
Describing Processes

We're going to be talking about how to describe processes in your own work, but first let's look at 

an example. Consider the following example from the website of the well-known music corporation

'The Ohmpah Express':

What do we notice here?

Answer the questions below about the underlined verbs in the text above:

• What do they have in common?

• Why do you think this is?

• When is it recommended to use verbs in this form?

Using the passive voice

We use the passive voice when we're describe work that is done  1, when it's not important to know 

who did the work. Or, perhaps, where you don't even know who did it.

You form the passive voice with the verb 'be' in the appropriate time form, and the third 

form of 'the main verb.'

1 Look, another passive-voice construction!

Hits are made at the Ohmpah Express! Internationally famous groups such as the 
Grammar Junkies and the Homework Heroes were discovered by the talent scouts 
of The Ohmpah Express and their unique sounds were developed in weeks of 
workshops with our 'rock doctors.'

At The Ohmpah Express, we don't wait for music to happen. Here, music is 
made. The musical demands of next summer are predicted now, using complicated 
statistical models. Rhythms, lyrics and songs are carefully constructed using 
advanced aritifical intilligence (and some alcohol intelligence) and refined until 
they're guaranteed to sell out stadium concerts the world over.

Then, these songs are delivered to the talent we have developed in-house and
are turned into platinum-selling albums.



Practice the passive

Make these sentences into the passive voice:

• Steve answered the email. The email was answered.

1. Karl postponed the kick-off meeting.

2. Our partner company scheduled the conference call for 2:00.

3. Jenny will design a new software solution.

4. Wendy archives all the invoices.

5. Louis addressed the memo to the whole company.

6. Nancy hired a specialist to help with the project.

7. Vera organizes the maintenance of the company cars.

8. Glenda purchases the materials required in production.

9. Mike cancled the Christmas party due to lack of interest.

10. Phillip and Ella answer customer complaints as they come.

Processes in our day-to-day work

Even if your company does not produce hits like The Ohmpah Express produces, it has more 

processes than you maybe realize. Take a moment and think about how you would describe how 

your company's principle service or product is produced. How would you describe the steps to a 

novice2?

1.  

2.  

3.  

4.  

5.  

6.  

7. The product or service is delivered to the customer

2 This is a word that means someone new to a field. Anfänger, Neuling
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Processes in your job

A lot of us have jobs where we don't actually touch the company's principle product or services. 

Nonetheless, we have processes in the jobs that we do. Consider this description of Helmut's job, a 

fun manager at The Ohmpah Express.

Looking at that text, you can see that few of the verbs relate to The Ohmpah Express's core 

business. Take a moment and brainstorm the tools you use in your office, and which verbs are 

associated with them. These could be actual tools, such as a stapler, but they could also be things 

like software or apps.

Tool Verb

Finally, let's write a process
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Helmut receives an album to work on from the album's rock manager. Then, the 
album's current level of fun is determined using proprietary algorithms. Then, the 
correct level of fun for this album is calculated using The Ohmpah Express's in-
house fun-requirement-determination tool.

Then, Helmut oversees the adjustment of the album's overall level of fun. To
do this, suggestions are made and the songs are passed, with the suggestions, back 
to the creative team. There, the lyrics may be rewritten, the tempo changed, or the 
song may even be scrapped  in favor of a new song.

Finally, the whole album is returned to Helmut, and all the calcultions are 
performed again. If the level of fun still isn't correct, the whole process may begin 
again.



Take a moment and think about something you do in your job, whether it is organizing meetings, 

finding suppliers, or writing reports. Break it down into the smallest steps, and write a description 

of the steps.

Have a look at the texts from The Ohmpah Express if you need inspiration.
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