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MODULE 8

THE LANGUAGE OF WORK

In this module, selected MAC participants will become familiar with the language
of the workplace, with emphasis on the vocabulary of fields of employment.

BACKGROUND INFORMATION

Note: Module 8 is designed as Specialized English Language Training, with
emphasis on the language of employment. The module can also be taught
using the native language of selected MAC participants, if those participants
are prepared to enter employment once they become fluent in the English
language of the workplace. (If it is determined to be appropriate, all of the
MAC modules can be conducted using Native Language Literacy.)

All of the MAC participants should be exposed to Modules 1-7 which cover life
skills, job readiness, and employment skills.

Module 8 is designed for those MAC participants who are ready to enter the
workforce in the United States but need to strengthen language skills that
reflect their knowledge of specific jobs.

This module focuses on the specific terminology that is used in various fields

in the workplace, and is more advanced in vocabulary and reading and writing
English. MAC participants who already have work experience or specific career-
related skills will benefit from Module 8.

For example, a MAC participant may already have experience working in the
health care profession in their home country. As they figure out how they can
build or maintain certifications, educational standing, and skills, they need to
learn the language of health care in the United States. (This is sometimes
referred to as Vocational English or Enhanced Language Training.)

Although Module 8 does not attempt to cover every vocabulary word of all of the
professions, key words and phrases are covered so that MAC participants can
successfully participate in job shadowing, volunteering and internships, job
interviews, and discussions with employers, supervisors, and co-workers.
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RELATED ACTIVITIES

If all of the activities in Modules 1-7 cannot be covered completely, the following
activities can be used to enhance the information in Module 8:

Module 1 — Activity #7 Communicating at Work
Module 1 — Activity #8 Good Manners at Work

Module 2 — Activity #13 Getting Ready for the Job Hunt
Module 2 — Activity #14 The Job Application

Module 2 — Activity #15 Resumé Preparation

Module 2 — Activity #19 Job Searching in a Tight Economy
Module 2 — Activity #20 Entrepreneurship

Module 3 — Activity #22 Building Self-Reliance

Module 3 — Activity #23 Time Management

Module 3 — Activity #25 Budgeting

Module 3 — Activity #29 Employment and Disabilities
Mdoule 4 — Activity #31 First Days on the New Job
Module 4 — Activity #33 Professional Behavior at Work
Module 4 — Activity #39 Personal Hygiene

Module 5 — Activity #40 Workplace Attire
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HANDOUTS FOR DISCUSSION

The MAC participants selected to complete Module 8 will encounter challenging
vocabulary in the handouts. However, by reviewing the handouts they will have
the opportunity to learn the specialized language of the workplace.

Job Title Terms
I Want to Work Outdoors!
The World of Sales
Jobs That Work With Numbers

The Job Hunt
My Job Application Record
I am a Refugee or Asylee
Understanding Job Advertisements
Sample Job Ads

Getting Ready for the Interview
Dressing for the Job Interview

Can You Answer These?

Work and Daily Living
Are You Self-Reliant?
Sample Budget
Money and Daily Living
Managing Work and Family
Self-Esteem

On the Job
Worried?

First Days on the Job Situations
Adjusting to Working
Would You Do Business With You?
Don’t Get Fired!

How Am | Doing in My New Job?
Personal Hygiene on the Job
Excerpts from Dress Codes
Destressing Strategies
Handle Stress at Work
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THE WORDS OF WORK

General Vocabulary

The WORDS OF WORK section of Module 8 contains key vocabulary words that are
used in the workplace. The words have been selected from the vocabulary lists found
in Modules 1-7.

Words of Work in Context
Specialized English Language Training often focuses on the language of employment
and specific occupations, so that English language learners can become familiar with
words that are commonly used in the workplace.

One of the most effective ways to learn the words of work is to discuss scenarios
related to specific occupations.

Words of Work in Context consists of a series of short scenarios centered around a
specific occupation. Key vocabulary words are underlined.

The MAC Coach and participants should read through the scenarios together,
defining the vocabulary words and discussing them in context.

Each scenario ends with an observation or question that should be discussed.

The occupations discussed in the scenarios are:

Human Resources — General Healthcare Work
Work Settings — General Groundskeeper
Team Meetings Landscaper/Architect
Business Meetings Child Care
Restaurant Server Finance
Fast Food Restaurant Cleaning
Cook Manufacturing
Nursing Home Assistant Office Work
Hospital Work Cosmetology

There is an unlimited number of jobs that could be discussed using words in
context. The participants should be encouraged to identify jobs that interest
them. The MAC Coach can then identify work words relevant to that occupation.
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GENERAL VOCABULARY - THE WORDS OF WORK

Accomplishments
Advertisement
Applicant

Application for Employment Authorization

Appointment
Appropriate dress
Areas of improvement

Arrival-Departure Record (Form 1-94)

Attendance
Benefits

Boss

Business
Candidate
Certificate

Coach

College
Communication
Community service
Computer
Confidence
Contact information
Contacts

Cover letter
Co-worker
Customer service
Decision

Deposit

Diploma
Directions

Disability

Education

Module 8 - The Language of Work

Emile
Employee
Employer

Employment Authorization Document (EAD)

Entrepreneurship

Equal opportunity employer (EOE)

Expenses
Experience
Eye contact
Feedback
Folder
Friendship

GED (General Educational Development)

Goal

Graduation
Greetings
Handshake
Health insurance
Help wanted
Hourly pay

Hours

Human Resources
Income
Independence
Information interview
Interests

Internet
Internship
Interview

Job

Job application




GENERAL VOCABULARY - THE WORDS OF WORK

Job hunt

Job opening

Job shadowing
Leader

Manager

Manners
Nontraditional worker
Occupations
Office

Online

Online application
Organization
Orientation
Overtime
Part-time
Paycheck

Payroll
Permission

Policy
Polite
Positive attitude

Probation

Professional

Qualifications

Qualified

Qualities

Reasonable accommodation
Reference

References

Resources

Responsibility
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Resumé
Rights

Salary
Schedule
Seasonal
Self-identity
Self-reliance
Service

Shift

Sick time
Social Security card
Stereotype
Strengths
Stress
Success
Supervisor
Teamwork
Time card
Time clock
Time management
Tools of the trade
Training
Transcript
Transportation
Uniform
Uniform
Vacation
Volunteering
Work ethic
Work history
Work shifts




Module 8 - The Language of Work



Module 8 - The Language of Work



Module 8 - The Language of Work



My JoB APPLICATION RECORD

Keep this in a secure place!

Full name: Date of birth:

Address:

Phone: E-mail address:

Driver’s License Number or Photo ID:

Social Security Number:

Previous volunteer or internship experience.

Contact Address

Contact Address Phone

Education programs entered and/or completed, including GED and high school:

Unpaid skills and interests:

Background information that may be job related:

References with address and phone numbers:

D [-94 Arrival-Departure Records D EAD D Asylum approval notice
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SAMPLE JOB ADS

PHOTOGRAPHY

Photography studio needs f/t & p/t asst.
Career oppty. with chain owning over
300 locations. Extensive training for
chosen few. Need good personality,
motivation, and neat appearance. Flex.
hrs. may include eves. & wknds.
Frequent sal. reviews & other benefits.
Apply in person Tuesday 9 a.m. to
3p.m.

DELIVERY COURIERS

Immed. openings for couriers. F/T sal.
& benefits. Clean DL. No exper. nec. We
will train. Call M-F, 9-5. 555-5555

PAINTING Exp. int. & ext. painter needed.
Work 20-30 hrs./wk. Send resume with
references to Box 342 c/o this paper.

SALES REAL ESTATE SALES
20K 1st yr., 40K 2nd yr., 60K 3rd yr.,
90K 4th yr. (in commission)

QUADRUPLE YOUR INCOME
IN ONLY 4 YEARS!

You can work a 9-5 job and go nowhere
or you can have a career where working
hard will give you high rewards. Call our
career counselors for your confidential
conference or for information about our
training sessions. 1-800-555-5555

ADM. AsS’'T - Word, Excel, Publisher.
Good communication skills, math ability
and organizational skills. Exp. pref. Full
benefits.
Call 555-5555 for an appt.
EOE

RESTAURANT BANQUET MANAGER
needed for resort hotel. Sal. position w/
benefits. Prior fine dining exper. needed.
Send resume & sal. requirements to the
Winchester Inn, Winchester, VA 22601

SALES

COMPUTER SALES Dynamic computer co.

has imm. opening for exp. sales people
interested in developing markets in new
territories. High commissions!
Call 555-5555

MODELING

Need models of all ages, females &
males. No exper. nec. Jersey Modeling,
766 Fitzmon, Walk in. M-F 10-2 p.m.
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DESTRESSING STRATEGIES

Calm down by breathing and leaving the stressful situation.
Tell MAC participants if stress starts to build up, change the setting.
Walk away. Go somewhere else. Then concentrate on how you are
breathing. Take deep breaths at first, then breathe normally.

Pay close attention to diet.

MAC participants should be encouraged to eat foods that do not
cause stress on the body, make them feel unhealthy, depressed,
or disappointed in themselves.

Communicate to resolve differences.
Encourage MAC participants to address a problem by communicating
about it.

Avoid people who cause stress.

If possible, release friendships that cause stress, communicate with
difficult co-workers only to make peace, reduce contact with family
members who cause tension.

Expand contact with friends.
Socialize with friends who have the same interests and are supportive
and kind.

Have something to look forward to.
Plan a movie, a hobby, a visit with someone special.

Schedule a time with family that is dedicated to relaxing.
Just 15 minutes of time dedicated to just family can reduce stress for
everyone in a chaotic situation.

Identify the causes of the stress of children (for parents or
caregivers).

Children need their basic needs taken care of first: hugs, sleep, food,
bodily comforts.

Discuss the stress.
Talk to friends, trusted adults, or the MAC Coach about worries and
possible solutions to problems.
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