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1.  Lea atentamente el siguiente texto: 

 

          Job Title: Receptionist 

          Department: Supervising 

 

          ESSENTIAL DUTIES AND RESPONSABILITIES 

 

 You have to respond to inquiries from clients and public. 

 You have to assess needs of clients and transfer calls to the appropiate individuals, divisions, or department. 

 You have to take and make calls for the staff. 

 You have to greet visitors to the company, answer questions and direct them to the appropriate individuals. 

 You have to type a variety of forms, letters, reports and memos. 

 You have to receive and distribute mail. 

 You have to organize and maintain office fails and records. 

 

 

 

 

 

 

 

 

 

 

 

Cursos: 2° A – B                                       Guía N°6 Inglés                                    Fecha: _____________ 

 

 

 Alumno (a) _____________________________    Score: __________ 

 

Objetivo: Demostrar comprensión lectora acerca de un texto relacionado con una oferta de trabajo. 

 

 

 

Instrucciones:  Trabaje los significados de las palabras con la ayuda de un diccionario. Lea atentamente las preguntas 

de cada ítem. (tema aparece en Módulo 5 “Different People – Different Job”) 
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QUALIFICATIONS 

 

To perform this job succesfully, you must be able to perform each essential duty satisfactorily. 

 

       EDUCATION 

 

 You have to have a high school diploma with courses in typing and general office procedure or an acceptable 

combination of education and experience. Also you need to be skillfulin operating a typewriter or word processor, 

plus good oral communications skills. 

 

        LANGUAGE SKILLS 

 

  You need the ability to read and comprehend simple instructions, short correspondence, and memos. Also the 

ability     to write simple correspondence is needed. 

 

         MATHEMATICAL SKILLS 

    You need the ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals. 

 

          WORK ENVIRONMENT 

 

     There are usually normal office working conditions. The noise level in the work environment is usually quite. 

 

 

 

 

2.   Lea el texto y responda en castellano. 

 

 a.   ¿Qué tiene que hacer un / a recepcionista en esa empresa? Mencione 3 funciones. 

 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

  b.   ¿Qué estudios son necesarios para trabajar como recepcionista en esa empresa? 

 

__________________________________________________________________________________________________ 

 

   c.    ¿Qué habilidades generales se necesitan para ese puesto? 

 

 _________________________________________________________________________________________________ 

 

 



 d.     ¿Cómo es el ambiente de trabajo en esa empresa? 

 

 _________________________________________________________________________________________________ 

 

3.      Complete el cuadro escribiendo en inglés las habilidades requeridas. 

 

LANGUAGE SKILLS MATHEMATICAL SKILLS OTHER SKILLS 

Read and comprehend simple 

instructions. 

  

   

   

   

 

 

   4.        Escriba palabras en inglés para las siguientes categorías. 

a. PEOPLE b. DOCUMENTS c. ARITHMETIC 

   

   

   

 

 

Observación: La expresión “have to” debe traducirse al castellano como; “tener qué” y denota obligación. 


