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Spanish for Human Resources
Lesson ideas to accompany 

¡A Trabajar! A Guide to Occupational Spanish &

Pronto Guide: Spanish for Human Resources
Lección 1- My Life (Greetings, Numbers, Pronunciation, Job Titles)


· Have students role-play greetings by having one student be the Human Resources professional and the other the employee.

· Introduce numbers 0-9 and point out the location on the Spanish for Human Resources Pronto Guide.  Write down a variety of hourly wages (under $10/hour) on a piece of paper.  Teach the expression, “Su pago por hora es…” (Your hourly pay is…).  Have the students practice saying the expression and hourly wage and have their partners write the numbers down.  (Make these simple numbers, such as $8.50 = ocho punto cinco cero.)

· Choose a more difficult section in the Spanish for Human Resources Pronto Guide and have students pair up to practice the pronunciation of these words.  Most likely, they will have never heard these words before so it will give them real practice on Spanish pronunciation.

· Go over the “Job Titles” on the Spanish for Human Resources Pronto Guide.  Have students practice and extend their greeting conversations by saying their role in the company.  For example, “Buenos días.  Me llamo _____.  Soy el gerente.”
Lección 2 – My Time (Days, Months, Date, Time)


· Continue to practice greetings from the first lesson, as well as adding the new vocabulary from the second lesson.  Have students go around the room introducing themselves, as well as practicing to say their job title.


· Introduce numbers 10-10,000.  Continue with the hourly wage exercise, but this time, have the students practice saying the numbers in a more advanced way.  (For example:  $8.50 = ocho dólares cincuenta.  $13.42 = trece dólares cuarenta y dos centavos.)


· Have students practice asking when appointments, such as job interviews are, as well as setting new ones.  For example, teach the expression “Me gustaría hacer una cita con ____.”  A role-play of a setting up an interview could be:
-Me gustaría hacer una cita con ____.

-¿Cuándo?

-El martes, el 11 de abril.

-¿A qué hora?

-A las 2 de la tarde.


* Make it practical for your students.  If this role-play doesn’t make sense for your students, find out what situation would be realistic that incorporates date, time, and “when.”


· Point out the “Days of the Week,” “Months,” “Date,” “Seasons,” “Time” and “More Time Expressions” found in the Spanish for Human Resources Pronto Guide so that students know where to find them when needed.  

· Point out the vocabulary under “Payroll” and “Money” from the Spanish for Human Resources Pronto Guide.  Have students practice the pronunciation of the vocabulary words.  One of the goals in this course is to know where to go to find the words the students need, not necessarily be able to memorize them.  This is a good example.  The students may not need these words often, but they need to know where to find them if they do!


Lección 3 - My Work Environment (Departments, Building Areas, Directions)

· Introduce the “Directions” vocabulary found in the Workbook and Spanish for Human Resources Pronto Guide.  


· Point out the “Departments” vocabulary found in their Spanish for Human Resources Pronto Guide.  Have students draw a map of their worksite and label it with as many “departments” as possible.  In small groups, have them share these maps and describe what they drew.  


· Discuss different places in the company.  Practice giving directions to common locations.  If you are teaching the class “on-site,” practice directions on where things are located.  (For example:  “¿Dónde está el baño?”  “Está por el pasillo, a la derecha de la oficina.”)

· Once students are feeling comfortable, have students practice saying their worksite’s address and give directions to there from various locations in the city.  

Lección 4 - My Job: Part I (Equipment & Machines, Clothing, Colors)

· Brainstorm a list of “machines” used in the banking environment.  Examples include:  computer (computadora OR ordenador), calculator (calculador), copier (fotocopiadora), etc.  

· What clothing is appropriate for different occupations in the HR environment?  What is inappropriate?  

· Have students practice describing their clothing, including colors. (Point out the location of “Colors” on the Spanish for Human Resources Pronto Guide.)  What do your students wear on the weekends?  When they go out to dinner?  When they are on vacation?  In the summertime or wintertime?

· Ask students to list their vacation days.  Do they correspond to any of the Latino Holidays listed in the Student Workbook?


· Point out the “Benefits” and “Medical Insurance” vocabulary found in the Spanish for Human Resources Pronto Guide.  Once again, got all of this vocabulary will be relevant to all of your students.  While it would be nice if they could memorize all of these phrases, one of the goals of this course would be for the students to know “where to find” the phrases they need.  

Have students practice combining the sentences so that they can see how they are able to easily make phrases.  (For example:  Hay deducciones por impuestos federales y impuestos locales.  Aquí tiene la lista de doctores.)

Lección 5 – My Job: Part II (Job-Related Actions, Supervisory Expressions)

· If teaching the class “on-site,” go to the various “machines” and have students practice describing how to use them.  


· Point out the vocabulary under “Training” from the Spanish for Human Resources Pronto Guide.  In pairs, have the students practice using the expressions with the various items.  For example, “¡Qué bueno!”  “Me gusta el espíritu.”  


· Role-play scenarios in which the phrases from Training could be used. 


Lección 6 – My Administration (Basic Hiring, Personal Characteristics, Telephone Calls)

· After going over the “Personal Characteristics” section in the workbook, have students describe the personal characteristics sought after in various HR positions.  What kind of education, degrees, and/or experience would be helpful for these positions?

· Role-play the 1st Meeting under the Hiring section found on the Spanish for Human Resources Pronto Guide.  

· Bring in an actual employment application form from the worksite.  After going through the “Interview” section in Lección 6, have students try to translate their application as much as possible.

· Point out the location of vocabulary words and phrases of “Application” and “Verification and Pay” on the Spanish for Human Resources Pronto Guide.  Now go back to the application form(s) that you or students brought in from the company.  Can your students now ask more questions?  What other questions do they need to ask?  Help the students translate what they need.


· Why would a Spanish-speaking employee call work?  Following the Telephone Calls section in the workbook, role-play various scenarios in which your students would have to communicate with Spanish-speakers over the phone.
Lección 7 – My Employees & Relationships (Rules, Family, Likes/Dislikes)

· Point out the Family vocabulary found in the Spanish for Human Resources Pronto Guide.

· Brainstorm why knowing Family vocabulary is important in the HR industry (family members working together, having to leave work for medical appointments, transportation issues, etc.)

· Go over the “Job Expectations,” and “Job Performance” vocabulary found in the Workbook and Spanish for Human Resources Pronto Guide.

· Set-up various role-play scenarios where supervisors may have to discuss problems with their Spanish-speaking employees, such as arriving for work late, not using safety equipment, etc.

Lección 8 – My Safety & Health (Body Parts, Safety Equipment, Accidents & Injuries)

· Point out the “Parts of the Body,” “Emergency,” and “Common Injuries” vocabulary found in the Spanish for Human Resources Pronto Guide. Spend a lot of time on these vocabulary words and phrases if it is important to the company.


· Review what is most relevant to your students.

· This is the last day of class!  Celebrate all of the learning and achievements by throwing a party!
