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Workplace Documents
Vocabulary Development
SKILL BUILDER

Workplace Documents

Activity 1: Definitions
Define each of these vocabulary words from the Workplace Documents on in the space provided: punctuality, supervision, tentative.

Activity 2: Exploring Deeper Meanings

Choose the statement that provides an accurate example of the meaning of each vocabulary word.


1.
punctuality


A)
Liam, who was on time for school every day, won an award.


B)
Lenny, who came late because of a doctor’s appointment, got a pass from the school office.


2.
supervision


A)
Lynn and her friends hung out in the park by themselves most of the day.


B)
Lynn’s parents checked on her and her friends every half hour or so.


3.
tentative


A)
Ed printed out his team’s travel schedule, knowing that it might change.


B)
The team planned to travel to Los Angeles, but could not raise the money.

Activity 3: Changing Contexts

Each vocabulary word from the workplace documents are used at least once in the following paragraph. Fill in each word where it best fits the context.

Example  Experienced employees don’t require much supervision. 

	punctuality
	supervision
	tentative


When Julio made a (4) _______________________ plan to get a summer job, he read about what employers are looking for in a teenage worker. He found out that employers expect (5) _______________________ from their employees. If workers are late, it can interfere with getting the job done quickly and efficiently. He read that new workers often need a lot of 
(6) _______________________. He also learned that sometimes employers give employees a (7) _______________________ schedule. After a few weeks, employees might get more or fewer hours based on how well they have done to date.



Julio also learned that employers often expect employees to leave at home any electronic devices that might distract the employee from his or her work. Along with (8) _______________________, the ability to focus on a job is highly in demand. Having researched the job market for teenagers, Julio knew that with proper training and (9) _______________________ he would be a great success in the working world.
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