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Straightforward    Business

12a	 Job satisfaction
Speaking & Vocabulary: 
staff qualities
1	 Work in pairs. Imagine you were going to 

hire a personal assistant. What qualities 
would you look for in him / her?

  He / She would be a good communicator 
and understand my needs. He / She would 
be hard-working.

2	 Work in pairs. Use the words in the box to 
discuss the questions.

1  What are the most important qualities 
of a good (a) salesperson, (b) computer 
programmer, (c) construction worker?

2   What are the most important qualities of 
a good employee in most jobs?

3  Evaluate your own profile as a good 
employee.

dependable adj someone who always 
behaves in a sensible way and does what 
they say they will do

motivated adj enthusiastic and determined 
to achieve success

numerate adj someone with basic skills in 
mathematics

systematic adj ** someone who does 
things according to a plan and in a careful 
way

organized adj * someone who arranges 
and plans things carefully and effectively

initiative n U *** someone who takes the 
initiative and has the ability to decide in an 
independent way what to do and when to 
do it

talented adj * someone who is very good 
at something

team-player n C someone who works well 
with other people as part of a group

3	 Work in small groups. Think of five 
questions that an employer could ask 
at a job interview to find out about 
the personal qualities of a possible 
employee.

	 Then share your ideas with a student 
from another group.

ELAINE – THE LINE MANAGER
I had an important meeting that afternoon and I was a little 
late for the appraisal. I had called Jeremy and told him that I 
would be delayed and said I was sorry. I don’t think he minded. 
I began the interview by telling him that we were very happy 
with his work. He had met all his sales targets, and I said that, 
if he continued like that, he could get a promotion before 
too long. I know he’s very ambitious and he seemed happy to 
hear the news – as I thought he would. I told him that he was 
one of my most talented staff members and that it was great 
to have him in my team. People like Jeremy respond well to 
hearing that you value their work. It’s true that there are times 
when he could show a little more initiative, but it didn’t seem 
like a good moment to mention it then. Instead, I told him 
that he seemed happy in his job, that he got on well with his 
colleagues, and that I didn’t really have much else to say. ‘Carry 
on’ was my message! It was a productive meeting, even though 
it was quite short. I said that we should get back to work, and 
he seemed in a hurry to get back to his phone, too. I just wish 
that all the team were like him.

JEREMY – THE EMPLOYEE
Elaine had said that we would do my appraisal at fi ve, but I 
wasn’t surprised when she was late. For the fi rst ten minutes, 
she talked about her day and how busy she was, and then she 
said she was reasonably satisfi ed with my work. Not happy, just 
reasonably satisfi ed. I know I’m the best sales rep on the team, 
and I’m proud of what I do, so I didn’t think it was the best 
way to sum up my work. I get on well with most of the people 
I work with (we all share the same opinion of Elaine!), but it’s 
very frustrating when your boss doesn’t recognize your skills. 
At the very least, I thought she might mention a bonus, but 
she just said something about the possibility of promotion at 
some time in the future … if my work improved. I had thought 
I would tell her about some new ideas I’ve had for the database 
system, but I never got the chance. She said she had to go to 
a dinner that evening and wanted to get home fi rst. She was 
out of the room before I had the chance to say anything. A few 
months before this meeting, I’d started to think I should look 
for a position in another company. Now, my mind is made up.
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Reading & Speaking
1	 Look at the information in the box. Put the eight reasons in 

order from (1) the most common, to (8) the least common. 
Discuss your answers in pairs.

8 TOP REASONS FOR EMPLOYEE SATISFACTION

  Job security

  Pay and benefits

  Exciting, stimulating 
work

  Good management

   Interesting colleagues / 
interpersonal relations

  Career possibilities

   A sense of being valued and 
respected

  Flexibility with work hours

2	 Read a report of a job appraisal interview. Student A: read the 
line manager’s report. Student B: read the employee’s report. 
Answer the questions.

1  Was the meeting a success?
2  What reasons are given for job satisfaction and job 

dissatisfaction?
3  What do Elaine and Jeremy think of each other?
4  Was the late start of the meeting a problem?
5  What did they talk about at the beginning of the meeting?
6  What was Elaine’s main message to Jeremy?
7  Why was the meeting short?

3	 Work with a partner who has read the other report. Compare 
your answers to exercise 2. What went wrong in the interview?

4	 What advice would you give to (a) Elaine, (b) Jeremy?

Grammar: reported speech & thought
When we report someone’s words or thoughts, the verb 
forms usually move into the past.

direct speech reported speech

‘I’m sorry.’
‘You met all your sales 
targets.’
‘I will be delayed.’
‘You can get a promotion.’

I said I was sorry.
I said he had met all his 
sales targets.
I said I would be delayed.
I said that he could get a 
promotion.

We also make changes to pronouns and time expressions.
‘I have to go to a dinner this evening,’ she said.
She said she had to go to a dinner that evening.

say and tell
Use tell + the person you’re talking to + reported speech
I told him that he was one of my most talented staff members.
Not I told he was one of my most talented staff members.
Use say + reported speech (do not refer to the person you’re 
talking to).
I said that we should get back to work.
Not I said him that we should get back to work.

 See Language Reference page 124

1	 Underline the examples of reported speech 
and thought in the two appraisal reports.

2	 Rewrite the sentences in direct speech or 
thought. Use these words to help you.

he      I      last      me      our      this

1 She will be late.
1  I thought she would be late.
2  She told him she had a lot to do.
3  He thought he had been the best sales rep  

the previous year.
4  He thought she couldn’t understand him  

at all.
5  She said that she didn’t want to waste their 

time.
6  He thought she would give him a bonus.
7  She thought the interview had gone well that 

afternoon.
8  He decided that he was going to look for 

another job.

3	 Report the speech below. Use told or said. 
Pay attention to the underlined phrases.

1  She told Jeremy that she was sorry, but she 
might be late that afternoon.

1  ‘I’m sorry, Jeremy, but I may be late this 
afternoon.’

2  ‘I can’t think of anything else to say right 
now, Jeremy.’

3  ‘I’ve had a look at your sales figures, Jeremy, 
and they seem very good.’

4  ‘We’ll meet again next week, Jeremy.’
5  ‘I’m going to write my report on the appraisal 

interview tomorrow, Elaine.’
6  ‘I never got the chance to ask my boss 

anything at the interview yesterday.’

4	 What was the longest conversation you’ve 
had in the last twenty-four hours? Who were 
you talking to? What did you talk about? 
Report the conversation to a partner.

  I had a conversation with my tutor yesterday 
afternoon. He said he was still waiting for my 
assignment. I told him that I needed a few 
more days, but that I would do it before Friday 
at the latest. I explained that I was finding it 
quite difficult.


