________ 

B. ________________________________________________________________ 

C. ________________________________________________________________ 

  

Activity 8 
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Work together with one or two partners. 

 

1. Choose an area of work that you are interested in. Choose a 
location. Use Google Maps on a computer or your phone to find 
two possible workplaces. Write down the names of the 
workplaces, the phone numbers and the addresses of the 
workplaces you are interested in. 

 

 

2. Choose one workplace that you are interested in. Write down 3 
facts about that workplace. Do they have a website? Go to that 
website and write down 3 more facts about the workplace. 

 

 

3. Find a new restaurant that you might like to visit with your family 
and friends. See if there is a menu available and photos of dishes. 
Choose what you would like to eat. Present your ideas to your 
partner/s. 

 

Extension activities 
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5. Find a workplace that you are interested in. Look up how to get 
there on Google Maps and write the directions.  

 

 

 

 

  

4. Van wants to know how to travel 
from his house in Mena Avenue in 
Croydon to a job interview at 
Costco in Ringwood.  
 

Use Google Maps to find the 
directions on your phone or a 
computer. Write the directions for 
Van to get to Costco from his house. 
 
Dircetions to Cosco in Ringwood from 
Mena Avenue in Croydon by public 
transport.   
_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 

_______________________________ 
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Video 1 

1. First go to Google. Type in the name of the place of where you would like to 

work and the suburb. Then press enter. 

2. Click on the Maps icon.  

3. Hold the left mouse button down to drag and centre the map. Click on the plus 

or minus symbols to adjust the size.  

4. Place the mouse cursor over the name of the café to see star ratings. Click on the 

café for more information in the left panel. 

5. Click on “Back to results” to choose another place. 

 

Video 2 

Annie wants to know how to get to the café, from her house by public transport. She 

clicks on the directions icon and adds her street name and chooses her suburb. She 

clicks on the public transport, transit icon, then details, now she can see how long it 

will take to walk to the station, the time of the next train and the total time of the 

journey. 

 

Transcripts 
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Are you confident enough to make simple phone calls or make simple transactions in 

person? In this unit you will practise these activities to build your confidence talking 

to others. 

 

 

 

Discuss the questions in a group of 3 or 4.  

Each of you is responsible for being the leader for one question and asking all of 

the members in the group that question. 

Do you use your phone for: calls, texts, banking, searching the internet? 

Do you use any phone apps, such as a calculator or Facebook? 

What do you use more: a mobile phone or a landline phone? 

What calls are difficult to make? 

  

In this unit you will: 

 write important information notes 

 write a telephone script 

 practise telephone calls 

 

Introduction 

Discussion 
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Survey: How confident are you using English?  

Ask 5 students the following questions. Tick under their response. 

You should have a total of five ticks for each question. 

English on the phone 

Question Never Sometimes Usually 

1. Could you ring your school to tell them 
you were sick? 

   

2. Could you ring your doctor to make an 
appointment?  

   

3. Could you ring your local council to tell 
them your bin is broken? 

   

4. Could you ring a restaurant to make a 
booking?  

   

 

Add one word to complete the following sentences:  never, sometimes or usually. 

Most students could _____________ ring their school to tell them that they were 

sick. 

Most students could _____________ ring their doctor to make an appointment. 

Most students could _____________ ring their local council to tell them their bin is 

broken. 

Most students could _____________ ring a restaurant to make a booking. 

 

  

Activity 1 



Personal Presentation 

85 

Unit 6 - Building Confidence on the Phone  

 

 

 

 

Practise the pronunciation of the words with your teacher. 

Match the words with the meaning. Then heck with your partner. 

 

1. inform         A. Okay. No problem 

2. can do B. doing 

3. no worries C. tell 

4. particular D. wait 

5. hold E. one only 

6. up to F. what you are going to say 

7. script G. the one that you would like 

8. preferred H. able to meet 

 

 

Fatima writes what she is going to say before she makes a call. This is called a script.  

First she writes notes about what she would like to say. She thinks about what 

information is important and what information she might be asked. 

Then she writes a script so she doesn’t forget the words. She can build her 

confidence by reading from her script when she makes her call. 

Read the important information notes and script on the next page with your teacher. 
 

Important Information Notes 

- My name 

- Can’t come to school today 

- Sick 

- Tell teacher, Hannah 

 

- Class 2b 

- Back tomorrow 

Script 

- My name is Fatima Rahimi. 

- I can’t come to school today 

because I am sick. 

- Can you tell my teacher please? 

- Her name is Hannah. 

- My class is 2B 

- I will be back tomorrow 

Activity 2 

Writing a telephone script 
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Listen to Fatima making a phone call. Choose the slow version or 

the faster version. 

Listen once to answer the questions. Listen again to fill in the gaps 

below. 

Slow Version - Play Audio 601. 

https://soundcloud.com/user-40693908/audio601/s-fBWJ6js44Ay    

Faster version – Play Audio 602. 

 

https://soundcloud.com/user-40693908/audio602/s-Ii2dTuJdZYR   

Questions 

1. What is the name of the school? ______________________________________ 

2. What is the teacher’s name? _________________________________________ 

3. What does the student need to bring tomorrow? _________________________ 

 

Fill in the Gaps 

I can’t come to school today because   ____    _____    ____ 

Yes my first  _______    ______ 

I   ____   _____    ____ tomorrow. 

Thank  ____ .   _____   bye. 

 

 

 

Go to “Access Learning” transcript at the end of this unit. 

Read the Access Learning conversation with a partner. Change 

roles. Then practise the conversation with your partner without 

reading. 

 

Activity 3 

Activity 4 

https://soundcloud.com/user-40693908/audio601/s-fBWJ6js44Ay
https://soundcloud.com/user-40693908/audio602/s-Ii2dTuJdZYR
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What are some other reasons why students can’t come to school?  

Work with your partner or in a small group and write down 4 

reasons below. 

 

1. I can’t come to school today because  __________________________________ 

2. I can’t come to school tomorrow because _______________________________ 

3. I can’t come to school next week because _______________________________ 

4. I can’t come to school next month because ______________________________ 

 

 

 

 

Write your own script, about the last time you missed school or 

work below. Add your own information in the brackets (   ). 

Use the model in the transcript, at the end of this unit, to help you. 

  

Important Information Notes 
 

- My name (name) 

- Can’t come to school  

- (When) 

- (Reason) 

- Tell teacher (Teacher’sName) 

- Class (number) 

- Back (When) 

 

Script 
 

- My name is _______________ 

 

  

Activity 5 

Activity 6 
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 Good Morning. Access Learning. How can I help you? 

Hello. My name is ____________. I can’t come to school ___________  

because ________________________. Can you tell my teacher? 

Sure. Who is your teacher? 

My teacher is ____________ 

And what class are you in? 

My class is ____________ 

Can you spell your name please? 

Yes my first name is ____________   _ _ _ _ _ _ _ _ _ _ _ _ 

My family name is  _____________   _ _ _ _ _ _ _ _ _ _ _ _ 

When are you coming back? 

  I will be back _____________ 

Please bring a medical certificate if you can. We will inform your teacher. Thank you 

for calling. 

Thank you. Good bye. 

Good bye. 

 

 

 

Practise your script with a friend. 

Then exchange your phone numbers, go to another room and 

practise your script on the phone.  

 

  

Activity 7 
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Fatima needs to ring her doctor to make an appointment. 

 

 

Which of the following questions do you think she will be asked 

when she rings her doctor?  

Place a tick for yes   or a cross for no   in the boxes below.

 

Important Information Notes 
 

Name 

 Her school’s name 

 Are you married? 

 Preferred doctor 

 Day of appointment 

 Time of appointment 

 Date of birth 

 

Play Audio 603. Listen to Fatima ringing her doctor and check your answer. 

https://soundcloud.com/user-40693908/audio603/s-wvcPyjvaAHr    

 

 

Listen to the audio again and fill in the gaps in the script on the 
next page. 

Activity 8 

Activity 9 

https://soundcloud.com/user-40693908/audio603/s-wvcPyjvaAHr
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could  possible prefer   hold  R-A-H-I-M-I 

birth  much  Fatima 

 

Medical Centre - Script 

Medical Centre, Can you 1. _________ please? 

 Yes  

Medical Centre, Helen speaking. 

 2. _________ I make a doctor’s appointment for tomorrow please? 

Any particular doctor? 

 Ah, Doctor Hannon. 

Dr Hannon alright,  ……….let me see what he is up to tomorrow……. Do you  

3. _________  morning or afternoon? 

 In the afternoon, about 5, if 4. _________   

Yep, I can do 4.45 or 5.15 tomorrow? 

 5.15 please. 

No worries, what was your date of 5. _________ ? 

 24 / 8 / 74   Twenty fourth of the eighth, seventy four 

74, was it? 

 Yep 

And your first name? 

6. _________   

Your surname? 

 Rahimi. 

Can you spell that please? 

 7. __ - __  -__ - __ - __ - __ 

Thanks Fatima. We’ve got quarter past five, tomorrow with Dr Hannon 

 Great, thank you very 8. _________ .  

No worries, we’ll see you then. 

 Bye. 

Thank you. Bye. 
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Practise saying the dates below with your teacher. 

Write the following dates in words next to the numbers. The first is 

done for you. Calculate the age.  

Check your answers with your partner. Make sure you agree. 

 

1. first 6. sixth 11. eleventh 16. sixteenth 

2. second 7. seventh 12. twelfth 17. seventeenth 

3. third 8. eighth 13. thirteenth 18. eighteenth 

4. fourth 9. ninth 14. fourteenth 19. nineteenth 

5. fifth 1. tenth 15. fifteenth 20. twentieth 
 

16 /4 / 92  The sixteenth of the fourth, ninety two.   Age ___? 

4 / 8 / 1988  The fourth of the eighth, nineteen eighty eight.  Age ___? 

13 / 1 / 2002  _______________________________________ Age ___? 

26 / 9 / 55  _______________________________________ Age ___? 

19 / 3 / 1922  _______________________________________ Age ___?

       

Now write the dates next to the words. 

The twenty second of the third, seventy seven.   __________________ 

The twenty sixth of the first, seventeen eighty eight.  __________________ 

The fourteenth of October, two thousand and five   __________________ 

  

Activity 10 
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Go to “Medical Centre” transcript at the end of this unit. 

Read the Medical Centre conversation with a partner. Change 

roles. Then practise the conversation with your partner without 

reading. 

 

 

 

Write your own script about the last time you visited the doctor, or 

make up the information, if you want to keep your details private.  

Practise your call with a partner when you are finished. 

 

Important Information Notes 
 
 
 
 
 
 
 
 
 

 

 

 

 

Script 
 
 

 

 

  

Activity 11 

Activity 12 
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Who would you call in the situations below? 

Discuss with your partner or in a small group.  

 

1. You see a fire. eg. Emergency  000 

 

2. Your car has broken down on the side of the road. _______________________ 

3. Your toilet is blocked. ______________________________________________ 

4. Your 10 year old child is sick ________________________________________ 

5. Your phone or internet is not working.________________________________ 

What other phone calls do you need to make, or would like to make?  

Write down 5 possible calls below. 

1. ________________________________  

2. ________________________________ 

3. ________________________________ 

4. ________________________________ 

5. ________________________________ 

  

Activity 13 
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1. You have a part time job at a supermarket. You can’t work tomorrow. Write 

down important information notes. Then write your script. Practise with a 

partner. 

Important Information Notes 
 
 

 

Script 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

2. Choose an important call you need to make. Write the important information 

notes then write your script. Make the call on speakerphone with your teacher 

supporting you. Say your name, who you would like to speak to and what your 

problem is. 

 

  

Extension Activities 
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Access Learning - Script 

Good Morning. Access Learning. How can I help you? 

Hello. My name is Fatima Rahimi. I can’t come to school today 

because I am sick. Can you tell my teacher. 

Sure. Who is your teacher? 

My teacher is Hannah. 

And what class are you in? 

My class is 2b. 

Can you spell your name please? 

Yes my first name is Fatima  F-A-T-I-M-A 

My family name is Rahimi R-A-H-I-M-I 

When are you coming back? 

  I will be back tomorrow. 

Please bring a medical certificate if you can. We will inform your teacher. Thank you 

for calling. 

Thank you. Good bye. 

Good bye. 

Transcripts 
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 Medical Centre - Script 

Medical Centre, Can you hold please. 

 Yes ………………………………….. 

Medical Centre, Helen speaking 

 Could I make a doctor’s appointment for tomorrow please? 

Any particular doctor 

 Ah Doctor Hannon 

Dr Hannon alright,  ……….let me see what he is up to tomorrow……. Do you prefer 

morning or afternoon 

 In the afternoon, about 5, if possible 

Yep, I can do 4.45 or 5.15 tomorrow? 

 5.15 please. 

No worries, what was your date of birth? 

 24 / 8 / 74  Twenty fourth of the eighth, seventy four 

74 was it? 

 Yep 

And your first name? 

 Fatima 

Your surname? 

 Rahimi 

Can you spell that please? 

 R-A-H-I-M-I 

Thanks Fatima. We’ve got quarter past five, tomorrow with Dr Hannon 

 Great, thank you very much 

No worries, we’ll see you then. 

 Bye 

Thank you, bye. 
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Samir is going on a work placement.  

There are some important forms that need to be 
completed.  

He asked Lam for help. Lam showed Samir his form.  
Here is Lam’s form. 

 

Work Placement Form 

Student Given Name: Lam  Student Surname: Tran 

Student ID 694218 

Placement Start Date: 4/11 Placement Finish Date: 23/11 

Total Number of Days the student will attend placement during this period: 10 

Hours of attendance on these days  

 Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

WEEK 1 9 - 4 9 - 4 9 - 4 9 - 4 9 - 4 - - 

WEEK 2 9 - 4 9 - 4 9 - 4 9 - 4 9 – 4 - - 

Business name of placement PJ Services 

Location address of placement 15 Clyde St, Kensington  

RTO PROVIDER – Access Learning 

SIGNED on behalf of the RTO Name: Michael Stamos 

 Title: Employment Officer 

 Signature: Michael Stamos Date:         12 / 9 

HOST EMPLOYER -  PJ Services 

SIGNED on behalf of the Host Employer Name: Christopher Trinh 

 Title: Office Administrator 

 Signature: Christopher Trinh Date:         12 / 9 

STUDENT  
Signed by the student Name: Lam Tran 

 Signature: Lam Tran Date:         12 / 9 

Introduction 

In this unit you will: 

 fill in a work placement form 

 learn about diary notes and presentations 

 evaluate strengths and weaknesses 
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Practise the pronunciation of the following words with your teacher. 

Match the words with their meaning. 

 

 

 
1. RTO 

A. A person who will tell you what 
to do at work 

2. Work Placement B. A length of time 

3. Period 
C. A work place where you will get 

supervised work experience 

4. Supervisor 
D. Registered Training Organisation, 

School 

5. Host Employer E. Do something for somebody else 

6. Behalf 
F. The company who will look after 

you 

 

 

 

Read Lam’s form on the page 1 and answer the following 
questions. 

 

 

1. What is this form for? ________________________________________ 

2. Who is the RTO Provider? ___________________________________ 

3. Who is the Host Employer? ___________________________________ 

4. How many days will Lam be on placement? ________________________ 

5. What date does the placement begin?  _________  What time?  _______ 

  

Activity 1 

Activity 2 



Personal Presentation 

99 

Unit 7 - Getting Ready for Work Placement  

 

 

 

 

Play Audio 701. Listen to the Samir talk about his upcoming work 
placement.  

Fill in the gaps in the narrative below. When you have finished, use 
the transcript to check your answers. 

https://soundcloud.com/user-40693908/audio701/s-GZwTweCAU7y    

 

My ___________ is Samir Jamal.  I live at ___________ Lucas St, Footscray, 3012. I 

am a student at Access Learning, and my Employment Officer, Michael Stamos, has 

found a ___________ placement for me at NJV Engineering in Maidstone. I will begin 

there on the ___________ of October and finish on the 25th of October.  I start at 9 

and finish at ___________, Monday to Friday for ___________ days. I have met my 

supervisor there. Her name is Judith Akron and ___________ is very helpful. 

  

Activity 3 

https://soundcloud.com/user-40693908/audio701/s-GZwTweCAU7y
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Now use Samir’s information to fill in the form below for Samir. 

 

Student Given Name: *206913 Student Surname: * 

Student ID: 206913 

Placement Start Date: *____/____ Placement Finish Date: *____/____ 

Total Number of Days the student will attend placement during this period: * 

Hours of attendance on these days 

* Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

WEEK 1        

WEEK 2        

Business name of placement * 

Location address of placement 19 Jade St Maidstone 

 

 

  

RTO PROVIDER: - * 

SIGNED on behalf of the RTO Name: * 

 Title: * 

 Signature: Michael Stamos Date:         1 /10 

HOST EMPLOYER - * 

SIGNED on behalf of the Host Employer Name: * 

 Title: Supervisor 

 Signature: Judith Akron Date:         1 /10 

STUDENT  

Signed by the student Name: * 

 Signature: Samir Jamal Date:         1 /10 

Activity 4 
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1. Read Lam’s form again. Write the narrative for Lam, similar to 
that of Samir. 

 

 

My name is Lam Tran.  

  

  

  

  

  

  

  
 

 

A student wrote diary notes during a work placement.  The student 
will use the notes to give a presentation to a small group about the 
placement.  

 

2. Work with a partner. Your teacher will give each of you a version 
of the student notes. 

Student A: read the notes to student B to fill in the missing 
information.  

Student B: read the presentation to student A to fill in the missing 
information. 

Do not show your partner the page you are reading. 

Student A and Student B scripts are in the Transcripts section.  

 

  

Extension Activities 
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Partner 1 

deadline  

grooming   

co-operate   

 

Partner 2 

request  

reasonable  

assigned  

  

 

3. Work with a partner. Use your dictionary to look up the meaning 
of 3 words each. These words are part of the next activity. Write 
the definitions next to the words. Then tell your partner the 
meaning of the words so they can also write them down. 
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Workplace Supervisor Report 

PLEASE COMPLETE AND COMMENT WHERE NECESSARY ON THE FOLLOWING AREAS 
Please tick in the appropriate boxes where applicable 

 
Excellent Good Satisfactory 

Need 
Support in 
this area 

Can communicate with staff ☐ ☐ ☐ ☐ 

Can communicate with clients ☐ ☐ ☐ ☐ 

Can follow instructions ☐ ☐ ☐ ☐ 

Can manage time and meeting deadlines ☐ ☐ ☐ ☐ 

Can work efficiently ☐ ☐ ☐ ☐ 

Has neat personal appearance and grooming ☐ ☐ ☐ ☐ 

Is polite and professional ☐ ☐ ☐ ☐ 

Is always on time ☐ ☐ ☐ ☐ 

Is reliable ☐ ☐ ☐ ☐ 

Can co-operate with other staff and clients ☐ ☐ ☐ ☐ 

Is confident ☐ ☐ ☐ ☐ 

Understands instructions ☐ ☐ ☐ ☐ 

Asks for help if doesn’t understand ☐ ☐ ☐ ☐ 

Can talk to others in casual conversations ☐ ☐ ☐ ☐ 

Can give messages ☐ ☐ ☐ ☐ 

Can make requests ☐ ☐ ☐ ☐ 

Can be understood ☐ ☐ ☐ ☐ 

Works at a reasonable speed ☐ ☐ ☐ ☐ 

Quality of work is good ☐ ☐ ☐ ☐ 

Completes assigned work ☐ ☐ ☐ ☐ 

Can work without supervision ☐ ☐ ☐ ☐ 

Shows initiative ☐ ☐ ☐ ☐ 

Has ability and skills for this work ☐ ☐ ☐ ☐ 

Responds to advice ☐ ☐ ☐ ☐ 

 

 

After a work placement, a workplace supervisor will evaluate your 
performance.  
4. Read the Workplace Supervisors Report below. Fill in the form 

and mark what you think are your strengths and weaknesses. 
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Weakness 1:  ________________________________ 

I could __________________________________________________________ 

I could __________________________________________________________ 

Weakness 2: ___________________________________ 

I could __________________________________________________________ 

I could __________________________________________________________ 

Weakness 3: ___________________________________ 

I could __________________________________________________________ 

I could __________________________________________________________ 

Weakness 4: ___________________________________ 

I could __________________________________________________________ 

I could __________________________________________________________ 

 

 

  

 

5. Choose four areas of the report above that you need to improve. 
Discuss with your partner or group, 2 things that you could do to 
improve. 

 

6. Create a power point presentation using the work placement 
diary notes in Activity 2. 
Present your presentation to a partner or group. 
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Activity 3 

My name is Samir Jamal.  I live at 23 Lucas St, Footscray, 3012. I am a student at 

Access Learning, and my Employment Officer, Michael Stamos, has found a work 

placement for me at NJV Engineering in Maidstone. I will begin there on the 14th of 

October and finish on the 25th of October.  I start at 9 and finish at 5, Monday to 

Friday for 10 days. I have met my supervisor there. Her name is Judith Akron and she 

is very helpful. 

 

  

Transcripts 
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My Work Placement - Notes 

Job title - Administration ______________ 

Name of Business – Better Education 

Location  _________________ 

Time  ________________, 9 to 5 

Facts about this workplace 

- ______________years 

- About 400 adult students 

- Classes are Monday to Friday and ______________ and 

______________evenings 

- Vocational courses are ______________and Child Care 

My duties 

- Answering phones 

- ______________and computer 

- Getting files 

- ______________service 

Safety rules 

- Stretch and have a break every hour at the computer 

- Report any ______________ 

- Everybody is responsible for safety 

- Use a ______________for heavy boxes 

New language 

- Internet is down – means ______________ 

- Just go with the flow – means don’t worry and do what others are doing 

- ______________– like a different page in excel 

- Give it your best shot – means try your best 

New skills I learnt 

- Use photocopier, ______________ documents 

- Answer phone politely 

- Use the ______________ in the lunchroom 

- Use excel a little bit   

Extension Activity 2 - Student A script 
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Student B 

My Work Placement Presentation 

My work placement was at ______________in Collingwood. I worked as an 
Administration Assistant for 10 days. I worked each day from ______________  

Here are some interesting facts about my workplace. The centre has been running 
for 35 years. There are about ______________adult students and classes are from 
______________and in in the evenings on Tuesdays and Thursdays. They have 
Vocational courses for ______________and Child Care. 

I had several duties to do at this workplace. I had to ______________and serve 
customers at the reception desk. I had to learn to use the photocopier and 
sometimes used the computer. I also got out some ______________and tidied up 
the office.  

There are some important safety rules at this workplace. You need to 
______________every hour when you are working on the computer. You need to 
report anything dangerous to the supervisor because ______________is responsible 
for safety. You must us a trolley for ______________so you don’t hurt your back. 

I learnt some new words and idioms at work. “The internet is down” means it is not 
working. “Just go with the flow” ______________, just do what the other people are 
doing. “Sheet 2” is in excel on the computer and is like another page of the same 
book. “Give it your best shot” means ______________ 

I learnt many new ______________at my placement. I learnt to use the photocopier 
and scan documents. I learnt to answer the ______________ politely and a little bit 
about ______________on the computer. I also learnt how to use the dishwasher. 

 

 

 

Extension Activity 2 - Student B script 
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 Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Personal Presentation 

109 

Unit 8 - Cold Calling in Person 

 

 

 

 

 

Introduction 

Cold Calling for employment is when you ask an employer for a job, or a work 

placement, even though a job is not advertised. 

It is also called “cold canvassing” or “door knocking”. 

You can cold call in person, by phone or by writing an email or letter. 

You should expect to get an answer of “no”, many times before you get an answer of 

“yes”. 

It is important to write a script and practise it before you cold call. 

 

 

       

Look at the photos above. What is important when you are cold calling? 

In this unit you will: 

 learn what to do when cold calling 

 listen to a cold call conversation and practise the 

conversation 

 prepare a cold call conversation of your own 

 learn about using names in greetings 

 

Introduction 

Discussion 
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What to do when cold calling 

 

Read the list below about cold calling. 

Put a tick next to what you should do. Put a cross  next to what 
you shouldn’t do. 

Check your answers with your partner. Tell your partner what you 
should and shouldn’t do after you have finished. 1. is done for you. 

 When cold calling….    Tell you partner…. 

 1. Have a resume                                   You should have a resume 

 2. Speak to just anyone 

 3. Practise what you are going to say 

 4. Speak to the person in charge of employment 

 5. Wear anything you feel like 

 6. Look untidy 

 7. Have other information about work experience with you 

 8. Be polite 

 9. Be annoyed if the employer can’t help you 

 10. Have a positive attitude and try again 

11. Know something about the workplace 

 

 

Play Audio 801. Listen to Sally ask about the possibility of work experience. 

https://soundcloud.com/user-40693908/audio801/s-RRQtFAFkzTT           

 

Activity 1 

Activity 2 

https://soundcloud.com/user-40693908/audio801/s-RRQtFAFkzTT
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Practise the pronunciation of the words in the box with your 
teacher.  

Listen again and fill in the missing words. 

volunteer worked resume  looking retail  problem  

letter    best      student  Ms   

Cold Calling in Person – Work Experience 

Good Morning can I help you? 

Good morning, my name is Sally Tan. I am a (1) ______________  at Access 

Learning and I am looking for 1 or 2 weeks work experience.  

Who is the (2)______________  person to speak to? 

Aah, that’s Amira, One moment. Can you take a seat? 

Hello I’m Amira Salam. 

Hello (3) ______________   Salam. My name is Sally Tan. I am a student at 

Access Learning and I am (4) ______________  for 1 or 2 weeks work 

experience.  I have 3 years’ experience in (5) ______________  and I am 

interested in work experience here. 

Hmm, tell me about your experience? 

In my country I (6) ______________  as a retail assistant. I served customers 

and operated the cash register. 

 In Australia I worked as a (7) ______________  at an *Op shop. I served 

customers and stocked shelves. I operated the cash register too. Here is a 

copy of my (8) ______________  . 

 Thanks, when is your work experience? 

It is from the 4th of November to the 15th of November. I have a 

(9)______________  of introduction and a practical placement agreement 

with more information for you. 

Thank you Sally, it might be possible. Can you come tomorrow, about 3pm, and I 

will let you know. 

No (10)______________  . I will come back tomorrow. Thank you for your 

time. 

Thanks Sally. See you tomorrow. 

Thank you. Bye. 

*Op shop – Opportunity shop, second hand clothes and household goods for charity 
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Answer the following questions about the listening activity above. 
 

 

1. What is the student’s name?  ____________________ 

2. What is she looking for?  ____________________ 

3. She has 3 years’ experience I  ____________________   

4. What is the employer’s name? ____________________ 

5. When does work experience begin? ____________________ 

 

 

Practise the conversation above with a partner. 
 

 

  

Activity 3 

Activity 4 
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Work with a partner or in a group. 
Match the purpose in the box with the script below.  

 

The best person Farewell Second introduction 

Purpose Greetings and introduction Pre-closing 

Details Short summary More information 
 

Purpose Script 

1. Eg. Greetings 
and introduction 

Good morning, my name is Sally Tan. I am a student at 
Access Learning 

2.  I am looking for 1 or 2 weeks work experience. 
 

3.  Who is the best person to speak too? 
 

4.  Hello Ms Salam. My name is Sally Tan. I am a student at 
Access Learning. 

5.  I am looking for 1 or 2 weeks work experience in retail.  
I have 3 years’ experience in Retail and I am interested in 
work experience with your organisation. 

6.  In my country, I worked as a retail assistant. I served 
customers and operated the cash register. 
In Australia I worked as a volunteer at an Op shop. I served 
customers and stocked shelves. I operated the cash register 
too. Here is a copy of my resume. 

7.  Work experience is from the 4th of November to the 15th of 
November. I have a letter of introduction and a practical 
placement agreement with more information for you. 

8.  No problem. I will come back tomorrow. Thank you for your 
time. 

9.  Thank you. Bye. 

 

Activity 5 
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Now write your own script for a possible work placement. You can 
use the script above to help you. 

 

Purpose Script 

Greetings and introduction 1. Good morning, my name is 
________________ . I am a student at 
________________ 
 

Purpose 2. I am looking for 1 or 2 weeks work 
experience. 
 

The best person 3. Who is the best person to speak too? 
 

Second introduction 4. Hello ________________ 
My name is ________________. I am a 
student at ________________ 
 

Short summary 5. I am looking for 1 or 2 weeks work 
experience in ________________ 
 
I have ________________  years’ experience 
in ________________ and I am interested in 
work experience with you. 

 

Meeting employers for the first time 

  

If a woman introduces herself with her first name and surname, it is polite to use 

“Ms” with the surname. 

Activity 6 

Note: 

Names are important to remember and use, to help develop a more 

personal and friendly relationship.  

Always listen carefully for a person’s name and try to repeat their 

name as soon as possible.  
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If a man introduces himself with his first name and surname, it is polite to use “Mr” 

with the surname. 

“Hi” is friendly. “Hello” is formal. Sometimes it is difficult to know which one to use 

with an employer. Try to use the same level of formality as that of the person that 

you meet. 

If a woman says… You say… 

     Hi, I’m Sally Tao      Hi, Ms Tao 

     Hi, I’m Jan      Hi, Jan 

  

If a man says… You say… 

     Hi, Peter Smith      Hi, Mr Smith 

     Hi, I’m Ram      Hi, Ram 

     Hello, my name is Solomon Baba      Hello, Mr Baba 

 

 

 

Do you think the names below are male or female? Write what you 
would say. Practise the pronunciation of the names with your 
teacher. 

 
 

They say…  Male (M) or  

  Female (F)? 

You say… 

1. Hi, Barry Macdonald       M Hi Mr Macdonald 

2. Hi, I’m Marco   

3. Hello, my name is Maria Bruni   

4. Jack Martin   

5. My name is Yali   

6. I’m Amelia   

 

  

Activity 7 
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Cold calling in Person – Employment 

 

Play Audio 802. Listen to Sally cold calling for a job in aged care. 
Answer the questions below. 

https://soundcloud.com/user-40693908/audio802/s-EkW51eApJdi   

  

1. What type of employment is Aman looking for? ________________________ 

2. She says, “Who is the ____________ person to speak too?” 

3. What was her job in India?____________________________________________ 

4. Where did she work as a volunteer?_____________________________________ 

5. She says, “Thanks Barry. I really appreciate your _____________.” 

 

 

 

  

 

Read with your teacher the conversation below and the important 
notes on the right side.  

Activity 8 

Activity 9 

https://soundcloud.com/user-40693908/audio802/s-EkW51eApJdi
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Transcript Important Notes 
Good Morning can I help you? 

Good morning, my name is Aman Patel.  I am 
looking for employment in aged care. 
Who is the best person to speak too? 

Err… You need to speak to Barry. One moment, can 
you take a seat. 
Hi I’m Barry. 

Hi Barry, my name is Aman Patel.  I am looking 
for employment in aged care. 
I have 1 year experience working as a nurse and 
I have just completed my Certificate 3 in 
Individual Support.  

Hmm, great tell me a bit more about your 
experience? 

Okay. I have a Diploma in Nursing and worked 
as a nurse in a large Hospital in my country for 1 
year, in India. In Australia I completed my 
Certificate 3, and work placement in an aged 
care centre. I have also worked as a volunteer at 
an aged care centre.   
Here is a copy of my resume with referees. 

Thanks … ahh …… sounds interesting but we don’t 
have anything at the moment. 

No problem. Do you know of anywhere else 
where I could try? 

 

Hmm, try Better Care Centre in High Street, just 
around the corner. They were looking for staff. 

Thanks. Would you mind if I contacted you 
again in the future? 

Sure, just before Christmas is a good time. 
Thanks Barry. I really appreciate your time. 

No problem. Good luck. 
  Bye. 

 

 

 

Practise the conversation from Activity 9 with a partner. 

 

Activity 10 

Another important 

question. Asking at the 

right time can often help 

you get a job. 

This is a polite way to end 

the conversation.  

This is easier to say than 

“human resources” or the 

“person in charge” 

Very short summary only. 

Do not waste people’s 

time. No more than your 3 

best points. 

More detail now if they are 

interested. 

This is an important 

question to ask. Many 

employers will help if they 

can. 
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1. Complete your script from activity 5. Practise with a partner 
when you have finished 

 

Details  

More Information  

Pre-closing  

Farewell  

 

 

2. Write a script for yourself similar to that in activity 8. Practise 
with a partner when you have finished. 

  

Extension Activities 
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Activity 2 - Cold Canvassing in Person for Work Experience 

Good Morning can I help you? 

Good morning, my name is Sally Tan. I am a student at Access 

Learning and I am looking for 1 or 2 weeks work experience. 

Who is the best person to speak to? 

Aah, that’s Amira, One moment. Can you take a seat? 

Hello I’m Amira Salam. 

Hello Ms Salam. 

My name is Sally Tan. I am a student at Access Learning and I am 

looking for 1 or 2 weeks work experience.  

I have 3 years’ experience in retail and I am interested in work 

experience here. 

Hmm, tell me about your experience? 

In my country I worked as a retail assistant. I served customers and 

operated the cash register. 

In Australia I worked as a volunteer at an Op shop. I served customers 

and stocked shelves. I operated the cash register too.  

Here is a copy of my resume. 

 Thanks, when is your work experience? 

It is from the 4th of November to the 15th of November. I have a letter 

of introduction and a practical placement agreement with more 

information for you. 

Thank you Sally, it might be possible. Can you come tomorrow, about 3pm, and I will 

let you know. 

  No problem. I will come back tomorrow. Thank you for your time. 

Thanks Sally. See you tomorrow. 

  Thank you. Bye. 

Transcripts 
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 Activity 8 - Cold Canvassing in Person for Employment 

Good Morning can I help you? 

Good morning, my name is Aman Patel.  I am looking for employment 

in aged care. 

Who is the best person to speak too? 

Err… You need to speak to Barry. One moment, can you take a seat? 

Hi, I’m Barry. 

Hi Barry, my name is Aman Patel.  I am looking for employment in 

aged care. 

I have one year experience working as a nurse and I have just 

completed my Certificate 3 in Individual Support.  

Hmm, Great tell me a bit more about your experience? 

Okay. I have a Diploma in Nursing and worked as a nurse in a large 

Hospital in my country for one year, in India. In Australia I completed 

my Certificate 3, and work placement in an aged care centre. I have 

also worked as a volunteer at an aged care centre.   

Here is a copy of my resume with referees. 

 Thanks … aah …… sounds interesting but we don’t have anything at the moment. 

  No problem. Do you know of anywhere else where I could try? 

Hmm, try Better Care Centre in High Street, just around the corner. They were 

looking for staff. 

Thanks. Would you mind if I contacted you again in the future? 

Sure, just before Christmas is a good time.   

  Thanks Barry. I really appreciate your time. 

No problem. Good luck. 

  Bye. 

 


