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Survival Skills in the World of Work

 

1. Reading Classified Ads

 

Directions:

 

Read the three classified ads below. Then answer each of the questions that follow by writing 

the letter of the correct job on the line at the end of the question. Under each question, copy 

the part of the ad that gave you the answer.

1. For which job would you probably have to move to another area? _____________________________

Copy the part of the ad that gave you the answer: ___________________________________________

__________________________________________________________________________________

2. For which job would your computer and other typing experience be helpful? _____________________

Copy the part of the ad that gave you the answer: ___________________________________________

__________________________________________________________________________________

3. For which job would you most likely have to wear special work clothes? ________________________

Copy the part of the ad that gave you the answer: __________________________________________

__________________________________________________________________________________

4. For which job would you probably NOT receive the same amount of pay each week? ______________

Copy the part of the ad that gave you the answer: __________________________________________

__________________________________________________________________________________

5. On which job would you most likely be able to work at night? ________________________________

Copy the part of the ad that gave you the answer: ___________________________________________

__________________________________________________________________________________

6. On which job would you most likely be given a paid vacation? ________________________________  

Copy the part of the ad that gave you the answer: ___________________________________________

__________________________________________________________________________________

7. Which job requires a person who did not drop out of school? _________________________________

Copy the part of the ad that gave you the answer: __________________________________________

__________________________________________________________________________________

8. On which job would you most likely do a lot of different things? ______________________________

Copy the part of the ad that gave you the answer: __________________________________________

__________________________________________________________________________________

 

Job A

 

Administrative Assistant. Must have keyboarding skills. Diversified duties. Career position. Good salary. 

Excellent benefits. Call 999-3737.

 

Job B

 

Sales. Kitchen cabinet salesperson for expanding company. Must be willing to relocate. Top commission paid. 

High earning potential. ABC Co., 224 W. 16th Street, Dubuque, IA.

 

Job C

 

Guards. All shifts. High school graduate. Uniform supplied. Immediate opening. $12 per hour. 309-8988.
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Survival Skills in the World of Work

 

2. The Language of Classified Ads

 

Part I

 

Directions:

 

Below is a list of abbreviations used in classified ads for jobs. Using the newspaper as a refer-

ence, write out the full word(s) for each abbreviation in the spaces provided.

1. FT _________________________________________________________________________

2. ans. ph. ______________________________________________________________________

3. refs. ________________________________________________________________________

4. exp. ________________________________________________________________________

5. perm.________________________________________________________________________

6. deg. pref._____________________________________________________________________

7. exc. ben. _____________________________________________________________________

8. min. 6 mo. exp. _______________________________________________________________

9. 2 yrs. coll. req. ________________________________________________________________

 

Part II

 

Directions:

 

Write out the full word(s) for each abbreviation below in the spaces provided. Then explain in 

your own words what each word or phrase means.

10. ben. ________________________________________________________________________

Explanation: __________________________________________________________________

11. sal. open _____________________________________________________________________

Explanation: __________________________________________________________________

12. prof. share ___________________________________________________________________

Explanation: __________________________________________________________________

13. sub. 1 pg. res. _________________________________________________________________

Explanation: __________________________________________________________________

14. exc. comm. skills ______________________________________________________________

Explanation: __________________________________________________________________

15. pens. plan ____________________________________________________________________

Explanation: __________________________________________________________________

16. sal. neg. _____________________________________________________________________

Explanation: __________________________________________________________________
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