
JOBS WEB ORGANIZER 

 

Higher Level Jobs 
Entry Level Jobs 

Education/Degrees 
Skills 



Phone Dialogue 
 

Advising Department:  Hello, advising department, can I help you? 
Student: Hello. My name is ______________. I would like an  
 appointment with an advisor. 
Advising Department: Please spell your first name. 
Student: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (spells first name) 
Advising Department: Please spell your last name. 
Student: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ (spells last name) 
Advising Department: Can you come in on Wednesday at 5:00? 
Student: No, I can’t. I have to work. 
Advising Department: I have another open appointment on Friday at 6:30. Can 

you make it? 
Student: Yes, I can. That’s perfect. 
Advising Department: OK. Your appointment is with Fred Carter, Friday at 6:30. 
Student: Thank you. I’ll be there. 
 
 

 
 

Advisor Appointment Dialogue 
 

Student: Hello, my name is _______________. I would like information about a degree  
              in nursing. 
Advisor: Do you have your High School diploma? 
 
Student: I don’t have any records from my native country, but I have my GED. 
 
Advisor: Very good. First you need to take a placement test. 
 
Student: What kind of test is that? 
 
Advisor: It is a test to measure your academic level in reading and math. 
 
Student: Do I need anything else? 
 
Advisor: After the test, you will get an educational plan. 
 
Student: Excuse me, what is that? 
 
Advisor: It is a list of the courses you need to take. 
 
Student: Thank you for your help. 
 
Advisor: My pleasure. Good luck! 
 



Community Extension Assignment 
 

A. Speaking 
1. Use the Student Handbook and find the telephone number for the 

Counseling/Educational Planning department. 
2. Call and get an appointment with an advisor. 
3. Go to the appointment and ask for information on the career/education goal you 

chose in class. 
 
B. Writing: Answer the following questions in complete sentences. 
1. When was your appointment with the advisor? 
2. What was the advisor’s name? 
3. What information did the advisor give you? 
4. What did you like about this assignment? 
5. What did you not like about this assignment? 
6. Do you plan to continue with a college education after you complete ESOL 

classes? 
 
 
C. Presentation 
1. Bring any information the advisor gave you to the next class. 
2. Bring the finished writing assignment to the next class. 
3. Be prepared to share your experience in class. 
4. Be proud of your effort with this assignment, and with improving your English 

skills. 
 



JOBS VOCABULARY 
 
entry level jobs       
occupation     
accountant 
architect 
assembler 
assistant 
auto mechanic 
baby sitter 
baker 
carpenter 
cashier 
computer programmer 
cook 
correctional officer 
dental assistant 
dentist 
doctor 
engineer 
firefighter 
florist 
interpreter 
nurse 
office worker 
optometrist 
paralegal secretary 
secretary 
taxi driver 
teacher 
waiter/waitress 
 
 
 
 
 
 
 

 
skill 
assemble 
assist 
cook 
design 
do (math, manual labor) 
drive 
operate 
repair 
sell 
sew 
speak another language 
supervise 
take care of (children, patients, 
elderly) 
type 
use (a computer, a cash register) 
wait on customers 
work on a computer 
 
 
 
 



Name ________________      Date_____________ 
Career-Skill-Education 

 
Work in a group. Use the college catalog to find the skill and the education degree for the 
exercises below. Follow the example. 
 
To work as an accountant, you need to learn how to do math. You need a B.A. (Bachelor  
                        occupation               skill   education 
of Arts) degree in accounting. 
         area of study 
 
 
 

1. To work as a nurse, you need to learn how to __________________. You need a  
          occupation    skill 

 
____________________________________________ in _______________. 

  education      area of study 
 
 
 
 

2. To work as a correctional officer, you need to learn how to 
__________________. You need a_____________________________________ 
in _____________. 

 
 
3. To work as a computer programmer, you need to learn how to 

__________________. You need a _____________________________________ 
in _______________. 

 
 

4. To work as a dental assistant, you need to learn how to __________________. 
You need a ______________________________________ in _______________. 

 
 

5. To work as a paralegal secretary, you need to learn how to __________________. 
You need a ______________________________________ in _______________. 

 
Choose an occupation on your own and complete the skills and education needed. 
 

6. To work as a ________________, you need to learn how to 
__________________. You need a _____________________________________ 
in _______________. 

 
 



Name ___________________    Date___________________ 
 

Can/Can’t 
 
The modal can is an auxiliary used to express ability. It is used in front of a base form 
verb (infinitive form). 
Example: I can drive. Indicates ability to drive. It means the same as, I am able to drive. 
The subject and the verb can be different, but the modal can does not change. The modal 
stays the same, and the verb stays in base form for a plural or a singular subject. 
 
Subject (modal) can Base form verb complement 
    
Henry can drive a bus. 
They can dance.  
We can speak English. 
 
 
Write three job skills you are able to do: 
 
I can __________________ 
 
I can __________________ 
 
I can __________________ 
 
To write a negative use cannot or the contraction can’t. The negative indicates no ability. 
Example: 
I can’t cook. 
I can’t drive a truck. 
I cannot type. 
 
Write three job skills you are not able to do: 
 
I can’t ________________ 
 
I can’t ________________ 
 
I can’t ________________ 
 
Write a job skill you want to learn: 
 
I want to learn how to ____________________ 




