Lesson 7, Step 2
Vocabulary

Taking Care of Personal Business

Find the synonym or precise word that coincides with the clue:
Recently, I have begun a new job and I _______________________ to understand all the 

                                                                          (to try)
_______________________ regarding the ________________________ I ___________

        (related documents)



(advantages)

    (have the

____________________ (to).

right to have)

Confused and _________________________ frustrated, I decided __________________




(a bit)





     (spontaneously)

of the moment to ___________ an appointment with an HR counselor.



       to make

The HR counselor informed me that he too is new at his job. __________









    (even if)

he was helpful, he was _____________________ to explain several items related to our 

                                               (unable)

group ________________________.


     (protection plan)

I was surprised to hear that my mother, who _________________ with me, would be 







      (resides)

_________________ for dental care.

      (insured)

The counselor ________________________ me that transferring my pension plan from

                                      (to reassure)

 my previous employer would not be problematic. _____________________, he says it






                    (to make a long story short)

     

 should prove to be advantageous ____________________________________________.








(long-term)

He has offered to ________________ that it gets done properly. I find this reassuring.



 (take appropriate action)

Finally, I’m beginning to make _________________________________of it all.






(to understand)

Vocabulary Building: Taking Care of Business
· Some definitions are yours to find.

· First, take a guess.

· Use a dictionary to check.

· Fill in the blanks in the text.

1. to be entitled (to something): to have the right to have (something)

2. on the spur: suddenly, spontaneously

3. to dwell: __________________________________________________________

4. to cover: to protect with a shield or contractual clause(s)

5. paperwork: related documents

6. though: means ‘even if’ (is pronounced ‘thô’)

7. sense: that which is sensible* logical, reasonable

8. to attempt: ________________________________________________________

9. at a loss: unable

10. fringe benefits: extras or advantages, supplied to employees in addition to normal

      salary

11. in short: in brief, in summary

12. in the long run: in the long-term; eventually

13. somewhat: a bit, rather, kind of.

14. to book: to reserve, to make a reservation or an appointment

15. assurance/to assure: _________________________________________________

16. insurance/to insure: _________________________________________________

17. to ensure: _________________________________________________

*Beware: this word is a deceptive cognate (faux ami): you may think you know what it means and be mistaken.

Lesson 7, Step 2
Application Forms
A few years ago, I had decided to change jobs; so, I began to apply here and there to test the job market. I was both surprised and challenged by the application forms; especially the English ones. Here is some terminology that gave me trouble. Who knows? You may need to fill out some of these application forms in English yourself someday if you decide to seek work elsewhere.

A) Find a synonym or an acceptable similar expression for the boxed words. Be ready to transpose these as you read.

· job market:

· challenged:
· gave me trouble:

· someday:

· to seek:

· elsewhere:

B) Discuss and study the following terminology. Some are yours to define. Be ready to give the exact terminology, not an explanation nor a translation of the word, when you are told the definition at the test.

1. Give your surname and your given name. Is this your maiden name?
· surname:

· given name:

· maiden name:

2. Most forms ask for personal information such as:

a) Place and date of birth (mandatory)


________________________________________________

b) Height, Weight, Health Condition (optional)


How tall are you? How much do you weigh? Do you have 
any health problems?_____________________________
c)
Citizenship: _____________________________________


Marital Status: your legal position regarding marriage____
d) Name the possibilities for marital status: Say whether you are single, married, separated, divorced or widowed.

_______________________________________________
e) Spouse: man or woman living with a life partner, legally

      married or not._________________________________
f) divorcee: _____________________________________
g) widow, widower: ______________________________
3. Here is terminology related to education: 


a) Post-secondary education: 

    college or university_______________________________________


b) Specialized training: 




 



    _______________________________________________________


c) Secondary schooling: 


    high school______________________________________________


d) Special skills: 






 


     _________________________________________________________


     _________________________________________________________



e) Trainee:


    someone who is learning new skills_____________________________


f) Diploma or degree: 


   official graduation certificate from institutions_____________________
4. Experience or Employment History

a) Full-time employment/job  _________________________

b) Part-time employment/job __________________________

c) Permanent employment/job _________________________

d) Temporary employment/job _________________________

5. Miscellaneous Information: 

Miscellaneous means varied; information is detail or data._____________
a) leisure activities: _________________________________
b) shift work: ______________________________________

i) split shift: ___________________________________
ii)  rotating shifts: ________________________________
c) a knowledge of …: ________________________________

d) an asset (assets): __________________________________

e) a duty (duties): ___________________________________

f) career goals: _____________________________________

g) spare time: ______________________________________

h) Outstanding events in your life: ________________________________________________________________________________________________

i) Name a success in your life: ________________________________________________

________________________________________________j) 
Name a failure in your life: 

________________________________________________



_______________________________________________

6. References

· Memorize the following sentence for future use:


        References will be supplied on request.

7. Important instruction words found on application forms:
a) mandatory:

b) compulsory:

c) optional:

d) if required:

e) if relevant:

f) Write a brief statement: (say what this means)___________

________________________________________________

g) guaranteed minimum wage: _________________________

h) starting salary requested: ___________________________

ED SOUNDS

	Sounds like ‘te’
	Sounds like ‘de’
	Sounds like ‘èd/id’

	1. walked
	crawled
	noted

	2. washed
	glistened
	knotted (silent ‘k’)

	3. laughed
	breathed
	interested

	4. polished
	called
	compensated

	5. noticed
	cried
	doubted

	6. hoped
	kindled
	invested

	7. hopped
	blurred
	extended

	8. developed
	tied/untied
	requested

	9. placed/replaced
	mentioned
	included

	10. finished/unfinished
	strolled
	operated

	11. tripped
	tumbled
	needed

	12. photographed
	worried
	diverted

	13. worked
	changed
	started

	14. talked
	varied
	delighted

	15. ripped
	earned
	exploited

	16. dripped
	compared
	accounted

	17. liked
	certified
	defeated

	18. hiked
	returned
	respected

	19. striped
	applied
	regarded/disregarded

	20. stripped
	transformed
	communicated

	21. banked
	entered
	braided

	22. bused
	traveled
	visited

	23. policed
	functioned
	painted

	24. taped
	seemed
	interpreted

	25. shopped
	cheered
	digested

	26. topped
	turned
	herded

	27. wished
	whimpered
	transported

	28. flipped
	whispered
	protected

	29. crossed
	pleased
	floated

	30. popped
	amused
	comforted

	31. rehearsed
	entertained
	bloated

	32. nursed
	satisfied
	listed

	33. leaped
	cleaned
	waited

	34. forced
	adored
	baited

	35. enforced
	lived
	hunted

	36. pronounced
	honoured/dishonoured
	combated

	37. eloped
	delayed
	rounded

	38. stroked
	damaged
	grounded

	39. poked
	played
	plotted

	40. fished
	named
	loaded

	41. picked
	encouraged
	sported

	42. reinforced
	shared
	boasted

	43. pressed
	trained
	pretended

	44. reproduced
	followed
	wasted


ED SOUNDS

	Sounds like ‘te’
	Sounds like ‘de’
	Sounds like ‘èd/id’

	45. replenished
	suffered
	concentrated

	46. baked
	bored
	reconstituted

	47. stepped
	recycled
	decorated

	48. brushed
	dived
	devoted

	49. flashed
	planned
	completed

	50. snapped
	stored
	translated

	51. harnessed
	rephrased
	contracted

	52. triumphed
	renewed
	sandblasted

	53. pumped
	skilled
	devastated

	54. tucked
	battled
	awarded

	55. bluffed
	answered
	one-sided

	56. chopped
	learned
	guided

	57. croaked
	towed
	openhearted

	58. stopped
	barged
	Retarded

	59. preached
	admired
	Protruded

	60. blessed
	climbed
	activated
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