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1 ACTIVATE Look at the pictures. Guess the answers to the questions, and tell a partner.

1 Is the setting private or public?

2 Do the speakers know each other?

3 What is each speaker doing?

4 What is the purpose of the communication?

2  IDENTIFY Watch the video of an interaction at a career fair, and check your answers 
to Exercise 1. What information in the video did you use to check?

3  ASSESS Watch the video again, and take notes on what Kevin says to the company 
representative.

information Kevin gives   
information Kevin inquires about  

REAL-WORLD ENGLISH  Making inquiries

We often make inquiries in a customer service or professional context. We usually don’t know 
the other person in this situation. In these cases, we tend to use longer and more indirect ways 
of speaking than when talking to a friend. This is more polite and, therefore, more likely to get 
a good result.

I wonder if you could help.

Could / Can you help me please?

NOT Help me. / I need help.

The person you are asking may also need background information. Clear, complete answers 
will make it easier for them to help you.

That’s right. I’m a first-year student at Columbia University.

I’m a student, so I can only work evenings and weekends.

Be aware of the situation and the amount of time the inquiry is taking, especially if other 
people are waiting. Only ask the important questions, and go straight to the point.

Thanking the other person for their time ensures that you leave the person with a positive 
impression and more likely to follow up if necessary.
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4 ANALYZE Work in pairs. Read the questions and 
sentences. Match them to functions A–D. How will the 
person listening to the question or sentence react?

A Making an inquiry

B Asking for help

C Thanking

D Giving information

1 I wonder if you could help.  
2 Do you know how I can apply?  
3 Thanks for your time.  
4 Sorry to bother you again, but could you tell me the 

location?  
5 I’m sorry, but that’s not possible. They like to speak to 

the interviewee by phone.  
6 Could the person text me instead?  

5  INTEGRATE Work in pairs. The following questions 
are directed to a close friend. Rewrite them, so they 
become inquiries in a professional setting directed to 
someone you don’t know. Then listen and compare.

1 Where is the office?

2 What time is the interview?

3 Call me tomorrow?

4 How do I get there?

6 PREPARE Work in pairs. Take turns making inquiries 
about job interviews. Ask for details about the information 
in the box. After you get the answer, thank the person for 
their time.

location interview time 
things to bring to the interview name of interviewer 
number of jobs available deadline for application

7 INTERACT Work in pairs (A and B) to do a role play. 
Choose situation 1 or 2, and prepare what you will say. 
Then role-play the situation. Swap roles and repeat.

Situation 1

Student A:  You are job hunting. You want to find out about 

the jobs a company is offering. You approach a 

company representative at a career fair.

Student B:  Your company is hiring. You are one of the 

company representatives at a career fair. You are 

dealing with inquiries about the available jobs.

Situation 2

Student A:  You want to learn a language. You need some 

information about a language course. You call a 

language school and talk to the manager.

Student B:  You are the manager of a language school. One 

of your roles is to deal with course inquiries over 

the phone.

8 ANALYZE Get together with another pair, and repeat the 
role play. Get feedback.

9 WHAT’S YOUR ANGLE? When did you last make an 
inquiry? What was it about, and was the person you spoke 
to helpful? 

GO ONLINE 
to create your own version  
of the English For Real video.
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