 Answer key to video dialogue WORK_In an employment agency

Agent: Hello. How can I help you?

Ugne: Hello. Can you tell me about the office assistant job, please?

A: Certainly. Let me find the information for you. Let me see…Right. The office assistant job.. with DP Computer Export?

U: Yes, that’s right.

A: OK. What information do you need?

U: First of all, where is it? Is it in the city centre?

A: Yes, it is. It’s a modern office and transport is very good.

U: Fine. And what about working hours and salary?

A: Well, you work from Monday to Friday, from nine o’clock to five in the evening. And the salary is…let me see … it’s 1000 pounds a month.

U: Ok, what does an office assistant do? What are the work duties?

A: Well, in this job you answer the phone, you do the filing and do the photocopying. You write letters and you send emails. OK?

U: Yes, thank you. What qualifications do I need?

A: Well, you need a school certificate and basic English, of course.

U: And what skills do I need?

A: You need good computer skills and good communication skills. OK?

U: Yes, that’s fine. Thank you.

A: So, are you interested in this job?

U: I think so.
1. Can you tell
2. the information
3. where is it
4. what about working hours
5. the salary
6. the work duties
7. do the filing
8. send emails
9. school certificate
10. communication skills
