Jobs and responsibilities

Exercise 1

Study the examples below and then complete the dialogue.

I'm a manager.

I'm an engineer.                  (a/an + job)

I work for IBM.                  ( for + employer)

I'm in sales.

I'm in marketing.                 (in + type of work)

A: Who do you work ...........?

B: Olympus.

A: They're ........... computers, aren't they?

B:Yes, that's right.

A: And what do you do?

B: I'm ........... sales manager. What about you?

A: I work ........... Concrete. I'm ........... construction. I'm ........... engineer.

Exercise 2

Complete the sentences about yourself.

I'm a/an ......................

I work for ......................

I'm in ......................

Exercise 3

Study the organisation chart, then answer the questions below.

Richard Robertson

Chairman and Chief Executive Officer

Departments

Kevin Wood

Human Resources


Jane Hall

Production
Adam Shaw

Sales and Marketing
Alice Nordon

Finance
Tom Hammer 

Research and Development

Divisions

Training

Personnel


Production

Packaging

Distribution

Quality 

Maintenance
Marketing

Sales

Advertising

After-sales Service
Purchasing

Financial Services

Customer Accounts
Improvement

Innovation

1) Who is the head of the company?

2) Who is in charge of Production?

3) Who is Kevin Wood responsible to?

4) What is Kevin Wood responsible for?

5) Who does Alice Nordon report to?

6) Who does Tom Hammer work under?

7) Which division buys supplies?

8) Which division plans how to sell new products?

9) Which division recruits new employees?

10) Which division manufactures the products?

11) Which division sends invoices to the customers?

12) Which division takes care of the machines?

Exercise 4

Complete the description of the organisation from ex. 3. 

The h................ of the company is the Chief Executive Officer (also called Managing Director in British English). He is also the ch................ and a member of the Board of Directors.

U................ him there are five executive m................, responsible for human r................, production, sales and m................, finance, r................ and development. These managers r................ directly to the Chief Executive Officer.

 Exercise 5

Describe the structure of your company and answer the following questions:

1) Which division do you work for?

2) What are you responsible for?

3) Who are you responsible to?

Exercise 6

Make word partnerships using the words below. Decide what is important for you at work and explain why.

1) high

2) helpful

3) travel

4) flexible

5) fast

6) long
a) opportunities

b) salary

c) promotion

d) holidays

e) hours

f) colleagues

Answer key

Exercise 1

A: Who do you work for?

B: Olympus.

A: They're in computers, aren't they?

B:Yes, that's right.

A: And what do you do?

B: I'm a sales manager. What about you?

A: I work for Concrete. I'm in construction. I'm an engineer.

Exercise 3

1) Richard Robertson

2) Jane Hall

3) Richard Robertson

4) Training, Personnel

5) Richard Robertson

6) Richard Robertson

7) Purchasing

8) Marketing

9) Personnel

10) Production

11) Customer Accounts

12) Maintenance

Exercise 4

The head of the company is the Chief Executive Officer (also called Managing Director in British English). He is also the chairman and a member of the Board of Directors.

Under him there are five executive managers, responsible for human resources, production, sales and marketing,  finance, research and development. These managers report directly to the Chief Executive Officer.

Exercise 6

1b, 2f, 3a, 4e, 5c, 6d

