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�          2. Picture what you’re reading 

When you picture what you’re reading, you 
make a mental picture using your imagination. 
You can also sketch a drawing on paper. This 
can help you understand what the text means.

Lauren likes to draw. She reads maps and flow charts more easily than 

blocks of text. She was getting a bit confused reading about a new shipping 

procedure at her company, until she sketched it out for herself: 

Are you someone who can picture things easily? This strategy could be useful for 

you!

As soon 
as possible

Delivery for when?

Regular courier

Snail mail
Drop in 
outgoing 
mail bin

Take the
courier bin
by elevator

Deliver to
shipping

Whenever

Up to 
5 days

Rush courier

Sometimes it can be helpful to picture what you’re reading as you go through a 

text.

Meet Lauren
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Cashier wanted 
Foods Galore is seeking a full-�me Cashier to join our team! As a Foods Galore Cashier, you will 
be responsible for helping our customers at checkout, and ensuring that every customer has a 
pleasant experience at our store. Remember, the Cashier is usually the last person a customer 
sees before leaving, and our Cashiers do their best to make sure that each customer leaves with 
a smile on their face!  

Cashier responsibili�es: 

Scanning customer items 

Making sure items are priced correctly 

Applying sales codes or coupons to 
customers’ purchases 

Opera�ng the cash register, taking payments 
from customers, and making change as 
necessary

Providing receipts to customers 

Bagging all customers’ purchases 

Keeping the cash area clean 

Answering customers’ ques�ons 

Relaying customer feedback to Foods Galore 

Experience and skills required: 

Strong customer service skills 

Comfortable standing for long periods of 
�me

Comfortable with basic math skills, like 
addi�on and subtrac�on

Able to li� a minimum of 25 pounds 

Previous experience as a Cashier is an asset 

Compensa�on: 

$15/hour 

Medical and dental benefits 

10 paid vaca�on days per year 

Does this posi�on sound right for you? If so, send your resume and cover le�er to 
jobs@foodsgalore.ca. Make sure to include “Applica�on for Full-�me Cashier” in 
the subject line. 

Reading a job description 

Read through the job description below. Once you’re done, you can try out the activities on the 

following pages to help you understand what you’ve read.
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Finding the information you need 
Reading job descriptions can be difficult. There’s a lot of information in one place, and sometimes 

it’s hard to know how to find the information you’re looking for. It can be helpful to ask yourself 

what you want to learn about the job. Then you can identify a few keywords that will help you find 

your answers in the job description.

Have a look at the questions below, and the keywords that have been identified. Use these 

keywords to find your answers.

Activity 1

Important questions Keywords Answers

How many hours a week 
will this person work?

•	 hours 
•	 full-time
•	 part-time

How much does the job 
pay?

•	 $
•	 salary
•	 compensation
•	 wages

How much does the job 
pay?

•	 benefits
•	 vacation
•	 insurance

What skills or experience 
do I need to have for this 
job?

•	 skills
•	 experience
•	 requirements

What will I have to do at 
work if I get this job?

•	 responsiblities
•	 duties
•	 tasks

How do I apply to this job? •	 apply 
•	 application
•	 resume
•	 cover letter
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Reflecting after reading 

After you’ve read a job description, it can be helpful to think about if the job is the right fit for 

you before you make a decision about whether or not to apply. You can do this by making 

connections between your own life and what you’ve read. 

Let’s practice. Use the questions below to reflect on the job description you’ve just read.

Am I interested in working for this kind of company? Why, or why not?

What parts of the job do I think I would be good at?

What parts of the job would be hard for me? Is there anything I don’t know how to do?

What parts of the job am I interested in learning?

What concerns do I have about this job?

Activity 2

Try using these questions the next time 
you read a job description.
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Reading and summarizing

When you read, it’s up to you to decide what information is the most important. One 

way you can do this is by writing a summary of what a text says. 

How to summarize  

There are lots of different strategies for writing a summary. Here’s one 
strategy you can try: 

1.	 �Preview the text before you read. Ask yourself what you think the text is 
about, and what information you should look for. Identify any keywords 
to look for while you read. 

2.	 �Read the text from beginning to end. Read at a pace that works for you. 
It’s ok to read slowly.

3.	 �Re-read the text. This time, take notes. Highlight, or underline anything 
you think is important. 

4.	 �Re-read your notes. Look at the parts you highlighted or underlined. 
Ask yourself what the most important information is. 

5.	 �Write down the most important information in your own words. You 
can use full sentences, or bullet points. 

6.	 �Check your summary. Ask yourself if you’ve missed anything important. 
Did you include extra information you don’t need? Make any changes 
you want. 

A summary is a shorter version of a text that only 
includes the main ideas.

Summarizing is when you re-write the most important 
information from something you read in your own words.  

Reading
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Imagine you’re a customer service representative at a phone company. One of your jobs is to 

read and summarize customer emails, and give the summary to your boss. Your boss uses the 

summaries to decide whether or not to follow up with the customer. Follow the steps below:

•	 read each email in the chart

•	 use the steps above to summarize each email in 1 or 2 sentences

From: Jamal

I just wanted to write to tell you about a great experience I had with one of your 
representatives. I called in early last week to talk to someone about an issue I was having. 
Basically, I couldn’t figure out how to transfer my contact list from my old phone into my 
new phone. I spoke with Julienne, and he walked me through it step by step. He was so kind, 
and so patient with me. He really turned a frustrating experience into a positive one. Please 
make sure to pass my thanks on to him.

Jamal is satisfied that Julienne helped him transfer his contacts into his new phone. He 
would like us to thank him for his help

Customer email

Your summary

Let’s practice

From: Mario

I’m writing to share an idea that I had with you. One thing that frustrates me about 
the service that I get from your company is that it’s very difficult to get in touch with 
you. Yesterday, I was dealing with my bank, and realized that they have a live chat that 
customers can use. I decided to try it out, and it was amazing. I was able to get in touch with 
someone right away, and they helped me fix my problem within 5 minutes. It was so much 
nicer than having to call, and dealing with being on hold. I strongly recommend added an 
online chat to your website!

Customer email
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From: Aparna

I’m becoming really frustrated with something that keeps happening to me… Every time 
that I get my bill each month, it says that I have gone over on my data usage, and that I 
need to pay extra. But I don’t see how this is possible, because I don’t even have my data 
turned on! I’m always on Wi-Fi when I’m at work and at home, and only use data when I 
absolutely need to. But there’s no way that I’m going over my monthly limit! I’ve been trying 
to call you guys to talk about this, but I keep getting put on hold for hours at a time. I need 
to speak with someone who can fix this issue.

Customer email

Your summary

Your summary
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From: Svetlana

I’m emailing because I need to cancel my plan with you. I’m disappointed to have to cancel, 
because I’ve always felt that you provide great customer service. In fact, I’ve been a loyal 
customer for many years! Unfortunately, I just took a new job in another country, and I will 
need to find a new phone company there. Please help me connect with someone who can 
take care of this for me.

From: Yamuna

I’m writing to tell you about a problem with my phone. There seems to be an issue with 
the battery. Since the first day I had it, it would only last for about 4 hours before it died. I 
expect a new phone’s battery to last for at least 12 hours. This is very frustrating for me, as 
I am out of the office at my job for 10 hours each day, and can’t charge it while I’m working. 
I need a phone that will last me through my work day. Is it possible to receive a new battery 
for the phone?

Customer email

Customer email

Your summary

Your summary
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