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Unit 2    People and jobs

Job description for the company profile
Online-Link

808236-0041
Situation

You work for the company Model Company in Model City. 

Today Mr Meyer, the head of your department, got the following email in which each department is asked to prepare a short job description for the company profile.

Mr Meyer asks you to write about your job.

	From:
	administration@modelcompany.com

	To:
	Meyer@modelcompany.com

	Cc:
	

	Sent:
	07. Sep. 200_

	Subject:
	Company profile

	Attachment:
	

	To all departments

As we discussed in our last meeting we are planning to work on our company profile. Most of you suggested making it more personal. Therefore we ask you to provide a short description of typical tasks in your department. 

Please write about 80 – 100 words answering the following questions:

· Which department / production unit do you work in?

· What are the typical tasks in your department / production unit?

· What do you have to do?

· In which way do you work together with other departments in our company?

· What do you like about your work?

Please be ready to hand in the job description a week before the next meeting.

Best regards

name
Managing Director

Model Company



Possible solution

This job description gives information about my job in the 


administration / sales department / purchasing department / warehouse and dispatch / 

accounting / marketing / personnel / production / production control / research and 

development / … (Abteilungen der Modellunternehmen)

Typical tasks in this department are


phoning customers / informing customers about special offers, discounts and prices / 

booking incoming and outgoing invoices / inventing new products / assembling parts of 

a product / designing an advertisement / planning holidays / sending letters / 

filling in documents / … (Aufgaben in den Abteilungen der Modellunternehmen)

My work in this department is

(einer der Aufgabenbereiche kann benannt und etwas ausführlicher beschrieben 

werden)

Our department works closely together with …

Sales department with purchasing (to order enough products) / warehouse and dispatch 

(to deliver the products) and accounting (to send and book the invoice) 

(innerbetriebliche Verknüpfungen des Modellunternehmens sollen deutlich werden)

I like about my work …

working together with nice colleagues / talking to interesting people / …
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