EL CIVICS - COAAP 73 - IL - EMPLOYMENT - JOB SKILLS

Can You Use a Computer? ? usteEnnG

Describe your computer skills honestly, with examples.

1 Describe the Picture

Look at the picture with your partner. Take turns. Talk for one minute. Keep talking!

YOU CAN SA THEN ASK EACH OTHER

| can see... Where are they?
Thereis... / There are... What's happening?
He is... / She is... (+inQ) What happens next?

| think... because...

2 Reading — Nilufar Talks About Computer Skills

Read silently. Then read with a partner.

Nilufar applied for a job that required computer work every day. She was nervous about talking about
her skills in the interview. Her teacher gave her a simple plan: name a skill, give a real example, be
honest about a skill you still need, and explain how you are learning it.

In the interview, Nilufar gave clear examples. At a clinic, she wrote about thirty confirmation emails a
day. She made the Friday schedule, saved files in the correct folder, and printed copies. She could
type about thirty-five words a minute and complete online forms. She was also honest about Excel.
She could enter data, but formulas were difficult for her.

Nilufar had already started an Excel class at the adult school. The interviewer liked that she was
learning the skill she needed. On Thursday, the company called and offered her the job.
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3 Dialogue

0
Read with a partner. Read it again and switch roles. Practice it several times. Next, ' SPEAKING
fill in the missing words from memory!

Mr. Boyd: Thanks for coming in. This position involves computer work every day. Tell me about your
computer skills.

Nilufar: Thank you, Mr. Boyd. | have basic computer skills, and | use them every day. Let me give
real examples instead of just words.

Mr. Boyd: Yes, I'd like to hear more.

Nilufar: At my last job, the clinic front desk, | used the computer all day: check-ins in the system, and
thirty confirmation emails a day.

Mr. Boyd: Thirty a day is real volume. What about documents and files?

Nilufar: Every Friday | do the weekly schedule — type, save the file, print for the wall. My typing is
thirty-five words a minute, self-tested.

Mr. Boyd: You tested yourself? That's initiative. And the internet — research, web forms?

Nilufar: Yes — insurance lookups and web forms daily. And school: my English class is half online —
log in, upload homework, video classes.

Mr. Boyd: Good. Now the honest question: what computer work is still hard for you?

Nilufar: Honest answer: Excel. | can enter data but formulas confuse me. Everything else | named —
I'm comfortable. Excel is my gap.

Mr. Boyd: | appreciate that. Most people claim everything, then can't attach a file. How do you learn
new programs?

Nilufar: Two ways. | learn fast by doing — one afternoon with a program. And for Excel, | already
signed up for a class at the adult school. It started last week.

Mr. Boyd: You started the class BEFORE getting the job? That answers everything. We'll call you
Thursday.

4 Vocabulary

Translate it, explain it, or use it in a sentence.
Word / Phrase Meaning My sentence
basic computer skills
at my last job
confirmation emails
save a file
documents and files
upload homework
enter data
learn fast

signed up for a class
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5 What Do You Remember?

Fill in the missing words. Do not look back!

WORD BAN

confirmation emails basic computer skills learn fast at my last job save a file

upload homework enter data signed up for a class documents and files

Mr. Boyd: Thanks for coming in. This position involves computer work every day. Tell me about your
computer skills.

Nilufar: Thank you, Mr. Boyd. | have (1) , and | use them
every day. Let me give real examples instead of just words.

Mr. Boyd: Yes, I'd like to hear more.

Nilufar: (2) , the clinic front desk, | used the computer all
day: check-ins in the system, and thirty (3) a day.
Mr. Boyd: Thirty a day is real volume. What about (4) ?

Nilufar: Every Friday | do the weekly schedule — type, (5)
, print for the wall. My typing is thirty-five words a minute,

self-tested.
Mr. Boyd: You tested yourself? That's initiative. And the internet — research, web forms?
Nilufar: Yes — insurance lookups and web forms daily. And school: my English class is half online —

log in, (6) , Video classes.
Mr. Boyd: Good. Now the honest question: what computer work is still hard for you?
Nilufar: Honest answer: Excel. | can (7) but formulas

confuse me. Everything else | named — I'm comfortable. Excel is my gap.

Mr. Boyd: | appreciate that. Most people claim everything, then can't attach a file. How do you learn
new programs?

Nilufar: Two ways. | (8) by doing — one afternoon with a

program. And for Excel, | already (9) at the adult school. It
started last week.

Mr. Boyd: You started the class BEFORE getting the job? That answers everything. We'll call you
Thursday.
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6 Talk About It

1. What computer or phone skills do you use every day?
2. Why can it be good to be honest about a skill you are still learning?
3. What computer skill would you like to improve this year?

PART 2 . TELL YOUR STORY

Tell your partner how you would answer a job interview question about your computer skills. Speak
for one minute or more.

You can say: skills you use - one real example - one skill you are learning - how you are learning it

PART 3 - WHAT DO YOU THINK?|

1. Why should job applicants give real examples of their skills?
2. Should employers teach workers how to use new computer programs? Why or why not?
3. Al can do some computer tasks. What computer skills will people still need at work?

7 Now You Try — Do the Skills Interview

The dreaded question is coming — you saw it in the job posting:
'‘computer work daily.' Ten years ago you touched your first
keyboard; last month you made your daughter's birthday
invitation in three programs. But interviews make skills feel small.
Your teacher gave you the formula: name the skill, give a real
example, be honest about the gaps, show how you learn. You
take a breath. Mr. Boyd looks up.

50! YOUR GOA

Show your skills with real examples — and turn honesty into
your advantage.

Scan the code and talk to Mr. Boyd, an Al interviewer. Practice every day
this week!

Cannot scan? Go to: eslvideo.com/cb.php?iframeid=62497682615
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8 Write Your Own Dialogue

Work with a partner. Student A is the interviewer. Student B answers with YOUR real computer skills — your
true examples, your true gaps.
A: This position involves computer work every day. Tell me about your computer skills.

B: | have computer skills, and | use them . Let me give real
examples.

: Examples are what | want.

: At my last job, | . Also, | can

: Good. What about documents and files?

:lcan , , and

: Now the honest question: what is still hard for you?

: Honest answer: .lcan , but

: | appreciate the honesty. How do you learn new programs?

I . And for my gap, | already

> W > W > W > W >

: That answers everything. We'll call you Thursday!

Now practice your dialogue out loud. Switch roles!
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Answer Key (teacher page)

5 . What Do You Remember?

1. basic computer skills - 2. At my last job - 3. confirmation emails - 4. documents and files - 5. save
the file (save afile) - 6. upload homework - 7. enter data - 8. learn fast - 9. signed up for a class
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