EASY at Work - Unit 1 - Teresa’s New Job - KEYWORDS


LESSON 1 - Getting Ready (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	buy

turn down

got

bought

show me

will

take off

have

look

wear

coordinate

want

find

supervise

hire

train

tell

help

	packages

outfit

blouse

suit

shoes

human resources director

work

party

dress code
uniforms
housekeeper

laundry worker

kitchen staff

bellmen

maintenance

gardeners

servers

front desk clerk

slacks

jackets

logo

office staff

employers
	It's me.
My hands are full.
Let me help you.
Thanks.
I’m so excited.

What do you think?
Isn't it great?

It's perfect.

What will you do?

It’s not always easy.
It’s a little plain.

I’m not going to a party.

Is that difficult?

You’re organized.

Do well.




LESSON 2 - Teresa's Job History (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	help 

know

graduate(d)

liked

help(ed)
get (got)

look

start

looking for

talk

dress

take

want(ed)
work(ed)

recommend


	college

job

healthcare

business classes

human resources

manager

advice

mentor

resort hotel

job fair

convention center

flyer

resume

roommate

copies

student

interview

language
	I'm so excited.

bilingual

part-time

full-time




LESSON 3 - First Day on the Job (1 page)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	fill out

fill it out
explain

ask

wear

finish

talk
gets

put

organize(d)


	appointment

administrative assistant

packet

employee handbook

forms

W-4 form

emergency notification form

taxes

social security number

ID number

security

contact

package

questions

name

phone number

name badge

paperwork
	Good morning.

Congratulations.
stepped-out

As you know

Just ask

It looks good.
Hold my calls.

After you.




LESSON 4 - The Organization Chart (2 pages)
	VERBS
	NOUNS
	EXPRESSIONS, ETC.

	go over

want

come again

provide

report

find(ing)

make sure

follow(ed)
supervise

keep track

goes in /goes out

check-in /check-out

make sure
load/unload

carry

greet

smile

clean
paint

mow

take care

manage

serve

wash(es)

answer

plan(s)


	organization chart

hotel

management

general manager

secretary

service industry

service

division

rooms

conventions
banquets

food
beverage

drink

health and safety

accountant

bookkeeper

money

reservations operator

concierge

spa

hair salon

beauty salon

valet 

underground parking garage

housekeeper

laundry worker

linens

wedding

conference

gift shop

business center

dishwasher

cook

room attendant

supervisor

bell person
chef

custodian

busser

waiter /waitress

wait staff

	high-quality

high-quality service

consistent

work as a team

set the table

clear the table

I see.

Let’s look at _____.
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