


theirs

I - my - mine [t's my money. F It's mine.

we — Oour —» Oours It’s our money. It's ours.

you - your — yours It’s your money. It's yours.
he - his - his [t’s his money. It’s his.
she —» her - hers It’s her money. It's hers.

Lthey — their - theiri It’s their money. It’s theirs.

my/our/your/her/their + a noun (my hands / your book, etc.):
My hands are cold.

8 [ this your book?

s Ann gave me her umbrella.

= [t's their problem. not our problem.

mine/ours/yours/hers/theirs without a noun:

These books are mine, but this newspaper is yours. (= your newspaper)
[ didn’t have an umbrella, so Ann gave me hers. (= her umbrella)

It’s their problem, not ours. (= our problem)

“Is that their car?”” “No, theirs is green.” (= their car)

his with or without a noun:
® [s this his camera?
s [t's a nice camera. Is it his?

We say: a friend of mine / a friend of his / some friends of yours. etc.:
s [ went out to meet a friend of mine. (no! “a friend of me™)
s Are those people friends of yours? (not *friends of you™)

Whose...?

» Whose book is this? (= Is it your book? { his book? / my book?. etc.)

You can use whose with or without a noun:
* Whose money is this?
» Whose is this?

Whose book

] It's mine.

» Whose shoes are these?
s Whose are these?

] They're Johnls.



= Exercises

54.1 Finish the sentences with mine/yours, etc.

1. It's your money. It's YoY% ... 5. It’s their house. ...c.cceveermereccsrecriireas
3 2. I'smy bag. IS oo, 6. They're your bookS. .......cocecouurrerevevnnnee.
, 3. I'sourcar It's oo 7. They're my glasses. .....cccceeveererrecrinnne
"g 4. They're her shoes. They're ............... 8. It'shiscoat. .....ccocvemiiencniiiiiniiiie

54.2 Choose the right word.

Is this your/ypufs book? (your is righr)
It’s their/theifs problem. not Quf/ours. (their and ours are right)
Are these your/yours shoes?

Is this camera your/yours?

That's not my/mine umbrella. My/Mine is yellow.

They know our/ours address. but we don’t know their/theirs.
They have two children, but I don’t know their/theirs names.
My/Mine room is bigger than her/hers, but her/hers is nicer.

NN R W=

Finish these sentences with . . . friend(s) of mine/yours, etc.
friend of mine.

.......................................................................................

. She’s going out wWith @ fIeNd  ........ccoiiiiiiiii e e .
. We had dinner With SOME .....ooiooiiiii et rce s e e e s st aesestae e sesesasenns o
. Iplayed tennis with @ ..o .
. HE'S ZOINE O MEEL A .vocervrrieeiieceieeiete et es s ss s b sa st s bbb et sns .
. Do you know that man? IS HE @ ...cc.covvirinenineiee e et s ?

~NN WA W

Look at the pictures. Write questions with Whose . . . ?
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LESSON 5

At the Post Ofﬁce

A.Cthlty 1 A. Practice the conversations, taking the roles of a postal

clerk and a customer.

Roberto: I'm going to the post office. I need to mail a
letter.
Sara: Good. I'm going there too. I need to buy stamps.
Postal Clerk: Good morning.
b Customer: Hello. I need stamps.
Postal Clerk: How many do you need?
Customer: I need a roll of twenty-five-cent stamps.

Postal Clerk:

Postal Clerk:
Customer:
Postal Clerk:

Customer:
Postal Clerk: "

Here you are.

May I help you?

Yes. I want to mail a package.

Where are you sending it?

I'm sending it to New York City. How much is it?
It's two dollars and fifty-seven cents.

Customer: I need five aerograms. How much are they?
Postal Clerk: They're thirty-nine cents apiece.
l Customer: I want twenty government postcards.

Postal Clerk:

Customer:

Fine. They'’re fifteen cents each. That’s three
dollars in all.

O.K. Here’s the money.

2 .



40 Living in English

Customer: How much is postage for a picture postcard?

Postal Clerk: Are you sending it in the United States?
b Customer: Yes, I am.
Postal Clerk: It's fifteen cents.

Customer: How much is postage to Europe?

Postal Clerk: First class is forty-five cents a half ounce. We

also have aerograms.

Customer: No, I don't want aerograms. Here are my

letters. I want to send them air mail.

B. Take the roles of a postal clerk and a customer who asks:

® Nk W

for a book of 25-cent stamps.

for five 15-cent stamps.

for two government postcards.

for a mailing envelope.

for seven aerograms.

to mail a package to Los Angeles, California.
to mail a package containing a book.

to insure a package.

ACthlty 2 A. Practice the conversation, taking the roles of a mother and
child.

Child:

I want to mail the present to grandma.

Mother: O.K. You need to wrap it with brown paper and
postage tape.
Child: What's her address?
Mother: It’s 301 Fifth Street, Miami, Florida.
Child: What's the ZIP code?
Mother: It’s 33143. You also need the return address.
b' B. Write your address on a 3” x 5” card. Include the ZIP

code. Ask each other your addresses and ZIP codes.

—_—



fé |/me/my/mine

1 7an <A€ her put
she card see e,

o

NS [ Yeu g e vour address
F o and 11l qué veu minég.,
<4 ;

I etc. me, etc. my. etc. mine, etc.
I know Tom. Tom knows me. [t’s my car. It’s mine.
We know Tom. Tom knows us. [t's ourcar. | It’s ours.

You know Tom. | Tom knows you. | It’s your car. | It’s yours.

He knows Tom. | Tom knows him. | It’s his car. It’s his.

ﬂ She knows Tom. | Tom knows her. | It’s her car. | It’s hers.

¥ They know Tom. | Tom knows them. | It’s their car. | It’s theirs.
See Unit 52. See Unit 52. See Unit 53. | See Unit 54.

® Do you know that man?” *Yes, [ know him, but I can’t remember his name.”
» She was very happy because we invited her to stay with us at our house.

® “Where are the children? Have you seen them?” “Yes, they are playing with
their friends in the garden.”

That pen is mine. Can you give it to me, please?

*Is this your umbrella?” “No, it’s yours.”

He didn’t have an umbrella, so she gave him hers. (= she gave her umbrella

to him)

I gave him my address and he gave me his. (= he gave his address to me)




Exercises

55.1 Finish the sentences in the same way.

Ccyzukreou
Hhatweman

L .
-

Yes, [ .know him, but | can’t remember Yes. 1 KNOW oovvneenenn but I can’t

his name. TEMEMDBET oveiviereevieeesieveeeeereessseeneenees

He invited us t0 Stay With ...ttt sreee house.
They invited me to stay with
I invited her to stay
We invited them to
You invited him
She invited me

..............................................................................................................

...................................................................................................................

Nk W~

.....................................................................................................................

95.3  Finish the sentences.

1. It’s hers. Give JEE0HEr i, 5. IUs ours. Give ...ocvveveereeceecrrrerenrereeneae
2. They're mine. Give themtome. .. 6. It’s theirs. GiVe ...ccoceevecirrinvcrnenreceecennns
3. IU'shis. GIve it e, 7. They're his. Give .....ccoccevvrvevvveercrneennne
4. They’re hers. Give them .........cccoouuenee 8. I'smine. Give ...ccoccvnrrvrieecenrireernnne

95.4  Finish the sentences in the same way.

1. I gave him .TY.2ddrese, and he gave me his. |

2. T have her ............ address, and she gave me ........

3. Hegaveme ............ address, and I gave ...............

4. We gave her ............ address, and she gave ..........

5. I gave them ............ address, and they ...........c.....

6. She gaveus ............ address, and ...

7. You gave him ............ address, ANd ...t e e
8. We gave them ............ address, aNd ... e sene
9. They gave you ............ address, and ...
10. She gave him ............ address, aNd ........o.cceeerreererierse e saser e s e s

09
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s (Ann’s camera / my brother’s car, etc.)

' ™
i T i 3
My BROTHER
Ann’s camera my brother’s car the manager’s office
(her camera) (his car) (his or her office)

We normally use -’s (not of . . .) for people:
» [ stayed at my sister’s house. (not “the house of my sister”)
» Have you met Mr. Kelly’s wife? (not “the wife of Mr. Kelly”)
= Are you going to James’s party?
s Ann is a woman’s name.
You can use -’s without a noun:
s Mary’s hair is longer than Ann’s. ( = Ann’s hair)
s “Whose umbrella is this?” *“It’s my mother’s.” (= my mother’s umbrella)
® “Where were you last night?”” “At John’s.” ( = John’s house)

friend’s and friends’

MY HOUSE)™ ST AT, ((OUR HOUSE
R AU [FHE ..n..l v
= il a T
3 gl ’,, - 11 5 u\\ «.n
, 15
my friend’s house = one friend my friends’ house = rwo or more friends
( = her house or his house) ( = their house)

We write -’s after friend/student/mother, etc. (singular):
my mother’s car (one mother) my father’s car (one father)

We write -’ after friends/students/parents. etc. (plural):
my parents’ car (o parents)

n We use of . . . (not usually -’s) for things. places, etc.:

the roof of the building (not “the building’s roof™)

the beginning of the movie (not “‘the movie’s beginning™)
the time of the next train the name of this town

the capital of Spain the cause of the problem
the meaning of this word the back of the car




3 UNIT
\ [Exercises ' 57

57.1 Look at the family tree and finish the sentences. Use -'s.
‘3 LIZ 2 e TOM Liz and Tom are married.
Ty They have two children. Sam and Ann.
SAM @ ANN. 3 .;}“'H' TED  Ann is married to Ted.
S ROBERT Ann and Ted have a son. Robert.
1. Tomis Lize. . .. husband. 6. Lizis ccvrreirnnn grandmother.
2. Lizis e wife. 7. ABRIS e, sister.
? 3. Samis e, brother. 8. Tedis ...oooceuneeee. husband.
F 4. Samis ..o uncle. 9. Tedis ...eeeunneeen. father.
5. Annis e wife. 10. Robert is .........cc....... nephew.
57.2  Look at the big picture and then answer the questions.
2
AT - l. ;:’ Whose is this? 6. Whose are these?
3 JANE AL.Ct S Jane's BQ
' : .‘
‘ Y\
—-',

3.3 Complete the sentences. Sometimes you need -'s, sometimes of . . .

1. T1ike ANMMBCAMEIA, | ooooieeeeereeeosessseossssesssssssssssssssssssssssnns (the camera / Ann)
2. Whatis thename of this town oo ? (the name / this town)
3L WREN IS et et ? (the birthday / your sister)
4. DO you lIKE ...ttt ?  (the color / this coat)
5. WIIte YOUT NAIME AL ...ceoruveerrerincnierectieeensneesierenessessae s svessesensesens ( the top / the page)
6. WHRAL IS  coeeoeeeeeeeeecieresseraesernesseistsssesieessstseessesonsesensnesstssssssssnesssrsenss ? (the address / Jane)
T. WHRAL WS .oovieiiieesreceeniiereireseseeensestssbissessseesssesssessnssnnnes ? (the cause / the accident)
B s is near the city center. (the house / my parents)
D et e e senese s is very good. (the English / Maria)
10. For me the MOMMINEZ IS .cccccevereneimercrinrereeninrecssnecsseneeseencsseseesees (the best part / the day)
L1 et eene is very interesting. (the job / my brother)
12. The car Stopped Al .....ccccevercenericnminciiicennres e sesnacaes (the end / the street)
B ettt e b s is blue. (the favorite color / Pat)

B ettt et e anas are very thin. (the walls / this house)




?——————_

LESSON 15

Identifying a Job

ACthlty ]_ A. In pairs, practice this conversation.

Man: What are you doing?
Neighbor: I'm looking for a job.
Man: Don't you already have a job?

Neighbor: Yes, I do. But I want a better job. I need more
money.

Man: What kind of work are you looking for?

Neighbor: I want a mechanic’s job. Mechanics earn better
wages than I do.

Man: Do you have experience?

Neighbor: Yes, I do. I worked as a mechanic for two years
before I moved here.

Man: Are there any openings for mechanics?

Neighbor: Yes, there are. The paper has several ads for
mechanics.

B. Answer the following questions.

Do you have a job?

Do you want a better job?

What kind of work do you want?

Are there enough openings for that kind of work?

oW

4




Identifying a Job 109

8. The battery shop is a smaller business.

9. This newspaper has newer job listings.

10. In the spring, the company has a greater need for
new employees.

ACthlty 3 A. In pairs, practice this telephone conversation between a
job applicant and an interviewer.

Caller: I'm calling about the ad for a bookkeeper. I want
to make an appointment for an interview.

Interviewer: Do you have experience as a bookkeeper?

P Caller: Yes, I do. I worked as a bookkeeper in a hospital
for a year and a half.

Interviewer: How fast do you type?
Caller: I type 55 words per minute.

Interviewer: Good. I'd like to talk with you. Could you come
in for an interview at 9:30 on Monday morning?

Caller: Yes, I could. That’s a good time for me.
Interviewer: Fine. I'll see you at 9:30.
Caller: Good. Thank you very much. Goodbye.

B. Practice the conversation again, changing the situation so
that the caller

1. is answering an ad for a secretary

2. cannot go in for the interview on Monday because she
has to work

3. does not have the qualifications for the job

4. is answering an ad for a telephone operator

@i




110 Living in English

Activity 4

A. Read these want ads for jobs. Make sure you understand
the meanings of any abbreviations you see. Use the list of

DENTAL HYGIENEST(S)
wanted full & PT for busy
NW Chgo. office. Full
schedule aiready booked!
555-1500.

DENTAL ASSISTANT
Full-time dental assist.
wanted. Exp. only Lincoin
Pk. 555-4524

DESK CLERK
For Northside rooming
house. Must be aggressive.
5550850

DIE CUTTER

Must be able 1o make ready
and operate piatten die cut-
ting press, and move own
stock. Will train to operate
programmed paper cutter.
High school graduate with
at least 2 years experience.
Good salary with many co.
benefits.

MACO ART INDUSTRIES
1832 Juneway Terr.
Chgo (nr. Howard & Clark)

555-3430

DOCKWORKER TRAINEE
See #095 emply svc
555-1848 Access 1 Job
Refl Swe $75

DRAFTSPERSON with 24
years experience for North
Michigan Ave. commercial
and retail architectural firm.
Call 555-3355 ask for Ben.
DRAPERY SEAMSTRESS
MUST BE EXPERIENCED

Call 555-3234

DRIVERS-VENDING ROUTE
ing for drivers with
good driving records. Vend-
ing exp. preferred, but not
necessary. Other route ex-
perience acceptabie. Must
be refiable and honest, able
to pass polygraph. Excel-
lent starting salary, com-
pany benefits and
profit-sharing. Apply in per-
son, 8 AM. 102 PM.
Kinney Food Systems
12633 S. Springfield
Alsip, IL 60658
Biks E. ot Crawford
DRIVERS: IT'S GREAT TO
BE AT B8TS-EARN UP TO
$35,000 OR MORE. BTS
OFFERS:
25¢ per mile bonus, $100
min. pay, unicading/loading
pay, drop pay, new equip-
ment, company paid insur-
ance, paid vacation, stock
purchase pian, 2 years
OTR verifiabie exp. req. Ap-
ply at 815-555-2382.
DRIVERS
People needed to deliver
books to offices and busi-
nesses. No experience
necessary. We pay
$500/week. Neat appear-
ance and own car essential.
Apply in person, 1782 New-
port Dr, Unit 6, Rolling
Meadows, IL

want-ad abbreviations in the appendix for help.

DRIVERS-PIZZA
Work for Chicago's top piz-
2eria. $68 + /hr. Full or part-
time. 555-0829, call after

DRY CLEANING
Manager for busy dry
cleaning plant counter. FT-
8 days. PM shift. Must be
exp with references. Top
pay & more.

Call 555-9636 before 10am.

SALES
Sales of bidg. materials to
architects, builders and
contractors. Well estab-
lished co. has a rare oppor-
tunity for an aggressive
self-motivated salesperson
looking for a career oppty.
Exp. heipful but not neces-
sary. Salary, comm., al
lowance, insurance avail.
Send letter or resume to
P.O. Box 803883, M8801
Chi . . 60880
SALES TRAINEE
Opportunity for the right
n . ... Call 555-2988
SECRETARY EXEC
LEGAL
* #$28,500 % *
Dynamic Real Estate
Partner
Assist dynamic real estate
partner infout of courn,.
Heavy client contact. Must
have excellent appearance,
good skills and like people.
No pressure. Single assign-
ment only. Wonderful
benefits. Call Sharon Taylor
9am-9pm 555-2288
Secretary
WORD PROCESSING
$20,000-$22,000
Use your W/P and secretar-
ial skills while interacting
with all corporate leveis.
Much variety. Great client
benefits. Call Sun. 14 and
Weekdays: 555-7200
SECRETARY/EXECUTIVE
Experienced, well or-
ganized, detail minded per-
son. Must have exc.
communication skills &
good grammar. Typing 60
+ & shorthand req. WP a
plus. Send resume & salary
requirements in confidence
to: Dept. CP, REV, 400 N.
Michigan Ave., Chicago IL
60611
P2 22 222222 2
SEWING MACHINE
OPERATOR
Must be abie to handie 200
pound rolls of material for
cutting and sewing. Must
be exper. on industrial sew-
ing machine. Full time year
round work. Must speak
English. No smoking.
Haisted/Beimont.555-9622
Mr. Ross
(223233228234

STEEL PERSON Exp. in
warehouse mgmt., sales,
must have knowiedge of
secondary steel, Gary IN.
Call Teri Matthews collect
1-008-556-8920.
SWITCHBOARD OPERATOR/
RECEPTIONIST

Merchandise Mart design
firm looking for an ex-
perienced professional
switchboard opera-
tor/receptionist. Call
555-8837.

TAILOR/FITTER
Full and part time. Hours
flex. Good pay. Chicago,
Prospect Heights & Darien
CALL FOR APPOINTMENT.

TJ TAILORS 555-1178

TYPESETTING
Full-time position available
for accurate typist. Min. 50
wpm. Exp. helpful but will
train right person. Other
duties will include paste up
and proofreading. Call 555-
8100 for an appt. Applica-
tions being taken Sam-12
noon, 2337 S. Laramie
Ave., Cicero.

TYPIST
Bright beginner wanted
who enjoys telephone work.
Excesilent spefling needed
with typing 45 wpm. Mr.
Douglas 555-5524

ture. Should know cutting.
Apply Mon. thru Wed. 9-
11am Personnel-130 E.

WALTON
SHORELINE HOTEL

WAREHOUSE
MANAGER

Northwest suburban glaz-
ing contractor is seeking an
exp'd warshouse manager.
Must be expd in architec-
tural aluminum fabrication.
Shipping, receiving and in-
ventory control helpful.
Send resume to:
P.O. Box 803883, M8443
Chicago, |l. 60680
Waelding
Trailer mfgr. needs Layout
person, weider, and la-
borer. 1-55 & Rte. 83,
555-1505
TELEMARKETING
Need exp people. 3 shifts:
91, 1-5, 5:30-9:30. Work
one or all shifts. $7/hr plus
commission. Call Sue at
555-2684.
TELEMARKETING-Days or
Eves + Wkends. Comm. or
hourty jobs avail. Exp. pref.
but will train. Tom 555
7788, 9-2 daily

2

TELEPHONE SOLICITORS
Reputable home imp. co.
with 21 yr. reputation wants
several full/part-time tele-
phone solicitors. Expd onty
need apply. Sal., comm.
Call 555-1841 9am-2pm
Mon-Fri.

TENNIS PRO .

Country Club seeking ex-
perienced tennis profes-
sional. Resume & personal
interview required. (219)
§55-0330 Tuesday-Friday,
2 pm-8 pm

TOOL & DIE MAKER
Must be experienced.
50 hour week. Top
wages and all com-
pany benefits. Call S.
Jones. 5§55-2600
Z-K Spring &
Stamping
5050 W. Foster

TRUCK DRIVERS NEEDED
IMMEDIATELY: Best pay
and benefits program in the
industry. Start at 23¢ per
mile with reguiar increasss
to 27¢. Minimum of 2,100
miles per week guaranteed,
no red tape. 23 years oid
with 1 year OTR ex-
perience. Good record re-
quired. Inexperienced? Ask
about our approved driving
schools. Financial as-
sistance available. Call L.J.
Owens 800-555-1533. For
application and interview
come to 7850 W. Joliet Rd.,
McCook, IL at 1 pm and §
pm on Friday, Dec. 12th
TRUCKERS
if you are an owner/opera-
tor or want to become one
we need you to run 2000 +
miles per week pulling our
trailer.
* Mileage pay empty/
loaded

¢ Teamster benefits
¢ Incentive bonus
Lease purchase available.
1-800-555-0867 US
1-800-555-2713 MI
EQE

Trucking

TRACTOR TRAILER

DRIVERS

We offer a super opportu-
nity for pros or students.
Benefits include life, health,
eyegiass and dental plus
18¢-27¢ per mile. Cait our
nationwide recruiter,
219-555-5982
Trucking
JOURNEYMAN MECHANIC
Must have min. 5 yrs. exp.
on diesel tractors & be
qualified to handle all
phases of tractor repair.
Call Larry Braxton betw
9am & 5pm 555-2995




Would you like . . . ?

Would you like...? =Do youwant...?
We use Would you like . . . ? to offer things:
» “Would you like some coffee?”
“Yes, please.”
= “Would you like a cigarette?”
“No, thank you. [ don’t smoke.”
= “What would you like, tea or coffee?”
“Tea, please.”

We use Would you like to . . . ? to invite someone:
= Would you like to come to a party?
= “Would you like to have dinner with me on Sunday?”
“Yes, I’d love to.” (= [ would love to have dinner with you.)
s Where would you like to go this evening?

E I’d like (I would like) is a polite way of saying “[ want” :
® (in a restaurant) I’d like fish, please.
® I'm thirsty. I’d like a drink.
s I’d like to watch the news on television.

Study the difference:
Would you like...? /I'd like... Do you like...?/Ilike...

weuld you like
seme now?
N, Hhank You.

“Would you like some tea?” = “Do you like tea?” =
Do you want some tea? (an offer) Do you enjoy drinking tea?”

= “Would you like to go to the movies tonight?” (tonight)
“Yes. I'd love to go.”
but Do you like to go to the movies?” (in general)
“Yes, [ go to the movies a lot.”

» “['d like an orange. (= I want an orange now.)
bur 1 like oranges. (in general)

For Do you like going . . . ? and Would you like to go ... ?. see Unit 47.

- $




28.1

28.2

28.3

Exercises

Look at the pictures. What are the people saying? Use Would you like . . . ? + one of these:
an apple acookie somecake somecheese -aeup-efeeffee asandwich

1. Would you like 2.
a cup of coffee  ?

J

Invite people to do things. Use Would you liketo . . . ?

1. (invite someone to come to a party next Friday)
Would you like to come to a party next Friday

..........................................................................

2. (invite someone to go to a concert on Sunday)

.................................................................................

................................................................................

4. (invite someone t0 dance) .......covcvevremeerervnvrenineen

Choaose the correct form.

...........................................................

...........................................................

........................................................... ?

1 “Ml Would you like a glass of juice”” “Yes, please.”

(Would you like is right.)

“Do you like / Would you like to go for a walk?”

I'm tired. | like / I'd like to go to sleep.
“Do you like / Would you like something to eat?”

LY

e A il

“Do you like / Would you like a banana?” “No, thank you.”
“Do you like / Would you like bananas?” “Yes, I love them.”
“What do you like / would you like to drink?” *“Water, please.”

“Not now. Maybe later.”

Llike / I'd like ice cream, but I don’t eat it very often.

“No, thanks. I'm not hungry.”




Identifying a Job 111

\-« . B. Referring to the want ads, apply for two or three jobs
' using the following sentences as a guide.

1. My name is . I'm calling about the ad for a

, 2. Do you have experienceasa______ ?
Yes, I do. I have _____ of experience.
3. What does it pay?

It pays an

4. What are the requirements?

You need to .
(e.g., type 40 words a minute.)

5. What is the address of the company?

b Its .

6. What is the company’s phone number?

It's

7. What are the hours of the job?

They’re to , through

8. Can you work nights?

Yes, . (or) No, .

9. Are you available on weekends?

Yes, .{for)No, ____ .

10. Is it a part-time or a full-time job?

Itsa

1

job.




112 Living in English

Activity 5

11. Do you want to apply for the job?

Yes,

.(or) No, .

12. When can you come in for an interview?

On at

o’clock.

C. In pairs, use these questions and answers to start a
conversation about a job.

A. In pairs, practice this conversation at the state

employment service.

Employment counselor:
Woman:
Employment counselor:

Woman:

Employment counselor:

Woman:
Employment counselor:
Woman:

Employment counselor:

Woman:

Employment counselor:

Woman:

May I help you?
Yes. Pm looking for a job.

You need to register with us. Would
you fill out this form, please?

Sure.

How many years of school do you
have?

I graduated from high school.
Did you have any vocational training?

No, I didn’t. But I took typing in high
school.

Do you have any job experience?

Yes, I do. I worked as a waitress for
three months. Two years ago I got my
present job as a clerk-typist.

What kind of a job do you want?

I'm not sure. I need to earn more
money than I'm earning now.
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A. Taking the roles of the persons indicated, practice the
conversation. r
Ms. Rosaldo: Is this the Delta Insurance Company? ‘
Secretary: Yes, it is. What can I do for you?
Ms. Rosaldo: I have an appointment with Mr. Anderson at
10:30.
Secretary: O.K. Please have a seat. He’ll be with you in
just a minute.
Mr. Anderson: Hello. You must be the person who called
about the administrative assistant position.
Ms. Rosaldo: Yes, I am. My name is Emilia Rosaldo.
Mr. Anderson: Pleased to meet you. 'm Mr. Anderson. Come
in and sit down.
Ms. Rosaldo: Thank you. :
Mr. Anderson: How did you hear about this job? |
Ms. Rosaldo: I saw an ad in the newspaper.
Mr. Anderson: I see from your application that you have
experience as a secretary.
Ms. Rosaldo: Yes, I do. I worked as a secretary in Puerto
Rico for four years.
Mr. Anderson: Why do you want this job?
Ms. Rosaldo: I want a job that has some responsibility. I
like to type, but I want to do more than that.
Mr. Anderson: What is your salary range?
Ms. Rosaldo: I need to earn at least $300 a week.
Mr. Anderson: May we check your references?
Ms. Rosaldo: Yes, you may.
Mr. Anderson: Fine. I'll let you know by Friday.
Ms. Rosaldo: Good. Thank you.

3
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* B. Practice the conversation again, changing the situation so
' that Emilia

is applying for a job as an insurance agent
heard about the job from a friend
has no relevant experience

Ll I

wants the job because she likes to work with people

ACthlty 2 Answer the following questions orally. Then write the answers
in the appropriate place on the application form.

What is your address?

What is your Social Security number?
What is your middle initial?

What is your birthdate?

What is your marital status?

What is your height?

Are you a U.S. citizen?

Do you speak a language other than English?
Where did you attend school?

What is the highest grade that you completed?
. What job are you applying for?

® ® N0 N

-
P = O

Who was your previous employer?
. When did you work there?

Why did you leave?

Did you serve in the military?

. Do you have any special training?

*®
%
{
e T
N %ok W

Are you under a physician’s care?

[y
%

Are you taking any medication?
. Do you have any physical disabilities?

What are the names and addresses of two
references?

41

Do
e
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PRE-EMPLOYMENT GUESTIONNAIRE (AN EQUAL OPPORTUNITY EMPLOYE
PERSONAL INFORMATION
L‘ DATE_
iTY
e 7 :
TAST RSt MIDOLE
PRESENT ADDRESS
- ~ BTREET (137 STATE |
PERMANENT ADDRESS - A
PHONE NO. ARE YOU 18 YEARSOROLDER  Yesr Noo
SPECIAL GUESTIONS
mNUTMIIYOFTHEGUESTIONSIN'IHISFHAMED EA UNLESS THE EMPLOYER HAS CHECKED A
SOX PRECEDING A GUESTION, THEREBY INDICATING THAT INFORMATION (S REGUIRED FOR A BONA FIDE g
OCCUPATIONAL QUALIFICATION, OR DICTATED BY NATIONAL SECURITY LAWS, OR IS NEEDED FOR OTHER LEGALLY ]
PERMISSIBLE REASONS. i
O Height feet inches [J Are you prevented from lawfully becoming employed in the U.S.?__Yes _No 'g
O weight Ibs. O Osteof Birth* a !
O what Foreign Languages do you speak fluently? Read Write ;
O Have you been convicted of a felony or misdemeanor within the last S years?** Yes No Describe:
*The Ages Discrimination in EmdoynmnActof1987prdub|tsd|scnnmauononmebasnsofagewmhmpectuolndnmlstm ?
at least 40 but less than 70 years of age.
’muwilmbedemedempbymentsolelybecamofamnvicﬁonmom.unlessmeoffensaisrelawduomaiobforndid\you ;
applied. S /
EMPLOYMENT DESIRED '
DATE
POSITION CAN START BESRED
- ARE YOU EMPLOYED NOW? CF VOUR PHESENT EMPLOYER? E i
EVER APPUED TO THIS COMPANY BEFORE? WHERE ? WHEN? ,'
L1
VA *DI0 YOU 1
EDUCATION NAME AND LOCATION OF SCHOOL A GRABUATE? SUBJECTS STUDED 4
GRAMMAR SCHOOL
HIGH SCHOOL .
X
COLLEGE
COR|
SCHOOL

*The Ags Discrimination in Employment Act of 1367 prchibits discrimination on the basis of age with respect to individuais who are at lesst 40 but less
than 70 years of age.

GENERAL
SUBJECTS OF SPECIAL STUDY OR RESEARCH WORK

U.S. MILITARY GR PRESENT MEMBERSHIP IN
k« ; NAVAL SERVICE RANK NATIONAL GUARD OR RESERVES

m?'o.“ 3288 (84-3) [CONTINLIED ON OTHER SIDE) LITHO INUSA.
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FORMER EMPLOYERS (LIST BELOW LAST FOUR EMPLOYERS, STARTING WITH LAST ONE FIRST).
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a——

DATE
MONTH AND YEAR NAME AND ADDRESS OF EMPLOYER SALARY PASITION REASON FOR LEAVING

FROM
T0

FROM
T0

FROM
TO

FROM
TO

REFERENCES: GIVE THE NAMES OF THREE PERSONS NQOT RELATED TO YOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.

YEARS
NAME ADDRESS BUSINESS ACGUAINTED

1

2

43

‘PHYSICAL RECORD:

00 YOU HAVE ANY PHYSICAL LIMITATIONS THAT PRECLUDE YOU FROM PERFORMING ANY WORK FOR WHICH YOU ARE BEING CONSIDERED? oYes ONo
+ IF YES, WHAT CAN BE DONE TO ACCOMMODATE YOUR LIMITATION?

PLEASE DESCRIBE:

g CASE OF
- CY NQOTIFY
NAME ADDRESS PHONE NO.

9 CERTIFY THAT THE FACTS CONTAINED IN THIS APPLICATION ARE TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE
AND UNDERSTAND THAT, IF EMPLOYED, FALSIFIED STATEMENTS ON THIS APPLICATION SHALL BE GROUNDS FOR DISMISSAL.

VAUTHORIZE INVESTIGATION OF ALL STATEMENTS CONTAINED HEREIN AND THE REFERENCES LISTED ABOVE TO GIVE YOU ANY
AND ALL INFORMATION CONCERNING MY PREVIOUS EMPLOYMENT AND ANY PERTINENT INFORMATION THEY MAY HAVE,
FURNISHING SAME TO YOU.

| UNDERSTAND AND AGREE THAT, IF HIRED, MY EMPLOYMENT IS FOR NO DEFINITE PERIDD AND MAY, REGARDLESS OF THE
%_D_ATE OF PAYMENT OF MY WAGES AND SALARY, BE TERMINATED AT ANY TIME WITHOUT ANY PRIOR NOTICE"

1z DATE SIGNATURE .

NAL OR OTHERWISE, AND RELEASE ALL PARTIES FROM ALL LIABILITY FOR ANY DAMAGE THAT MAY RESULT FROM

P -

DO NOT WRITE BELOW THIS LINE
INTERVIEWED BY DATE

HRED: = Yes = No POSITION DEPT.

£y e -

«i SALARY/WaGE DATE REPORTING TO WORK

~ APPROVED 1 2 a

EMPLOYMENT MANAGER DEPT HEAD GENERAL MANAGER
—

This torm has been des.gned Lo strictly comply with State and Federal fair employment practice laws prohibiting employment discrimination This

_'}"-A"Y questions which wren asked Ly the Employer of the Job Applqant. may violate State and/or Federal Law.

ication for Emptayment Form. i« soid for general use throughout the United States TOPS assumes no responsibility for the ctusion in said form of
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Negatives: isn’t/haven’t/don't, etc.

n We use not (n’t) in negative sentences.

positive — negative
am am not "m not)
is is not (isn’t or ’s not)
are are not (aren’t or ’re not)
was was not (wasn’t)
were were not (weren’t)
have have not (haven’t)
has has not (hasn’t)
will will not (won’t)
would would not (wouldn’t)
can cannot (can’t)
could could not (couldn’t)
should should not (shouldn't)

I’m not tired.

It isn’t (or It’s not) raining.
They aren’t (or They’re not) here.
Jack wasn’t hungry.

The shops weren’t open.

[ haven’t finished my work.
Sue hasn’t been to Europe.
They won’t be here tomorrow.
I wouldn’t like to be an actor.
Tim can’t drive.

[ couldn’t sleep last night.
You shouldn’t work so hard.

n Simple present negative:

[/we/you/they do not (don’t)
he/she/it does not (doesn’t)

Simple past negative:
I/they/he/she. etc. did not (didn’t) + base form

] + base form (work/live/have, etc.)

positive — negative
I smoke. — [don’tsmoke.
They work hard. — They don’t work hard.
Tom plays the guitar. —» Tom doesn’t play the guitar.
Sue hasacar. — Sue doesn’t have a car.
[gotupearly. - [didn’tget up early.
We worked hard. — We didn’t work hard.
They saw the movie. — They didn’t see the movie.
She had breakfast. — She didn’t have breakfast.

For the simple present, see Unit 6. For the simple past. see Unit 10.

The negative of "Look!.” “Go away!.” etc. is “Don’t...!”:

Look! — Don’t look!

Go away! — Don’t go away!

m Do can also be the main verb (don’t do / didn’t do. etc.):

positive — negative
Doit. — Don’tdoit.
He does a lot of work. — He doesn’t do much work.
[ did what you said. — [ didn’t do what you said.

q
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39.1

39.2

39.3

39.4

Exercises

Make these sentences negative.
I'm not tired.

1. 'mtired. TG HEA e 7. We werelate. .......cccocccmviennccnennncen.
2. He has acar. Hedogent haveacar. | 8. I'm going oul. ..o.oeoveceee e,
3. They are married. .....ccooevvmreccircnrennann. 9. She has gone out. ....cccoocevevccricirninnnn,
4. I've had dinner. ......cccocvenvccvenncinnncnne 10. I'll be late tonight. ......ooovvevirrieaen.
5. It’s cold today. .....cccceeemvinvinncniiccinnnnne. 11. It was expensive. ....cvvverrvearnererenns
6. Icansee you. ......coeivviniinieiinicnnen, 12. You should 0. ....cooveiimiciiciricnne
Make negatives with don't/doesn’t/didn’t.
1. He saw me. Hedidnteeeme, .. 7. They understood. ..........ccccveveevncnnne,
2. Doit! Bontdoit. . 8. Call me tonight. .....co.ocevvevuevrrerrireneneee.
3. Tlike fish. oo 9. 1did the shopping. ......cccoceveveeevnnninene
4. She smokes. ...ccccoeiiermniericceniccenicne, 10. He lives near here. .......c.ccccoerervreeennees
S. Lookatme. ..o e 11. It rained yesterday. ..........ccccooveerreuneeen.
6. Igotupearly. ..o 12. They did the work. .......ccoocriniieninne
Make these sentences negative.
1. It's raining. [tientraining. . ... 8. We watched TV. ......coovvmroerrereereeren.
2. She saw the movie. .Shedidnt see 9. They Were angry. .....coccooevvvevreverennen. 0
EREMOVIE. oo 10. He'll be pleased. ........cooercomeccrrerreniunnens A

3. She can swim. .......ccvimvinniiiniiinn, 11. I went to the bank. .....ccccevvevrrrccnnenens L
4, They're ON VACALON. ..c.ooovrereenrecenrencnnes 12. She has a camera. .......cccccovuereerrennnnen. e
5. He speaks German. .......cccecmnvininnnee 13. Open the door. ........cccovmvmnivvccnrnccnnncne -t
6. I enjoyed the movie. ..o 14. Tcould hear them. .......ccceviivniiins
7. s important. .........cocvcvvveinnnnncnicneean,
Complete these sentences with a negative verb (isn'Vhaven’'tdon’t, etc.).

1. The sun is shining. It ’5’”5 ........ raining.

2. She isn't rich. She 49¢91.L... have much money.

3. “Would you like something to eat?”” “No, thank you. I ................ hungry.”

4.1 e hear you. Please speak louder.

5. Bob ... write letters very often. He prefers to call.

6. 1don’t like this book. It ................ very interesting.

7. “Where is Sue?”’ “T .............. know. I ..., seen her today.”

8. She ....ceenee. go to work yesterday because she ................ feeling well, but she’s

better today.

9. Be careful! ................ fall!
10. We ............... take an umbrella with us because the sun was shining.
11. I’ve been to Japan many times, but I ................ been to Korea.
12. When we were in Rio, we stayed with friends. We ................ stay at a hotel.
13. She ................ be here tomorrow. She’s going away.
14. “Who broke that window?” “Notme!l .............. doit.”
15. The box was too heavy. We tried to lift it but we ................
16. We didn’t see what happened. We ................ looking at the time.
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