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64 PREFIBEE 5 MRIER D 10 M AR FERE A PRI IR B IR 2

BRI E| TR 289, B —H EX 7 /PR 7 ——producer, project manager, consultant,
HoffeR. X—REIR=ENHD: NNBHHERYKE (look after sales, reportto), MoniHE (EX
H Trepresent, AAAIEA I mostly work on #3:0%), KERE4TH A T have a background in /il
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1. look after sales - fABi## —— Pippa NN GRIE: "you could say, Tlook after sales’, for
example, or T handle client complaints™ (fRATPABE THREWE ) 8t [FEHE A RIF1) . WA

#: "those two phrases just basically mean I'm responsible for, this is the area that I work in"—3X
PNEIER AR TRATTIXDMIH . look after Lt be responsible for [, kb manage Hifh; Sk
NEWE, —f) TERE2) BHRE 1

2. report to - JL4 —— Phil WERAGHE: "vou also might say you report to and you re talking
about your manager” (RIEF] LABIRICHR A W—— R IR . ABEG Rl "It may be that
people know the same manager. And so that helps them understand what you're working on" (X
73 A RENIR A — L&, IXsURER A e AL RAEMAT 200 report to BRI ENM R PA—1H: — a5, T
AR,
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3. I represent - F#f'F —— Phil WIERXIHE AR "you might say, 'l represent’ and then the name of
your company” (Ut TFAFR), REHEAFIH), RIRER "I'm responsible for"+%, &M 75 tk15
RIE#: "you're at a conference or you're meeting a client, you've got to keep things formal and
professional” (ff2x WA R, 2UER, BRL), Irepresent —H Ik N A—2a]) 46, bl
work at BH &,

4. transferable skills - RIEFSEERE
current job, or a job you've done in the past, which you can transfer to a different job" (REIAEST
ZTAEH RN, REITFEEIS — 6 TAEEIEGRE) . 4AR7EHI: T have a lot of experience with sales.
I'm very good at persuading clients, so I think I'd be usetul in this role" (8854552 +HEK MR
=MAERTRAD . AT, BEATARIN, RFECRIEEKTRHTHEA,

Phil 197 X : "the skills that you have, that you use in your

5. I have a background in - &AW H —— Pippa BKIRFUREM: "you could say 'T have a
background in'a particular area, 'which in practice means'".." (% TREFEFIHE T R LR B2
W) MSHEEE —EER: "that phrase in practice means allows you to introduce what you do day
to day, what your job actually involves"” (in practice means §E5 | IR R LM 2) . BANEM =5
BERL, THAT, BETHRRE LR BT,

I — b WRBLRE LA

%% H SR J Sl
describe your job IR TAE (ARG "How would you describe your job?"
iY)

explain what my job is R A A2 T A "explain what my job is to people"

after many years XAZET "after many years"

sound really stupid WS RARF IR "I sound really stupid"

make what you do clear ORI TAEBHEA A "make what you do clear to other
people"

your podcast guide to the world of PRt SRR 45 me "your podcast guide to the world of

work work"
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a transcript for this episode
read along while you listen
job titles

jargon

project manager
consultant

a lot of different things

work in the same industry
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job title itself

the things I do every day
work it out

recognise the skills
within your organisation

change career
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"find a transcript for this episode”
"read along while you listen"
"people's job titles and descriptions"
"a lot of jargon or generic words"
"project manager, consultant”
"project manager, consultant"

"a lot of different things"

"work in the same industry"
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HARL KA By
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EEAU R
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"The job title itself says very little"

"describe the things I do every day"

"hope that people work it out from there"

"recognise the skills that we use"

"describing your job to people within your organisation”

"apply for a new job or change career"
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what you do
look after sales

handle client

complaints
give some context

other departments

where you sit

I work a lot with

report to
your manager

contact you
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B 5. waimiiiss rezsmn

EES
email me
interact with you

internal jargon

new to your organisation

use it every day

outside of your workplace

clients and customers

HRSCRE L
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HERHIA

RRAEH]

TremEZAh
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JESZ il
"what you do rather than just your job title"
"you could say, 'Tlook after sales"

"or 'T handle client complaints

"helpful to give some context"

"other people and other departments in your

organisation”
"where you sit within the organisation”

m

I work a lot with' a particular person"

"you also might say you report to"
"talking about your manager"

"they should contact you"

JEScilAg

"you should email me"

"interact with you at work"

"their own internal jargon"

"who are new to your organisation"
"They just use it every day."
"people outside of your workplace"

"maybe clients and customers"
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depend on the context EoE "depend on the context"

at a conference iz b "you're at a conference"

keep things formal and professional PRfFIEZCHR "keep things formal and professional"

I represent

BRE (REHHR)

m

"you might say, 'T represent

on quite a formal level HHE Y 2 "on quite a formal level"
talk more generally VG HE S "talk more generally"

I mostly work on

arelatable element

WEZE M REHHR)

REH IS AT

BN v sl s ket

m

I mostly work on"

"you might find a relatable element"
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this product or this company XN~ FEIX R /AF] "this product or this company?"

similar to that RARERZ "similar to that"

apply for a new one FRIEHT LA "apply for a new one"

work in a different area EAFIUR LA "work in a different area"

give more detail SR "give more detail"

I have a background in BH-ER (REEIR) "I have a background in' a particular area"
in practice means KPR WU (ASEHR) "which in practice means"
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transferable skills

your current job

a lot of experience with sales
persuading clients

useful in this role

FhaCRE X

AERRRRE (REEIHR)

(ANEE]:ER{E

Wik

PEAEIXAN B AL

I N FITRNREE S

[HFS
your application for a job
acknowledge

apply my skills to a new
challenge

That's it for this episode

applying for jobs in English

the Job Applications series

Bye for now.

{182 3"
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"we have here is transferable skills"
"in your current job"

"a lot of experience with sales"
"good at persuading clients"

"I'd be useful in this role"

JEC
"in your application for a job"
"So acknowledge that you've worked"

I'd like to apply my skills to a new

challenge"

"That's it for this episode of Office
English."

"applying for jobs in English"

"the Job Applications series on our

website"

"Bye for now."
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[EFS {188 i 3'
generic words ZIZ R i@ R i
at the start of the programme TE K

a particular department

FANFEE R

encounter you at work 1 TAERREEIR
friends and family iiV-ZIEIN

meeting a client Dl on

a job you've done in the past TRl Ao A
change to a slightly different one HeBFE AR AU
more tips CiE2535]

there's a link in the notes below BEEAE T B

I Hh IR

64 MAKE—XESLH BN, IR

"How would you describe your job?" — and suddenly the job title itself says very little. The
fix: skip the title and say the things I do every day — "I look after sales", "I handle client
complaints" — both basically mean I'm responsible for this area. Then give some context: "I
work a lot with the design team", "I report to our marketing manager", and "if you ever have
any questions about this element, you should email me." Outside the office — ata
conference or in front of clients and customers — keep it formal: "I represent my company,
and I'm responsible for..." With friends, go looser: "I mostly work on..." and find a relatable
element — "you know this product? my work is similar to that." Then comes the big one: you
apply for a new one. Say "I have a background in...", "which in practice means...", then your
transferable skills: "I'm very good at persuading clients, so I think I'd be useful in this
role." And acknowledge the leap — "I'd like to apply my skills to a new challenge" — rather

than hiding it.
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Phil: How would you describe your job?

Neil: It's really difficult to explain what my job is to people.

Neil: T think my parents still, after many years, don't really

understand what I do.

Georgie: When I have to describe what a friend does to
another friend, sometimes I feel like I sound really stupid

because I'm, I don't exactly know how to explain it.

Pippa: Today on Office English, we're talking about how to

make what you do clear to other people.

Phil: Hello and welcome to Office English, your podcast

guide to the world of work.
Phil: I'm Phil.
Pippa: And I'm Pippa.

Pippa: You can find a transcript for this episode to read

along while you listen at bbclearningenglish.com.
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Phil: So, Pippa, we heard from some colleagues at the start
of the programme about their experience trying to tell other

people what they do.

Phil: Do you ever have difficulty understanding people's job

titles and descriptions?

Pippa: Yes, I do have difficulty with that sometimes, and
there's often a lot of jargon or generic words used for

people's job titles.

Pippa: So some examples might be producer, project
manager, consultant.

Pippa: And that could mean a lot of different things.

Pippa: So I find that a bit confusing sometimes.

Phil: T'll tell you what, I actually find it quite difficult to
explain my own job to people who don't, who don't work in

the same industry.

Phil: The job title itself says very little, so I tend to find I just
describe the things I do every day and hope that people

work it out from there.
Pippa: Hmm.
Pippa: Yeah.

Pippa: And we can also find it difficult to see similarities
with other jobs, other industries and recognise the skills

that we use.

Pippa: So in this episode, we're going to talk about
describing your job to people within your organisation,
outside your organisation, and also how to describe your job

when you want to apply for a new job or change career.

Phil: OK, Pippa, let's start by talking about describing your

job to people within your company.
Phil: Um, what do you need to consider when you do this?

Pippa: Well, think about what you do rather than just your
job title.
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Pippa: For example, you could say, T look after sales', for
example, or 'T handle client complaints', and those two
phrases just basically mean I'm responsible for, this is the

area that I work in.
Phil: Yeah.

Phil: And it can be helpful to give some context and talk
about how your job relates to other people and other

departments in your organisation.

Phil: Sometimes we say where you sit within the

organisation.

Phil: So you might say, 'T work a lot with' a particular person

or a particular department.

Phil: And then you also might say you report to and you're
talking about your manager, because it may be that people

know the same manager.

Phil: And so that helps them understand what you're

working on.

Pippa: Another thing that might be useful to do, for
example, in a meeting, is to tell people when they should
contact you or in what situations they might encounter you

at work.

Pippa: So you could say something like, 'if you ever have any

questions about this element, you should email me'.

Pippa: And then that makes it really clear when the people
that you're meeting are going to actually interact with you at

work.

Phil: Of course, organisations have their own internal

jargon, the language they use within the organisation.

Phil: But of course people who are new to your organisation

might not know that jargon yet.

Pippa: Yeah, and sometimes people who've been there a

long time, still don't really understand it.
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Pippa: They just use it every day.

Pippa: So, we've talked about how to describe your job to

people you work with.

Pippa: But what about people outside of your workplace,

perhaps friends and family or maybe clients and customers?
Pippa: Do you need to approach this differently, Phil?
Phil: T think it does depend on the context.

Phil: So if you're, if you're meeting someone as part of your
job, maybe you're at a conference or you're meeting a client,

you've got to keep things formal and professional.

Phil: So you might say, 'T represent’ and then the name of
your company, and you'd probably say something like, T'm

responsible for' and then say what you're responsible for.

Phil: Um, but yeah, you probably keep it on quite a formal
level there, which would be different if you're talking to your

friends, wouldn't it?
Pippa: Yeah.

Pippa: If you were talking to your friends, you might just

talk more generally.

Pippa: You might say 'T mostly work on' or you might find a

relatable element.

Pippa: So you could say something like, oh, 'do you know

this product or this company?
Pippa: My work is similar to that'.

Phil: Now, one common time we need to talk about our

current job is when we apply for a new one.

Phil: Um, it can be difficult to clearly explain your jobs and
skills, and especially if you're planning a career change,
which means to work in a different area to the one that

you've worked in before.

Pippa: Yes.
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Pippa: So in this situation, you want to say what you do and

then give more detail.

Pippa: For example, you could say 'T have a background in' a
particular area, 'which in practice means' and that phrase in
practice means allows you to introduce what you do day to

day, what your job actually involves.

Phil: And a really useful expression we have here is

transferable skills.

Phil: And what we mean by that are the skills that you have,
that you use in your current job, or a job you've done in the
past, which you can transfer to a different job and you can

use them.

Phil: So you might say something like, 'T have a lot of

experience with sales.

Phil: I'm very good at persuading clients, so I think I'd be

useful in this role'.

Phil: That's an example of a transferable skill.
Pippa: Mhm.

Pippa: Yeah.

Pippa: And it might be good to in your application for a job
for example, talk about why you'd like to change.

Pippa: So acknowledge that you've worked in a different
area and that you're maybe changing to a slightly different

one.

Pippa: So you could say something like 'T'd like to apply my
skills to a new challenge', and then you're not just trying to

hide that you haven't worked in this area before.
Pippa: That's it for this episode of Office English.

Pippa: But if you'd like more tips for applying for jobs in

English, try the Job Applications series on our website.

Pippa: There's a link in the notes below this episode.
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Phil: We'll be back next week with another episode to help NEBMEWEH —LERR, #HIRE

you with your business. R —
Phil: English. HIE,
Phil: Bye for now. LR
Pippa: Bye. FHo
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