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UNIT 1 > WORKING DAY
1.1 > Daily tasks

Vocabulary: Jobs and tasks

Pronunciation: = The -s
ending

Communicative grammar:
Facts and routines

Video: B Working day

Task: Introducing yourself
and talking about your job
and routine

Review

1.2 > Aworkplan

Vocabulary: Work tasks
and activities

Reading and listening:
4 Scheduling meetings

Writing: An email to
schedule a meeting

UNIT 2 > DOING BUSINESS

2.1 > Orders and deliveries

Vocabulary: Orders and
deliveries

Communicative grammar:
Things you can and can’t
count

Video: B The Good Eating
Company

Task: Asking and answering
questions about quantities

Review

UNIT 3 >» CHANGES

3.1 > A company’s story

Vocabulary: A company’s
story

Communicative grammar:
Talking about the past (1)

Pronunciation: = The -ed
ending

Video: B How we started
Task: Completing a timeline

Review

2.2 > Placing orders on the

phone
Listening: 4 An order
by phone

Vocabulary: An order
by phone

Pronunciation: = /it/, /1/

and /a1/

Grammar: can/can’t

Speaking: Placing an order

3.2 > New office

Vocabulary: Email phrases

Grammar: Giving instructions

Reading: An email about
meeting room rules

Listening: 4* A conversation

about an office move

Writing: An email giving
instructions

UNIT 4 > TRAVELLING FOR WORK

4.1 > 'm flying to Tokyo
tomorrow

Vocabulary: Travel
arrangements

Communicative grammar:
Talking about arrangements

Pronunciation: = /n/, /nk/
and /n/. The -ing ending

Video: B Away on business

Task: Arranging a time
to meet

Review

4.2 > The 12.05 is delayed

Vocabulary: Airports and
train stations

Reading and listening:
4 Dealing with delays

Grammar: will/won’t

Writing: Writing a
text message about an
announcement

1.3 > Asurvey

Reading: An employee
survey

Communicative grammar:
Questions

Pronunciation:
=¥ Questions

Writing: A survey about
facilities in the workplace

2.3 > Email enquiries

Reading: Frequently Asked
Questions (FAQs)

Pronunciation: = /tf/ and
/d3/

Communicative grammar:
Saying something exists

Writing: A response to an
email enquiry

3.3 > Company
performance

Reading: Past successes
and challenges

Pronunciation: =¥ /3:/ and
31/

Communicative grammar:
Talking about the past (2)

Writing: An email describing

successes and challenges

O Videos: 4.1 Away on business

4.3 > An update email

Reading: Emails to a project

manager

Communicative grammar:
Things happening now

Writing: An update email

O Videos: 1.1 Working day 1.4 What do you do?

1.4 > Work skills: Talking
about people and roles
Video: B What do you do?

Speaking: Talking about
people and roles

2.4 > Work skills: Making
agreements

Video: B Agreeing contract
details

Speaking: Making
agreements

O Videos: 3.1 How we started 3.4 How did the project go?

3.4 > Work skills: How did
itgo?

Video: B How did the
project go?

Speaking: Talking about
projects

4.4 Technical problems

4.4 > Work skills:
Setting up a video call
Video: B Technical problems

Grammar: Making
suggestions

Speaking: Problems with
teleconferencing

Pronunciation: =¥ /1a/ and
e/

1.5 > Business workshop:
We want to meetyou ...

Reading: A webpage;
an email

Speaking: Arranging to
meet; an interview about
your job; talking about your
company and travel

O Videos: 2.1 The Good Eating Company 2.4 Agreeing contract details

2.5 > Business workshop:
Planning a work party

Reading: Information from
a catering company

Speaking: Comparing
information about an order

Writing: reply to an order
enquiry

3.5 > Business workshop:
Our first year

Reading: A timeline about
anew company

Writing: Preparing for
amove

Speaking: Asking questions
about a new company;
discussing a project

4.5 > Business workshop:
A business trip

Reading: Travel
arrangements
Listening: 4+ A change
in plans

Speaking: Arranging

a meeting

Writing: Text messages
giving updates



UNIT 5 > ORGANISING

5.1 > Trade shows and
exhibitions

Vocabulary: Organising an
exhibition

Communicative grammar:
Talking about intentions

Pronunciation: = /&/, /e/
and /e1/

Video: B Graduate Fashion
Week

Task: Talking abut plans for
a trade fair

Review

UNIT 6 > PRODUCTS

6.1 > Future products

Vocabulary: Technology
and the environment

Communicative grammar:
Speculating about the future

Video: B Industry futures

Task: Talking about the
future

Review

UNIT 7 > COMPETITION

7.1 > Should | upgrade?

Vocabulary: Product qualities

Listening: 4 Talking about
using a product

Communicative grammar:
Comparing (1): comparatives

Video: B Comparing
sports cars

Task: Comparing two models

Review

UNIT 8 > JOBS

8.1 > Work experience

Vocabulary: Skills and
personal qualities

Communicative grammar:
Talking about experience

Video: B Skills and
experience

Task: Asking and answering
interview questions

Review

5.2 > Phoning about
a conference

Vocabulary: Leaving
amessage

Listening: 4* Organising
a conference

Speaking: Taking and
leaving phone messages

6.2 > A problem with
an order

Listening: 4* A problem
with an order

Vocabulary: Helping with
aproblem

Pronunciation: =¥ /a:/ and
/N

Speaking: Phoning and
answering as customer
services

7.2 > Services

Vocabulary: Fees

Pronunciation: = /su/ and
[av/

Listening: 4» Comparing
recruitment agencies

Writing: An advertisment
for services

8.2 > The best person
for the job

Vocabulary: Job requirements

Listening: 4 Choosing job
candidates

Pronunciation: = The vowel
/o/.The letter ‘0’ as /o/, /au/
and /a/

Speaking: Describing and
comparing candidates

5.3 > Invitations

Reading: Messages about
an invitation

Communicative grammar:
Invitations with would
and want

Pronunciation: =¥ /6/ and
10/ Vs. [/, /2], [f], IV, I/, [d]

Writing: Informal messages
of invitation

6.3 > The production process

Reading: Environment
and ethics

Communicative grammar:
Describing production

Pronunciation: =¥ /u:/ and
o/

Writing: A description for
a company website

7.3 > The best providers

Reading: An email
comparing services

Communicative grammar:
Comparing (2): superlatives

Writing: An email
summarising survey results

Pronunciation: =¥ /p/, /b/,
/f/ and /v/

8.3 > Professional profiles

Reading: A professional
profile

Communicative grammar:
Talking about experiences
and completed past events

Pronunciation: = Silent
letters

Writing: An employee profile

5.4 > Work skills: Socialising

with clients

Video: B What do you think

of the trade fair?

Speaking: Socialising with
clients

6.4 > Work skills: Placing
an order

Video: B How many do you

want to order?

Speaking: Placing an order

7.4 > Work skills:
Presentations

Video: H Our products
and services

Speaking: Presenting

O Videos: 8.1 Skills and experience 8.4 The job interview

8.4 > Work skills: A job
interview

Video: B The job interview
Speaking: Job interviews

O Videos: 5.1 Graduate Fashion Week 5.4 What do you think of the trade fair?

5.5 > Business workshop:
The conference

Speaking: Phoning to
compare conference details
Writing: An email about

a conference

Speaking: Making
conversation at a conference
dinner

O Videos: 6.1 Industry futures 6.4 How many do you want to order?

6.5 > Business workshop:
Buy natural

Reading: A company
website about ethical
products

Speaking: Placing an order;
making a complaint about
an order

O Videos: 7.1 Comparing sports cars 7.4 Our products and services

7.5 > Business workshop:
The big contract

Reading: An email about
a trade show

Speaking: Giving
presentations

Writing: A summary email
giving a recommendation

8.5 > Business workshop:
The interviewer and the
candidate

Speaking: Interview
questions; choosing the best
candidate for the job
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Introduction

Who ...
is Business Partner for?

Why ...
a communicative
methodology?

Why ...
work skills training?

Business Partner A2 is for learners who have studied English before, at school or
privately, but what they learnt has not been very useful for them in their job, or they
simply don‘t remember much of it.

Now they need to study business English in order to better communicate in a workplace
thatis increasingly international.

To achieve this, they need to improve their knowledge of the English language, but also
develop key work skills.

They need a course which is relevant to their professional needs.

Students of Business Partner may be working in different industries, different job positions
or different countries, but they all have in common the need to communicate in English in
an international workplace, in an effective manner.

The objective of the course is to equip students with the skills they need to use English
effectively, without anxiety about their language ability.

Business Partner focuses on delivering practical language and skills training that learners
need for successful communication when working with people from different countries,
even if those learners begin the course with limited language ability.

In Business Partner, every unit has a video-based lesson on ‘Work skills’, to expose students
to best-practice scenarios of various business situations that they can use as models.

The objective of this training is to give learners a better chance of getting a job, or of
moving jobs in an organisation.

What's in each unit?

Each unitis divided into five lessons and each lesson starts with a Lesson outcome and ends
with a short Self-assessment section: this is to help learners think about the progress that
they have made.

Vocabulary and functional language

In order to meet the course objectives, the vocabulary and functional phrases in each unit
focus on industries, jobs and work environments that are relevant to students to help them
function in a variety of professional situations.

This vocabulary has been selected to answer learners’ needs at work and may seem high-level
or technical compared to a general English course. It is, however, basic professional vocabulary
that learners need to function in their jobs.

Grammar

Similarly, the approach to grammar is to help students acquire language to survive in these
situations. The grammar content comes from the communicative needs of learners and is
given in chunks, with a light approach to rules. The grammar reference section at the back of
the book provides additional practice of grammar points and a recorded list of irregular verbs.

Listening and video

There are many listening activities to help students develop comprehension skills and
hear language in context. All of the video and audio material is available in MyEnglishLab
and includes a range of British, U.S. and non-native English speakers, so that learners are
exposed to a variety of accents, to reflect the reality of their working lives.

Learners will be able to watch short, authentic videos, which they can also use as a model
for the group speaking tasks.

Speaking

There are plenty of opportunities for speaking practice in relevant and engaging activities in
each lesson. The objective is to make all students feel comfortable developing this essential
skill for the workplace.



Writing

Learners at this level need to respond to emails and other functional pieces of writing. Writing
lesssons provide a model for students to follow, grammar practice of the structures they need to
use when writing and functional language phrases to help them. Writing tasks allow freer practice
of target vocabulary and grammar, and offer elements of personalisation where possible.

Work skills

Through authentic videos, students are shown best-practice scenarios in different work
situations and have the chance to study and practise the relevant functional language from
each situation. Finally, students are encouraged to activate the skills and language they have
learnt and practised by collaborating on group tasks.

Business workshops

Business workshops allow learners to focus mostly on speaking and writing, and offer a practical
application and review of the content of the unit.

Pronunciation

Two pronunciation points, linked to the unit content, are presented and practised in every unit. The
Pronunciation bank is at the back of the book, with signposts from the relevant lessons. This section
also includes a phonetic chart for British English and American English.

Reviews

There is a one-page review for each unit at the back of the coursebook. The review recycles
and revises the key vocabulary, grammar and functional language presented in the unit.

Signposts, cross-references and MyEnglishLab

ﬁ Signposts for teachers in each lesson indicate that there are extra activities in
MyEnglishLab which can be printed or displayed on-screen. These activities can
be used to extend a lesson or to focus in more depth on a particular section.

->

Cross-references refer to the Pronunciation bank and Grammar reference pages.

My Lab

Access to MyEnglishLab is given through a code printed on the inside front cover of this
book. Depending on the version of the course that you are using, you will have access
to one of the following options:

Digital Resources powered by MyEnglishLab including: downloadable coursebook
resources, all video clips, all audio recordings.

Full content of MyEnglishLab: all of the above, plus the full self-study interactive workbook
with an automatic gradebook. Teachers can assign workbook activities as homework.

The Global Scale of English (GSE) is a standardised, granular scale from 10 to 90 which
measures English language proficiency. The GSE Learning Objectives for Professional English
are aligned with the Common European Framework of Reference (CEFR). Unlike the CEFR,
which describes proficiency in terms of broad levels, the Global Scale of English identifies
what a learner can do at each point on a more granular scale — and within a CEFR level.

The scale is designed to motivate learners by demonstrating incremental progress in their
language ability. The Global Scale of English forms the backbone of Pearson English course
material and assessment.

Learn more about the Global Scale of English at english.com/gse




WORK SKILLS
Video introduction

Introduction The Workskills videos in Lesson 4 of each unit show people in situations at work.

Sleek is a new, small fashion design company. They sell directly to customers in their own
boutique shops in the UK and Western Europe and also sell their products to larger department
stores. Max Hartmann is the Director of Operations in the UK, and Maria Stavrou is a Sales
Manager in Spain. In the videos we see Max, Maria and other Sleek employees at work: in
meetings, presentations and other day-to-day interactions.

Characters
Max Hartmann, William James,
German 1zabel Nowak, Australian
Director of Polish Product Manager
Operations UK, Office Manager (Units 3, 4)
(Units 1, 4,5,7) (Units 1, 2)

Maria Stavrou,

Haru Sakai, . Greek Ellen Morgan, Josie Marr,
Japanese -British Sales Manager British British
Lead Designer (Units 1, 4,5, 6) Junior Clothing Administration

(Units 3, 4)

Designer (Unit 3) Assistant (Unit 1)

Julia Anderson,

Robert Harris, Brazilian-British

British External client (Unit 5) Matt Reece, British
Cleaning company Human Resources Manager
owner (Unit 2) (Unit 8)

Jonathan Potts,

Eduardo Dias,

Brazilian-Portuguese British Angela Davies, British
External client (Unit 6) (ECJ(:]?trr;)alchent Job candidate (Unit 8)

) Video summary

1 What do you do?
Unit 1 video: Maria visits the London office for some meetings and meets the team.

2 Agreeing contract details
Unit 2 video: /Izabela has a meeting with Robert to agree the details of an office cleaning contract.

3 How did the project go?
Unit 3 video: William holds a feedback meeting with designers Haru and Ellen.

4 Technical problems
Unit 4 video: Members of the team have technical problems on their video calls.

5 What do you think of the trade fair?
Unit 5 video: Max and Maria meet external client Julia Anderson and make small talk.

6 How many do you want to order?
Unit 6 video: External client Eduardo meets Maria to place an order for some T-shirts.

7 Our products and services

Unit 7 video: External client Jonathan Potts presents his company’s products and services
to a group, including Max.

8 The job interview
Unit 8 video: Job candidate Angela Davies meets Human Resources Manager Matt Reece
for a job interview.



Working day

Unit overview

Review 1

Daily tasks

Lesson outcome: Learners can describe work activities and
tasks.

A work plan
Lesson outcome: Learners can schedule tasks.

A survey

Lesson outcome: Learners can ask and answer questions for
a survey about their workplace.

Work skills: Talking about people and roles

Lesson outcome: Learners can greet a visitor, make
introductions and talk about people and roles.

Business workshop: We want to meet you ...
Lesson outcome: Learners can answer questions about jobs.

Pronunciation: 1.1 The -s ending
1.3 Questions

Vocabulary: Jobs and tasks

Communicative grammar: Facts and routines

Video: Working day

Task: Introducing yourself and talking about your job and routine

Vocabulary: Work tasks and activities
Reading and listening: Scheduling meetings
Writing: An email to schedule a meeting

Reading: An employee survey
Communicative grammar: Questions
Writing: A survey about facilities in the workplace

Video: What do you do?
Speaking: Talking about people and roles

Reading: A webpage; an email
Speaking: Arranging to meet; an interview about your job;
talking about your company and travel

Grammar reference: 1.1 Factsand routines 1.3 Questions
1.4 Subject and object questions

27«
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1.1

Lesson outcome

Daily tasks

Learners can describe work activities and tasks.

Lead-in 1A Match the photos (A-D) with the correct jobs (1-8).

1
2
3
4

Production Engineer 5 Admin Assistant

Sales Manager 6 Finance Officer

Sales Assistant 7 Project Manager

Digital Designer 8 IT Specialist

Which of the jobs in Exercise 1A do people do where you work?

Vocabulary Jobs and tasks

Teacher’s resources:
extra activities

@ 2A
A

u b W N =R @

W

u B W N

Read about two jobs. Choose a job from Exercise 1A to complete the descriptions.

I'm a(n) .I'm responsible for a team of five people. They often have meetings
with customers. They sometimes work in the office and call customers on the phone. At
the end of the week, they do research to find new clients. | sometimes go to meetings
with important customers, so | often travel for work. | analyse sales data, and | often write
reports. | also do research to find new clients. At the end of the day, | usually make calls to
the other managers and to my boss, who works in a different location. My office hours are
9a.m.to 5.30 p.m. but I'm so busy | never finish work before 5.30 p.m.

Elenaisa(n) .She usually starts work at 7 o’clock and she always has a lot of
work to do. She answers the phone and makes calls or writes emails. She works with the
sales team and often processes orders for them. She sometimes goes to meetings and takes
notes. She rarely travels for work.

Complete the expressions with words from Exercise 2A.
goto __ meetings 6 forwork
customers 7 (sales) data
process 8 write /emails
do 9 answer
calls 10 / work

Work in pairs. Ask and answer the questions. Use the words in the box.

never rarely sometimes often usually always

How often doyou. ...

do research? 6 write emails?

go to meetings? 7 analyse data?

start work at 8 o’clock? 8 answer the phone?
finish work at 5 o'clock? 9 make calls?

write reports? 10 process orders?

== page 96 See Pronunciation bank: The -s ending




1.1 € Daily tasks

Communicative ) FACTS AND ROUTINES = Grammar reference: page 102

rammar
gra d + lam/'m a Sales Manager. He/Sheis/’s an IT Specialist.

You/We/They are/‘re Production Engineers

+ 1/You/We/They always start work at 8 o'clock.  He/She often has meetings.

I/You/We/They usually come to the office It usually finishes at midnight.
on Mondays.
- lam/’'m not a Finance Officer. He/She is not/isn't a Finance Manager.

I/you/we/they do not/don’t call customers.  He/She does not/doesn’t call customers.

0 4. Complete the text with the correct form of the verb in brackets.

Marek, Alberto, Ramona and I} (work) in a computer shop. Marek sells computers,
buthe? (not be) a Sales Assistant, he 3 (be) a Sales Manager. Alberto
and Ramona* (be) IT Specialists . They ® (start) work at 9 o’clock. They
8 (not finish) work before 7 o’clock.

|7 (analyse) sales reports, but 18 (not be) a Sales Manager,

I° (be) a Finance Officer.

&9 5 Putthe words in order to make sentences.
at/work/1/8 o'clock/ start / often

always / we / call customers / on Fridays
sometimes / they / a team meeting / have
after lunch / you / never / emails / write
data/don't/they/analyse

call/ doesn’t / she / customers / usually

=

o v A WDN

o Teacher’s resources:
extra activities

VIDEO 6A B 111 Watchthe video. Match the job titles with the speakers 1-3.

0 | Chief Executive Officer (CEO)  Senior Research Manager Student Services Manager

1 Liz 2 Ellen 3 Muyj
E Watch the video again. Tick (/) the things that each person does.

| Who.. Liz Ellen Muj |
| starts work at 7.30? ]
finishes work at 5.30? ]
travels to other countries for work? |
|
|
l

[ has lunch at 1 o’clock?
| analyses data?

[ writes reports?

C Work in pairs. Talk about what each person does and doesn’t do. Use the words
in Exercise 3.

Liz never writes reports. Ellen ...

7 A Work in pairs. Take turns to introduce yourself. Talk about these things.
« Yourname - Some tasks/thingsyoudo < Yourjob  Yourroutine
My name’s Nick. I'm a factory worker. | help make cars. | always start work at seven-thirty.

B Now work with another pair. Take turns to talk about your previous partner.
This is Nick. He’s a factory worker. He helps make cars. He always starts work at seven-thirty.

Self-assessment | can describe work activities and tasks. 5




1.2 » Aworkplan

Lesson outcome Learners can schedule tasks.

1 Which of these tasks do you do in your job?

process orders travel for work write reports

answer the phone doresearch go to meetings makecalls‘

2 What type of meetings do you go to?

| budget client management planning project |

Vocabulary Work tasks and activities

3 Read the calendar and to-do list. Match the words in bold with the correct definitions (a-g).

= Susan’s calendar SUSAN'’S TO-DO LIST

d h i
Mon25 h 26 - 27 v 28 ! 29 Before planning meeting:

+ 2Book a meeting room

Client meeting 'Budget meeting Factory N

oo + Create a *brief

' Management - Send out the “agenda

meeting

100 Before budget meeting:
500 + Get data from production

' Project planning Client meeting + *Calculate production costs

meeting

3.00

Before management meeting:
- Prepare a °presentation
+ Get an ‘update from each team member

a instructions for a work task

b new information

¢ tomake a reservation

d aplanabout money

e towork with numbers to find an answer

f alist of things to talk about in a meeting

g atalkabouta project, work task, etc.

4 Complete the sentences with the words in bold from Exercise 3.

1 Sheneedsto aroom for ten people for the meeting.

2 Moneyisn'taproblem.The says we have $10,000 for the project.

3 The says the meeting starts at 10 a.m. and we have five points to discuss.

4 Theworkisn‘t difficult. The gives instructions about the job.

5 JoandSam have a new project. Their about it was interesting.
Teacher’s resources: 6 How is your new job? Can you give me an onit?
extra activities 7 Weneed to prepare a budget. Please the costs before the meeting.

10




1.2

>| Aworkplan

& Reading and Scheduling meetings

lIStenmg 5A Read the emails and number them in the correct order.

A ___ B cC 1 D
Hi David, =< Hi Susan, =< Hi Susan, = < Hi Susan, &< Hi David, =<
Thanks for your message. Sorry, | work at home I hope you are well. Perfect. See you I have a planning
I usually meet clients on Th'ursday As you know, we need at2.00 p-m.on meeting at 1.00 p.m.
on Tuesdays and on mornings. Is to have a new project Thursday, in your How about
Wednesday 27 March Thursday afternoon planning meeting by office. Thursday afternoon
I have a management at1.00 p.m. OK? Friday 29 March. I'm Best regards, at2.00 p.m.? .
meeting all afternoon. Shall we meetin available all day on David We can meet in
How about Thursday your office? Tuesday or Wednesday. my office.

28 March at 11.00 a.m.? Best regards, Are you available on Best regards,

We can meet for an hour. David those days? Susan
Best regards, Best regards,
Susan David
B Mark the new project planning meeting on David’s calendar.
1.00 1o'clock . = David’s calendar . . .
2.15 two-fifteen Mon 2 5 Tue 26 Wed 27 Thu 28 Fri 29
3.30 three-thirty 10.00
4.45 four-forty-five Workathome
12.00 noon/midday (day)/ 1o
midnight (night)
, 12.00
a.m. morning
p-m. afternoon / 100
2.00
3.00
0 6A #1010 Listen to a conversation between David and Susan. Write the work tasks
in the correct place on David’s calendar.
+ Presentation - Phonecall - New project planning meeting (new time)
B #»>102 Complete the sentences with the words in the box. Then listen and check
your answers.
about available busy date fine see shall then
1 Weneed to change the of the new project planning meeting.
2 Areyou on Friday 29th, in the morning?
3 How Friday afternoon?
4 Sorry, I'm afraid I'm then.
5 Friday lunchtimeis good. we meet in your office?
6 |usually have lunch at 1 o'clock. How about ?
0 Teacher’s resources: 7 Yes, that's . Then we can go to lunch for about an hour.
extra activities 8 you then

Writing 7 Work in pairs. You are going to schedule a meeting.
Student A: Look at page 115.

Student B: Look at page 117.

Self-assessment

| can schedule tasks. s '@



https://www.languagecentre.ir/english/adults/business-partner

Lesson outcome Learners can ask and answer questions for a survey about their workplace.

Lead-in 1A which of these facilities do you have at work / where you study?

a meeting room a car park an area for relaxing acanteen or kitchenarea  a workspace

B Which ones do you use?

Reading 2A Read the survey. Write the headings in the box in the correct place (A-D).

D)

Meetings and meeting rooms  Other facilities The workday The workplace

EMPLOYEE SURVEY \/' In order to make our workspace and facilities better, we would
like your opinion on how to improve it. Please complete the
survey and give extra information where possible.

1 How do you get to work?

O Bicycle O Car O Motorcycle O Public transport O Walk O Other
2 What are your working hours?
3 How much time do you spend at your desk?

4 Which department do you work in?
5 Do you have a problem with noise in your work area? O Yes O Sometimes O No
6 Does your workspace have a desklamp? O Yes O No

7 How many hours a week do you spend in meetings? O 0-2 O 2-5 O More than 5
8 Does your office have enough meeting rooms? O Yes O No
9 How often do you have problems booking meeting rooms?

O Never O Sometimes O Often O Always O | don't book them

D

10 How often do you use the company gym?
11 How many times a week do you eat in the canteen?
12 Where do you take a break?

B Match the answers (a-f) with six questions in the survey.

Production.

From 9.00 a.m. to 5.30 p.m.

About three times a week - | like to exercise in the evening.
Five - | have lunch there every day.

About six hours per day.

In the kitchen area.

= 0o O N T N

C Work in pairs. Ask and answer the questions in the survey.

o 12
DSSSSSSSSEEEEEEEEEEEESSSSHHEEEERR



1.3 D] Asurvey

Communicative ) QUESTIONS =¥ Grammar reference: page 102
grammar What are your working hours? Do you have problems booking meeting rooms?
Where is your desk? How often do you use the company gym?
How do you get to work? Do you eat in the canteen?
When does your working day start? Does your workspace have a desk lamp?

NGO w s wN R W

Put the words in order to make questions.
are/working / your / what / hours /?

office / your / workspaces / does / enough / have / ?
have/an area/ does/ for relaxing / your office / ?
gym/the/you/use/do/?

is/where / area/ the kitchen/?

work /you/what/do/time/start/?

does / your / when /finish / day /?

your/ does / have / company/ a car park /?

= page 96 See Pronunciation bank: Questions

bt
3

a n o v I o NGOV A WNR

0 Teacher’s resources:
extra activities

Writing 5A

Complete the questions with the correct word.

Where________thegym?

the office have a kitchen area?
What time you usually take a break?
What the canteen’s opening times?
How long your lunch break?

you usually work from home on Friday?
the office have a space for relaxing?
often do you book a meeting room?

Match the answers (a-h) with the questions (1-8) in Exercise 4A.

About11.00a.m. e Yes, itdoes.

Yes, | do. f About forty-five minutes.

On the second floor. g Abouttwo or three times a week.
10.00 a.m. to 6.00 p.m. every day. h Yes, it has a quiet room with sofas.

You want to improve facilities in your workplace or where you study. Write a survey
to find out what people do and what facilities they use now. Ask eight questions.
Use these ideas to help you.

The workspace

Meetings and meeting rooms

The canteen

Available computers/IT (projectors, etc.)
Access (stairs/lifts)

Quiet areas

Gym facilities

Other facilities

Your own ideas

Give your survey questions to a partner. Write answers to your partner’s questions.

Self-assessment | can ask and answer questions for a survey about my workplace. ﬁi




WORK SKILLS
14) Talking about people and roles

Lesson outcome Learners can greet a visitor, make introductions and talk about people and roles.

1 Put conversations 1-3 in the correct order. Then match the conversation
with photos A-C.

FLL

Lead-in

"| T
p
=

A) 1ALl

1 a Niceto meetyou, too.
Sylvia, this is Evan from the Tokyo office.
¢ Nice to meetyou.

a
b
c
d

o

Sarah Jones? Yes. She works in my department.
She’s fine.

How is she?

Do you know Sarah in the Beijing office?

About ten.
b That's the production team.
¢ How many people work in production?

w
QU

VIDEO 2A B 141 watch the video. Answer the questions.

b 3@ 1 Where are Max and Maria?

2 Do lzabela and Maria know each other?
3 Does Izabela know Josie?

4 Does Maria know Josie?
B

Complete the sentences with one word. Watch the video again and check

your answers.
1 Max: zabela, is Maria, the Madrid office.
2 lzabela: department do you in?
3 lzabela: Oh, yes, | Monica. She often this office.
4 Maria: | clients and | work with the local teams.
5 Maria: | givea about my work, and they give an on

their activities.

C Match the sentences with the answers. Watch the video again and check
your answers.

1 Maria, do you know Josie? a Nice to meetyou, Josie.

2 Josie, this is Maria. b I'maSales Manager with the Madrid team.

3 Whatdo you do, Josie? ¢ Pietro Russo. Do you know Pietro?

4 And which departmentdoyou d No.ldon't.
workin? e I'manAdmin Assistant.

Teacher’s resources: 5 Andwhomanagesthatteam?  § |workin office facilities.

extra activities 6 Whatabout you, Maria?




1.4 D] work skills: Talking about people and roles EEEDO

Speaking | ) TALKING ABOUT PEOPLE AND ROLES

Introductions

Maria, do you know Josie? No, I don't./ Yes, | do.
Maria, this is Izabela. Nice to meet you.
He/She works in the Madrid office. Nice to meet you, too.

He/She’s an Admin Assistant.

Asking about roles and activities

What do you do? I'm an Admin Assistant.

Which department do youworkin?  (Ilworkin) the Sales department.
Who's your manager? Monica Lopez.

Do you travel for work a lot? Yes, | do./ No, I don‘t.

Talking about roles and activities

Monica Lopez is/She’s the Regional Sales Director for Southern Europe.
I'm a Sales Manager with the Madrid team. | visit clients and ...

We usually have a planning meeting with the sales team when we visit.
She’s our Office Manager here in London. She manages office facilities.

) SUBJECT AND OBJECT QUESTIONS =¥ Grammar reference: page 103
Subject question
Who manages the team? Pietro manages the team.
Object question
Teacher’s resources: . .
extra activities Which team does Pietro manage?  He manages the sales team.

3 A Complete the information about yourself. Use the example to help you.

NAME: Miguel Diaz NAME:
OFFICE: Singapore OFFICE:
JOB: Engineer JOB:
DEPARTMENT: Design DEPARTMENT:
ACTIVITIES: I work with the Design Manager. We ACTIVITIES:
develop new products. | sometimes
meet customers.

B Work in groups of three. Use the information from Exercise 3A and write a
dialogue where one person introduces two others. Use the videoscripts on
page 129 to help you.

Student A: You know Student B and Student C. Introduce them.

Student B: You are visiting from another country.

Student C: You are the Office Manager. Welcome Student B and ask questions about
Student B's job, department, manager, activities, etc.

C Practise the dialogue. Changes roles and practise again.

Self-assessment | can greet a visitor, make introductions and talk about people and roles. @




BUSINESS

WORKSHOP ) We want to meetyou

Lesson outcome Learners can answer questions about jobs.

Introduction 1 Read the webpage. Answer the questions.
1 Whatis U-Trav-L?
2 Why do they interview business professionals?
3 Why do they ask you to contact them?
R e
U-Trav-L is a travel sales website for business travellers. Every month, we interview business
professionals around the world for the blog on our website. With their help, our blog shows

work life and business travel and how it really is. Readers also see their business profile and
what their company does.

We always need business professionals for our blog so wed like to interview you about your
job and business travel. Please contact us by email if you would like to be on our website.

Arra nging a 2A Workin pairs. Read the email. What does Maria want to do? When?
meeting

Dear Ms Lawrie, =<

Thank you very much for your interest in U-Trav-L magazine and website. We would like
to come to your offices in London and interview you. Are you available in March?

Yours sincerely,

Maria Alvarez
Editor, U-Trav-L

B Arrange a meeting by email. Student A: Look at page 115. Student B: Look at page 117.

A phone call 3 MariaAlvarez cannot meet on Friday. She needs to call Angela Lawrie and change
the time of the interview. Student A: Look at page 118. Student B: Look at page 116.

The interview 4A Complete Maria’s questions for the interview.

Which / department / work in/? Which department do you work in?
What/do/?

Where / work /?

How / get to work /?

How long / be / your journey / to work / ?
How often/ travel / abroad /?

Where / travel/to/?

Why / travel for work / ?

Do /work on the train/plane /?

What / favourite travel destination / ?

O O NGO U1 & WIN =

=
o

Maria Alvarez wants to interview Angela Lawrie. Work in pairs. Look at page 116.
Take turns to be Maria and Angela.

Talking about your 5A work in pairs. You are going to have an interview.
company and travel Student A: You are Maria Alvarez. Look at page 115.
Student B: You own a business. Look at page 117.
B Work with a different partner. Take turns to tell each other about the person you

interviewed in Exercise 5A. Then decide the best person for Maria to write about
in U-Trav-L magazine next month.

=

Self-assessment | can answer questions about jobs.



Doing business

Can you
deliver
tomorrow?

Unit overview

724> Orders and deliveries

Lesson outcome: Learners can talk about deliveries, orders and
quantities.

Placing orders on the phone
Lesson outcome: Learners can place a simple order on the phone.

Email enquiries

Lesson outcome: Learners can write a short email responding to
an enquiry.

Work skills: Making agreements

Business workshop: Planning a work party
Lesson outcome: Learners can make simple email enquiries and

Lesson outcome: Learners can make a simple business agreement.

Vocabulary: Orders and deliveries

Communicative grammar: Things you can and can’t count
Video: The Good Eating Company

Task: Asking and answering questions about quantities

Listening: An order by phone
Vocabulary: An order by phone
Speaking: Placing an order

Reading: Frequently Asked Questions
Communicative grammar: Saying something exists
Writing: A response to an email enquiry

Video: Agreeing contract details
Speaking: Making agreements

Reading: Information from a catering company
Speaking: Comparing information about an order

Review 2

business arrangements on the phone and in person. Writing: Reply to an order enquiry

Pronunciation: 2.2 /i:/, /1/ and /a1/
2.3 /tf/ and /d3/

Grammar reference: 2.1 Things you can and can’t count
2.2 can/can’t 2.3 Saying something exists

>»17 ¢



2.1 Orders and deliveries

Lesson outcome Learners can talk about deliveries, orders and quantities.

Lead-in 1 po you use food delivery apps? Which ones?

Vocabulary Orders and deliveries

0 2 A Read the text. Are the words in bold verbs or nouns?

Jangle 'delivers meals to customers from their favourite restaurants. You can order
your food on our website or with our app. Use your postcode to find restaurants in
your area, choose your food and place your *order. The “supplier prepares your food
and our rider *delivers it to you. We make °deliveries every day of the year.

B Complete the sentences about the Jangle app with the correct form of the words
in Exercise 2A.

1 Weoften food with the Jangle app. It's quick and easy.
2 Jangle food to homes and offices.
3 Jangle makes thousands of every day.
) Teacher’s resources: 4 Jangleisn'tafood ,it’s a delivery service.
Sl g 5 They place a big with Jangle every Friday and the service is great.
0 3 Look at the webpage about a distribution centre for a supermarket chain.
Match the questions (a-d) with the paragraphs (1-4).
a How many products do you have here?
b What does a distribution centre do?
¢ How much food do the supermarkets order?
d How many people work at the distribution centre?

1 __  We prepare the orders and deliver them to our supermarkets in each region. We have
fifteen regional centres in the country. The supermarkets send their orders via the online
platform. We don't have much time to prepare an order. Our delivery trucks leave here
the next day with the order.

2 ___ We have over 400 warehouse workers and about fifty drivers here. It's a big centre. We
deliver food to supermarkets in the London area and operate twenty-four hours a day.

3 ___ We have over 2,000 products including some fresh fruit and vegetables, drinks, tinned food,
rice, pasta, cereals and cleaning products. We sell a lot of bananas. It's the top-selling product.

4 ___ ltdepends on the size and location of the store. For example, a lot of office workers and

Jess Patel tourists use the small city-centre shops. A customer usually wants a sandwich or some
Distribution Centre Manager sushi for lunch, or some snacks and water. Not many customers buy fresh fish and meat.
Communicative | ) THINGS YOU CAN AND CAN'T COUNT <> Grammar reference: page 103

grammar Things you can count

A sandwich, an order, a delivery

How many deliveries do you have a week?

We have a lot of / (not) many / some deliveries on Tuesdays.

We don’t have any deliveries on Saturdays.

Things you can’t count

some / a lot of / not much + coffee, food, fruit, information, money, time
How much coffee do you sell?

We sell a lot of coffee. / We don‘t sell much coffee. / We don't sell any coffee.

18



2.1 € Orders and deliveries o]

< 4n

1
2
3
4
o6
1
2
3
4
5
0 Teacher’s resources: 6
extra activities
& VIDEO 7a
B
Cc
1
2
*produce = a large amount
of food (often fresh) from 3
farms, e.g. fruit and 4
vegetables 5
*run a business = manage 6
a business 7
8
8a
B

Look at the words in bold in Exercise 4B. Write (C) for things you can count
or (U) for things you can’t count.

Complete the sentences with a lot of, any, much or many.

Our company sells T-shirts 4 Wedon't make money
in the summer. doing this. We do it for free.

The shop doesn‘t sell winter 5 Wedon'teat pasta.
jackets, only summer jackets. Only a smallamount.

The factory makes coffee. 6 This shop doesn‘t sell

It's a big export for us. jumpers. Maybe one or two a week.

Complete the sentences with a, an or some.
Thisis old warehouse but

He usually has

The truck arrives in

people still work here.

sandwich and fruit for lunch.
hour to deliver to UK cities.

customer in England every week.

| write email to

Complete the questions with many or much. Then match the questions and answers.

How people workin your a Onsomedays, | don't get any. When
company? we're busy, | receive a lot.

How money do you spend b Alot. The train to work costs £50 a week!
on travel each week? ¢ Not many. Twenty in the office and twelve
How emails do you receive in the warehouse.

every day? d About forty a week, from Monday

How time do you have for to Friday.

lunch at work/college? e Notmuch. About thirty minutes

How coffee do you drink toan hour.

every day? f Alot! It helps me concentrate

How hours do you work in meetings.

each week?

BJ: 11 watch the video introduction. What do The Good Eating Company do?

Watch the complete video. Complete the information about the company.

They run around? cafés and restaurants. 2 people work at
Maxwell’s café. The café serves breakfast, lunch and snacks. They sell 3

different types of coffee and also serve over* cups of coffee a week. They
have lots of different suppliers. They get about ® deliveries a week. To make
their food, they use over ¢ kilos of potatoes, thirty kilos of carrots, ten kilos
of lettuce and”’ eggs per week.

Watch the video again. Choose the correct option.

Jodie is Operations Manager / CEO at The Good Eating Company.

The Good Eating Company have cafes in London and Scotland / Ireland.
Maxwell is a Chef/ Café Manager at The Good Eating Company.

The café sells a lot of / doesn’t sell many flat whites.

The Good Eating Company like to use international / local suppliers.

Jodie speaks to delivery companies / suppliers on the phone.

Fresh produce arrives in the morning / afternoon.

For lunch customers buy sandwiches, salads, fruit and hot dishes / dessert.

Work with a partner. Ask and answer the questions in Exercise 6.

Look at page 126. Follow the instructions.

Self-assessment

| can talk about deliveries, orders and quantities.

. s
L U




2.2 ) Placing orders on the phone

Lesson outcome

Learners can place a simple order on the phone.

@ Lead-in 1 Workin pairs. Student A: Look at the order form below. Ask student B questions
to complete the information. Student B: Look at page 118.

What’s the order number? 1

ORDER NUMBER
CUSTOMER NAME Donaldson Group
What's the company address? COMPANY ADDRESS 3
CUSTOMER REFERENCE NUMBER ~ CR88510765V
What's the product PRODUCT Green one-litre bottles
code number? PRODUCT CODE NUMBER g
QUANTITY 250

Listening An order by phone

0 2A 201 Look at the catalogue for Eco Boxes and listen to a phone call.
What information does the customer need from Eco Boxes?

ECOEOXES: Takeaway boxes

‘ PRODUCT REFERENCE NUMBER | SIZE COLOUR QUANTITY
Small box TGBO1 57 x 115 x 75 mm Two colours 25 units
ECOBOXES Medium box | TGB02 62 x 145 x 95 mm Two colours 20 units

Big box TGBO03 70 x 225 x 95 mm | Two colours 10 units
k B Listen again. Choose the correct option (1-8) below.
| PRODUCT PRICES
Small Box TGBO1 '£2.50/ 2.60

Medium Box  TGB02 ?£2.00 / 3.00

Big Box TGBO03 *£2.00/ 3.00
Colours “natural / black / white / beige
Quantity 3400 / 500 TGBOT and 400 / 500 TGB02

Delivery date  ’Monday 25th / 26th
Total cost 8£115/ 150
Delivery free of charge

Vocabulary  Anorder by phone
@3 b2 Complete the phrases from the dialogue. Then listen and check.

1 EcoBoxes. Laura .How can I help you?
in stock = the product is 2 Idliketo some of your new takeaway boxes.
in the shop / the supplier 3 Doyou the product reference numbers?
has the product you want ;
to buy 4 How are the three boxes?
5 How much does cost?
6 How boxes do you need?
7 Canyou by Monday 26th?
8 I'mvery ,we can’t. We don’t have any in stock*.
) Teacher’s resources: 9 Certainly, I'll your order on the system.
extra activities 10 How is thatin total?

0 4 Categorise the phrases in Exercise 3. Write customer (C) or salesperson (S).

= page 96 See Pronunciation bank: /iz/, /1/ and /a1/

20




2.2 | Placing orders on the phone

) CAN/CAN'T =3 Grammar reference: page 104

We use can to say something is possible. We use can’t when something is not possible.

+/- We can deliver the order on Monday.
?  Canyou deliver the order on Monday?

They can’t deliver today.

0 Teacher’s resources: ,
Yes, we can./ Sorry, we can't.

extra activities

Spea king 5 Work in pairs. Student A: Read the instructions below. Student B: Look at page 116.

Roleplay 1: You are the customer. You own Super Sun sushi restaurant and need to order
some boxes.

+ Lookat the catalogue.

« Phone your partner and order some boxes.

» You want to know:
- the colours, prices and delivery costs.

= You would like:
- 100 small white boxes and 200 big white boxes.
- toknow the total cost of the order.
- delivery tomorrow.

» Use the phrases in Exercise 3 to help you.

ECOBOXES: Salad and sushi boxes

REFERENCE PRICE
PRODUCT SRIMERR SIZE COLOUR QUANTITY | PRICE SRri0
s lealnd SUBO1 | 57x115x75mm |  1WOCOOWS= | 55 it £20
and sushi box X
Bigsaladand | gupgy | 70x225%x95mm | TWOCOOWS— | 50 units £30
sushi box )

Roleplay 2: You work for Eco Boxes.
+ Lookat the catalogue.
+ Answer the phone and take the customer’s order.
+ You need to know:
- the customer’s name and company name.
- details of the order (quantities and colours).
 Use the phrases in Exercise 3 to help you.
+ You need to tell the customer:
- You only have blue boxes in stock.
- Delivery cost: £6 all orders under £40, free of charge over £40.
- Delivery time: two working days.
ECOEOXES: Sandwich and burger boxes
REFERENCE PRICE
PRODUCT S SIZE COLOUR QUANTITY | PRICE viliiifo
Sandwichbox | SABO1 | 57x115x75mm | WOCOOUS— [ onunies | g4 | £17.50
blue and white
Burger box BBB03 | 70 x 225 x 95mm s el 20 units £6 £22.50
blue and white

Self-assessment

I can place a simple order on the phone.




2,3) Email enquiries

Lesson outcome Learners can write a short email responding to an enquiry.

&9 Lead-in 1A Match the words (1-4) with the definitions (a-d).

1 exchange a thingsyou buy

purchases b take or send back something you buy in a shop or online
refund ¢ getsomething different for something you buy and don’t want
return d get money back for something you buy but don’t want

2 W N

Discuss the questions.
Do you sometimes return things you buy in shops or online?
Do you prefer to exchange your purchases or get a refund?

N v~ D

Read a company’s Frequently Asked Questions (FAQs) about orders. Match the
questions (a-d) with the correct section (1-4) on the webpage.

a Canlreturn my order? ¢ Canlexchange or cancel my order?
b Is there a delivery charge? d Are there any discounts for large orders?

Orders and returns FAQs
1

Delivery is free of charge in the EU for orders of €50 and over. There is a charge for
orders under €50. Click here for delivery charges.

Yes, there are some discounts. Please contact Customer Services for information.

Yes, there is some time to change or cancel your order before delivery. Please
contact Customer Services as soon as possible.

Yes, you have thirty days to return your online purchases free of charge. There are
two easy ways you can return your order. Click here for details.

0 3 A Readthe replies to two customers’ enquiries. Which FAQ does each enquiry refer to?

Dear Ms Mayer, = <
! there are two ways you can return your order. You can
go to one of our stores and they can exchange the goods or refund your money.

2 a list of our stores. We can also collect the goods from
your home address free of charge. Please click on this link to complete the return form.

} if you have any questions.

Regards,
Please find attached Dear Mr Weber, = <
Please contact us 4 There aren’t any delivery charges in the EU for orders

over €50. There is a charge for orders €50 and under. Standard delivery costs €4.50

Thank you for your enquiry. and express delivery costs €6.50.

In response to your enquiry,

Please contact us if you have any questions.

Regards,

Teacher’s resources:

ittt B Complete the replies with the phrases in the box.

= page 97 See Pronunciation bank: /tf/ and /d3/
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2.3 D| Email enquiries

Communicative | ) SAYING SOMETHING EXISTS <3 Grammar reference: page 104

grammar

+ Thereis (There’s) a delivery charge.
There is (There’s) some time to change your order.
There are some discounts on large orders.
- Thereis not (isn’t) a store near me.
There are not (arent) any delivery charges within the EU.
There is not (isn’t) any information on the website.

? Isthere a discount for a large order? Yes, thereis./ No, there isn‘t.

Are there any deliveries at the weekend?  Yes, there are./ No, there aren’t.
Is there any time to cancel my order? Yes, there is. / No, there isn’t.

w4

1

O NGO UV B~ WDN

5

>

Teacher’s resources:
extra activities

Writing

n @ »>» @ >

D mw nouno

Choose the correct option to complete the sentences.
There is / are some problems in the warehouse.

There is / are a problem with your order.

There is / are some products that you can’t return.

There is / are some food in this order.

There isn‘t any / some information on the website.

There aren’t any / some discounts on orders.

There isn’t / aren’t any white boxes in stock.

There isn’t / aren’t any space in the truck.

Complete the two dialogues with the correct form of there is/isn’t or there are/aren’t.
! any photocopy paper in the office?

: Yes,? some pink A4 paper. Here you are.
: No, I need white paper. 3 any white paper?

: Sorry! No, 4 .I'llorder some now.

: Three new employees start work today. ° any desks

and computer chairs for them?

: Yes, © some new furniture in the warehouse.

’ any office equipment for them?
No, 8 .What exactly do they need?

: Three phones, three computers and a printer.

#»2.03 Listen and check your answers. In pairs, practise the dialogues.

Look at an email from another customer. Write a response to her enquiry.
Use phrases from Exercise 3B to help you.

From: Liudvika KulieSiené B <
To: Customers Services
Subject: Prices and discounts for large orders

I'd like to place a large order for photocopy paper. | can't find any prices on the
website. Is there a discount for a large order? Are there any delivery charges?

Regards,
Liudvika Kuliesiené

Self-assessment | can write a short email responding to an enquiry.




WORK SKILLS
24) Making agreements

Lesson outcome Learners can make a simple business agreement.

Lead-in 1 Lookatthe photos and the phrases. Do you have a cleaning service where you
work, live or study? What do cleaners do?

-

.
¥1 a3 _ad <
clean the floor empty the bins clean the desks vacuum the carpet wash dishes/cups

& VIDEO 2 241 Izabela, an office manager, has a meeting with Robert, a cleaning company
: : owner. They discuss a cleaning contract. Watch the video. In what order do they talk
about these things? Number the items 1-5.

the cost of the service

the working days —
the cleaning tasks
the description of the office

the working hours

o a nNn T 9

3 Watch the video again and complete Robert’s notes with a word, number or phrase.

ROBERT’S CLEANING SERVICES

* Places to clean: reception area, one big office, two ' , a staff kitchen
on the first floor; one big office, four individual 2 on the second floor;
two staff toilets (one on each floor) and the stairs.

* Jobs to do: clean the desks; empty the bins and 3 , Clean the toilets,
the kitchen area and wash the coffee cups.

* Days of work: *

e Hours of work: Before * a.m.
e Total hours of contract ¢ (per day), ” (per week).
* Agreed price: ¢£, including charge for the cleaning products.

* Cleaning equipment in the cupboard in the °

0 4. Match the questions with the answers. Watch the video again and check your answers.

1 Whatdo you want the cleaner to a It'susually one cleaner for an office this size.
do, exactly? b About three hours a day.

2 Canthe cleaner wash the coffee cups? ¢ How about next Monday?

3 Doyouwantusto clean the windows? d VYes, of course.

4 How many cleaners are there? e No, we have a specialist company to clean

5 How much time does the cleaner need? the windows.

6 Does the price include cleaning f Clean the desks, empty the bins and clean
products? the floors.

Y Teacher’s resources: 7 How much is that? g No, itdoesn't. There's a small charge for those.
extra activities
8 When can the cleaner start? h It's ten pounds a week.




2.4 | work skills: Making agreements e B N e

Speaking ) MAKING AGREEMENTS

Asking about the company’s service

How many [workers / chefs] are there?

How about (coming) [before / after] [8 o'clock / we start work]?

Can [you / your team] do that?

How much time do you need?

Can [you/your team] provide the [materials / plates / cleaning products]?
How much is that [for fifteen / twenty hours a week]?

Does the price include [materials / cleaning products / delivery]?
When can [you / your team] start?

Asking the client questions

What do you want [the cleaner / us] to do (exactly)?

How many [days / hours] do you need the [cleaning / catering] service?
What time do you want the [cleaner / chef] to come?

Is there a place for the [cleaning products / materials]?

How about [on Monday / on the 14th]?

Saying yes Saying no
Yes, we can./ Yes, it does. - No, we can’t. (I'm sorry).
Yes, that’s fine/right. / Yes, of course. - No, itdoesn't. (I'm sorry).

5 Workin pairs. Read your information. Roleplay the situation.
Student A: You represent Robert’s Cleaning Services. Look at page 117.
Student B: Your need a cleaner for your office. Look at page 122.

6 workin pairs. Read your information. Roleplay the situation.
Student A: You need a catering service for your office party. Look at page 117.
Student B: You represent a catering service. Look at page 120.

Student B

StudentA
/(,[ Ask if Student A wants a hot or cold buffet. ]
Answer with details about
the buffet you want.

Answer.

Ask how many people the buffet is for. J

o
\

Ask what day/time the party is. ]

Answer.
’/£ Ask if there is a kitchen at Student A’s office. ]
"y
[Answer. Ask how many catering |«
staff they provide. =

-
e

Tell Student A how many staff you
provide for hot/cold buffets.

)

Ask Student B if their staff can clean
the room after the party.

Answer.

provides plates/glasses.

Ji

[ Ask Student B if their company

Answer.

i

Ask Student B how much they
charge for the service.

= Answer.

i

Self-assessment | can make a simple business agreement. @




BUSINESS
WORKSHOP

Lesson outcome ;
on the phone and in person.

Introduction

1 You work in the human resources department at
Benham Engineering. You receive this email. What do
you need to do?

Subject: Emilia’s 20th Anniversary Party B4 <
Wed like to celebrate Emilia’s twenty years with Benham
Engineering. Can you organise a party for everyone? Here
are the details:

Date: Wednesday 14 March

Time: 12.00 to 14.00

Place: Conference room

Number of people: Sixty

Catering: a light buffet lunch with sandwiches, canapés, fruit
and desserts

Please arrange for a catering company to do the food
service. We can buy the drinks. Can you also arrange the
extra cleaning service with the cleaners after the party?

Best regards,

Reading

0 2 Look at the information from a catering company and
complete the questions in the email.

Carter-Villiers CATERERS

Sandwich platters
£16.50 per platter

par h pl ix peopl Any
#’ = Each p a#ersewes e vegetarian
e T i We proy:de a selection of options?
sandwiches and baguettes
on white and brown bread.
Please select from the menu.
Number of
" , canapes per
L Y
&% Canapés person?
£9.95 per person
Please select from
| the menu.
Number of
people one
platter serves?
o o) LIS
Cake platters Cut fruit platter Cost of

£14.50 £12.50 / delivery?
Please place your orders online before 1.30 p.m. for

next-day deliveries. Minimum order is £30. (__________“ )
Discount for
large order?

If you have any questions, call 0938 665 0123 or email
customerservice@carter-villiers.

Self-assessment .
on the phone and in person.

) Planning a work party

I can make simple email enquiries and simple business arrangements

{mEmmC

Learners can make simple email enquiries and simple business arrangements

To: customerservice@carter-villiers
From: Anita Patterson
Subject: Enquiry about a catering order

Dear Sir/Madam,

We would like to order food for lunch at Benham
Engineering on Wednesday 14 March and | have some
questions. Firstly, 'a t any
sandwiches for vegetarians? | couldn't find any on the
website.

The selection of canapés is very good. ?H

m canapés are there per person? We also
want to order cake and cut fruit platters. *H

m people does each platter serve? Finally,

*h m does delivery cost and

gl t a discount for large orders?
We want to order food for sixty people.

Regards,

Anita Patterson

Human Resources Assistant
Benham Engineering

3 Writea reply to the email in Exercise 2.

Speaking

4A Work in pairs. Student A: Read the information below.

Student B: Look at page 119.
You are Anita Patterson from Benham Engineering.

Read the information and phone Carter-Vllliers caterers to
order food for the party.

Write the cost of the order in your notes.

BENHAM ENGINEERING

Lunch order for 14 March

Order details

* Selection of canapés for sixty people

* Ten sandwich platters: five meat, three fish, two vegetarian
e Ten cake platters

e Eight cut fruit platters

Delivery time: 11.30 a.m.

Total cost with five percent discount?

B Compare your information. Are all the details of the
order correct?

5 Wworkin pairs. Student A: Look at page 127.
Student B: Look at page 119.

o @



Changes

Unit overview

3.1

Review 3

A company’s story
Lesson outcome: Learners can describe changes at work.

New office

Lesson outcome: Learners can write about a change at the
workplace.

Company performance

Lesson outcome: Learners can write about a company’s
performance.

Work skills: How did it go?
Lesson outcome: Learners can talk about how a project went.

Business workshop: Our first year
Lesson outcome: Learners can write an email about their company.

Pronunciation: 3.1 The -ed ending
33 /3:/and /ay/

Vocabulary: A company’s story

Communicative grammar: Talking about the past (1)
Video: How we started

Task: Completing a timeline

Vocabulary: Email phrases

Reading: An email about meeting room rules
Listening: A conversation about an office move
Writing: An email giving instructions

Reading: Past successes and challenges
Communicative grammar: Talking about the past (2)
Writing: An email describing successes and challenges

Video: How did the project go?
Speaking: Talking about projects

Reading: A timeline about a new company
Writing: Preparing for a move
Speaking: Asking questions about a new company

Grammar reference: 3.1 Talking about the past (1) 3.2 Giving instructions
3.3 Talking about the past (2)
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3.1 A company’s story

Lesson outcome Learners can describe changes at work.

Lead-in 1 workin pairs. Think of a businessperson and answer the questions.
1 What's his/her name? 3 What does his/her company do, make or sell?
2 What's the name of his/her company?

& Vocabulary A company’s story

TIMELINE: COSTA COFFEE 2 A Read the timeline. In how many countries does Costa Coffee operate?

19605 The Costa family, 1978 The Costa 1985-1995 costa opens more shops 2006 Costa tlaunches the Costa
with sons Sergio and Bruno, brothers *open a coffee and hires more employees. By 1995, Book Awards, giving prizes to the
"move from ltaly to London. shop - Costa Coffee. there are forty-one shops in the UK. best writers in England and Ireland.

- B i
7980% 19905 2000% @ @p

1977 Brothers Bruno and Sergio Costa 1985 Bruno leaves the 1999 Costa ’expands 20719 costa has more
“start a coffee supply company in London. business and °creates its market - the company than 3,800 shops in
They produce coffee for local food sellers. a different company. opens a shop in Dubai. thirty-one countries.

Match the verbs in bold (1-8) in Exercise 2B with their past form in the sentences (a-h).
No, they didn‘t. In their first year, Costa Coffee produced coffee for local food sellers.

Yes, he did. In 1985, Bruno created a different company.

The Costa brothers moved from Italy in 1960.

In 1999, Costa expanded its market and opened a shop in Dubai.

In 1971, the Costa Brothers started a coffee supply company in London.

They opened a Costa Coffee shop in 1978.

Costa Coffee opened more shops in the UK and hired more employees from 1985 to 1995.

In 2006, they launched the Costa Book Awards.

Match the questions (1-8) with the sentences (a-h) in Exercise 2B.
Where did the Costa family move from? 5 Did Bruno start his own company in 1985?
Who started Costa Coffee? 6 When did Costa open more shops in the UK?

Did they open a coffee shop at the 7 When did Costa expand its market to other
Teacher’s resources: beginning? countries?

ShITg acuvne 4 When did they open a Costa Coffee shop? 8 What did the company launch in 2006?

W N =R M QU 0o an o v @

Communicative > TALKING ABOUT THE PAST (1) > Grammar reference: page 104

rammar .
9 + The Costa brothers moved from Italy to London in 1960.

| joined the company eight years ago.

? Did Sergio start his own company? Yes, he did. / No, he didnt.
Did they start Costa Coffee? Yes, they did. / No, they didn’t.
Did the company change its name? Yes, it did. /No, it didn’t.
? When did they open a shop? In 2002./ They opened a shop in 2002.
What year did the company expand? Last year. / It expanded last year.
Who did you hire last year? An HR Manager./ | hired an HR Manager.
? Who started the company? The two brothers started the company.
Who designed the product? Angela designed the product.

Which company launched Windows? Microsoft launched Windows.

== page 97 See Pronunciation bank: The -ed ending
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31 o A company’s story o

@ 3A

TIMELINE - BILL GATES
1973 1975

Finishes school. Starts Microsoft.

Complete the sentences with the correct verb in the past.

2014 His job changes from
Chairman to Technology Advisor.

2000 His job changes at
Microsoft from CEO to Chairman.

1973-1975 studies at

Harvard University - doesn't finish.

1

2

3

B

1

2

3

4

5

Teacher’s resources: 6
extra activities C
4

1

2

3

4

5

& VIDEO

B

1

2

3

4

5

6

Cc

1

2

3

annual turnover = the 4
total sales of a business in 5
one year 6
6

1985

Launches Windows.

1990

2017 Plays a tennis match with Roger
Federer to make money for charity.

He schoolin 1973. 4 He Windows in 1985.

He at Harvard for about 5 Hisjob at Microsoft in 2000.
two years. 6 He tennis with Roger Federer
He Microsoftin 1975. in 2017.

Put the words in the correct order to make questions.
1973 /did / what/Bill Gates/in/do/?

he /finish / university / did / ?

did / when / he / Microsoft / start / ?

1985 /did/what/in/launch/he/?

his job / at Microsoft / did / change /in 2000/ ?
who / he/did / tennis with / play /in 2017 /?

Work in pairs. Ask and answer the questions in Exercise 3B.

Work in pairs. Ask and answer the questions.
When did you start school?

What was your first job?

Who was your first boss?

When did you start your job?

When did you last change job or move city?

5a B:11 watch the video introduction. What do Postmark and The Cambridge

Satchel Company sell?

Watch Part 1 of the video. Answer the questions.
Who started Postmark?

When did Postmark start?

What was the annual turnover in a) 20067 b) last year?
How many stores and employees does Postmark have?
When did Morgan arrive in the UK and what did she do?
When did Morgan join Postmark?

Watch Part 2 of the video. Are the sentences true (T) or false (F)? Correct the false sentences.
At the beginning, The Cambridge Satchel Company only had three colours of bags.

The company opened a factory in 2012.

The company now has 150 employees.

The company has two shops — one in Cambridge and one in London.

Max is the manager of The Cambridge Satchel Company shop in London.

Max designed the first shop for Cambridge Satchel Company.

Work in pairs. Ask and answer questions and complete the timeline.
Student A: Look at page 115. Student B: Look at page 119.

Self-assessment

| can describe changes at work. >

e



3.2 ) New office

Lesson outcome

Learners can write about a change at the workplace.

Lead-in 1 Answer the questions.

Do you work/study in the same place every day? Where?
How often do you have to change your work/study location?
Do you prefer to stay in one location, or do you like change?
| prefer to have the same desk every day because ...

w N =

Vocabulary Email phrases

0 2 A Read the email. Answer the questions.
1 Who wrote the email?
2 What do employees need to do?

Subject: New workspaces B <

To all staff,

This week, the new Hong Kong project started and we are now in new teams. Next
week, there are new arrangements for all teams, and new workspaces for everyone.
In preparation for this on Friday, *please do the following:

+ remove everything from your desk.

+ putall of your things in a box.

* write your name on the box.

+ please don't move the box. That job is for the warehouse workers.
+ look at the plan attached and find your new workspace.

*Thank you for your help. Have a great weekend!
“Best wishes,

Beth Lowry
Office Manager

B Match the phrases (a-d) with the phrases (1-4) in the email.

a Regards, —

b Dearemployees, _

¢ We appreciate your cooperation. o

d Please follow these instructions. .

) GIVING INSTRUCTIONS =¥ Grammar reference: page 106

What to do * Whatnotto do
Remove everything from your desk. Don‘t put all your things in one box.
Put all your thingsin a box. Please don’t move the box.
Please use two boxes. :

O 3 Match the sentence halves.
1 Pleasearrive a your things on your new desk.
2 Don‘tbe b atthe new office at 8.00 a.m. on Monday morning.
3 Find ¢ your new workspace on the office plan.
4 Don'tchange d thelunch party at12.30 p.m.
Teacher’s resources: 5 Put e desks with other employees, please.
extra activities -
6 Pleasejoin f late.
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3.2 D] New office

Reading and 4 complete the instructions with the correct form of the words and phrases in the box.
Listening

dearall don'thave don‘tuse foryourcooperation go make regards talk

Subject: Meeting room rules B <

1

i

We love the new offices, but we had some problems last week with meeting rooms.

Please 2 a meeting room without a reservation. When you need a room,
please 3 to Agnes and * a reservation. Please *

lunch in meeting rooms. ¢ to the company canteen for food.

Thank you”

8 7

Denise Woo

Admin Assistant

O 5A #3201 Listen to the conversation and answer the questions.
1 Why does the company need to move?
2 Whateventis on Friday evening?

B Listen again. Complete the notes.

Company hired ' new employees last month, need to move
to? , offices.

Thursday:

* Everyone in the office: 3 a.m.

* Desk items in boxes. Boxes stay in *
* No staff in office after 3

Friday:

e Morning - no work. Arrival time - ¢ .
* Employees find desks - don’t 7 desks!
* [tems on new desks.

o8 - party for new office.

Writing G A Write instructions about the notes in Exercise 5A. Use the words and phrases
0 in the box.

| arrive find(x2) join notchange notcome notstay put

1 Thursday: Please at the office by 9.00 a.m.

2 all desk items in boxes.

3 Thursday:________intheoffice after 12.30 p.m.

4 to work on Friday morning.

5 your new deskand please__________it!

6 Youcan your office items on your new desk.

7 Please us for a celebration at 6.00 p.m.

B Write an email giving instructions for the office move in Exercise 5B.

Self-assessment I can write about a change at the workplace. <> @




3.3 ) Company performance

Lesson outcome Learners can write about a company’s performance.

@ Lead-in 1A How do you receive communication from your place of work/study?

[] blog post L] website L] newsletter
[ ] emails [ intranet [ other

B How often do you receive this type of communication? What is it usually about?

@ Reading Past successes and challenges
2 A Read the email about KwikBike. Did they succeed? Tick (/) Yes or No for points 1-6.

Target Yes No

Hit the target number of new shops

Get to know corporate customers very well

Advertise to win more customers

Win customers in the Overton area

Create a booking system

Al AW N K

Make booking fast

E Dear Team,

To: all staff First, a big thank you for all your hard work in the last year. We made good progress at
From: simon.owen@kwikbike KwikBike. We grew our retail business from ten stores to twelve and we built strong
Subject: Another great year for relationships with important corporate customers. Unfortunately, we didn’t hit our target
KwikBike - Thank you of fourteen stores, so we need to investigate new areas for business.

Monday 22 December We also went to bike events, bought advertising there and offered discounts, and this won

new business, especially in the Northside area. However, we didn’t win any new business in
the Overton area so we want to make progress there next year. We also spent $10,000 on
our online booking system. Our sales started to increase, but some customers had problems
with it. We need to improve this system as soon as possible so we don't lose sales.

Overall, it was a great year. Well done everyone! | look forward to next year.
Best regards,

Simon Owen

B Match the verbs in bold in the email with their present form.

a hit-hit d have g buy j go

b make e build h spend k don'thit
¢ win f grow i be L dontwin
C Answer the questions.

1 How many shops did KwikBike have at the beginning of last year?

2 How many shops do they have now?

3 Where did they advertise?

4 Where did the advertising win new business?

5 How much did they spend on their online booking system?

== page 98 See Pronunciation bank: /3:/ and />:/
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3.3 >| company performance

Communicative | ) TALKING ABOUT THE PAST (2) <3 Grammar reference: page 106
grammar +/- Irregular verbs Negatives
We grew our retail business. - Wedidn’t grow our retail business.
It was a great year. We made good progress. It wasn’t (was not) a good year.

Q 3 Complete the sentences with the correct form of the words in the box.

| buy hire make(x2) miss notbuy notgrow notmeet win

1 We our sales targets, so we need to find new customers.
2 We new desks, but we any new chairs.
3 We______anew Sales Manager and we hired a new Office Manager.
4 We new business, but we also some mistakes.

0 Teacher’s resources: 5 We our retail business, so we need to work on this next year.

extra activities .
6 We some sales targets. However, we a lot of money in other areas.
0 4 Complete the summary with the correct past form of the verbs in brackets.

IO

We'__didn't have _ (not have) any problems in our retail : What we need to do next.
business and we 2 (make) good progress. i\
We: P 7 (not build) any new business
o E (hit) our sales targets. ; relationships in new markets. We need to build more
. 4 (buy) new equipment and made next year, especially in. Sputh America. We have plans
production faster. for the sales team to visit new customers very soon.
o E (win) new customers in some areas. o 8 — (not grow) our sales profit in Ch'ma.
. This is a key market for us, and we want to continue
. (not spend) too much money. We were to srow here
€150,000 under budget. & ’

Writing 5 Read the notes about a company’s performance last year. Write an email about
the performance to the new Sales Manager.

SUCCESSES
spent €16,000 on advertising = won a lot of new business in North America; made
progress in areas with lots of competition - Japan, South Korea

CHALLENGES
no growth of export business because sales targets not hit in Europe - customers
didn’t buy new product immediately

REASONS TO BE POSITIVE
good relationships built with new customers in Europe last year - we can increase
sales in first six months this year

AIMS
hire more Sales Reps to sell new products in Europe '

Dear Anthony,
Welcome to the team! Here is a summary of last year’s sales report.
At the start, ...

Self-assessment | can write about a company’s performance. > @




WORK SKILLS
34D vowdidit go?

Lesson outcome Learners can talk about how a project went.

@ Lead-in 1A Match each picture (A-]) with a process step (1-3).
1 Design 2 Manufacturing 3 Delivery to shops

N\ O

Sk

B Which three pictures show the design to delivery process for
1 67— 2 ajacket? __,__, 3 achair?

— — 1 — s | e | s

C Do you own or use products similar to these? Describe them (colour, design,
manufacturer, etc.).

& VIDEO 2A Bl:41 Watch the start of the video. Why did William arrange a meeting with
the designers?

B Watch the complete video. Tick (v) the topics they talk about.

(] The customers’ comments about the new jacket  [_] Problems with money

(] Ellen’s other new clothing designs [] Communication problems
[ Problems with teamwork [ ] Something that needs to change
[ The design of the jacket (] Ellen’s pay for the work

[ Problems with manufacturing

C Watch the video again. Put the stages of the project (a-f) in the correct order.
They had a problem with the material from the supplier.

Ellen started designing the jacket.

They had a problem with the schedule - manufacturing were late.
The team helped her and answered her questions.

They were didn‘t meet the delivery deadline for the shops.

They changed to a different supplier.

- o a N T 9

0 3 A Match the questions with the answers. Look at the videoscript on page 130 if necessary.

1 Howdid it go, generally? a Therewere one or two problems with the jackets.
2 Whatwentwellin particular? b They didn't meet the deadline.

3 Whatdidn't go well? ¢ The teamwork.

4 Whatdidyoudo? d Wedidn't communicate the new dates for delivery.
5 Whatwas the problem? e Communicate the dates to everyone. We need

6 Why did this happen? to have regular update meetings.

7 What do we need to change? f We changed to a different supplier.

g |thinkitwentwell.

* Teacher’s resources:

extra activities B Look at page 130. Practise reading the script with a partner.




3.4 D] work skills: How did it go? < mEEEDO

Speaking | ) TALKING ABOUT PROJECTS

Asking about projects Saying how it went

HOWdIdIth generally7 Itwentwell/Notverywell
It was OK./ There were one or two problems.

i pér;ci llar?  We met

ch (project) deadlin

What didn't go well?

We had a problem with [the suppliers/ our client].
There was a problem with [our materials / some of
the team].

T Mark designs the shoe.

What was your experience?  The [project/ teamwork] was[good / great].
There were one or two problems with [the clients /
the designs].

What did you do? We changed to a different factory.
| started to ask more questions.

What happened? / Why did We didn’t communicate the changes well.
this happen? We made some mistakes in planning.

The teamwork was really good. What was the problem? The supplier didn’t explain the changes.

We didn't meet the deadline.

What do we need to change?  Nexttime ...
We need to improve our design.
I want to make the process clearer.

Z.A Look at the pictures (1-6) and read about a product. Answer the questions.

1 Whatis the product?
3 They start to produce the )
shoe, but they have a problem 2 What three problems did the team have?
i S TR 3 Did the shops like the product?
B Work in pairs. Look at page 116 and write a dialogue about a shoe-design project.
Use the photos to help you.
Student A
(Congratulate Student B. % Student B
Thank Student A. J

4 They change to a different [ Ask how the project went.

material.

(s
[ Ask what went well. JS

(Ask what didn’t go well. J;

k/[ Answer, and explain the problems. j

[Ask what you need to change. 1\)

5 They miss a deadline. They have 6’[ Say what you want to change. ]

communication problems with the [Say that it'’s OK now and everyone’s happy. j
shipping company - the shipping
instructions aren't clear.

A: Congratulations! The shoes are in the shops today!
B: Thanks. Yeah, I'm very happy!
A: So how did the project go, generally?
B: It went well, thanks.
A: Tell me about it. What went well, in particular?
B: The teamwork. It was ...

6 The shoes are in the shops - C Practise the dialogue.

and customers really like them!

Self-assessment | can talk about how a project went. &%

> 35«




BUSINESS
WORKSHOP

) Our first year

Lesson outcome

A company’s first year

LA Read the timeline. Complete the notes.

TIMELINE

January

SOFTWARE DE JOGO

Brother and sister Jodo and Manuela Silva
create a simple smartphone game called
Vai-Vai. However, they don't launch the game.
They want to make it better first. They hire
two software engineers to make the game
better. They don't open an office. They work
from their home.

March  They create a software company and call it
Software de Jogo.

April - They rent an office in their home city, Brasilia.

June - They launch Vai-Vai in Portuguese. It's an
instant success in Brazil and Portugal.
August - They hire translators for an English version
of Vai-Vai.

The Silvas move their office from Brasilia

to Campinas - Brazil's Silicon Valley.

They hire a product manager and two more
engineers to produce more games.

October

December - Software de Jogo expands its range of games

to five.

The name of Jodo and Manuela’s game:
1

The name of their company:
2

Original location of company:
3

Location of company from October:
4

How they expanded in October:
5

Number of games in range from December:
6

B Work in pairs. Student A: Look at page 118.
Student B: Look at page 120. Ask and answer
questions about Software de Jogo.

Self-assessment

Learners can write an email about company changes.

Preparing for a move

2

w3

It is October and the company needs to move to
Campinas next week. Use Joao’s notes to write
instructions to the team for the move.

Move to Campinas

* It's next week!
+ Employees’ jobs for Friday =
- removing everything from desk
- putting things in a box
- writing name on box - boxes not be moved
- should leave on desk!
+ Remember to thank the team for cooperation.

Jodo writes an email to his staff to thank them for
the work they did last year. Put the sentences (a-i)
in the correct order.

We grew our range of games from one to five, and we built
strong relationships with other businesses here in Campinas.

Unfortunately, we didn’t win any new business in other
countries so we didn’t hit our target of 100,000 sales.

First, a big thank you to the team for your work, and for the
progress we made at Software de Jogo last year - it was an
amazing start for our new business.

However, we know this is because we had some problems
with the English translation of Vai-Vai, so we couldn’t
launch itin August.

Last week, we fixed the problem, and we plan to launch the
English version in January next year.

We also bought advertising on social media in Portuguese
and this won new business throughout Brazil and Portugal.

Best regards, Jodo and Manuela

Overall, we had a great year and we look forward to
working with you next year.

Dear all,

How the first year went

4

Work in pairs. You are going to ask and answer some
interview questions.

Student A: Look at page 118.
Student B: Look at page 125.

| can write an email about company changes.

e [
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Travelling for work

Are you
travelling for
work next
week?

Unit overview

I'm flying to Tokyo tomorrow
Lesson outcome: Learners can talk about travel arrangements.

The 12.05 is delayed

Lesson outcome: Learners can write a text message to
apologise and explain why they are late.

An update email

Lesson outcome: Learners can write an update email about
work they are doing now.

Work skills: Setting up a video call

Lesson outcome: Learners can set up a video call and fix
problems.

Business workshop: A business trip

Lesson outcome: Learners can deal with arrangements for
a business trip.

Review 4

Pronunciation: 4.1/n/, /nk/and /n/.The -ing ending
4.4 /13/ and /ea/

Vocabulary: Travel arrangements

Communicative grammar: Talking about arrangements
Video: Away on business

Task: Arranging a time to meet

Vocabulary: Airports and train stations
Reading and listening: Dealing with delays
Writing: Writing a text message about an announcement

Reading: Emails to a Project Manager
Communicative grammar: Things happening now
Writing: An update email

Video: Technical problems
Speaking: Problems with teleconferencing

Reading: Travel arrangements
Listening and speaking: A change in plans
Writing: Text messages giving updates

Grammar reference: 4.1 Talking about arrangements 4.2 will/ won't
4.3 Things happening now 4.4 Making suggestions
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4.1 I'm flying to Tokyo tomorrow

Lesson outcome Learners can talk about travel arrangements.

Lead-in 1A Match the words (1-6) with the photos (A-F).

0 1 aplane 3 abus 5 atrain
2 anapartment 4 3ahotel 6 acoach

B Answer the questions.

1 Where do you usually stay when you travel a) for work b) for holidays?
2 When was the last time you travelled by plane/train/coach/bus?

3 When was the last time you stayed in a hotel / an apartment?

Vocabulary Travel arrangements

0 2A #2401 Listen to a conversation between a PA and her manager about
a business trip to Japan. Complete the dialogue.

Bea: Dom,|booked? for your trip to Japan, on Japan Airlines.

Dom: Thanks, Bea. What about my hotel?

Bea: |need tobook? room for you tomorrow.

Dom: Amlgoingby? from Osaka to Tokyo?

Bea: No,you aren’tflying. You're going by * .It’s only two-and-a-half
hours by train - the trains are very fast in Japan.

Dom: \Where am | staying? For a two-week visit, | usually rent ®

Bea: Yes, that's what we’re doing. It isn't big, but it's very comfortable. And it's near
the office.

Dom: OK.Where am | meeting customers?
Bea: Inthe office. There’s a meeting room there.

B Complete the table with the words in the box.

acar anapartment(x2) aflight coach plane

book a hotel/ a train ticket / an apartment /
stay at a hotel,

go by bus/car/coach/3 /4
rent > /8

C Match the sentence halves.
1 Sheusually books
2 Onwork trips, | stay

0 Teacher’s resources: 3 Wegoby
extra activities 4 Theyrent

in an apartment.
a car and drive to the hotel.
a hotel near the office.

a nNn T 2

bus from home to the airport.
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4.1 © rmflying to Tokyo tomorrow

Communicative ) TALKING ABOUT ARRANGEMENTS =» Grammar reference: page 106
grammar

+ I'm flying to Tokyo tomorrow. She/He is meeting customers on Friday.
We/You/They‘re working in Tokyo nextweek.  You‘re staying in the city centre.

- I'm not staying at a hotel. He/She isn’t going to the factory.

We/You/They aren’t going to the factory

on Tuesday.
? Where are you meeting the customers? I’'m meeting them at their office.
? Is Claudia meeting you at the airport? Yes, sheis./ No, sheisn’t.

Are they visiting the factory with you? Yes, they are./ No, they aren't.

= page 98 See Pronunciation bank: /n)/, /nk/ and /n/. The -ing ending.

0 3 Complete the sentences with the correct form of be and the verb in brackets.
Look at the examples in Exercise 2A to help you.

11 clients next Monday and you a presentation to them
at9a.m. (visit, give)
2 We by bus, we the train. (not go, take)
_ . 3 they in a company apartment? (stay)
Trip to Munich 4 Who the flights to Moscow? (book)
MONDAY
Fly to Munich 0 4 W»402 Look at Barbara’s arrangements for next week. Complete the dialogue
Stay at Hotel Olympic (two nights) with the correct verbs from the calendar. Then listen and check.
TUESDAY Pietro: When! are you flying to Munich?
Morning: Claudia meets me at hotel Barbara: |2 on Monday.
Afternoon: Visit factory with area . .3 . .
managers Pietro: Claudia you at the airport on Monday?
Barbara: No,she* .She?® me at the hotel on Tuesday morning.
WEDNESDAY , Wes the factory in the afternoon.
Travel to Augsburg (go by train) . )
/ Pietro: 7 the area managers the factory with you?
Barbara: Yes, they®
k) Teacher’s resources: Pietro:  And when? you to Augsburg?
extra activities Barbara: OnWednesday morning. 1% by train.

¢y VIDEO 5A 211 wWatch the video introduction. What are the reasons for travelling for work?

Watch the video. Answer the questions with (C) for Claire or (M) for Michaela.
Who travels abroad ... a) sometimes? ____ b)often? __

Whois traveling a) with a colleague? ____ b)alone? ___

Who is a) taking the train? ___ b)takingaplane? ___

Who is a) working with a client at their office? __ b) going to a conference? __

Watch again. Choose the correct option.

Claire is going to Oxford for one / two day(s).

Claireis staying in a hotel in Manchester for one / two night(s).

Claire is going to a restaurant with friends / her boss.

Michaela is staying in Hong Kong for one / two week(s).

Michaela is building a website for her clients / company.

Michaela is planning to do some sightseeing / rent a car for work.
Michaela is going to a restaurant with clients in the afternoon / evening.

NooubhwWNRMA »RWNRD

6 Work in pairs. Student A: Look at page 121. Student B: Look at page 122. Read your travel
arrangements and arrange a time to meet. Use the conversation in Exercise 4 to help you.

Self-assessment I can talk about travel arrangements. A



D

4.2» The12.05 is delayed

Learners can write a text message to apologise and explain why they
are late.

Lesson outcome

@ Lead-in 1 Look at the signs. Which do you see ...
1 atanairport? 2 inatrainstation? 3 inboth places?

“TER%INAL BpLATFORM 232 ﬂ‘ky ﬂ\ y

2 FLIGHT CONNECTIONS ARRIVALS DEPARTURES

= “8 3 passport | ¥ 4 TAXI

BAGGAGE CLAIM

@ Vocabulary Airports and train stations

2 A Match each picture (1-4) with with the words in bold in Exercise 2B.

1 2 3 4
B Put the sentences in the correct order to make a travel story.
a ___ The7.00train to Manchester airport was cancelled.
b ___ Thetrainstopped at every station, so | arrived at the airport an hour late.
¢ 1 [Ileftmyhotelat6.30in a taxi.
d ___ Buttherewas good news. My plane was delayed!
e __ larrived atthe train station at 6.45.
f __ Therewasaqueue to board the plane. It departed an hour late, but | was on it.
g ____ lwentthrough security, but it was very slow. | ran quickly to the gate.
h ____ Itookthe7.30 train from platform three. | had to change trains at Manchester Victoria Station.
C Complete the sentences with the words in the box.

arrive cancelled change delayed depart gate late platform security stop

1 Flight 450 to Tokyo isn‘t departing today. It's .
2 Thetrainis until 7.30so I'll be fifteen minutes late.
3 We at 10.00 and arrive at 12.30.
4 Does thistrain at York?
5 Please at Victoria Station for an airport train.
6 You need thirty minutes to go through .
7 Whenyou at the airport, go through passport control.
8 SorryI'm I There were no taxis.
Teachers resources: 9 The 6.30train for Prague leaves from ten.
extra activities 10 Passengerson flight EZ 345 please go to 28.
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4.2 | The12.05is delayed

Reading and Dealing with delays

lIStenmg 3A 403 Listen to the announcements (1-8). Write (T) for train station or (A) for airport.

1 2 3 4 5 6 7 8

Listen again. Complete the sentences with one word.
Al663 to Rome is

The 10.15 to Paris is .

The service to Leeds on 7 is delayed by 30 minutes.
Flight EY825 to New York is .

Passengers for Abu Dhabi need to go to a different

Passengers for Brussels need to go to a different

You need extra time to go through today.

Follow the signs if you need to make a flight

M O N v & WN =@

Complete the text messages about travel delays with the words in the box.

hotel meeting security train

Bl Hipan,

My train to Paris is cancelled because n Hello Bella,

of the weather. But don't worry, I'll join My flight to JFK is cancelled. I'll stay in a
the ailiirz. tonight and fly to New York tomorrow.
Sam Roberto

Martin n Ella

I'm sorry, but my is delayed Did you hear the announcement?
by thirty minutes. I'll be late for the meeting. takes forty-five minutes! Meet me at the gate!
Liz Naomi

D #»404 Listen. Match the messages in Exercise 3C (a-d) with the correct
announcement.

1 2 3 4

) WILL /WON'T =¥ Grammar reference: page 107

I’ll be late for the meeting.

, I'lljoin the meeting online.
0 Teacher’s resources: , . .
extra activities I won't stay in a hotel tonight.

o Writing 4A 405 Listen to two announcements. Make notes on the problems.
1
2

B Work in pairs. Compare your notes with a partner.

C Work in pairs.
Student A: write a message to student B about the problem in announcement 1.
Student B: write a message to student A about the problem in announcement 2.

Self-assessment | can write a text message to apologise and explain why I am late. >




Lesson outcome

& Lead-in

4.3)» Anupdate email

Learners can write an update email about work they are doing now.

1 Match each sentence with the correct place on the world map.

a n T o

@ Reading 2A

Alicia, [ - 1

Project Manager, :
Ireland ! 2
E 1% 3

Hello Alicia,

How are you? I'm writing to
update you on the project.
Yesterday's customer meetings in
Mexico City were good, but we
aren't hitting our targets this
month. We need to make more
sales. I'm preparing for more
customer meetings tomorrow.

Best regards,
Liz

Right now, employees from World Computer Solutions Ireland are working in four countries.
Alex is visiting the sales team in Shanghai, China. ____

Alicia is managing the project in Dublin, Ireland. ____

Liz is meeting customers in Mexico City, Mexico.___

Eduardo is setting up a computer system in Krakow, Poland. __

Alicia is a Project Manager for World Computer Solutions based in Ireland. Read three
emails from her colleagues. Answer the questions.

Which person ...
has a problem with communication?
thinks they need to sell more?

needs some important information to prepare for a meeting?

Dear Alicia,
How are things going in Dublin? We're
starting work in the Krakow factory
today. Right now, Roger is managing the
computer delivery. It's going well - we
aren’t having any problems. This week,
I'm trying to talk to a supplier about
new computers for Mexico City, but he
isn’'t answering my calls.

Speak soon,
Eduardo

= <

Dear Alicia, B4 <
Here's an update on what
we're doing today. My team are finalising
the sales figures for the meeting next week.
We're having problems with some missing
data from some markets, but we're
expecting it today. I'm writing the sales
report and preparing the presentation.

1

Alex

B Complete the beginning and ending of email 3. Use ideas from email 1 or 2.

C Read Alicia’s replies to her team. Write the name of the person in each email.

Hi : &4 <

Good to hear from you. Thanks for
the update. I'm planning my talk
for the sales meeting now so | need
the sales figures this week.
Everything’s going well here. | hope
you're having a good week.

Best wishes,
Alicia

Hi ’ B £

That's great news! At the moment,
I’'m preparing the new price list. I'll
send it to you before tomorrow’s
meetings. Good luck with the sales.
I'm sure things will go well
tomorrow.

Best wishes,
Alicia

e 52 <

Thanks. That sounds good! Right now, I'm
dealing with the paperwork for next week’s job
in Bremen. The order is for sixty computers, but
the supplier says they have forty. I'm trying to
find twenty more computers! | hope you hear
from that supplier soon.

Best regards,
Alicia



4.3 D] Anupdate email N Ne

Communicative ) THINGS HAPPENING NOW =% Grammar reference: page 107
grammar

+ I'm planning my talk for the sales meeting now.

At the moment, we’re preparing the new price list.

Right now, they’re dealing with the paperwork for next week’s job in Bremen.
- Wearen’t having any problems at the moment.

Itisn"t going well today.

Things aren’t going well.

? Areyou working in the Shanghai office today?  Yes, lam./No, I'm not.

Is Henrik writing the report today? Yes, heis./ No, heisn't.
What are you working on right now? I'm finalising the sales figures.
What is Ellie doing at the moment? She’s giving a presentation.

0 3 A Look at the pictures. Complete the sentences with the correct form of the verbs
in brackets.

Mikhail, Rita, Pablo, Richard Andres Peter Katrina and Will

1 Mikhail, Rita, Pablo and Richard (have) a meeting. It (not go) well.

2 Andres (not work) at his desk. He (looking after) the machines in
the factory. He (not have) problems.

3 Paola (not meet) customers. She (write) a report.

4 Peter (repair) the computer. He (have) problems.

5 Katrina and Will (not prepare) a report. They (give) a presentation.
It (go) well.

B Complete the questions with the correct form of verbs in the box.

. Mikhail, Rita, Pablo and Richard a good meeting?
do give have )
Andres at his desk?
talk use work
Paola her computer?
4 What Peter ?
5 Who Katrina and Will to?
6 Katrina and Will a presentation?

C Match the answers with the questions in Exercise 3B.
k) Teacher’s resources: a No, heisn't. ¢ No, theyaren't. e Yes, theyare.
extra activities b Customers. d Repairing a computer. f VYes, sheis.

Writing 4 Alicia is writing an update email to her boss Veronika in Zurich. Imagine you are
Alicia. Use the information in the emails on Page 42 to write your email.

« Start the email and say you hope everything is going well in Zurich.
 Saywhy you are writing - give an update on work and the team.

« Give an update on the different activities happening now. Write one paragraph about Mexico
sales and one paragraph about suppliers.

+ Complete the email with an appropriate ending.

Self-assessment | can write an update email about work | am doing now. < %




WORK SKILLS
44) Setting up a video call

Lesson outcome Learners can set up a video call and fix simple problems.

0 Lead-in 1A Whichdo you prefer, online or face-to-face meetings? Why?
Face-to-face meetings: You can see people, ...
Online meetings: You can speak to people anywhere in the world, ...

B Look at the pictures. Match each button (1-7) in the pictures with the correct description.
a startaudiocall e openchatwindow____

b stopvideo__ f mute/unmute microphone ___

¢ startvideocall g sharescreenbutton____

d endcall/hangup____ h close window __

A Before the call B During the call

¢y VIDEO 2Aa B:41 watch the video. Choose the problem in each call.
1 In Conversation 1 the audio / video isn't working.

In Conversation 2 the camera isn’t working / screen is frozen.

In Conversation 3 the camera / microphone isn’t working.

U O w N

Watch the video again. Are the statements true (T) or false (F)?
Conversation 1

At first, Haru cant hear William.

Haru is on mute.

3 William had a call from the material supplier.

=

N

Conversation 2

Haru’s internet connection is slow.

Haru suggests an audio call.

William wants to discuss design changes.

(<) B ]

Conversation 3

Maria and Max can’t see William.
Maria shares her screen.

Max can’t see the sales figures.

Match each solution with the correct problem in Exercise 2A.
Max stays on audio.
William unmutes.

N T 9 M VW oo N

William turns off his video.

) MAKING SUGGESTIONS =3 Grammar reference: page 108

* Teacher’s resources: . . . .
i SEiEs Try turning off your video. / Try unmuting your microphone.




4.4 )| Work skills: Setting up a video call < EHEEDO

D Watch the video again. Complete the sentences from conversations 1-3.
Conversation 1

1 Ican'tsee/hearyou, William. Are you on mute/ there?

Try unmuting / turning off your microphone.

How about now? Can you see / hear me?

w N

Conversation 2

The screen is frozen / isn’t working.

The internet / connection isn’t very good. You're breaking up / slow.
Try turning off/ on your video.

Let’s have a(n) video / audio call.

N o B

Conversation 3
8 I'madding Max to the screen/ call.
9 My cameraisn’t working / on.
10 I'msharing / turning on my screen NOw.

Spea kil‘lg ) PROBLEMS WITH TELECONFERENCING
Checking the connection
Canyousee/hear me? Yes, no problem. Areyouthere? Yes, I'm here.
Talking about problems Suggesting solutions
(Sorry), the connection isnt very good.
You're breaking up. Hang up. I'll call you back.
My camera isn't working.
Sorry, | can’t see you. Let’s have an audio call.
The screen is frozen.
My internet connection is slow. Try turning off your video.
Sorry, can you repeat that, please?
I can't hear you. Try unmuting your microphone.
Saying it's OK . Other
It's OK now. I'm sharing my screen.
That’s (much) better. I'm adding Hitomi to the call.

=3 page 98 See Pronunciation bank: /13/ and /ea/.

3A B2 Watch the video without sound. What are William and Max saying?

0 Write the dialogue. o
William Max

) &

&
( Now you can hear. jj[The connection isn’t good. The screen is frozen. J
&

Suggest a solution.

[Accept suggestion. Check if Max can hear. j\i
You need him to repeat the question. Now the
connection is breaking up. Suggest a solution.

[Accept the suggestion. Say hello again. ]‘1

.:‘,I[Say ello again. J

Teacher's resources: B Watch the video again with sound. Was the conversation similar to yours?
extra activities

C Practise the dialogue that you wrote in Exercise 3A.

Self-assessment | can set up a video call and fix simple problems. < fj-_{'l
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BUSINESS : : <!
\WORKSHOP ) A business trip

Lesson outcome Learners can deal with arrangements for a business trip.

Introduction A change in plans
1 Read the emails and answer the questions. 0 3A w206 Karlis now at the airport waiting to depart
for Tokyo. Listen. What problem does he have?
Hi Alex, Bg < B #2407 Anairline employee is explaining the
There’s an important trade fair in Tokyo next week, but | ?rraT(geTent to Karl. Listen. When is he arriving
can’t go - I'm too busy. Karl from the Seoul office is in Tokyo?
attending and we need you to help him with our C Write a message from Karl to Alex to explain the situation.
presentation. We also want you to meet customers and
make new contacts. D Read Alex’s reply to Karl's message. What does Alex
_ want to do?
| hope you can make the trip.
Best regards, Hi. Thanks for the message about your flight. That's bad
Rob luck. Can we have a quick online meeting this evening,
when you get to your hotel? There's some new
information that | want to discuss with you. And we need
to arrange a new time to practise our presentation.
Hi Rob, =< Thanks!g P P
Thanks. I'd love to go!
Best regards, &9 4A 408 Listen to the beginning of Alex and Karls
Alex online meeting. Answer the questions.
1 What problem does Alex have?
1 Whereis the trade fair? 2 What problem does Karl have?
2 Whenisit? .
, B What do you think Alex suggests for each problem?
3 Why (.joes.someone need to gos Complete the sentences with your ideas
4 Whois going? 1 Karl,try.. 2 Try.., Karl
Arrangements C Contipue the call'. Alex gnd Karl negd toarrange a
meeting to practise their presentation.
2 Work in pairs. Student A: Ask the questions (1-5). Student A: Look at page 123. Student B: Look at page 121.
Student B: Look at the travel arrangements.
Answer the questions. Anu pd ate
1 When areyou arriving? . . . .
2 What are vou doing Mondav evening? 5 It's Tuesday morning. Alex is at his hotel in Tokyo.
y 9 Y 9 Karlis at the airport, in Seoul. Use the information to
3 Where are you staying? complete the text messages.
4 Whatare you doing on Tuesday? Karl: At airport, wait for flight, have breakfast, plan our
5 When are you departing? presentation. Also arrange lunch meetings with
customers
Alex: At hotel, have breakfast, write emails. Also write
TOKYO TECHNOLOGY MANUFACTURING TRADE FAIR some of our presentation.
Arrive: Monday 4 April - %
Karl

Monday evening: Have dinner with Ms Kimura

Hotel: Hotel City Park (stay two nights) 'm at the airport now. I'm waiting for

Tuesday (a.m.): Meet Karl and practise presentation What are you doing?
Depart: Friday 8 April -

- —y
Alex

I'm

Let me know when you arrive.

Self-assessment | can deal with arrangements for a business trip. A




Organising

Do you
organise
events
at work?

.-J e

Unit overview

Review 5

Trade shows and exhibitions

Lesson outcome: Learners can talk about intentions for future
eventsin a simple way.

Phoning about a conference

Lesson outcome: Learners can leave a phone message and make
simple arrangements on the phone.

Invitations

Lesson outcome: Learners can write a short message inviting and
responding to invitations.

Work skills: Socialising with clients

Lesson outcome: Learners can talk about opinions on familiar
topics using simple language.

Business workshop: The conference

Lesson outcome: Learners can talk and write about plans for future
eventsin asimple way.

Pronunciation: 5.1 /&/, /e/ and /e1/
5.3 /6/and /&/ vs. [s/, [z/, [f], Iv/, [t], d]

Vocabulary: Organising an exhibition
Communicative grammar: Talking about intentions
Video: Graduate Fashion Week

Task: Talking about plans for a trade fair

Vocabulary: Leaving a message
Listening: Organising a conference
Speaking: Taking and leaving phone messages

Reading: Messages about an invitation
Communicative grammar: Invitations with would and want
Writing: Informal messages of invitation

Video: What do you think of the trade fair?
Speaking: Socialising with clients

Speaking: Phoning to compare conference details
Writing: An email about a conference
Speaking: Making conversation at a conference dinner

Grammar reference: 5.1 Talking about intentions
5.3 Invitations with would and want

> 47 €



5.1 Trade shows and exhibitions

Lesson outcome Learners can talk about intentions for future events in a simple way.

Lead-in 1A what type of events are these? Choose from the options in the box.

business conference
motor show
technology exhibition
tourism fair

E Do you go to trade shows and exhibitions? What shows and exhibitions do you
want to go to?

Vocabulary  Organising an exhbition

2 Use the spidergram to write the names of the objects and places 1-5.
badge stand

exhibition

hall centre

.—F"""FH-F
1 exhibition badge 2 3 4 5

brochures

Q 3 A Read the email about a trade fair. Are the sentences true (T) or false (F)?
1 Thecompany wentto the trade show lastyear. 3 They want visitors to relax at the stand.
2 They plan to have the same exhibition stand. 4 Exhibitors come from hundreds of countries.

Subject: Trade fair in Diisseldorf B4 <

We're attending the trade fair in Dusseldorf again this year and there are some exciting changes
to the event. Last week we decided that we're going to set up a bigger stand. We have a new
space in the main exhibition hall so we aren’t going to be in our usual location. We also decided
that we're going to launch our new app for online shopping at the show and we're designing a
new, attractive brochure to help us! We're going to create a really special experience at the stand
with comfortable sofas and TV screens with videos of our new products. We're also going to
provide visitors with free coffee, a special cake and lots of freebies. There are 1,100 exhibitors
from forty-five countries this year and thousands of visitors. This will be a great opportunity to
meet clients and colleagues from our industry.

. B Read the email again. Match the words from the box with the verbs (1-6).
anapp abrochure clients

freebies astand atrade fair 1attend 3 launch______ S provide
2 design 4 meet 6 setup
0 Teacher’s resources:
extra activities 0 4 Match the questions (1-6) with the replies (a-f).
1 Are we going to be in the same hotel this year? a lIt'sgoing to be 20 square metres.
2 How many people are going to be on the stand? b There are going to be at least three people all the time.
3 How big is the stand going to be? c Of course. Everyone is going to get coffee breaks and lunch breaks.
4 Are we going to have some rest breaks this year? d On the first day of the trade show. I'm going to send more details soon.
5 Are there going to be any freebies for visitors? e No, we aren't going to stay in the same hotel.
6 When are we going to receive our badges? f Yes, and we're going to organise a competition this year.

48




5.1 € Trade shows and exhibitions o]

Communicative ) TALKING ABOUT INTENTIONS =¥ Grammar reference: page 108

grammar + I’'m going to set up a bigger stand. He’s going to provide free coffee.

We're going to launch our new app.

- Wearen’t going to be in our usual location. I’'m not going to stay in the same hotel.

? Are there going to be any freebies? When are we going to get our badges?

== page 98 See Pronunciation bank: /e/, /e/ and /er/

Q 5 complete the sentences with be going to and the verbs in the box.

1 We up a stand in the main hall this year.
have notattend i )
. 2 She the first day of the trade show. She’s on holiday.
not launch not provide o )
phone  set 31 the exhibition organiser about the badges today.
4 We new brochures at the next show.
5 They the new product at the show. It isn‘t ready.
6 The conference centre free parking this year.
6A Put the words in the correct order to make questions. The first word is given.
1 the exhibition hall/is/big/How /be/going/to/?
How ?
2 Are/freebies/we/to/provide/any/going/?
Are ?
3 we/are/thestand/going/to/When/setup/?
When ?
4 launch/going/we/to/any/products/Are/new/?
Are ?
5 are/to/Why/the brochures/they/going/change/?
Why ?
B Match questions (1-5) in Exercise 6A with the answers (a-e).
a Theday before the show. d Because they have new products.
) Teacher’s resources: b Yes, we have some new office chairs. e 1000 square metres.
extra activities , . .
¢ Yes, we're going to give away bags.

VIDEO 7A 511 wWatch the video introduction. What is Graduate Fashion Week? Where is it?

B Watch the complete video. Which of the things in the box are mentioned? Tick (v) the
words you hear.

app awards badges brochures cafes entry cost
exhibition hall freebies stands sponsors shops TV

Watch the video again. Are the sentences true (T) or false (F)?
The Graduate Fashion Week is going to open on 2 June.
13,000 people are going to visit Graduate Fashion Week.

There are going to be thirty-eight stands from international universities.
Givenchy, Ralph Lauren and LVMH are going to give presentations.
There is space for 400 people in the catwalk hall.

O Ul B W N =M

There are going to be twenty-four catwalk shows.

8 workin pairs. You are going to talk about an exhibition.
Student A: Complete the diary on page 128 and answer Student B's questions.
Student B: Complete the diary on page 128 and answer Student A’s questions.

Self-assessment I can talk about intentions for future events in a simple way.



5.2 D Phoning about a conference

Learners can leave a phone message and make simple arrangements

Lesson outcome
on the phone.

Lead-in 1 Read the information about a hotel conference centre. What services
and equipment does it provide?

ENQUIRE NOW

WALLACE HOTEL & CONFERENCE CENTRE

Our centre team will work with you to organise a perfect event. Every meeting room has a data
projector and screen. Large conference rooms also have a sound system. There is free Wi-Fi
in the hotel and conference centre. We also provide free water, pens and paper.

Contact us on (+353) 064-6739000 or click here to enquire.

Vocabulary Leaving a message

0 2 501 Listen to a client phoning the conference centre. Complete the
message for the manager.

MESSAGE FOR MARY DUFFY
! Nakamura phoned from Dallas Corporation Europe.

It’s about their ? on?3

Please call her on *

<
W
>

Complete the expressions from the phone call.

1 Howcanlh you?

2 I'ms ,she’s not available right now.

3 Canlt a message?

4 Yes, canyout her Hinata Nakamura phoned?
5 Canyous your name for me, please?

6 Andit'sa the conference next month?

7 Sorry, C you say that again, please?

8 OK, thankyou.Andcanlh________ yourphone number?
9 So,t 00443584 751 059.
10 I'llg her your message.

B #»502 Listen and check your answers.
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5.2 | Phoning about a conference

Listening Organising a conference

0 Ap #4503 Listen to Mary Duffy’s phone conversation with Hinata Nakamura.
In what order (1-4) do they talk about these things?

a equipment ¢ catering
b hotel quests d participants
B Listen again and answer the questions.
1 How many people are going to attend the conference?
2 How many people are going to stay at the hotel?
3 Whenis Ms Nakamura going to confirm this information?
4 What does Mrs Duffy need?
Teacher’s resources: 5 Whois going to help Ms Nakamura?
extraactivities 6 What time are they going to have the breaks and lunch?
Spea kil‘lg 5 Work in pairs. Take turns to take and leave phone messages. Use expressions
from Exercise 3A.
Student A: Look at the information below.
Student B: Look at page 118.
Phone call 1 Phone call 2
You are the client. You represent the conference centre.
Your name is .(inventaname) You work on reception for the Stanford Conference
You work for .(choose a company) Centre in London. The Centre Manager Henri

Dupontisin a meeting.
You will attend a conference at Wallace Hotel on

_(choose a date) Answer the phone and take a message for him.

You want to know the caller’s name, company

Phone the Wallace Hotel Conference Centre. Leave a phone
and the date of the conference.

message for Angela Mulligan, the Assistant Manager.

6 workin pairs. Take turns to make phone calls. Use expressions from Exercise 3A
to help you.

Student A: Look at page 125.
Student B: Look at page 122.

Phone call 1
Student A Student B
A the phone.
[ newerthepnone Explain who you are and why you are phoning.
Ask how many people are going to attend the conference.

Answer.

:I Ask how many participants are going to stay at the hotel. ]

L
:[Ask when they can confirm the names and number of people. J

/"TAsk what catering they are going to need. J

Self-assessment | can leave a phone message and make simple arrangements on the phone. . @




53> |

Lesson outcome

Hi Carl. Free for £ this afternoon? 1
Meet at 3 p.m.?

1
Yes! But can we meet at 2 p.m? 2
Reading 2

@

nvitations

Learners can write a short message inviting and responding to invitations.

Discuss the questions.
Do you write invitations to people? When? What type of invitations?

When do you use a) social media b) emails to write invitations? Which is a) informal
b) more formal?

Read the messages from Carl Becker and his colleagues. What is the invitation?

How many people can attend? Complete Carl Becker’s last message.

Carl Becker
Hello everyone. Conference is going well. Do you want to join me for lunch?

A. Tanaka
Thanks! I'd love to. Where? What time?

Elisabeth Fischer
Yes, thanks. Where do you want to have lunch?

@

Pawel P.
Sorry, I'm with some clients at lunchtime.

Carl Becker
How about 1 p.m. in the hotel rooftop restaurant?

A. Tanaka
Yes! Sounds good!

@

s wn = W

Sakura
Yes, I'll be there. Thanks.

Anne Johnson
Thanks for the invitation, but I'm not free for lunch today.

Carl Becker
OK! I'll book a table for people at

Read the email and the two responses. Answer the questions.
Does Carl know the clients?

Why are Carl and Danielle going to meet the clients next week?
Whatis Carl's invitation?

Do the clients accept the invitation?

From: Carl Becker &< Thank you for the invitation. | would love to join you for ~ “% <
Re: Dinner dinner on 29 March.

Danielle and | would like to invite you for I look forward to receiving the details.

dinner at the French restaurant in town. Best wishes,

Would you like to join

us on 29 March Oliver

after our sales presentation? | will send you

details soon.

Thank you very much for the dinner invitation. lam very &4 €

We look forward to meeting you next week. sorry but | cannot come because | have an evening flight.

Best regards,

Carl Becker

52

I look forward to meeting you on 29 March.
Kind regards,



5.3

Invitations

Communicative
grammar

) INVITATIONS WITH WOULD AND WANT

=¥ Grammar reference: page 109

Informal invitations
Do you want to join us for dinner?

Thanks! Id love to.
Yes! Sounds good.

Saying no to informal invitations

Thanks for the invitation, but I'm not
free today.

Sorry, but I have other plans.

Saying yes to informal invitations

Sorry, I'm with some clients at lunchtime.

Formal invitations

Would you like to join us for dinner?
Saying yes to formal invitations

- Thankyou for the invitation. | would love to
- joinyou for lunch.

© Yes, thank you very much for the invitation.
: Thatwould be great.

Saying no to formal invitations
. Thankyou very much for the invitation but

I am not available today.

| am very sorry, but| cannot come because
I have an evening flight.

[ would like to join you but | am with some
clients at lunchtime.

= page 99 See Pronunciation bank: /6/ and /d/ Vs /s/, /z/, /f/, Iv/, It/, /d/

A #2504 Choose the correct option to complete the sentences. Then listen and check.
Would you like / want to join us for dinner?

Do / Would you want to see the factory?

Thank / Thanks you very much. That would be nice.
Thanks! /d 7/ I'll love to.

I would like / want to join you, but | have a meeting.
Thanks for the invitation, and / but I'm not free today.
I am very / much sorry but | am not available today.

Do you want to join we / us for coffee?

Which phrases are informal (1) and which are more formal (F)? Write / or F.

Ul @ o NG u & wWwN R

Complete the formal emails and informal messages with the words in the box.
What are they about?

because invitation (x2) join like love much very want would

B < =<
Thank you very “ for the ®

to invite .
to join the senior managers for lunch.

The senior managers would '

you to? them for lunch after your meeting next We would ¢
Monday. 3 you like to have a tour of the new lam’ sorry but we cannot do a tour of the factory
factory after lunch? after lunch 8 we have another visit in the afternoon.

Carl, do you® to join us for

lunch with the new clients next Monday? ~ Thanks for the ™ , but

Teacher’s resources: —_—
I'm out of the office next Monday.

extra activities

Writing 6 workin groups of four. Write and respond to informal messages with invitations.

Student A: Look at page 119. Student B: Look at page 124. Student C: Look at page 122.
Student D: Look at page 127.

7 Write a more formal email with an invitation to some clients or visitors to your
company. Look at page 118.

Self-assessment

| can write a short message inviting and responding to invitations. < @




WORK SKILLS
54) Socialising with clients

Lesson outcome Learners can give their opinions on familiar topics using simple language.

Lead-in 1A

B
VIDEO &2

Maria Stavrou, Julia Anderson,
Max Hartmann

B W N R

N W N R

Work in pairs. What do you talk about with colleagues when you don’t talk about
work? Choose from the topics in the box. Add any topics of your own.

| family sport TVshows weather work

Do you ever spend time with clients or visitors at work? What do you talk about?

B:41 Wwatch Max and Julia’s meeting. Choose the correct option.

Julia / Max was in Paris yesterday. 4 Max invites Julia to join him for lunch / dinner.
Julia arrived last night / this morning. 5 Julia knows / doesn’t know Maria Stavrou.
Max thinks that the conference will 6 Theyare going to meetat12.30in the

be busy / great. conference hall/ at the restaurant.

Watch Maria, Julia and Max’s conversation. Tick (v) the four topics they mention.

exhibitors family thecity thetrade fair the hotel the weather

Watch Maria, Julia and Max’s conversation again. Answer the questions.

What does Maria say about Julia’s company? 4 How does Max describe the hotel?
What does Julia say about the presentations? 5 What does Julia say about the hotel?
What presentation did Maria see? 6 What do Maria and Max agree to do?

Match the questions from the video (1-4) with the answers (a-d).

When did you arrive? a Well, it's comfortable and it's near a park.
What do you think of the trade fair? b |thinkthere are some good presentations.
Where are you staying? ¢ |flew here this morning.

Do you like the hotel? d Atthe Mason Park Hotel.

Match irregular verbs in bold from the video with the present form in the box.

be(x2) fly go have hear see

| heard you were here. 4 | flew here this morning.
| went to Paris yesterday. 5 |saw a presentation.
I had some business meetings there. 6 Itwas very good.

Make sentences about your life with three verbs from Exercise 5B. Read your
sentences to your partner.

I went to Hamburg last week. I had lunch with clients yesterday.
I saw a good film at the cinema last weekend.




5.4 D] Work skills: Socialising with clients CHEEDO

Speaking | ) SOCIALISING WITH CLIENTS

Starting a conversation topic Asking for an opinion
How are you? Very well, thanks. What do you think of
When did you arrive? | flew here [yesterday / today]. (And you?) - the trade fair?

Where are you staying? At the [Mason Park Hotel / the Grand]. Do you like the hotel?
Giving an opinion : Agreeing

I think there are some [very good That's right. / You're right.

presentations / great new products]. Yes, | agree. / Me too.

It was [interesting /a b|t boring]‘ i e e oL Ml b e e oo L e LR
| like some of the [exhibitors’ stands / talks]. Disagreeing politely

It's [comfortable / nice] and it's [nearthe - Yes, butitisn't[near the city centre / cheapl.
0 Teacher’s resources: park/ quiet]. © You'reright, butit’s [expensive / easy to get
extra activities - there by taxi].

0 6A Workin pairs. Match the questions (1-5) with the answers (a-e).
1 Didyou see the football last night? a It'sabitsmall butit’s comfortable.
2 Whatdo you think of the city centre? b Yes, it was avery boring game.
3 Whatdo you think of the hotelroom? ¢ It's very beautiful but there’s a lot of traffic.
4 Whatdoyou think of the conference?  d It's delicious! | love it!
5 e

Do you like the food? It's very interesting. There are some good stands.

B Think of another response to each question in Exercise 6A. Practise asking
and answering the questions.

0 7 Complete the dialogue with the sentences (a-g) in the box.

a Doyou like this hotel? (—What doyou think of the city? %
b Did you see the football &//[ It's very beautiful. Do you like it? ]

match on TV last night? [ 1 ?

¢ Yes, it's beautiful but
there’s a lot of traffic.

d What do you think of the
local food?

e That'sright. It'svery [3
convenient.

f Itwasverygood. The local
team won. Football is
popular here.

g |thinkit’s perfect. | like
cold sunny days.

o

Yes, you're right. J

and it’s near the airport.

IR

Yes, | think it’s comfortable ]

The weather is nice today. j

[N

Me too.

J:‘[No, | didn’t have time. Was it good? ]
}N That’s right.

It's delicious. Did you enjoy your meal
atthe hotel?

!

oy
o

I

T

[ Yes, the food’s very good here. j

8 workin pairs. Read your information and prepare a dialogue. Use some ideas
from the box to help you. Roleplay the situation.

sport thecity thefood Student A: You have a foreign client visiting your company today. Take the visitor to the
canteen for lunch. Make small talk while you have lunch.

Student B: You are a foreign client visiting student A’s company. Go to the canteen for
lunch together. Make small talk while you have lunch.

the visitor’s hotel
the weather today

Self-assessment | can give opinions on familiar topics using simple language. '«
> 55¢




BUSINESS

WORKSHOP ) The conference

Lesson outcome Learners can talk and write about plans for future events in a simple way.

Introduction Writing
1 Look at the information on a company’s website. 0 3A Complete the email to the sales staff at Hopkins
What is Hopkins Financial Services organising? Financial Services with the phrases in the box.

are going to have bestregards isgoing to take

HOPKINS Financial Services liketoinvite lookforward will send

HOPKINS Annual Sales Conference 27 and 28 May

This year’s sales conference is at the Trent Hotel Subject: 64 <
and Conference Centre in Nottingham Annual Sales Conference 27 and 28 May

on 27 and 28 May. Save the dates!
Hello everyone,

This year's sales conference
place on the 27 and 28 May at the Trent Hotel

Spea klng and Conference Centre in Nottingham.
. . . . We?2 one and a half
2 Workin pairs. You are going to discuss plans for days to present our sales strategies for the year.
a conference. E you the full
Student A: You work for Hopkins Financial Services. Look programme soon.
at the notes below. We would also * you to join
+ Phone Trent Conference Centre and confirm these details. us for dinner at the hotel restaurant at 7 p.m. on 27 May.
- Introduce yourself when Student B answers the phone. We?> to seeing you all in
» Discuss the conference details. Nottingham.

Hello this is [your name] at Hopkins Financial Services. I'm ; '

calling about our sales conference on 27 and 28 of May.

B Write a short email to reply to the dinner invitation

Event Annual sales conference in Exercise 3A.
Dates 27 and 28 May Speaking
Start time 9 o’clock and finish time 5 o’clock on
27 May 4A What do you think are interesting topics to talk
Start 9 o'clock and finish at 1 o'clock on 28 May about at a conference dinner with colleagues?
We:rf gzinggo start the conference at B Work in groups. You are at the Hopkins sales
2 ottlock on 27 May. conference dinner. Read your role cards.
Participants | About 108-116 people / going to/ attend Student A: Look at your information. Talk to your
will confirm the number next week colleagues at dinner.
Hotel Between forty-five and fifty people / going to / : 5 . >
guests stay at the hotel on nights of 26 and 27 What do you think of .. Do youlike...
will confirm the names and number next week
Catering You / going to / have the morning break at OIS el
10.30a.m./buffet lunch at 1.00 p.m. and the Conference | There are some interesting sales presentations.

afternoon break at 3.00 p.m. on 27 May.

No lunch or afternoon coffee break on 28th -
finish conference at 1 p.m. Hotel You're a guest in the hotel.

You like your room - it’s big and comfortable.

The meeting rooms are a bit small.

Meeting going to/ need a large conference room for
rooms about 120 people and four smaller rooms for The city You don’t know Nottingham - this is your first visit.
about thirty people

The dinner | The food is very good.
Equipment | What equipment/there/in the meeting rooms? It's a good opportunity to meet colleagues from
other places.

Student B: You work at the Trent Hotel and Conference
Centre. Look at page 122. Student B: Look at page 120.

Student C: Look at page 124.

Self-assessment | can talk and write about plans for future events in a simple way. '3



Products

Unit overview

Review 6

Future products

Lesson outcome: Learners can use will, won’t and might
to speculate about the future.

A problem with an order

Lesson outcome: Learners can make and respond
to a complaint.

The production process

Lesson outcome: Learners can write a short description
of a production process.

Work skills: Placing an order
Lesson outcome: Learners can place a simple order.

Business workshop: Buy natural

Lesson outcome: Learners can make and respond to simple
orders and complaints, and make simple predictions about
the future.

Pronunciation: 6.2 /a:/ and /a/
6.3 /uz/ and /u/

Vocabulary: Technology and the environment
Communicative grammar: Speculating about the future
Video: Industry futures

Task: Talking about the future

Listening: A problem with an order
Vocabulary: Helping with a problem
Speaking: Phoning and answering as customer services

Reading: Environment and ethics
Communicative grammar: Describing production
Writing: A description for a company website

Video: How many do you want to order?
Speaking: Placing an order

Reading: A company website about ethical products
Speaking: Placing an order; making a complaint about an order

Grammar reference: 6.1 Speculating about the future
6.3 Describing production

ARE
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S  Future products

Lesson outcome Learners can use will, won’t and might to speculate about the future.

Lead-in 1 Howarethe products that you buy or use different from ten years ago?
l use lots of apps on my mobile phone.
My smart TV has an internet connection.

Vocabulary Technology and the environment
2 A How do you say the words in the box? Complete the sentences with the words.

electric energy environment machines plastic recycle pollution technology

Gas and electricity are two common types of

The airin this city is full of

Many people are buying cars today.

The land, water and air that people, animals and plants live in is the
All need to use power, usually electricity.

Digital is changing how we live and work.

We paper in our office. It's good for the environment.
Thereiis a lot of in the sea and it’s bad for marine life.

#:6.01 Listen and check your answers to Exercise 2A.

Discuss the questions.

What machines and technology do you 3 How popular are electric cars in your
use for your job? country?

2 Whatdo you usually recycle at work 4 |sair pollution sometimes a problem
and at home? where you live? Why?

W @ oNoouprwWNRH

Z4A Read the article about products of the future. Match the pictures (A-C) with

, ) the correct part of the article (1-3).
Teacher’s resources:

extra activities B Which jobs do you think will/might disappear in the future? Why?

Products of the future

Technology and the environment are changing the products we use every day.
We talked to some experts about the products of the future.

Paul Kumar, Product Designer
Everyone will use their mobiles to pay for things. | don’t think we will need
cash and bank cards soon. But we will need better online security.

2

Andrew Winter, Green Business Consultant

Consumers want to help the environment. | think many products we buy will
change. One day we might not see plastic bags, packaging and water bottles in
supermarkets. | think there will be more electric cars soon. And companies
will use electric trucks and drones to deliver our products.

3

Mia Schréder, Digital Engineer

Smart machines will have a big impact on our lives. Today we use LED lights
and soon we might use technology to save energy in our homes. | think we
will buy more robots for our homes. Robots will do more jobs in factories as
well. Many jobs we do today won't exist in future.

58




6]_ o Future products o

Communicative ) SPECULATING ABOUT THE FUTURE =3 Grammar reference: page 109
grammar Certain Impossible
Everyone will use their mobiles to pay : | don’t think we will need cash.
for things. - Many jobs we do today won't exist in future.
| think we will buy more robots for .................................................................................................
our homes. i Possible
| think there will be more electric cars. We might use technology to save energy.
- We might not see plastic bags in supermarkets.

5A Use will/'ll, won't, might or might not to complete the sentences with your ideas.
In the next five years ...

My company : Myjob i Products/services | use/buy
1 There more competition. (be) 4 | the same job. (have) 9 | an electric car. (buy)
2 There more staff. (be) 5 Arobot my job. (do) 8 | smart technology at home. (use)
3 We to a new location. (move) 6 | from home. (work) 9 | more things. (recycle)
Teacher’s resources: B Compare your ideas with a partner.

extra activities . P . ) .
A: There will be more competition in our industry. B: | don’t think there will.

VIDEO 6A 611 Watch the video. Which speaker (Leona, Steve, Kate or Lisa) talks about
these things? Sometimes more than one answer is possible.

Apps Pollution/Waste
Electric | Renting/Sharing
Mobile phones Robots
Packaging Leona Smart technology

B Work in pairs. Complete the sentences with a word from the box. Watch the video
again and check.

Speaker 1:

cars cash colour energy ) ] . g

. : There will be more online shopping. People will still want to touch and feel !

electric food packaging ) i
2 will become less popular. There will be less 3 on products.

products recycled rent

room share Speaker 2:
In the next five to ten years * cars and motorbikes will become very popular.
Many people will choose to ° cars. There might be driverless ©
in five to ten years.
Speaker 3:
Clothes will change”’ and size in the future. Manufacturers will use 8
materials. People won't buy many clothes. We might® clothes instead!
Speaker 4:
Hotel guests will open the door to their 1 with an app. Robots might deliver
w___ totheirrooms. Smart technology will also help hotels to save *2

C Work in pairs. Write the name of each speaker 1-4. Do you agree with their ideas?

7 A Complete each sentence about the future of products, technology and the environment.
Then write four sentences of your own using will, won’t, might or might not.

[ think there will . I don‘t think there will
There might/might not . People will/won't

B Work in pairs or groups. Discuss your ideas about the future.

Self-assessment | can use will, won’t and might to speculate about the future. <> (=




6.2) A problem with an order

Lesson outcome Learners can make and respond to a complaint.

0 Lead-in 1A Howdo you contact customer services: by phone, email or chat box?
When and why do you contact them?

B Match the customer problems (1-5) with the customer services solutions (a-e).
@ Problems Solutions
We'll send a technician.
We'll change them.
We’ll send a truck.
We'll correct it.
We'll changeit.

These laptops are the wrong model.
This chairis blue. | wanted a black one.
The machine isn’t working.

We want to return this old photocopier.
There’s a mistake on this invoice.

Sobrotsd  (§ 300 |

.‘/-I‘?r l:)-g‘n‘.-"c'-d“f 'Ilr :'u'.h'l' 5% F '5@".
| Safesnme | |
.£. rf @ ;5' . [s
200 |

Listening A problem with an order

u A W N
oD Q N T

o 2 #»602 Listen to a customer phoning customer services. Choose the option
in italics to complete the problem with the order.

N 44 .

Company name Anderson’s / Patterson’s Ltd
Product description ‘desktop / laptop computer
Order number FEIOOSE / FTI008T
Quantity 14 /40

Model number ordered *CR653 /CRE73

£13 7 30 "Northport / Newport Rd,

bbbl e Manchester, 5M90 SEJ /M19 SLH

*Normal / Express delivery - arrive within
Ytwo / three days.

Special note

Vocabulary  Helping with a problem

3 Listen again and complete the phrases from the phone call with one

or two words.
1 Howcan you?
2 There'sa the laptops you delivered.
3 I'm hear that.
4 have your order number, please?
5 I'mvery the mistake.
6 We'll those for you.
7 Canljust your delivery address?
8 It take three to four days.
9 | thisisimportant for you.
10 Il my manager.
11 Canlhelp anything else?
12 You'revery .Goodbye.

== page 99 See Pronunciation bank: /a:/ and /a/
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6.2 D! Aproblem with an order

4

Teacher’s resources:
extra activities

Speaking

Complete the dialogue with the client’s responses in the box.

Is there anything you can do about it?
Thank you for your help.

There’s a problem with the photocopier.
We need it as soon as possible.

When will the technician get here?

Ui W »o>r»o>»o>o 20 >

: Good morning, customer services. Diane speaking. How can | help you?
: Good morning. ! .It’s not working.
: I'msorry to hear that. We’ll send a technician.

2

: On Friday, but it might be after three o'clock. He's very busy.

Oh, no!3

: I'm sorry about that, but he’s very busy.

We can't print without it. * .We have deadlines to meet.

: lunderstand. I'lL tell them it’s urgent. I'lL try and send someone in the morning.

5

: You're very welcome. Goodbye.

Work in pairs. Practise the conversation in Exercise 4A.

Work in pairs. Take turns to phone customer services. Use expressions from
Exercises 3 and 4.

Student A: Look at the information below. Student B: Look at page 121.

Phone call 1: You are the client

Your order number: HY00634GC

Product: Black computer chairs

Product number: AY35CB

Quantity: 15

You ordered fifteen black computer chairs but you received fourteen white
computer chairs (product number AY26CW) yesterday. You want to change
the chairs.

» Phone customer services. Good morning, I'm ...
 Explain the problem. There’s a problem with ...
« Askwhen they can change the chairs. When will... ?
« You need delivery tomorrow. You have staff without chairs. /e need ... /

Phone call 2: You are the Customer Services Agent

All your technicians are very busy and some are on holiday. They might take
two days to visit the client. If a customer says it's urgent, you can send one
within twenty-four hours.

» Answer phone call. Customer Services, ...

» Askabout the problem. How can /...

» Saywhatyouwilldo. We'll...

» Bepolite. I'm sorry ...

« Askif they need anything more./ End the call. Can [ help you with ... /

Self-assessment | can make and respond to a complaint. @




6.3 ) The production process

Lesson outcome Learners can write a short description of a production process.

0 Lead-in 1 Look at the supply chain for cotton clothes. Complete the infographic with the
words in the box.

clothes manufacturer cottonfarmer cotton supplier
customer distribution centre retail store

1An H

1 cotton farmer 2 3

s _— U
- 5

Reading 2 A Read the text. Why do you think the company describes the supply chain?

B Read the text again and answer the questions.
1 Whereis the cotton from? 3 Where are the T-shirts produced?
2 Who designs the T-shirts? 4 Whatis special about the packaging?

C Match the words in the box with their verb forms in bold in the text.

design grow make (x2) pay produce sell use |

Our story:
environment and ethics

You know our T-shirts feel great and look good on
you. But do you know how we make them? One
hundred percent of our cotton is grown on
organic farms in India. The farmers are paid a fair
price for their cotton. We work hard to protect the
environment and be ethical.

Our T-shirts are designed by our creative team.
They are made in Morocco and are produced to
the highest standards. No dangerous chemicals
are used in the process. And the packaging is
made from recycled materials. Our popular
T-shirts are sold all over the world. Want to know
more about our supply chain?

Click here

62



6.3 D] The production process

Communicative | ) DESCRIBING PRODUCTION =3 Grammar reference: page 110
grammar Present Simple Passive
Regular forms Irregular forms
Our T-shirts are designed by our creative Our cotton is grown on organic farms in India.
team. The farmers are paid a fair price.
No dangerous chemicals are used They are made in Morocco.

in the process.

. Our packaging is made from recycled materials.
They are produced to the highest standard.

Our T-shirts are sold all over the world.

= page 100 See Pronunciation bank: /u:/ and /u/

Use the Present Simple Passive to complete the sentences about some ethical products.
This denim jacket (make) from sixty percent organic cotton.

The workers in our shoe factory (pay) a fair wage.

No animal products (use) to make our products.

This chair (design) to be recycled.
These eco-friendly tablet sleeves (sell)in three colours.

Rewrite the sentences in the Present Simple Passive.

3

1

2

3

4 Allour fruit (grow) on organic farms.

5

6
4

1 We make these mabile phone covers from recycled plastic.

These mobile phone covers from recycled plastic.

N

We do not use chemicals to produce our organic coffee.

No chemicals to produce our organic coffee.

3 We produce our chocolate from local beans grown on the island.
Our chocolate from local beans grown on the island.

4 We give ten percent of our profits to children’s charities.

Ten percent of our profits_____tochildren’s charities.
5 Local farmers deliver the organic meat to your door.
The organic meat to your door by local farmers.
o Teacher’s resources: 6 We buy ninety-five percent of our tea from ethical suppliers.
extra activities ) ) ' )
Ninety-five percent of our tea from ethical suppliers.

Writing 5 Write a description of direct trade coffee for a company website. Use Present
Simple active and passive forms. Use the pictures and phrases to help you.

OUR S E Eé E

DIRECT TRADE s - A =

COFFEE e o

FARMER MILL SHIPPING ROASTING DELIVERED TO YOU

We / buy / all our coffee direct / farmers / Colombia

We / visit / farms / every year

No dangerous chemicals / use / produce your coffee

We / use / quality beans / our speciality coffee

The farmers / pay / guaranteed minimum price / their coffee beans
The beans / deliver to / mill / then / ship to / our headquarters
We / roast and pack / the beans here

We only / sell / our fresh coffee directly / you

We buy all our coffee direct from farmers in Colombia. We visit ...

O NGOV AR WNR

Self-assessment | can write a short description of a production process. '« @




WORK SKILLS
64) Placing an order

Lesson outcome Learners can place a simple order.

Lead-in 1 Look at the information from a company’s website. Match the words in the box

with extracts 1-4.

delivery date paymentterms price quantity

We offer a ten percent discount on orders of over 100 shirts.

WE HAVE MORE THAN FIFTY DIFFERENT DESIGNS IN STOCK.

Bl vou'll receive the items two days after you make your order.

B Bank transfers are accepted.

VIDEO 2 BEc21 Eduardo, the owner of a fashion retailer, is placing an order with
Maria, Sales Manager for a clothes manufacturer. Watch the video. Number
the points 1-6 in the order they talk about them.

paymentterms ___ ¢ delivery date e quantity
b price o d discount f sizes

Watch the video again and complete Eduardo’s notes.

Order for' T-shirts
Cost per T-shirt ?

Order cost 3

Pay * percent on signature and ° percent on delivery
Delivery date ©

Discount ”

/7

How much does Eduardo’s order cost with the discount?

Choose the correct option to complete the phrases from the video.
Could we talk about price / delivery now?

How many / What type of T-shirts do you want to order?

Can you give us a good / lower price?

How about / Can you give us €2 per T-shirt?

I'm sure / I’'m afraid | can’t agree to that.

B
4
1
2
3
4
5
6

Could we pay / Shall we pay twenty-five percent on signature and seventy-five percent
on delivery?

~N

When / Where can you deliver the order?

You need to / Can you deliver them by 17 March?
9 Why not/Is there a discount?

10 Whatdo you think/ say?

11 Ithinkthat's OK/ possible.

12 |think we can/ need to do that.

@




6.4 >| work skills: Placing an order EEEDO

Speaking | ) PLACING AN ORDER

Ordering products

I'd / Wed like [1,000 small T-shirts / 500 jackets / 25 boxes].
The priceis [€2.50/ £5 / $6] per [T-shirt / jacket / box].
We’'ll pay by bank transfer.

I'll confirm my order by email.

Asking questions

How many [T-shirts / laptops / boxes] do you want to order?

Could we talk about price now?

Canyou give us a lower price?

How about [€2 a T-shirt / 5 April / four percent]? (What do you think?)

Could we pay twenty-five percent on signature and seventy-five percent on delivery?
Can you deliver them [by 15 March / Thursday]?

When can you deliver the order?

Does delivery (usually) take [two / four / six] weeks?

Is there a discount?

Agreeing Saying no

Ithink that's OK. /We cando that. - I'mafraid | can't agree to that.
Yes, that's right. ¢ Sorry, but that's not possible.
Teachers resources: That's fine. I'm afraid for new clients it's [thirty / fifty /

sixty] percent (on delivery).

extra activities

5 Work in pairs. Read your information. Roleplay the situation.

Student A: You are the Buyer for a children’s clothing company. You want to make an
order with Student B. Look at page 121.

Student B: You are the Sales Manager for a clothes manufacturer. Student A wants to
make an order with you. Look at page 123.

Student A
Student B

[Ask if you can discuss the price.

> Agree. Ask how many jumpers Student A
wants to buy.

[Tell Student B how many jumpers you want.

Tell Student A the price for that number
of jumpers.

M . | (Ask for a lower price per jumper.

YA T

Explain your discount policy. j

[ Check the total price for the jumpers.

Confirm or correct the total price. ]

-~
'k Suggest the payment conditions.

’;]TLZ‘LV

Give your payment conditions. ]

[Suggest a delivery date.

Answer.

Explain that you need them on 8 July.
Ask for a discount on the total price.

Explain how you will pay and confirm
the order.

Self-assessment | can place asimple order. '+ @
> 65 ¢




BUSINESS
WORKSHOP

) Buy natural

Lesson outcome

Introduction

1 Read the ethical company webpage. Answer the
questions.

1 What products does Natural sell?

2 Whatingredients does the company use?
3 What packaging does it use?

4 What does the company give money to?

Our Natural promise

We believe in being natural.
We believe in natural
ingredients. We want to
protect your skin and hair. We
promise that all our beauty
products are made from plants
and organic ingredients. Our
products are not tested on animals.
We do not use any animal products

in our shampoos, shower gels, hair conditioners and face
creams. No dangerous chemicals are used. All our
packaging, bottles and boxes are made from recycled
paper and plastic. Please remember to recycle the
packaging. We give money to nature projects and
environmental organisations.

Click here for more information.

Speaking
Placing an order

2 Workin pairs. Read your information.

Student A: You are a retailer. You want to order Natural’s
products for your shops. Read the information below and
prepare for the roleplay. Then make your order.

+ You want 400 bottles of Natural shampoo and 400 bottles
of shower gel.

+ Agree the price, delivery date and payment terms.

| You would like You can accept
Price $250 per 100 units $250 to $300 per 100 units
Delivery | seventy-two hours Up to five days from now

date (three days) from now

Payment | Payment by bank
transfer when the
order is delivered.

Twenty-five percent when
the contractis signed and
seventy-five percent by
bank transfer when the
order is delivered.

Student B: You are the Sales Manager at Natural. Look at
page 120.

Self-assessment

Learners can make and respond to simple orders and complaints, and make
simple predictions about the future.

Speaking
A problem with an order

3 A Read the email about the delivery from Natural.
What is the problem?

= <
They delivered 200 bottles of shampoo, 200 bottles of hair
conditioner and 400 bottles of shower gel. Could you phone
customer services at Natural about this?

B Work in pairs. You are going to have a conversation.

Student A: You are the customer. Read your information
below. Phone Student B about the problem.

Student B: You are the Customer Services Agent at
Natural. Look at page 126.

Your order number: JB88051XT
Products: Natural shampoo and shower gel

Quantity: 400 bottles of shampoo and 400 bottles of
shower gel

Problem: You ordered 400 bottles of shampoo but
received 200 of shampoo and 200 of hair conditioner.
This is wrong. You want to change the hair
conditioner for shampoo.

Phone customer services.

Good morning, I'm phoning from (company name).
Explain the problem.

There’s a problem with ...

Ask when they can change the products.
When will you ...

You need delivery tomorrow.
We need them tomorrow.

4.A What do you think will happen to the products in
the box in future? Write three or four sentences.

beauty products cleaning products
meat vegan products

There might be more organic meat.
I'don’t think people will pay more for organic products.

B Work in pairs. Compare your ideas.

| can make and respond to simple orders and complaints, and make simple &« s
2 _ng L U
predictions about the future.



Competition

business
winning?

Unit overview

7.1 Should | upgrade? Vocabulary: Product qualities

Lesson outcome: Learners can compare a product with other Llstenmg.: Tal.klng SEBLL UG e prgduct }
products or an older version. Communicative grammar: Comparing (1): comparatives

Video: Comparing sports cars
Task: Comparing two models

/. Services Vocabulary: Fees

Lesson outcome: Learners can explain the cost of a service. Listening: Comparing recruitment agencies
Writing: An advertisment for services

/=", Thebest providers Reading: An email comparing services

Lesson outcome: Learners can compare services. Communicative grammar: Comparing (2): superlatives
Writing: An email summarising survey results

/... Work skills: Presentations Video: Our products and services

Lesson outcome: Learners can make a simple presentation Speaking: Presenting
about their company and/or product/service.

"/ -1 Business workshop: The big contract Reading: An email about a trade show
Lesson outcome: Learners can make comparisons of products, Speaking: Giving presentations
present information and write a simple recommendation and Writing: A summary email giving a recommendation

summary email.

Review 7 Pronunciation: 7.2 /au/ and /au/ Grammar reference: 7.1 Comparing (1) 7.3 Comparing (2)
7.3 /p/, b/, [f/ and /v/
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Should | upgrade?

Lesson outcome

Lead-in 1
Vocabulary

2

design product life a
features speed b
unique selling point (USP) 4
user experience d
value for money weight e
3A

WAIWEX TP PRO:

B

1

2

o Teacher’s resources: 1
extra activities 2

Listening 5A

o

68

Learners can compare a product with other products or an older version.

Choose a product from the box and use the questions to make some notes.
Tell your partner about it.
atelevision awatch

acar aphone

What brand is it? Why do you like it? What is special about it?

Product qualities

Match the phrases in the box with their descriptions (a-h).
how fastitis

how heavy it is

how long a product works
how a product looks or works

f something that makes the product
different to others

g whatitfeels like or how easy itis
to use the product

h the price of the product vs. the

the useful things that the product has product performance/features

(e.g.camera) or the things it can do (e.qg. talk)

Read the advert about the Waiwex TP Pro. Which of the qualities in Exercise 2A does
it mention?

WORK ON THE GO
The TP Pro is lighter than other models so you can take it with you wherever you go.

It has a longer battery life than any other laptop so you can work without a power lead
for up to twelve hours while you travel.

WORK BIGGER, WORK FASTER

The TP Pro has a larger memory than our older models and files and programs load three
times faster.

WORK SAFER

Our security software partners PRO-TEC offer a discount on their software when you buy the new
TP Pro. Their advanced security software features keep your files and data more secure than ever.

Read the advert again. Are the statements true (T) or false (F)?

3 The TP Pro can hold three times more files
than previous models.

4 It costs more money for the security software.

The new TP Pro is easy to carry.

The power lead is important when you
travel for eight hours.

Discuss the questions with a partner.
What laptop do you use for work/study?
Do you like it? What are its strengths/weaknesses?

#»7.01 Listen to Misako and Karim talk about using the TP Pro laptop.
Tick (v) the things they talk about.

battery life camera memory how itlooks operatingsystem security software speed

Listen again. Tick (v) each speaker’s opinions.

Misako thinks the TP Pro is
Good Bad

Karim thinks the TP Pro is
Good Bad

Speed
Battery

Size and weight

Security




7.1 © Should 1 upgrade? o

Communicative ) COMPARING (1): COMPARATIVES =¥ Grammar reference: page 111
grammar Short adjectives Long adjectives
The battery life is longer on - This model has a more powerful battery.
this model. . The new model is more expensive than the old model.
This phone is heavier than R
other models. - Irregular adjectives
My new TV is bigger. good - better, bad - worse

Put the words in the correct order to make sentences.
goes / others / this model / than / faster

‘s /than/ my last one / my phone / bigger

lighter / my new laptop /is

is / the new car / more spacious / than the / old car
more expensive / than / the standard car / the GTI model is
than/ more advanced / the features / are / for other TVs

<

oNouHWNRDD puuNnNEFESN o psrwNn RO

Choose the correct option.

It's better / worse than my old laptop. | like it a lot.

The battery on this phone is better / worse than my old phone. It dies after just four hours.
This modeliis more cheap / cheaper than the new model.

This one’s bigger / biger than my old laptop.

<

Complete the sentences about two cars with the correct form of the words in brackets.

The Morgan Plus Six model is (new) than the Morgan Plus 4.
The Morgan Plus 4 has a (powerful) engine than the Plus Six model.
The Morgan Plus 4 goes (fast) than the Morgan PlLus Six.
The Morgan Plus Six is (comfortable) for tall drivers.
The Morgan Plus 4 is (heavy) than the Morgan PLus Six.
The Morgan Plus 4 has (big) wheels than the Morgan Plus Six.
k) Ziirc:::tsi\:ﬁ?::rCESZ The Morgan Plus 4 is (cheap) than the Morgan Plus Six.
The Morgan 3 Wheeler is (small) than the Plus 4.

& VIDEO 9 711 Watchthe video. Are the sentences in Exercise 8 true (T) or false (F)?

Watch the video again and complete the text.

il

The Morgan Motor Company makes * different models of 2
cars. The Morgan Plus 4 was launched in 3 and the Morgan Plus Six was
launchedin* . The top speed of the Plus Six is ® kph and
the top speed of the Plus 4 is © kph. The weight of the Plus Six
is” (kg) and the Plus 48 (kg). The Plus 4 costs £45,000
and the Plus Six costs ° .The Morgan Motor Company also make a

oy ~ three-wheeled car. The first model was launched in 1© . This car costs

s u tis 2 to drive. /

L The Morgan Plus Six

0 11 workin pairs.
Student A: Look at page 126. Student B: Look at page 124.

Self-assessment | can compare a product with other products or an older version. A




7.2 ) Services

Lesson outcome

Learners can explain the cost of a service.

Lead-in 1 workin pairs. Which of these services or agencies
do you or your company use?

advertising cleaning courier financial IT
marketing recruitment tax training travel

Vocabulary Fees
2 A Read the adverts for three companies. Which services from Exercise 1 do they offer?

B Choose a name for each company (1-3).
Best Clean UK Office Professionals Cox & Co. Worldwide

A B

We are a UK recruitment agency with a wide We offer a wide range of cleaning services at great prices. We clean offices,
range of candidates for every job. For more warehouses, factories and private houses. For our standard service, we
details, click here. offer contracts with a monthly or annual fee*. Our staff are friendly,

There is a fixed fee of just 399 GBP for our experienced and professional.

standard service. The fee includes: *Please note, there is an administration fee for your first contract. /

+ advertisements in local newspapers and
recruitment websites.

+ a high number of qualified and c
experienced candidates for your interview.

We offer a wide range of travel services including holidays, business travel

For an additional fee, we can also interview or just flights and hotels, anywhere in the world. For group bookings, we
candidates and complete full background can also offer discounts for tourist attractions. We do not charge a fee for
checks. Your company can pay this fee after online reservations®.

successful recruitment. . . . .
Please note: there is a cancellation fee on all reservations. This is charged

for cancellations 7 days after reservation.

*Individual flight bookings are not included. Airlines may charge booking fees. /
1 (the)fee C Read the adverts again. Answer the questions.
Which company...
2 1 givesyou adiscount for large bookings? 4 will create an advertisement for you?
2 finds out information about people? 5 will come to your workplace?
a/thefee 3 allows you to pay each month or year? 6 allowsyou to book online?
3A Complete the spidergram with the words in bold from the adverts.
B Match the words from the spidergram with the explanations below.
Fee 1 asksomeone to pay some money for a service ( afee)
2 anamount of money that does not change ( fee)
3 whenyou pay every month ( fee)
3 _additional 4 some extra money ( fee)
5 the money you pay for booking something
monthly or (e.g a hotel room) that you don‘t want ( fee)
fee, 6 you pay afee and you get these things (the fee )
7 thefeeyou pay for the work of creating new
documents etc,, (e.g. contracts) ( fee)
8 you pay the company to cover the work of arranging tickets ( fee)

= page 100 See Pronunciation bank: /su/ and /au/
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7.2 D] Services

Complete the sentences with the correct form of the words in Exercise 3A.

The cleaning company afee of £20 an hour.

The price is $250. There is a(n), fee of $4 for delivery.

You can rent a bike for 24 hours for a(n) fee of €20.

The fee for the training all training materials.

We can arrange a(n) fee for our catering services, paid on the first of each month.
Thereis no fee if you inform us you are not coming three days before the training.
All hotel reservations include a standard fee of £3.50.

Johnson Lawyers will charge a(n) fee of £100 for rent agreements.

Teacher’s resources:
extra activities

O NGOV AR WNHEMN

Listening Comparing recruitment agencies
Z.A Work in pairs. Which services are important for a recruitment company to offer? Why?

B ®:7.02 Tom and Ellie are discussing two recruitment agencies. Which agency do they
choose? Why?

C Listen again and complete the gaps in the webpages.

I | ey

Speciality areas  advertising, marketing, sales Speciality areas  advertising, marketing, media, sales, television
offices 1 , Manchester offices Brighton, Bristol, Belfast, Glasgow, Reading, Manchester
services - online advertising services + online advertising
+ recruitment for permanent and temporary roles + recruitment for permanent and temporary roles
o 2 -month guarantee on candidates o 2 -month guarantee on candidates
+ background checks on candidates + background checks on candidates
+ search of networking sites fees .
- candidate ® with expert consultants - fixedfeeof £ forstandard
service (the fee includes advertising and selection
fees - fee between ¢ of candidate’s first e
annual salary o & fee for background checks
D Look at the webpages in Exercise 4C. Are the sentences true (T) or false (F)?
1 Jones Recruitment have a wider range of speciality areas.
2 AllRecruit has more offices than Jones Recruitment.
3 Jones Recruitment advertise temporary jobs.
4 The standard service at Jones Recruitment includes interviews with candidates.
5 AllRecruit use people with special knowledge to interview candidates.

Writing 5 Wwrite an advertisement for the services of a courier agency. Use the information
in the table below to answer the questions. Write full sentences.

1 Whattypes of delivery do you offer? IWe offer ... We charge ...
2 Doyou charge afixed fee? What for? What does the fixed fee include? e charge ... Our fixed fee ...
3 Whatfee do you charge for next-day delivery of items between 1kg and 5kg? We charge ...
4 Do you offer contracts? What for? IWe also offer ...
5 What do you charge additional fees for? There is ...
AP Couriers
Where they deliver | Services Dellve_ry/Fees W Eig) par_cels) inelugles Additional fees
collection and recorded delivery)
Local/ National Parcels & large/ Same day - allitems £22 Contract agreements for daily
heavy items Next day - £10-20 courier service (administration)
2 days - from £3,3-7 days - from £2 Items over 5kg
Daily courier service contracts (pay Cancellation of orders
monthly or yearly)

Self-assessment I can explain the cost of a service. s @




7.3 > The best providers

Lesson outcome Learners can compare services.

Lead-in 1A po you choose service providers for your company, your home or yourself?
Tell your partner about services you choose.

energy provider internet provider mobile phone contract
office cleaning service  printer/photocopier contract

B What is important for you when choosing a service provider? Put the things
in the box in order of importance (1 = very important, 6 = not important).

easy to access good service
value for money staff knowledge
quality of communication friendly staff

2 First Serve provide home and car insurance. They asked Market Watch, a market
research company, to compare their services to other insurance providers. Read
the email and tick (v) the correct boxes.

Good performance | Bad performance

Service reliability

Staff knowledge

Satisfied customers (40-50 yrs)

Time to answer calls

Problem solving

Value

E Dear Mia,

Market research results Please find attached the customer satisfaction report you asked us to complete.

K Ferner We compared First Serve to six other insurance providers to see who was the most reliable

Kelly.Ferner@marketwatch.com and and who had the most satisfied customers.

Q@ Jan Survey Results Here is a summary of the findings:

Strengths Areas of improvement

First Serve has: First Serve has:

- the highest number of successful claims. - the biggest delay in answering calls.

- the most knowledgeable staff. - the worst record for solving problems quickly.
- the best value for money. - the lowest number of satisfied customers in

the 40-50 age group.
If you have any questions, please let me know.
Best regards,

Kelly Ferner
Market Researcher

0 3 Match the phrases (1-4) with phrases with the same meaning (a-d).
1 Pleasefind attached ... a Contact meifyou need anything else.
2 Pleasefind a summary below. b Seethe attached document.
0 Ziircahgz;si\;ﬁ?g;rCESI 3 Ifyou have any questions, please let me know. ¢ Kind regards,
4 Bestregards, d Seetheoutline below.

72




7.3 | The best providers

Communicative | ) COMPARING (2): SUPERLATIVES =3 Grammar reference: page 111

grammar Short adjectives

First Serve have the highest number of successful claims.
They have the friendliest team.

: Irregular adjectives
They had the biggest delay in answering calls.

good - better - the best
Long adjectives bad - worse - the worst
They had the most satisfied customers.

They have the most knowledgeable staff.

<
3

Complete the sentences with the and the correct form of the words in brackets.

1 Wehave the shortest delivery times. (short)

2 Our products are on the market. (cheap)

3 Wehave service. (reliable)

4 OQurstaffare in the industry. (knowledgeable)
5 Wehave staff in our stores. (friendly)

6 Wehave product range in store. (wide)

7 Wehave number of satisfied customers. (high)
8 Ourproductsare value for money. (good)

B Rewrite the words in bold in the superlative form.

M. Deserio <Mia.Deserio@firstcall.com> % Attachment B €
Market research results

Dear All,

Here are the results from our survey to find out what customers think about our insurance services.
Our service is 'reliable and we offer 2good value for money. We also have *knowledgeable staff.

However, we have “a low number of satisfied customers in the 40-50 age group, our record for
solving problems is °bad and we have °big delays in answering calls.

So overall, we're doing well in some areas, but there are things we can improve.

Best regards,
Teacher’s resources:

extra activities Mia

Writing 5 You are a Market Researcher at Market Watch. Travel Care, a business travel agent,
wants you to compare its customer experience to other business travel companies.
Use the information in the table to write an email summarising your survey results.

Travel Care Travel Forward The World Traveller
Staff knowledge 2.8.8 8.8 ¢ 2. 8. 8.8 ¢ * %k K
Staff friendliness 2. 2.0.8.8.¢ 2. 8.8 8 ¢ . 1 .08, 8¢
Price and discounts %k * %k Yk ok
Value for money * 2.8 8¢ 20,8
Customer service 2. 8. 8.8.8.¢ 28,884 * %

Jokokokok very good  Akkok good  kokok satisfactory &k needs to improve & bad

=% page 100 See Pronunciation bank: /p/, /b/, /f/ and /v/

Self-assessment | can compare services. @




WORK SKILLS
74) Presentations _ / |

Lesson outcome

& Lead-in 1A
B
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Learners can make a simple presentation about their company and/or
a product/service.

Do you give presentations in your company or studies? How do you feel about this?

Work with a partner. What information would you tell potential customers
in a company presentation? Use ideas from the box or your own ideas.

company history  location prices  products/services
quality uniqueselling point other

Put the stages of a company presentation (a-f) in the correct order.
Questions

Your name and your company’s name
Information about other products/services
Company history/background

Information about main product/service
Aim of the presentation

& VIDEO 2A 741 wWatch a presentation on a company and their products and services.

Answer the questions.

What is the aim of the presentation?

What product or service is the presenter selling?

Were the stages of the presentation in the same order as in Exercise 1C?

Watch the presentation again. Are the statements true (T) or false (F)?
Web Trade Builder started in 2004.

They are the largest e-commerce company in Europe.

They have offices in three countries.

They sell services to over 20,000 companies.

They create payment services for online shops.

They can build websites for other companies.

Their credit card payment system doesn’t work in all countries.

The payment system can store customer details.

Watch the video again. Choose the correct word.

So, good morning / afternoon.

The aim / plan of today’s presentation is to sell / introduce our company and services.
First, I'll tell / inform you a bit more about the company’s history.
First / Finally, we’ll have a question and answer session at the end.

So let's move on/ start with more information about the company.
We are the biggest / best provider of e-commerce services in Europe.
We're based / located in Birmingham, in the UK.

So let’s start / move on to our products and services.

We can build / develop a complete website.

We will / can design a system that allows your customers to pay faster.
OK. So that’s the finish / end of my presentation.

Does anyone have any questions / comments?




)

Teacher’s resources:
extra activities

COMPANY HISTORY

Factory and head office - Spa,
Belgium
Force Sport started in 1987

Fixed engines for motor-racing
teams

Launched own small sports car
in 1992 for public roads

Self-assessment

Speaking | > PRESENTING

Introduction

So, good morning everyone. I'm ..., Sales Director at ...
Thank you for attending this presentation.

The aim of today’s presentationis to ...

Giving the agenda Introducing the company

Changing topic
So,/0K, ...

Let’s start with ...
Let'smoveonto...
Now let's talk about ...

First/Then/Finally We are the ... provider of ... e
I'llL tell you about ... We're based in ... Explaining what you offer
I'll explain ... We have officesin ... We can / We'll start fixing
I'Wtalk about ... We provide arange ... your carimmediately.

£ You work for Force Sport Cars. Use the notes to create a short presentation about
the company and its products for an international car show.

MAIN PRODUCTS SERVICES

* Hand-built engines for motor-racing e Fix your motorsports cars and motorcycles
cars and motorcycles * Ship to us

e In our industry, our high- * Replace engines and other parts with our quality
performance engines are the most products
reliable, quickest to build, lightest * Team have over 30 years’ experience / best in industry

and last the longest

Customer reviews - the best car for
new racing teams

* Make new engines and parts to meet customer
requirements

5 Now imagine you are presenting your company and its products/services at a
trade show. Use the questions to prepare a short presentation.

Company history
1 When did your company start? Where are you based? How many employees do you
have at your main office / across the world? Why is your product/service good?

Products/Services

2 How canyou help the customer? What are the main products/services that you provide?
What other products/services do you provide? What do customers say about your
products/services? When can you deliver the product/service?

B Work in small groups. Take turns to present your product/service. After each
presentation, ask the presenter some questions.

How long does it take to build your product?

| can make a simple presentation about a company and/or a product/service. < &




BUSINESS

WORKSHOP ) The big contract

Learners can make comparisons of products, present information and write
a simple recommendation and summary email.

Lesson outcome

Introduction 1 Look at the information about the International Cruise Show and read the email.
Why is Hugo from Sunset Luxury Cruises going to the show?

|
THE INTERNATIONAL to: Hugo.Vasquez@sunset. from David.Golden@sunset = £

CRUISE SHOW - cesioa Tgly  HiHugo,
The international cruise o —— = As we discussed yesterday, I'd like you to look at the new cruise ships at the

show brings together Gyl | ! International Cruise Show next week. We need to buy a new ship for our
cruise ship builders, cruise Wevi 4| Caribbean tours, to meet increasing customer demand.

operators and other tour
companies to show i
what’s new in the . f Thanks,

industry. David

Can you look at the options and write an analysis that recommends a ship?

Presentations 2 Workin two groups.
Group A: You work for Seven Seas Ships. Look at page 123 and read the information.
Complete the table with details about your ship.
Group B: You work for Saffron Ship Company. Look at page 125 and read the information.
Complete the table with details about your ship.

Company Seven Seas Ships Saffron Ship Company | Delta Luxury Ships

Ship The River Queen The Star Sailor The Cruise Star

Size 200x30m

Decks 4

Rooms 110

Features 5 bars, 3 restaurants,
3 swimming pools

Build/Delivery time 1year 2 months

Estimated cost $5.25 million

0 3 A Work with a partner from the other group. Present your information from Exercise 2.
B Listen to your partner’s presentation. Complete the table in Exercise 2.

0 4. Work in pairs. You work for Sunset Luxury Cruises. Use the information in the table
in Exercise 2 to compare the three ships and decide which one is best for your company.

Sunset Luxury Cruises want:
« thenewship to bereadyin lessthanoneyear. ~ « to have two bars and two restaurants

+ tospend less than $5 million. ormore.
« tohave 100 rooms or more. + tohave three swimming pools or more.

0 Wl‘iting 5A Decide if the phrases are from the beginning (B), middle (M) or end (E) of an email.
1 Ifyou have any questions, please let me know. 4 Please find attached the analysis of ...

2 The Star Sailor is the biggest ship. 5 (Canwe arrange a meeting to discuss
3 TheRiver Queen is cheaper but smaller than the options?
the other ships. 6 Hereisasummary of the findings.

B You are Hugo Vasquez from Sunset Luxury Cruises. Write a summary email to your
manager to explain which ship you recommend.

Hi David,
Please find attached the analysis of ...

Self-assessment | can make comparisons of products, present information and write a simple Tl
recommendation and summary email. N



Unit overview

Work experience

Lesson outcome: Learners can talk about their previous work
experience.

The best person for the job

Lesson outcome: Learners can compare people’s skills and
experience and choose the best person for a job.

Professional profiles

Lesson outcome: Learners can write a simple profile for
a professional website.

Work skills: A job interview

Lesson outcome: Learners can ask and answer simple questions
inajobinterview.

Business workshop: The interviewer and the candidate

Lesson outcome: Learners can ask and answer simple questions
in ajob interview.

Review 8 Pronunciation: 8.2 The vowel /o/
The letter 0" as /o/, /su/ and /a/ 8.3 Silent letters

Vocabulary: Skills and personal qualities
Communicative grammar: Talking about experience
Video: Skills and experience

Task: Asking and answering interview questions

Vocabulary: Job requirements
Listening: Choosing job candidates
Speaking: Describing and comparing candidates

Reading: A professional profile

Communicative grammar: Talking about experiences and completed
past events

Writing: An employee profile

Video: The job interview
Speaking: Job interviews

Speaking: Interview questions; choosing the best candidate
for the job

Grammar reference: 8.1 Talking about experiences
8.3 Talking about experiences and completed past events

277 €
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8.1

Lesson outcome

Lead-in

Work experience

Vocabulary

What employers want ‘ o
We interviewed 100 employers about the skills and qualities they want when Next time you have a job interview, prepare to talk

recruiting employees. Here are the top eight:

n good communication skills B IT skills

n organised
B team worker
n analytical

They also say it's important that employees are reliable, know about the
company'’s products and have a friendly personality.

Teacher’s resources:
extra activities

Learners can talk about their previous work experience.

1 Think of someone you like working with. Say why you like working with him/her.

calm hard-working friendly funny intelligent organised polite reliable

I like working with my manager. She’s organised and helpful.

Skills and personal qualities

2

Read the blog post from a job website and answer the questions.
1 Who did the blog writer interview? Why?

2 What two things are good to talk about at a job interview?

3 What can people with no work experience do at an interview?

Top Tip!

about real-life examples of the skills and personal
qualities that are important for the job. For example,
‘I'm very analytical. I've analysed sales data and
written sales reports. Or ‘I'm a team worker. I've

n motivated worked in international teams to solve problems
on projects.” Or ‘I'm very organised. I've never missed
hard-working an important deadline.’
If you haven't had any work experience, give other
n language skills examples from your life, interests and studies.
For example, ‘I have excellent communication skills.

I've written blogs for a website.” Or ‘I'm a good
communicator and team worker. I've given many
team presentations in my university classes.

0 3 Complete the table with the skills/qualities (1-8) in the blog post.

<

Ul =a o an oo b

What employers want | Examples

complete tasks on time, meet deadlines

express ideas well when speaking and writing, listen to others

| work with other people on projects

| assess information, analyse data, solve problems

| speak German, English and Spanish

use Microsoft Word and Excel
| have a positive ‘can-do’ attitude to work

O N oo B~ WIN =

| make a lot of effort to do a good job

Match the correct skill/quality (1-8) in the blog post with the sentences (a-h).
I do a lot of work when I'm at the office.

| can work with many different software programs.

I try to solve problems in a logical way.

I know how to give a clear presentation and explain my ideas.

I'm good at planning things.

I can read emails in Portuguese.

I really want to achieve success in my work.

I work well with colleagues in my department.

Look at page 124. Complete the questionnaire with your own examples.




8.1 o Work experience

Communicative | ) TALKING ABOUT EXPERIENCES <> Grammar reference: page 111
+ |'ve written sales reports. . - I've never missed an important deadline.
You’ve worked in international teams. You haven’t had any work experience.
She’s given many presentations. - He hasn’t had much experience in sales.

? Have you ever written blogs? Yes, | have. / No, | haven’t.

Has she worked on international projects? Yes, she has. / No, she hasn’t.

0 6 Complete the sentences with the correct form of the verbs in brackets.

They?! (work) in over ten countries. He ? (not have) much experience
in the UK, and she (not write) any reports in English.
[ (give) lots of sales presentations with this software, and you have

(use) a similar program. However, | © (never present) in a large organisation.

bt
>

Put the words in the correct order to make questions.

1 ever/ateam/managed/you/Have/?
2 for/many/have/companies/you/How /worked /?
3 orregion/you/Have/ livedin/another country/ever/?
4 you/inaninternational/Have / team before / worked / ?
5 Have/in English / ever / written emails /you /?
6 for/Where/ travelled/ have /work/you/?
B Match the answers (a-f) with the questions (1-6) in Exercise 7A.
a No, I haven't.I've only lived in this country. ~ d Yes, | have.| manage a teamin my
b I've worked for three different companies current job.
since university. e Yes, | have. Our company has lots of European
0 l’iif:g‘r:’tsi\:iet?::rces: ¢ l'vetravelled a lot around Germany and and Japanese employees.
visited our Paris office. f Yes, | have. | write them for our UK sales team.

& VIDEO 8A @511 Watch thestart of the video. What type of companies do the two
speakers work for?

Watch the complete video. What skills and personal qualities does each person
need? Write James (J), Polly (P) or Dan (D) next to the words in the box.

analytical skills communication skills decisive organised
positive attitude reliable team worker write well

Watch the interview again. Complete the notes.

James has worked for ! companies asa? and an editor. He’s also
3 his own company. James was an English teacher in Malta for #

years. He also worked in Valencia, Spain, from ° to

He worked in Singapore as an editor for ¢ months.

Polly has worked in Amsterdam, Eindhoven, and Paris. In Paris, she spent
8 months workingona® project.

Dan set up the advertising agency *° years ago. He worked for 12
large businesses before Creature. The team at Creature are very *

9 Work in pairs. Ask and answer the questions in Exercise 7A.

Yes, | have. I've written emails No, I've never been to another country for work
to suppliers in China. but I've been to lots of places on holiday.

Self-assessment | can talk about my previous work experience. = #



8.2 ) The best person for the job

Learners can compare people’s skills and experience and choose the

Lesson outcome b .
est person for a job.

Lead-in 1 Lookat the job advertisements. Where do companies usually advertise vacancies?

We have these vacancies. If you are interested, please click the link below.

les C Itant
G:@ Sales Consultant View Job )

Hospitality GF Hospitality Group, § London

Townsends Sales Assistant )
(—Lo-—. " . . View Job )
ﬂ"i) Townsends Logistics, § Birmingham
Sales Executive )
Middleton . A VIeWJOb )
pharmaceuticale  Middleton Pharmaceuticals, § Coventry
Sales Manager )
.C? . _ View Job )
Danotex Danotex Chemicals, § Birmingham

Vocabulary Job requirements

2 A Read the email from Dan Baker to Elsa Hernandez at Danotex Chemicals.
What does Dan want Elsa to do?

E Hello Elsa,

Here's a list of the skills and experience we need for the Sales Manager vacancy.
Can you put these details in the job advertisement?

From: Dan Baker
To: Elsa Hernandez

Subject: Sales Manager Vacanc . . .
d g Y Essential skills and experience

+ has Sales Manager or Sales Representative experience
+ has managed staff

+ has worked in chemical or related industry

* has excellent communication and negotiation skills

* is a team worker

Useful skills and experience

+ has a degree in business administration or a similar university qualification
+ can speak languages, especially German
+ has experience in international sales

Can you choose the best candidates for me to interview? Let’s talk on the phone after
you speak to them.

Best wishes,
Dan Baker

Assistant Sales Director

.O’ Danotex Chemicals

B What is the difference between ‘essential’ and ‘useful’ skills?
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8.2 D! Thebest person for the job

0 3 Choose the correct option, a, b or c.

1 Wehave two in our production department at the moment.
a advertisements b qualifications € vacancies

2 Therearealotof for IT jobs on this website.
a advertisements b qualifications € vacancies

3 Weneed staff with in science, engineering and technology.
a advertisements b qualifications € vacancies

4 Languageskills are for the job, but not essential.
a excellent b similar ¢ useful

5 It'simportant to the best person for the job.
a need b choose € manage

6 Thereareten for this new job.
a candidates b degrees € vacancies

7 Why did you study fora in economics?
a candidate b experience ¢ degree

k) Teacher’s resources: 8 You need strong analytical skills. They are in this job.
extra activities a excellent b essential ¢ similar

Listening Choosing job candidates

0 4 #>801 Listen to Dan’s conversation with Elsa. Who is going to interview the candidates?

B Listen again and complete the profile for each candidate.

Vicki Grant Sam Gowan Isaac Lange
Impression Very friendly, good ! skills. | Knows a lot about our company, good Good team worker, hasa’
of candidate 4 skills. personality.
Essential 2 years’ experience in sales, | Three years’ experience in sales, 8 years’ experience in sales,
manages a team of twelve staff. manages a team of ° staff. | manages a team of twenty staff.
Useful Works in pharmaceutical industry, Works fora ¢ chemical Works for paint manufacturer,
degree in chemistry, speaks company, has business degree, has has travelled for work,®
2 . worked in Germany, excellent German. | German.

=3 page 101 See Pronunciation bank: 8.2 The vowel /o/. The letter ‘0" as /o/, /au/ and /a/

Q 5 Look at the information about the candidates in 4B. Complete true sentences with
the positive or negative form of the verbs in brackets.

A N 1 Vicki _hasn’t worked (work) in the chemicalindustry.
.,‘ She (study) German, but she (study) French.
T

2

3 Sam (live) and (work) in another country.
4 Sam (work) for a bigger company than Danotex.

5 lIsaac (have) the most experience as a sales manager.

6 lIssac (travel) for work.

7 Vickiand Sam (go) to university but Isaac .
8 Sam (work) in the chemicalindustry but Vicki and Isaac

Speaking 6A Describe each candidate’s experience.
Vicki has a degree in chemistry. She has worked in pharmaceutical industry and has
managed a team. She can speak ...
B Work in pairs. Compare your sentences from Exercise 6A. Who do you think is
the best candidate for the job? Why?

I think Sam is the best candidate. He’s worked in Germany and he’s had experience
in the chemical industry.

Self-assessment I can compare people’s skills and experience and choose the best person ) @

for a job.




8.3 ) Professional profiles

Lesson outcome Learners can write a simple profile for a professional website.

Lead-in 1 which of these photos would be best for 1) a social media website, 2) a professional
website? Why?

0 Reading 2 Label the online parts of the online profile with the words and phrases in the box.

Currentjob Futbrame Jobtitle Location Pastpositions Qualifications Skills summary

| 1 Full name k
\

Home  Groups Inbox

Elsa Hernandez Garcia

Human Resources Manager -.q: 2 l
Birmingham, UK

| 3 Motivated, organised and creative HR Manager. | have worked in large organisations across
different industries. | am friendly, a team worker and have excellent communication skills.

| have designed HR strategies, organised staff recruitment and managed HR teams
for companies. | have also worked on projects with other departments and planned
| 4 / training programmes.

Specialties and interests: HR Strategy « Recruitment - Talent Management « Employee Relations

|5 Experience
L\ ® Human Resources Manager | am responsible for HR operations across the UK.
(f Danotex Chemicals | design HR strategy, organise recruitment and
Danotex Birmingham, UK staff-training programmes. | work on projects with
Feb 2019-present date other department managers.
HR Officer | worked for CUG Engineering for three years. | was
@CU G CUG Engineering Group responsible for recruitment in the UK. | designed the
engineering | aicester, UK company’s internship programme in 2017 and
Jan 2016-Feb 2019 trained interns. | managed a small HR team.
6
0 Recruitment Specialist | was responsible for recruiting across Europe.
L£uu Oscar Lane Recruitment International | advertised vacancies and interviewed and
RECRUITMENT London, UK recruited candidates for our clients.

Sept 2013-Dec 2015

Education

Master’s in Human Resources Management

Filton Business School
2015-2018

BA (Hons) Degree in Psycholo, ‘ﬁ 7
= (Hons) Deg y 8y

Drumford University
2009-2012
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8.3 DI Professional profiles

) TALKING ABOUT EXPERIENCES AND COMPLETED PAST EVENTS =» Grammar reference: page 113
+ Experiences + Completed past events
I have worked in large organisations across - Iworked for CUG Engineering for three years.
different industries. - Idesigned the company’s internship programme
I have organised staff recruitment for companies. @ last year.

=3 page 101 See Pronunciation bank: Silent letters

9 3 Choose the correct option to complete the sentences.
1

She has worked / worked for several companies in this industry. She has started / started
working for this company two years ago.

2 He has been / was a Project Manager with Danotex Chemicals from 2017 to 2020.
He had / has had a lot of management experience.

3 | have studied/ studied web design in 2018. | have designed / designed e-commerce
websites for over fifty corporate clients.

4 She has been /went to Germany on business many times. She has been / went there again
last month to visit clients.

5 1 have managed / managed many international teams in my career. | have worked / worked
on a difficult project last year.

&9 4 Complete the sentences with the correct form of the verbs in brackets.

1 She (finish) her degree two years ago. Then she (spend) a year
working in France.
2 | (write) marketing materials for different companies. In 2018 |
(start) my own marketing blog.
3 Susan (work) on many projects. She (produce) many creative
solutions on the last project.
4 He (organise) several events. Last year he (help) to prepare the
, annual sales conference.
0 Teacher s resources:
| edraactviies 0 5 complete the parts of a profile with the correct form of the verbs in brackets.
| am a confident, experienced Retail Sales Manager From 2016 to 2019 | ® (be) the Assistant Manager
with excellent customer service skills. in a large department store. | ¢ (interview) and
| (work) for several companies in ! (recruit) sales staff during the time | was there.
the retail industry. | 2 (manage) and lalso _8-—- (help) staff when they 9-+ (have)
3 (motivate) large teams of sales staff. questions and problems. 1'°____ (prepare) training
| 4 (train) staff to give excellent sessions. | !’ (analyse) sales data and '

customer service. (write) monthly reports.

Writing 6 choose an option. Either: Imagine yourself in five years’ time. Use the form
below to write a profile. You can invent information. Or: Imagine you are Jay
Peters. Look at page 127.

FULL NAME

JOB TITLE (you have or want)
LOCATION

EXPERIENCE (current job)

- - EXPERIENCE (past positions)

Your photo
EDUCATION

Self-assessment I can write a simple profile for a professional website. s @




WORK SKILLS
84) A job interview

Lesson outcome Learners can ask and answer simple questions in a job interview.

Lead-in 1 Lookat the job advert. What skills, personal qualities and experience does
the employer want?

Assistant Customer Services Manager

We need an enthusiastic and motivated Assistant Customer Services Manager
with excellent communication skills. You will be responsible for a team of
Customer Service Reps for a major bank. We work across multiple channels

- email, live chat, telephone and social media. The ideal candidate will have
at least two years’ customer service experience.

¢y VIDEO 2 541 wWatch the beginning of the video. What is Angela’s current job?

0 3 A Watch the video. Are the sentences true (T) or false (F)?
Angela’s first job was as a Personal Assistant (PA).

She has a lot of experience of dealing with customers.

She says speaking is the most important communication skill.
Problem-solving skills are a part of her job every day.

She deals with customers using social media.

She says her job can sometimes be stressful when customers are bored.

She wants to work for the bank because it has an excellent reputation for social media.
She’d like to do more staff training in the future.

0 oo N O UV B WN K

Correct the wrong words in the sentences in Exercise 3A.

0 Z.A Watch again. Complete the interview questions with the words in the box.

had helped leave questions see strengths tell want

Canyou me about your work experience?

What are your main ?

How have you to motivate staff?

Have you ever any problems with difficult people in your teams?
Why do you to work for our company?

Why do you want to your current job?

Where do you yourself in five years?

Do you have any for me?

0 O N O U & WN R

Work in pairs. Match the answers (a-h) with the questions (1-8) in Exercise 4A.
What other answers can you give to the questions?

Your company has an excellent reputation for customer service.

I'd like to develop my skills and do more staff training.

I work as a team leader in customer services.

I have excellent communication skills.

I've always set goals with my staff and when they meet the goals, we celebrate.

Yes, | do. What training opportunities are there with this job?

I enjoy my work and I've learnt a lot but your organisation offers more opportunities.
Yes, there have sometimes been problems between team members.

owQ|u "o anNn T 2




8.4 )| work skills: A job interview < mEEO0

Speaking | ) JOBINTERVIEWS

Talking about work experience

Can you tell me about your work experience?

I work as a /an [team leader / Manager / Assistant] in [customer services / Sales / Marketing].
I started as a /an [Shop Assistant / Junior Designer / Admin Assistant].

Then I moved into [customer services / Banking / Engineering].

I have a lot of experience dealing with [customers / suppliers / difficult staff].

What are your main strengths?

How have you helped to motivate staff?

Have you ever organised training sessions?

Have you ever had problems with difficult people?

I'm good at [motivating a team / training staff / managing projects].

I have excellent/good [communication skills / IT skills / presentation skills].

I've always [set goals with staff / listened to staff / given staff targets].

I've done a lot of staff training and given presentations.

I've [learnt a lot / always worked hard / enjoyed challenges].

Talking about the company

Why do you want to work for our company?

Your [company / bank] has an excellent reputation for [customer service / career development].
Your organisation offers [more opportunities / career development / interesting challenges].
Do you have any questions for me?

0 Teacher’s resources:

o e What training opportunities are there with this job?

5 You are going to roleplay two job interviews.
Student A: Look at page 124.
Student B: Look at page 126.

Read your information. Use the phrases in the box to help you and add any extra ideas
you want.

Interviewer
Job candidate

A

[Ask about work experience.

> Answer.

9
i

[Ask about main strengths.

Answer.

/
i

[Ask about helping to motivate staff.

Answer.

_Z_
i

[Ask why he/she wants to join the company.

Answer.

—
A
W

[ Ask why he/she wants to leave his/her current job.

Answer.

i

[Ask him/her his/her thoughts on his/her future in five years.

-

=

.
[Invite the job candidate to ask questions. | <
[Askthe|nterV|ewersomequestlons. J
Self-assessment I can ask and answer simple questions in a job interview. fﬁ'i
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BUSINESS The interviewer
WORKSHOP and the candidate

Lesson outcome Learners can ask and answer simple questions in a job interview.

Introduction €91 Complete the job advertisement with the headings in the box.

Your role and responsibilities About our company Your skills and experience

Operations a o«
Manager We are a global transport and logistics company with over : +  degree or equivalent
64,000 employees at 1,200 locations in over 90 countries. :  + previous experience of managing transport
b operations essential
:+ previous experience of dealing with clients
We have a great opportunity for an Operations Manager ~ . can use Microsoft Word, Excel and PowerPoint
for the northern UK region. You will manage transport . - can manage and motivate a team of managers
services for our customers. Our contracts include the and staff
delivery of food and drink to thousands of cafés, hotels - good problem-solving skills
and restaurants in the region. © - can meet project deadlines

Speaking 2 Lookat the words in the box. Which of these skills and personal qualities are
essential for the job in Exercise 1? Which are useful? Why?

It’s essential to have good IT skills. The Operations Manager will use software programs.

analytical communication skills hard-working [T skills
language skills motivated organised team worker

Match the halves of the interview questions.

Can you tell me about a currentjob?

What are your b inour company?

Why do you want to work ¢ your work experience?
Why do you want to leave your d mainstrengths?
Where do you see yourself e infiveyears?

Complete the interview questions with the Present Perfect Simple form of the words
in brackets.

(you/ever/work) with clients in this industry?
(you/manage) a large team of staff?
(you/ever/deal with) difficult customers?

(

(

you/use) Microsoft software?
you/ever/work) on projects with deadlines?

Roleplay 5 You are candidates for the job in Exercise 1. Read and complete your information.
Student A: Look at page 120. Student B: Look at page 125.
Student C: Look at page 127. Student D: Look at page 123.

6 Take turns being the interviewer and the candidate. Use the questions from
Exercises 3 and 4 in your interview.

Student A: Interview Student C. Student B: Interview Student D.
Student C: Interview Student B. Student D: Interview Student A.

7 A Work in pairs. Tell each other about the candidate you interviewed.

B Compare the candidates. Wha is the best candidate for the job? Why?
I'think she is the best candidate. She’s had more experience in the transport industry.

Self-assessment I can ask and answer simple questions in a job interview. )
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Choose the correct words to complete the texts.

I'm a Sales Manager. | have a team of ten people. We always

thave / make a meeting on Monday morning. The sales
team usually °do / go to meetings with their customers
on Tuesdays, Wednesdays and Thursdays. Everyone works
in the office on Fridays. We 3write / call customers by
phone, process orders and do / go to research about the
competition. | sometimes °start / analyse sales data and
écall / write reports for my manager.

I'm an Office Assistant. | usually have / answer the
phone, and | sometimes 8do / make calls. | call hotels
and restaurants and plan business travel for the sales
team. | never °travel / process for work because my job
is here, in the office. | sometimes °go to / write
meetings. | travel / start work at 8.30 a.m. in the
morning and **finish / call work at 5.30 p.m.

Complete the dialogue with the words in the box.

available book calculate fine

have how about meet sendout

: Weneedto! a budget meeting.

: Areyou? on Friday?

: Yes.? Friday afternoon?

: Friday afternoon is good. Shall we 4 in
your office?

: Yes, that's® .

:Ineedto® the production costs before
the meeting.

the agenda and
€ a meeting room.

Put the words in the correct order to make sentences.

always / He / starts / at / work / o'clock / eight /..

work / for/1/ other / often / travel to / countries /.

Fridays /We / on / usually / meetings / have /.

with me / They / work / sometimes / on projects /.

excellent, / Her /is / English / she / but / studies / never /!

meetings /We / go/ often / to / customers / with /.

W NOo V1T B WNBRE
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Complete the sentences with the correct form of the verb.
Jon__ (be)aSalesAssistant.
| (not be) a Finance Officer.

They (not finish) work before seven o'clock.
Joand| (work) in an office.

We (start) work at nine o’clock.

| (travel) for work a lot.

Hal (not be) a Sales Manager.

They (be) Admin Assistants.

Choose the correct word to complete the sentences.
What are / do their working hours?

How long is / does your lunch break?

How are / do you get to work?

Is / Does there a canteen?

Are /Do you go to the gym?

Is / Does your work space have a window?

Write questions.
Where / their office / ?

Why / Helena need a computer/?

Who / book meeting rooms /?

When / your meetings /?

Who / manage the sales team /?

How / he get to work /?

Complete the dialogues with the phrases (a-f).
He analyses sales data

This is Josh from Boston

Nice to meet you, too

and work with the local sales teams

lworkin IT

What do you do

: ?

: I'm a Project Manager. | visit the markets 2 .

: Which department do you work in?

3

2 He’s a Sales Rep.

: Nice to meet you.

5

: Doyou know Leo? He's in sales. © :
: Nice to meet you, Leo.
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Choose the correct word to complete the sentences.

The transport company don’t make deliveries / orders /
suppliers on Sundays.

Customers can deliver / order / supply their food on our
website or app.

Our company deliveries / order / supplies printers and
other office equipment.

They delivered / ordered / supplied the products to our
warehouse yesterday.

We work with hundreds of delivers / orders / suppliers
in twenty-five different countries.

The supermarket placed a big delivery / order / supply
for fresh bananas.

Put the words in the correct order to make questions.
can/help/you/How/1/?

office desks / I'd / order / like to / some /.

product reference number / have /you/the /Do /?

small boxes/do/How /need/you/many/?

are/much/ large boxes/How / the /?

delivery / much / cost / does / How / ?

deliver / morning / you / by Monday / Can /?

Match the questions (1-7) in Exercise 2A with the
responses (a-g).

One euro each, or ten for €8.50.

I'd like to order 5,000, please.

Yes, | have it here. It's JX12045GE.

I'd like to order some of your boxes.

I'm very sorry, we can‘t deliver until Tuesday.
It's free of charge for orders over €100.00.
Yes, of course. How many would you like?

Complete the sentences with much or many.

We don’t have orders today.

How time do we have for the meeting?
Do you have work this week?

How does this smartphone cost?

Do you have customers in this country?
How people are in the office today?

We don’t get deliveries at the weekend.

The store doesn 't have fresh food on Friday.

0 NO VT A WNH

Choose the correct option.

We are expecting deliveries this morning.

aa b any ¢ some

She has of meetings this week.

a alot b any c some

We don’t have suppliers in that country.
aa b any c some

I have important work to finish.

aa b any € some

He doesn’t have time to visit the client today.
a any b alot c some

They sell of food to the European market.
a alot b any c some

Complete the sentences with the correct form of
there is/there are.

any paper in the photocopier?
a lot of people in the canteen.
any coffee. Can you buy some?
any cold water in the fridge?
many deliveries today.

a problem in the warehouse.
any refunds on orders?

much time to prepare the order.

Complete the sentences for making agreements
about a service.

How__ officesare_? -
How days
you need a cleaner? A
What you want the designer to do? ____
How time does the engineer need? ____
What time you want the
consultant to come? .
How is that? R
the price include VAT? I
a place for

the equipment?
When

the caterers start?

Who asks questions 1-9 in Exercise 6A, the Service
Representative (S) or the Client (C)? Write S or C for
each question.
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Choose the correct words to complete the timeline.

1975 Teenage brothers Jun and Kenji Yamada *move / expand
from Osaka to San Francisco with their parents.

1982 Aged 20 and 22, they 2hire / start a tea company and
3hire / produce Japanese tea for local restaurants.

1984 They *open/ move a tea house called Yamada Tea.

1988 Jun leaves the business and >moves / creates a
different company.

1990 Yamada Tea opens more shops and ®hires / produces
more employees.

1994 Yamada Tea’expands / starts its market to Canada.
1998 Kenji®opens/ launches a new brand: Yamada Coffee.

Complete the email with the phrases (a-d).
a please do the following
b We appreciate your cooperation
¢ Toallstaff
d Bestwishes

New canteen cards
,

i

Next week, the new canteen opens. In preparation for this,
2 5

- Getyour new canteen card from Martin (Admin Assistant).

+ Use the machine outside the canteen to add money to
the card.

+ From next Monday, pay in the canteen with your card.

3 . Have a great weekend!
4

,

Leon Dupuy
Office Manager

Complete the questions with the correct form
of the verbs.

: When?

: It expanded in 2009.
When 3

: They moved in 2018.
Who® the company?
: The Zheng sisters started it.
What®© Joe’

: He created a different company.
8 you®

: No, I didnt hire new employees.
10 they 11

: Yes, they launched new products every month.

the company ? ?

they * to Brazil?

in 20157

new employees?

new products often?
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Complete the sentences with the Past Simple form
of the verb in brackets.

Pierre (work) in Germany last year.

| (hire) two employees last month.

We (stay) near the factory.

They (study) in the USA in 2016.

You (develop) new products in your last job.
The factory (produce) cars and trucks from
2010to 2018.

Complete the sentences with the Past Simple form
of the verbs in the box.

build grow have notbe nothit notwin

They their customer base from ten

to twenty corporate customers.

We strong relationships withimportant
clients.

There a complaint about the service.
Some customers problems with the website.
We any new business in Canada.
You______ vyourtargetof $10,000.

Choose the best response to each question (a-c).
How did it go generally?

a We changed to a different factory.
b Notvery well.

¢ Improve our design.

What went well in particular?

a We meteach deadline.

b Itwas OK.

¢ Wehad a problem with quality.
What didnt go well?

a Itwentwell.

b The teamwork was good.

¢ Wehad a problem with quality.
What did you do?

a We changed to a different designer.
b The budget was good.

¢ We need to improve our design.
What was the problem?

a We had serious problems.

b We grew the business.

¢ Wedidn't meet the deadline.

What do we need to change?

a We changed to a different material.
b |think we need toimprove our teamwork.
¢ Wedidn't explain the change.
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A ReVIEW

Choose the correct word to complete the sentences.

When | travel for work, | usually book / stay at / go by
aflight online.

The team stay at / go by / rent a hotel near the office.

My boss rarely rents / stays at / goes by coach when she
travels for work.

4 |sometimes go by / rent/ stay at a car at the airport.

WP mEm B
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Our clients usually book / stay at / go by an apartment
before they travel.

You always stay at / go by / rent plane when you travel.

Complete the sentences with the words in brackets.

Her train was ,soshe in Paris
four hours .(arrived / cancelled / late)
My coach from Zurich. | at

Basel, but that coach was
minutes. (changed / delayed / departed)

by thirty

Their train to the airport arrived at four.
They checked in, went through ,and went
to seventeen for their flight. (gate /
platform / security)

The fast train was , 50 we took the slow
train. It at every station, so we
about an hour late. (arrived / cancelled / stopped)

Complete the conversations with be and the correct
form of the verbs in the boxes.

fly meet stay

: When? you to Beijing?
: Next week.
2 you customers there?
Yes, 13
: Where * you ?
: Inahotel.

get go meet visit

2 David Stella at the airport?
Yes, he® .
: How?’ Stella to the hotel?
: She and David 8 by bus.
g she the factory on Tuesday?
: Yes, she1®
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Write questions and sentences giving updates.

: What/you work on right now?

What are vou working on right now?

: Is everything OK?
: Everything / go well here.

: How is work?
: It/ not go well today.

: Gerard / write report?

: No/ not be.

: They/ give presentation?

: Yes / be.

: What/ Lisa do at the moment?

: She / prepare the price list.

Match the sentences with the best responses (a-d).

Good morning! Are you
ready?

Sorry, the connection
isn't very good.

I'm sharing my screen.

Canyou repeat that,
please?

Can you see me?

You're breaking up.

I'm adding Jo to the call.
My internet connection is

slow. The screen is frozen.

Are you there?
[ can’t hear you.
Sorry, | can’t see you.

Try unmuting your
microphone.

a

a nNn T 9

o

Hang up. I'll call you
back.

Yes. | said I'm adding
Bill to the call.

Yes, I'm here.
Yes, | can see it.

OK, great.
Yes, no problem.
Try turning off your video.

Then let’s have an
audio call.

My camera isn't working.

OK, 1 did that. Can you
hear me now?

Oh, sorry. | was on mute!
Yes, I'm here.



uu B W N =

[-))

> 1 > W > W >

5 RreviEw

Complete the sentences with the words in the box.
There are two extra words you do not need.

attend badge brochures exhibition exhibitors
launch meet provide show stand

We go to this trade every year.

We're having the same exhibition this year.
come from hundreds of countries.

We're designing new to give to visitors.

Remember to wear your atalltimesin

the conference centre.

We often conferences in Europe for work.

The centre was an old train station in the

city centre.

They want to their new electric car at

the motor show in Frankfurt.

Choose the correct option to complete the phone
conversation.

: Good morning, Finlay Engineering. *What / How can

I help you?

: Hello this is Georgios Papadakis at Doyle’s Conference

Centre. It's 2about / for next week’s conference.
Can | speak to Mr Finlay?

: 31/ ’'msorry, he’s not available right now. Can | “give / take

a message?

: Yes, please. Can you tell him Georgios Papadakis

sphoned / phoning?

: Certainly. Could you %have / spell your surname for me, please?
: Yes, it's P-A-P-A-D-A-K-I-S.

: And can | ’have / say your phone number?

: Yes, it's 690276335.

: Sorry, could you 8say / tell that again, please?

: Sure, it’s 690276335.

: Thankyou. °/ll/ I give him your message.

Choose the correct option.

We to have a stand in the main hall this year.
a ’'sgoing b isn'tgoing ¢ ‘regoing

They stay in the conference hotel.

a isn'tgoing b aren'tgoingto ¢ ‘regoing

When set up the exhibition stand?

a ’sgoing b areyougoingto ¢ areyougoing
She to send you more brochures soon.

a ’sgoing b going ¢ ‘regoingto

I attend the trade fair this year. I'm very busy.

a ’‘sgoing b aren'tgoingto ¢ ‘mnotgoingto
How many people attend the exhibition?
a isgoingto b goingto ¢ aregoingto

10

11

12

Use would like to make these sentences and
questions more formal.

| want to speak to the manager.

He wants to join us for the meeting.

We want to order more computers.

A: Do you want to join us at the restaurant?
B: Yes, | want to.

What time do you want to have lunch?

A: When do you want to see the factory?
B: | want to see it this afternoon.

Put the word in brackets in the correct position to
complete the phrases for socialising with clients.

What do you think the conference? (of)

Do you your hotel? (like)

Did you the meal? (enjoy)

| think are some very good new products. (there)

The meeting was interesting. (very)

| like some of the stands. (exhibitors’)

The hotel is beautiful and near the town centre. (it’s)

Yes, but it near our office. (isn’t)

You're but it’s a very popular product. (right,)

Did you the local music show? (see)

| want to visit the old city. | it's beautiful. (hear)

When you arrive? (did)
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Choose the correct word to complete the sentences.

Many people are buying electric / energy cars and
motorbikes these days.

There is a problem with air environment / pollution
in our cities today.

Our office has bins to use / recycle glass and paper.

I think electric / technology, like smartphones, makes
our lives easier.

About 22 percent of our country’s energy / plastic comes
from natural gas.

This machine / energy can work faster than ten people.

We all use a lot of technology / plastic. It is a problem
for our seas and oceans.

If we want to protect the environment / pollution,
we need to make many changes.

Choose the correct words to complete the dialogue.
: Good morning, Customer Services. Ernesto speaking /

talking. How can | help you?

: There’s a problem 2with / in the printer you delivered

yesterday. It’s not working.

: I'msorry to 3hear / know that. We'll send a technician.
: “When / How will the technician get here?

A: On Thursday, but it °can / might be in the afternoon.

They're very busy.

: Wecan‘t / might not wait until Thursday.

A: I'msorry ’about / for that but they’re very busy.

: We need it as soon as 8urgent / possible! Can someone

come tomorrow morning, please?

: lunderstand. I'll °talk / say to my manager. Someone

might come in the morning.

: Thank you *°for / with your help.
: You're very sorry / welcome. Goodbye.

Choose the correct words to complete the sentences.
Which verbs are active? Which are passive?

We buy / are bought all our tea from farms in China.
Factory workers are paid / pay a fair wage.

Most of them work / are worked eight hours a day, five
days a week.

4 The manager visits / is visited the suppliers every year.

Our tea sells / is sold by specialist shops and online
retailers.

These swimsuits are made / make from recycled plastic.
No chemicals are used / use in the production process.

10

11

12

Put the word in brackets in the correct position in
the sentences. Do you agree with the speculations
about the future?

There be any cash in the future. (might not)

| think everyone use their mobiles to pay for things. (will)

The weather get hotter in the next few years. (might)

Children go to school. They will study by computer at
home. (won't)

I don’t think there be many shops. We will order
everything online. (will)

There be many jobs in offices. Robots will do our work.
(won't)

I bein the same job two years from now. (might not)

Put the phrases in order to make statements
and questions about orders.

toorder/1'd / cotton shirts /12,000 / like / .

many / do you / How / order / white shirts / want to / ?

price now / we talk / Can / about /?

a shirt /How / two dollars / about / ?

you give / Can/ a lower price /us/?

there/alarge order/ a discount/Is/for/?

pay / bank transfer / by / We'll /.

Ican't/I'm/tothat/ afraid / agree /.

25 percent on / we pay / signature / Could / on delivery /
and 75 percent/?

afraid /50 percent on / on delivery /it's/I'm /.

can/When/you/ this order / deliver /?

you/do/ think/What/?




4 Consider the

2 TheTornadois

4 The Super Drive is
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Complete the sentences with the words in the box.

design features life point
speed user value weight

The new DX4 is beautiful. It is a modern car with
aclassic

The phone has a long product . It never
breaks.

does the TV have?

of their internet connection
when you choose a provider.

How many special

The design is the product’s unique selling

6 This website is easy to use. It has a nice

experience.

Expensive brands don’t often offer

for money.

My new laptop is very light. The is less
than two kilogrammes.

Choose the correct word to complete the sentences.

We charge / pay a fee to customers for our booking service.

2 The monthly / fixed fee will be in 12 payments on the 1st.

The fee includes / pays all paperwork and background
checks.

There is a small administration / cancellation fee for
arranging the contracts.

Customers need to charge / pay a fee for all money
transfers.

Please note: annual / booking fees apply for all
reservations made by telephone.

Our specialist doctors offer a number of fixed / cancellation
fee options for patients.

A cancellation / booking fee applies seven days before
all reservations.

Complete the sentences with the comparative form
of the words in brackets.

The Super Drive car is
(expensive)

than the Tornado.

than the Super Drive. (fast)
The Tornado has seats. (big)

to drive than the
Tornado. (easy)

The experience of driving the Super Drive is
.(good)

than the Tornado. (safe)
engine than the Super

The Super Drive is
The Tornado has a
Drive. (noisy)

The Tornado is
(powerful)

than the Super Drive.

Complete the sentences with the superlative form
of the words in brackets.

That company has the customer service.
(good)

2 Wehave the database of candidates. (big)
The online store sells the range of products.
(wide)

4 Ourstaff are the . (friendly)
Ourinternet provider has the customer

satisfaction rating. (high)

Power Energy have the customer service.

(bad)
Our team respond to customers the .(fast)
They have the customers. (happy)

Complete the presentation with the words in the box.

aim first morning move start talkabout tell

So, good ! , everyone. 'm Ray Wilson, the
Finance Director.

The? of today’s presentation is to 3

you about the company finances.

¢ . I'lLexplain this year’s finances and then ILl
o next year.

Let’s® with this year. As you can see, we had
avery good year.

OK, let’s” on to next year. We think our profits
will grow ...
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Choose the correct option.
Nur is very .She always completes tasks on time.
a analytical b motivated ¢ organised

Sandro has good ____ skills. He expresses his ideas well
when speaking and writing.

a analytical b communication ¢ language

Lucas speaks fluent English and Portuguese and some
German. His skills are excellent.

a communication b IT ¢ language
Beatrice works well with other people. She’sagood ____.
a hard-working b teamworker ¢ communication
Kelly understands statistics. Sheisvery ____.

a analytical b hard-working ¢ organised
Hugo wants to do well at work. He'svery .

a hard-working b motivated ¢ organised
Sakuraisa____student. She always does her homework.
a hard-working b motivated ¢ organised

Mohammad uses many software programs. He has
good ____skills.

a communication b IT ¢ language
Complete the sentences with the words in the box.

advertisements candidates choose degree
essential qualifications useful vacancy

We're interviewing three tomorrow.

I'd like an assistant with experience, but itisn’t

He's studying at university for a in marketing.
We can’t decide which person to for the job.
She reads the job online every day.

Our customer service agents need good communication
skills. It’s for the job.

Wehave a in the IT department at the moment.
What doyou need to be an accountant?

Write sentences using the Present Perfect Simple.
She / write / many emails and reports in English /.

|/ never /manage / an international project/.

you/ ever/ give / presentations to clients /?

He / not/ have / much experience managing staff /.

she / ever/be/to Japan for business / ?

We / work / with many large manufacturers /.

D

D

Complete the sentences with the Present Perfect
Simple form of the verbs in the box.

be notgo notbuy make send take

11 to head office once or twice.

2 She language courses before.

3 We many goods from this
supplier. They are expensive.

4 They our order late again!

5 This company sofas and chairs

()}

for thousands of customers.

Paul to the sales conference.
He's in the office.

Complete the dialogues with the Past Simple
or Present Perfect Simple form of the verbs in
brackets.

A: Have (you/go) to the company’s head
office in Berlin?

B: Yes. In fact, | (go) there a week ago.
A:Has___ (she/ever/speak) to the new
supplierin China?

B: Yes, once or twice. In fact, she (speak) to
them yesterday.

A: Have (we/have) many international
interns at the company?

B: Yes, lots. For example, we (have) an
intern from the Netherlands last month.

A: Have (they/ever/sell) their products to

other countries?

B: Yes, | hear they (sell) a lot of goods in
China last week.

Put the words in the correct order to make job
interview questions and answers.

about/ Can/ work experience / tell me / your /you /?

have / excellent / skills /1 / communication /.

good at / my team / motivating/I'm /.

you / your / motivated / have / staff / How / ?

wantto/you/Why /our company/ do /for / work /?

Where / years / see yourself / five /do/you/in/?

staff training / I've / a lot of / done /.
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Lesson1.1>
The -s ending

1
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#»PL01 Listen and repeat.
/s/ sell, seven, instruction
/z/ Z,zero, visit

#:P102 Listen and repeat.
/s/ writes, reports, visits, clients
/z/ calls, customers, gives, instructions

#»P103 Listen and repeat.

She never writes /s/ reports /s/.

He often visits /s/ clients /s/.

She always calls /z/ new customers /z/.
He often gives /z/ us instructions /z/.

#»P1L04 Listen to the sentences. The -s endings
in the words in bold are different to the -s endings
in Exercise 3. Why?

She sometimes processes /1z/ data for our bosses /1z/.
He often discusses /1z/ this subject at conferences /1z/.
She usually analyses /1z/ economic changes /1z/.

He rarely finishes /1z/ his sentences /1z/!

Work in pairs. Practise saying the sentences in
Exercise 4A.

Work in pairs. Look at the words in the box. Do the
words end with /s/, /z/ or /1z/?

addresses answers assistants emails makes

misses phones starts spaces tasks travels
watches

/s/ assistants

/z/

/1z/

#»P105 Listen and check. Then practise saying
the words.

Lesson1.3 >

Questions

1A

2A

®)P106 Listen and repeat the weak and strong
pronunciation of are, do and does.

are are are are
do do do do
does does

does does

#»P107 Listen and repeat the questions
and answers.

A: Are they your colleagues?

: Yes, they are.

: Do you travel for work?

: Yes, I do.

: Does he live in Germany?

: Yes, he does.

m > > W

#2P108 Listen to the questions. Do they go up (*)
or down (%) at the end?

Are you busy now? *

What time are you available? +
Are they at the meeting?

Where are they?

Do you get to work by bus?

How do you get to work?

Do they eatin the canteen?
Where do they eat?

Does your office have quiet areas?
What facilities does it have?

Does she work here?

Which department does she work in?

Work in pairs. Practise saying the questions
and answers in Exercise 2A.

Lesson 2.2 )
/iz/, /1/ and /a1/

1

2

Listen and repeat.

H1P201 /ii/ feel meet see week clean each
leave team

W»P202 /1/ give film fit lift quick six with gym

W2P203 Jar/ fly why light night like price
site white

#»P2.04 Listen and repeat.
i/ = 1/ — /aU

feel — fill — file
feet — fit — fight
seat — sit — site
team — Tim - time



o Listen and tick (v) one word in each
sentence with the /i:/ sound. Compare your
answers with a partner.

They deliver meals on motorbikes.

You can order meat, fish or vegetable rice.
They supply drinks in one-litre bottles.
Can you buy some milk, please?

uu B W N =

What size is the big green box?

Listen again and(@irci@the /1/ sounds in the
sentences in Exercise 3A. Compare your answers
with a partner.

Listen again and underline the /a1/ sounds in the
sentences in Exercise 3A. Compare your answers
with a partner.

Listen again and check. Practise saying the
sentences in Exercise 3A.

Lesson 2.3 >

Listen and repeat.

i /tf/  chairs check choose kitchen picture
attach touch which
L H /d3/ job journey just subject urgent

bridge message page

L H We don't always pronounce the letters
‘ch’ as /tf/. Listen and underline the words with
the /tf/ sound.

charge chemical exchange purchase machine
research schedule school technical

Listen again and repeat.

Which two words in Exercise 2A have both the /tf/
and /dz/ sounds?

L Listen and complete the sentences. Write
one word in each gap.

| have cheese for
Thisis the
We have ten

for the March conference.
centres in China.
meeting is difficult.

u B W N =

are never cheap.

Listen again. Practise saying the sentences in
Exercise 4A.

Pronunciation bank )|
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L Listen and repeat.
book — booked /t/

help — helped /t/

play — played /d/

clean = cleaned /d/
start — started /1d/

found = founded /1d/

How are the green past forms different from the
other past forms in Exercise 1A?

LE Listen and tick (v) the sentences you hear.
We produce it.

We produced it. v/

| like it.

| liked it.

They supply it.

They supplied it.

luse it.

lused it.

We want it.

| wanted it.

They need it.

They needed it.

L Listen and repeat the sentences in
Exercise 2A.

L Listen and repeat. What is the last sound
in these words, /t/, /d/ or /1d/?

finished  worked

started expanded

prepared  delivered

opened moved

clicked placed

calculated decided

o Listen to the sentences. Then practise
saying them in pairs.

She finished university and then worked for a bank.
They started a company and then expanded its market.
He prepared the order and delivered it.

We opened another shop and moved office.

| clicked on the link and placed an order.

We calculated the costs and decided not to produce it.
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Lesson 3.3 )
/3:/ and />:/

€9 1 Listen and repeat.

#»P3.06 /3 first third service perfect reserve
learn early burger purchase return

#2P3.07 />/ floor more before bought board
award launch small talk water

2A #»P308 We often pronounce the letters or as /3:/
or />t/. Listen and underline the words with /3:/.

forward north order passport word work world
worse worst New York

B Listen again and@the words with />:/.

C Listen again and repeat.

3A #»P309 Listen and complete the sentences
with one word. Do you say the missing words
with /3:/ or /2:/?

I have an urgent report to write for

aboutyour last

N =

Complete a short
purchase.

[ bought this purse from an online

She does research and calls clients every
Doyou towalk to work?

Furniture is one of their most important

MW o W

Listen again. Practise saying the sentences in
Exercise 3A.

Lesson4.1>
/n/, /nk/ and /n/. The -ing ending.

¢y 1 Listen and repeat.

#»PA01 /n/ during evening sing spring thing

#2PA02 /nk/ drink ink link pink think
®2PA03 /n/ begin bin pin skin win

2 W»P404 Listen and repeat.

1 drinking  thinking

2 winning  beginning

3 working  learning

4 reading  repeating

5 flying driving

6 walking  talking

3
1
2
3
4
5
6

4a

2 ldon'tthinkthe

o2 P4.05 Listen and repeat.
They're drinking tea and thinking.
She's winning at the beginning.
I'm working and learning.

He's reading and repeating.

We're flying or driving.

They're walking and talking.

#>P406  Listen and complete the sentences with
one word.

Things are going well and the business is
iswinning new clients.
They're emptying the bins and

during the
break.
There's noblackinkinitsoit's in blue and
pink.
We're our spring holidays this evening.

The link isn't working because you're inthe

wrong PIN.

Work in pairs. Practise saying the sentences in
Exercise 4A.

Lesson 4.4 )
/13/ and /ea/

wl
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3A
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Listen and repeat.

#»PA07 /13/ ear here dear we're year cereal
o> PA08 /ea/ air hair where they're airport rarely

®2P409 Listen and repeat.

/18/ /ea/
ear air
here hair
we're  where
really  rarely

w7410 Listen and(Circl the /1o/ sound in the
sentences. Compare your answers with a partner.

The meeting room is near the stairs.

The engineer needs to repair the machine.

What's the rent per square metre here?

I hear they're ordering new computer chairs.

The instructions for the warehouse workers aren't clear.
Listen again and underline the /es/ sound in the

sentences in Exercise 3A. Compare your answers
with a partner.

Practise saying the sentences in Exercise 3A.



Lesson 5.1 >
/e&/, /e/ and /e1/

&9 1 Listen and repeat.
W2P501 /®/ back badge chat have cancel
expand happy tablet

H2P5.02 Je/ pen set tell went attend better
expect message

#»P5.03 Jer/ break great same trade away delay

detail explain

2 #»P504 Listen and repeat.

&/ e/
1 bad bed
2 had head
3 man men
4 sat set

e/ fe1/
5 get gate
6 let late
7 men main
8 sell sale

3A #»P505 Listen and tick () one word in each
sentence with the /&/ sound. Compare your
answers with a partner.

The trade fair was an attractive event.

We offered fresh fruit and cake on the stand.

The hotel was a great place to relax.

They met their visitors on the station platform.

We launched an app and a special social media page.

W v B W N R

Listen again and(circléthe /e/ sounds in the
sentences in Exercise 3A. Compare your answers
with a partner.

C Listen again and underline the /e1/ sounds in the
sentences in Exercise 3A. Compare your answers
with a partner.

D Practise saying the sentences in Exercise 3A.

Pronunciation bank )|

Lesson 5.3 )
/8/ and /&/ vs. /s/, /z/, I/, Iv/, It/, /d/

9 1 Listen and repeat.

W2 P5.06 /e/ think thirty through birthday something
monthly Elizabeth south

W2 P5.07 3/ then they this these clothes another
together with

2A #7508 Listen and underline the words you hear.

1 thing sing

2 three free

3 mouth mouse

4 three tree

5 they day

6 clothing closing

B #»509 Listen and repeat the words in Exercise 2A.

3A #»P510 Listen and complete the sentences. Do you
say the missing words with /6/ or /5/?

1 Wewould like to thank you for the invitation.

2 |have other plans for the tenth.

3 Arethere any delivery charges the EU?

4 Because of the most flights are cancelled
this morning.

5 We have more than three thousand customers in the

6 The Smith opened that clothes shop in 1935.

B Listen again. Work in pairs. Practise saying the
sentences in Exercise 3A.

Lesson 6.2 >
/a:/ and /A/

1 Listen and repeat.

#»P6.01 /a:/ are bar dark far fast hard part
answer market regards

#»P6.02 /o/ but come cup dust fun love plus
country luggage Sunday

2A #7603 Tick (v) the pairs of words with the same
vowel sound. Listen and check.

1 March much

2 track truck

3 run one

4 plan plant

5 half staff

6 pack park

7 gas glass

8 can't last

B Listen again and repeat.
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3A

7604 Listen and(@ircl@the /a:/ sounds in these

sentences. Compare your answers with a partner.

1 There aren't enough electric cars or buses in the city.

2 How can we encourage more customers to start using
smart technologies?

3 Idiscussed with the production department how to hit

the target.

4 To getarefund provide your passport and credit card
numbers.

2A

B Listen again and underline the /a/ sounds in the
sentences in Exercise 3A. Compare your answers
with a partner.

C Work in pairs. Practise saying the sentences in
Exercise 3A.

Lesson 6.3 >
/uz/ and /u/

Lesson7.2 >

/ou/ and /au/

€9 1 Listenand repeat.

#2P7.01 /su/ ago both coach home over

Poland soap

#2P7.02 /au/ cloud found mouse pronounce

pound round south thousand

#2P7.03 We often pronounce the letters ow as
/au/ or /au/. Tick (v) the pairs of words that have
the same vowel sound. Listen and check.

1 Listen and repeat.
®3»P6.05 /uy/ blue choose do due June too
improve reduce

) P6.06 fu/ cook could full look put would
sugar woman

2A #»P607 We often pronounce the letters 0o as
/uz/ or /u/. Tick (v) the pairs of words with the same
vowel sound. Listen and check.
1 book took
2 good food
3 cool school
4 noon soon

B Listen again and repeat.

3A

#P6.08 Listen and complete the sentences.
Do you say the missing words with /u:/ or /u/?

No chemicals are
Our T-shirts always look cool on you.
This shampooisn't sold

The good
room soon.

produce fruit here.

supermarkets.

AW N

is that we'll move to a bigger

5 Askthe woman at the reception to make a
for two nights.

6 We might
distribution problems.

sales in the future due to the

B Listen again. Work in pairs. Practise saying the

1 allow now
2 brown snow
3 down town
4 grown own
5 know how
6 slow show
B Listen again and repeat.

3A

#2P7.04 Listen and complete the sentences.

Do you say the missing words with /av/ or /au/?
files open slowly on this computer.

2 How long does the mobile site of the hotel take to

?

3 Theysold the houseata of ten thousand

pounds.
4 There's no progress agood plan.
5 Wechose new and brochures for the show.
6 The quality is so low that you can't
understand announcements.

B Work in pairs. Practise saying the sentences in
Exercise 3A.

Lesson 7.3 >
/p/, /b/, /f/ and /v/

&9 1 Listen and repeat.

sentences in Exercise 3A.

W2 P7.05 /p/ parcel petrol applicant support lamp rep
#»P7.06 /b/ beans busy about distribution job

W P7.07 /f/ fee feature difficult offer life safe

W2 P7.08 fv/ wvalue view advert level drive receive
2A #>p709 Listen and underline the words you hear.
1 back pack

2 bin pin

3 few view

4 safe save

5 past fast

6 copy coffee

7 blog vlog

8 best vest

B #:P7.10 Listen and repeat the words in Exercise 2A.



Listen and repeat.

powerful batteries
expensive breakfast

prepare a brief

L B

1

2

3 very comfortable
4

5 improve performance
6

competitive business

Lesson 8.2 >

L Listen and repeat.

/o/ clock got soft top what because logical
operate positive quality

L Tick (v) the pairs of words with the same
vowel sound. Listen and check.
o/ 1?2/

1 cost most

2 college knowledge

3 gone done

4 Holland  Poland

5 lost post

6 solve sold

7 sorry worry

8 want won't

Listen again. Practise saying the words in
Exercise 2A.

o> Tick (v) the letters o with the /p/ sound.
Listen and check.

1 The company has preblems finding metivated people.

She studied econoemics and social media marketing
in London.

N

They paid a lot of money for the program.
The photo was taken in my office last month.
I don't like the colours of their products.

The other model weighs two kilos.

o U B W

@the letters o with the /au/ sound in Exercise
3A. Listen and check.

Underline the letters o with the /A/ sound in
Exercise 3A. Listen and check.

Work in pairs. Practise saying the sentences in
Exercise 3A.

D
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L Listen and repeat the words. Why are
some letters in green?

autumn debt exhibition hang know listen science
walk Wednesday write

LE Listen andiCircléithe silent letters.
cupboard

half

knife

often

psychology

strong

would

wrote

Listen again. Practise saying the words in
Exercise 2A.

L Listen and complete the sentences with
one word. Which letters are silent in the missing
words?

She was very attheinterview.
He a lot about our company.
Canwe about your experience?

| didn't get the right
You have the information.

It took several to interview everyone.

Listen again. Work in pairs. Practise saying the
sentences in Exercise 3A.
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& 1.1) Facts and routines

Present Simple

We use the Present Simple to talk about facts - things that are
generally true, or true at the time.

I'm an Admin Assistant.
He works in London.
They come from Japan.

Present Simple + adverbs of frequency

We use the Present Simple with adverbs of frequency to say
how often we do things. In a sentence, the adverb is after the
subject (e.g. /) and before the verb (e.g. arrive):

1 Look at the table. Write sentences.

Mike - Admin | Lisa - Joe-1IT

Assistant Engineer | Specialist
Go to meetings often often | never
Work fromhome | sometimes often | rarely
Startwork at8.00 | usually always | usually

Gotothefactory | never

Mike and Lisa / meetings
Joe /work from home

Lisa / work from home

|
You
We
They

He/She
_She

always
usually
often
sometimes
rarely
never

arrive

arrives

I never do something. =1don‘t do something.
I rarely do something. =1 don’t do something very often.

at9 o’clock.

Lisa / start work at 8.00.
Mike / go to the factory

W N O U B W N

'$1.3> Questions

Joe/go to meetings

Lisa and Joe / go to the factory

often often

Mike and Joe / start work at 8.00

Wh- questions with be

Wh- questions with other verbs

. you
in .
Spelling ] ] is | yourdesk? do | they
Most verbs: arrive - arrives, start - starts, work - works Where What Engineers | do?
Verbs ending with -s, -sh, -ch: miss - misses, finish - finishes, the d he/she
watch - watches are computers? 088 | it
Verbs ending with -y: play - plays, stay - stays, hurry - hurries
Yes/No questions with be Short answers
Present Simple to be Am |1 late? | am.
We can use the verb to be to describe facts and temporary states. . he/she | an he/she | .
I'm from the UK. (fact) it Engineer? it :
How are you? o an Admin Yes, you
e £i y Assistant? we
I'm fine. (temporary state) Are - are.
T btobei . L b we Admin they
everb to beis anirregular verb. they | Assistants?
Positive Short form Long form
Singular I'm lam Short answers - short form Short answers - long form
You're | anlT You are aDigital | ‘mnot. | am not.
He's/ | Specialist. | He/ | . Designer. he/she | . ; he/she | . :
She’s She |18 it isn‘t. it is not.
: - - No, No,
It's agoodjob. | It is | agoodjob. | you you
Plural We're We we aren't. we are not.
You’re | Engineers. | You | are sales they they
’ Assistants.
They're The
Yes/No questions with other verbs
Negative | Short form Long form I I
Singular | I'm not lam not Do you Ves you do.
You're not / Youarenot | . we goto ' we
You aren’t an a rinance they meetings? they
B Engineer. | He is Officer.
He/She’s not / h t D he/sh v he/she d
He/Sheisn’t She | no oes e/she es, it oes.
, ., | agood is agood it
[t'snot/Itisn't | . It . ?
job. not | job. Does the meeting start atllam:
Plural We're not / We
aren’t We .
You're not/ Managers. | You | 3€ Admin
You aren’t gers. H not | Assistants.
They‘re not / &y
They aren’t
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Short answers - short form Short answers - long form
n [
you don't. you donot.
No we No we
’ they ’ they
:?EE/She doesn't. :le/she does not.

1 Write questions using the prompts.
You/an Engineer/?

Paolo and Imran/ go to meetings / ?

When / you start work / ?

Where / the kitchen /?

Your boss / work from home /?

How / Ewan get to work /?

1
2
3
4
5 Helena/anIT Specialist/?
6
7
8

What / their names/?

Grammar reference |

2.1) Things you can and can't count

O 1.4 Subject and object questions

Subject questions
We don’t use do or does with subject questions.
Who manages the production department?

Tomas manages the production department.
Who is the Project Manager?

\

Elena is the Project Manager.

Object questions

We use do or does with object questions.
What does Tomas do?

Tomas manages the production department.

We can also use is/are in object questions.
What is Elena’s job?

.
Elena is a Project Manager.

1 Choose the correct words.

1 Who answers/ does answer the phone?

When is / does the meeting start?

When are / do your meetings?

Why does David need / needs David a projector?
Who work / works in the Madrid office?

How get you / do you get to work?

Where is / does your office?

O N O VT A WDN

Where are / do you have planning meetings?

Countable nouns Uncountable nouns
Positive We have a new customer. We have some time.
We have some new We have a lot of
customers. time.
We have a lot of/many new
customers.
Negative | Wedon't have any customers. | We don‘t have any
We don't have many time.
customers. We don’t have
We don’t have a lot of much time.
customers. We don’t have a lot
of time.
Questions | Do we have a new customer? | Do we have any
Do we have any new time?
customers? Do we have much/
Do we have many /a lot of alot of time?
new customers? How much time do
How many customers do you need?
you have?

Nouns can be countable or uncountable.

Countable nouns

Countable nouns have singular and plural forms:

Singular: a customer; one customer

Plural: some customers, two customers, twenty customers

We use the quantifiers (a/an, some, any, many, a lot of ) with
countable nouns.

some = an amount, large or small
many/a lot of = a large amount

Uncountable nouns

Uncountable nouns do not have plural forms: some time, some
money, some food. This means we cannot count them.

We use the quantifiers (some, any, much, a lot of) with
uncountable nouns.

much = alarge amount

We can use exact measures and numbers or approximations
(about, over, a lot of, not much, not many) to answer
How much ... ?/ How many ... ? questions.

Q: How many new customers do you have?
A: Over fifty.

A: We have a lot of customers in the morning.
Q: How much time do you need?

A: About two hours.

B: Not much.

1 Choose the correct option.

1 How many/How much pasta do you sell?

How many / How much people work here?

How many / How much does it cost?

How many / How much work do you have?

I have a lot of / many time for meetings today.
Do we have much / many orders today?

| don't have much / any new emails this morning.

O NO VT B WDN

We don‘t have much / many food in the warehouse.
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a/an
2.2 can/can’t . | o
We use there is + a/an + single countable noun in positive
We use can/can't to say when something is possible/not possible. sentences, negative sentences and questions.
We use Can... ?2in questions to ask if something is possible. There’s an order. There isn’t a delivery charge. Is there a discount?
Positive We can deliver the order on Monday. some
| can send you a price list. We use there are + some + plural countable nouns in positive sentences.
Negative | They can’t deliver today. There are some problems. (unspecified quantity)
We can’t send the order today. There are two problems. (specified quantity)
Questions | Canyou deliver on Monday? We use there is + some + uncountable nouns in positive and
Can | have your order number, please? negative sentences.
Answers | Yes, we can./ SOrTy, we can't. There is some equipment. There isn’t any furniture.
Yes, certainly. It's PN967M. / I'm sorry, | don’t know it. any

We use there isn’t + any + uncountable nouns in negative sentences
and is there + any + uncountable nouns in questions.

There isn’t any A4 paper. Is there any coffee in the machine?

1 Put the words in the correct order.

1 I/How/help/can/you/?
We use there aren’t + any + plural countable nouns in negative

sentences and are there + any + countable nouns in questions.

2 see/l/can't/prices/the . .
P There aren’t any computer chairs. Are there any printers?

There isn’t a = There is no

There isn’t a discount. = There is no discount.
There isn’t any = There is no

There isn’t any work now. = There is no work now.

3 send/you/a/new/catalogue/We/can

4 boxes/order/300/Can/small/we/?

There aren’t any = There are no
5 deliver/can/your/on/order/We/Friday There aren’t any deliveries today. = There are no deliveries today.

1A Complete the sentences and questions with there is,

6 send/can't/boxes/any/We/white -
there are, is there or are there.

1 some deliveries today.
. . . 2 a meeting this morning.
O 2.3) Saying something exists 3 some new computer equipment.
We use there is/there are to say that people or things exist. 4 some visitors in reception.
We often use contractions (there’s, there isn't, there aren’t) 3 an email from them?
when speaking and writing informal messages to people we 6 any messages for me?
know well. In formal business emails, websites, etc. we don't 7 any water in that bottle?
generally use contractions. 8 any pens on the desk?
sl e e B Write sentences 1-4 in Exercise 1A in the negative form.
There | is an/one order. 1
some/no furniture. 5
There | are a lot of/five/many/ | chairs.
some 3
4

Negative | There isn't/aren’t |

There  isn't/ a discount.

s not &3.1D> Talking about the past (1)

There | aren’t/ | alotof/much/any | information.

are not charges. The Past Simple
Question | Is/Are there.... ? | We use the Past Simple to talk about completed actions and
Is a/one problem? events in the past. We often use specific time references
there | alotof/much/any | paper? (e.g.in 2017, last year) to say when the action happened.
Are alot of/many/any | boxes? | started the business in 2017.
Short Yes, is. We launched the new product last year.
answers there 'are. . Past Simple positive
No, isn’t/ is not. I/You/We/ started the business in 2017.
aren’t/ are not. They launched the new product last year.
He/She applied for the job last week.
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For negative forms of Past Simple regular verbs, see p.106,
3.3 Talking about the past (2).

Spelling of Past Simple regular verbs

To form the Past Simple of regular verbs, we add -ed to the end
of the verb.

Spelling of Past Simple verbs ending in ...

consonant | -e vowel+ | consonant | vowel +
-yor-w | +-y consonant

work - produce - | stay - apply - stop -

worked produced | stayed | applied stopped

start - hire - show- | study- plan - planned

started hired showed | studied

1 Complete the sentences with the Past Simple positive
form of the verbs.

1 He (start) his job two years ago.

2 They (work) at TechHub last year.

3 You (finish) high school in 2018.

4 We (develop) new products at the factory.
5 She (study) in London.

6 They (show) us the new offices yesterday.
7 | (plan) the schedule. It's ready.

8 The company (hired) a new manager.

Past Simple Yes/No questions

In Past Simple Yes/No questions, we use the auxiliary verb
did.We don't change the main verb (e.g. start, win) to the Past
Simple. We also reply with did/didn’t.

Did you start the business in 20177 Yes, | did.
Did they hire a new Manager? No, they didn’t.

Did | I/you/we/ startthe | Yes, | I/you/we/ did.
they/he/she | business they/he/she

in2017? No, didn’t.

Object questions

In Past Simple object questions, we use the Past Simple
auxiliary verb did. We don't change the main verb (e.g. start,
win) to the Past Simple.

When did you start?
What did you win?

See Unit 1.4 Subject and object questions, p.103, for a further
explanation of object questions.

Object questions Answers
When |did | I/you/ | start? I/You/ started in 2018.
we/they/ We/They/
he/she He/She
How | did |they expand | They created products
their in different
market? languages.
Where | did | he work in He worked at
20107 Microsoft.
Who |did | you hire for I hired Clara
the job? Sanchez.
Why | did | they move last | They moved because
year? they needed
more space.
What |did | she studyat | She studied business
university? management.

Grammar reference )|

Subject questions

In Past Simple subject questions, the main verb form for reqular
orirregular verbs is in the Past Simple. We do not use did.

Who started the business?
Who won the contract?

See Unit 1.4 Subject and object questions, p.103, for a further
explanation of subject questions.

Subject questions Answers

Who started the business? | Three friends.
designed the product? | Our Designer, David.

What happened at work We had a meeting
yesterday? about the new

design.

Which ... launched the iPhone? | Apple.

eg. Apple launched the

Which company iPhone.

Which employee | started last week? David Lansbury.

David Lansbury
started last week.

2 Read the dialogues. Choose the correct option.
A: Who signed / Did you sign the contract?
B: My manager.

A: Where ?stayed / did you stay at the conference?
B: We stayed at the Park Hall Hotel.

: *Who designed the car? / What did you design?
: Karl Shultz was the designer.

@ >

: “What designed John? / What did John design?
: John designed the tables and chairs.

Put the words in the correct order to make questions.
company / did / expand / the /range / its/ ?

= W W >

N

2014 /did/in/start/ university / you /?

3 jobs/change/did/in/she/2019/7?

4 the company/who/started/?

5 how/ they/workplace/improve / did/ their/?

6 you/lastyear/work/where/did/?

7 launched/ last year/the HJ laptop / which company /?

8 close/she/why/did/theshop/?

9 who/anew computer/ordered/?

I "<
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© 3.2 Giving instructions

We use the imperative to give instructions or orders to one
person or a group of people.

Turn on your computer, then enter the password.
Go to reception and complete a form.

We can add please to be polite.

Please leave by 6.00 p.m.

Please don’t move the boxes.

Positive

We use the infinitive verb form (e.g. remove, not removes)
for the singular or plural imperative. We don’t use subject
pronouns (e.g. you, they).

Come to the office. You-come-to-the-office.
Remove everything from your desk.

Come to the office at 10 o'clock, please.
Please leave by 6 o'clock.

Negative

We use the same negative form (e.g. don’t not doesn’t) for the
singular or pluralimperative.

Don’t use this desk. Deesn‘t-use-this-desk.
Don’t change desks.

Don’t use this desk, please.

Please don’t move these boxes.

1 Correct the mistakes in the sentences.
1 Pleaseto help me.

2 Comesin and sits down, please.

3 Don'tusing your mobile phone here, please.

4 You are choose a new chair.

5 Doesn’t take photos here, please.

6 Writes your name on your desk.

& 3.3 Talking about the past (2)

Irregular verbs in the Past Simple do not have an -ed ending.

Common irregular Past Simple verbs

be - was/were have - had
build - built hit - hit

buy - bought make - made
go - went spend - spent
grow - grew win -won

For a list of irregular verbs, see page 114.
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1 Choose the correct form (Present Simple or Past Simple
form) to complete the sentences.

1 These days, | usually spend / spent about €100 per month
travelling to work.

Last week, | buy / bought a new computer for €700.

Last month, we have / had problems at the factory.

We all make / made mistakes sometimes.

My grandfather grow / grew the business from one shop to 100.
The company builds / built over fifty offices every year.

Did you win / won the company tennis match?

They has / had two meetings yesterday.

We go / went to the new offices two days ago.

The first car we produced thirty years ago is / was very
different to the others.

O 00 N & U1 & W N
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Past simple negative

In the Past Simple negative, we use did not/didn’t + verb. We
don't change the main verb to the Past Simple.

| worked at a car company in 2017.
I didn’t work at a car company in 2017.

I/You/We/ | did not/didn't start
They/ did not/didn't win
He/She

the businessin 2017.
the contract.
did not/didn't arrive | at the hotel until 11.00 p.m.

2 Complete the sentences with the negative Past Simple
form of the verbs in brackets.

1 He (start) his job two years ago.
2 They (work) at TechHub last year.
3 You (finish) high school in 2018.
4 We (grow) the business last year.
5 She (go) to university in London.

© 4.1 Talking about arrangements

The Present Continuous

We use the Present Continuous to talk about definite
arrangements in the future. These are usually fixed because
someone arranged them or agreed to them, e.g. a meeting,
a hotel booking, a flight.

I'm meeting the team later.
She's visiting the Paris office on Monday.
They're going to Munich next month.

We use time references with the Present Continuous to say
when the arrangement is happening in the future.

I'm renting a car next week.
He’s not visiting the office on Monday.
Are you flying to Munich tomorrow?

Positive/Negative Yes/No questions
| ‘m Am ||
‘m not
He/ s renting a Is he/she/ | flying to
She/lt | isn't car next it Munich
5
vou/ | ‘re week. Are | you/ tomorrow?
We/ aren’t we/
They they
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Wh- questions S 4.2 will / won't
When am I
How is he/she/it . ) Promises and agreements
Wh travelling to Munich? . . .
Y are you/we/ We also use will / won't to make promises and to agree
they to do (or not do) something.
Thanks for the invitation. I will (I'll) confirm on Friday.
Short answers - Positive Short answers - negative I will not (won't) forget to send the list.
Yes, | am. No, I ‘mnot.
am not Decisions
he/she/ | is. he/she/ | isn't. We use will / won't to make decisions at the moment of
it it is not. speaking.
you/we/ | are. you/ aren’t. A: What time is lunch?
they z‘r’]i/y are not. B: I'll check the break times.
My flight is cancelled. I'll stay in a hotel tonight. | won't
Spelling the Present Continuous go home.
add-ing | look — looking, go — going, meet = meeting Offers

We also use will to make offers.

-e, add -ing | come — coming, have — having, make — making A:lcan't use this computer

consonant

B: I'll try and fix it for you.
X2, add -ing

get — getting, stop — stopping, run — running

A: I'mreally busy. | don't have time for lunch.

1 Complete the sentences using the Present Continuous B: Don't worry, I'll get something from the canteen for us.

and the words in brackets. We use an infinitive verb after will / won't.

1 (1/ go) to Prague next week. - - ——
subject will/won’t | infinitive

2 (she / not stay) at a hotel. — -

o ] Positive | I/You/We/ will (‘L) phone you tomorrow.

3 (we / visit) the office on Monday. They/He/ check the details.

4 (they / not rent) a car. She/it send it immediately.

5 (I/ not meet) customers next week. Negative | I/You/We/ won't forget to call.

6 (he / fly) to London tomorrow. TL‘e\//He/ (=willnot) | charge for Wi-Fi access.
She/It i ;

7 (She / book) a flight to Porto. miss the deadline.

8 (they / start) the meeting at 9.00.

1 Complete the responses with will and a verb.

2 Complete the dialogues with the correct form of be
and the verbs in the box in the Present Continuous.
Use one verb twice.

be do get help (notlbe open(x2) phone send

, 1 A: Idon't have time to phone the client.
| fly go rent meet stay B: | her for you.
Al he? 5 2 A: Canyou talk to the catering manager?
B: No, he? .He’s going by train. B: Certainly, |________itnow.
3 A: It'shotin this office.
A:* they® acar? B: Yes, itis. | awindow.
B: Yes,they® . 4 A:|can'toperate this data projector.
A:7 |8 in a hotel? B: Don't worry. The assistant you.
B: No, you® ) 5 A: Canyousend our order as soon as possible?
B: Certainly. We it tomorrow.
A: When 1 |1 ? , . .
6 A: There’s no paper in the photocopier.
B: Next Monday.
B: | some from the computer shop.
A: Who 2 you 13 ? 7 A: Ireally need to eat, but there's another meeting at 12.30.
B: | customers. B: Don't worry, there lunch at the meeting.
8 A: Canlcome to the bank after work?
B: I'msorry, it possible after 5.30. The bank

again at 9am tomorrow.
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© 4.3 Things happening now

The present continuous

We use the Present Continuous to describe activities
happening now.

What are you doing?
I'm reading a book.
I'm writing a report.
I'm having lunch.

We often use time references with the Present Continuous
to say something is happening now.

I'm working at home today.
She’s waiting for the delivery at the moment.
Is she giving a presentation right now?

Positive/Negative Yes/No questions
| ‘m Am |
‘m not
He/ |'s writing Is he/ L.
She/It isn't a report she/it giving a .
isnot | atthe presentation
e moment right now?
You/ | ‘re ‘ Are  you/
We/ aren’t we/
They | are not they
Wh- questions
am I .
What is he/she/it working on
today?
are you/we/they
Short answers - positive Short answers - negative
| am. I ‘mnot.
am not.
he/she/ | is. he/she/ | isn’t.
Yes, . No, . .
it it is not.
you/we/ | are. you/we/ | aren't.
they they are not.

1 choose the correct words.

| ‘'m/ ‘s working at my desk.

She aren’t/isn’t giving a presentation.

We ‘re/ ‘m looking after the new employees.
A: [s/Areyou giving a presentation?

B: Yes,lam/'m.

B W N R

5 A: /s/Areshe meeting customers?
B: No, sheisn't/is.
6 Whatthey are/are they working on?
7 Theyaren’t/isn’tfinalising the sales figures.
8 She s/ re meeting the sales team.
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© 4.4) Making suggestions

We use try + verb + -ing to make suggestions for actions when
thereisa problem.

A: My phone doesn't work.

B: Try charging it.

A: [ can't hear you, it's too loud. Try phoning me from another
room.

B: OK.

Try turning off your video.
unmuting your microphone.
calling me back.

1 complete the dialogues with the correct form of the
words in the box.

add call hang turn(x2) unmute

A: My screenis frozen.

B: Try! up.

A: You're breaking up.

B: Try? off your audio.
A: | can't seeyou.

B: Try? on your video.
A: | can‘t see Dave.

B: Try* him to the call.

A: The connection isn’t very good.
B:Try® me back.

A:|can't hearyou.
B:Try® your microphone.

& 5.1 Talking about intentions

going to
We use going to to talk about future intentions. An intention is

an aim; something you want to do or plan to do in the future, but
the event is not definite at the time of speaking.

Positive/Negative

Subject + be going to | verb
Positive lam have a bigger
He/She/ltis stand.
You/We/They are
: u Y going to launch a new
Negative | I'mnot product.
He/She/Itisn’t arrive at 10
You/We/They aren’t oclock.
Yes/No questions
be + subject | going to | verb Short answers
Am| have a bigger | Yes, am.
Is he/sheit stand? Yes, he/she/it is.
Are you/ . launchanew | Yes, you/we/they are.
we/they going to product? No, I'm not.
a’rrlve at10 No, he/she/itisn't.
o'clock? ,
No, you/we/they aren’t.
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Wh- questions

Question | be + subject going to | verb?
word(s)
When am| going to | have a bigger stand?
Why is he/she/it launch a new
are you/we/they product?
How many | exhibitors are going to | be at the trade fair?

1 Complete the sentences and questions with going to
and the verb in brackets.

1 How many people (attend) the
presentation?

2 We (not start) the meeting until
11 o'clock.

3 She (setup) the stand in the
morning.

4 (they, launch) any new products
this year?

5 The exhibition centre (not,
provide) free Wi-Fi.

6 When (we, have) the next sales
conference?

71 (send) you the details by email.

8 He (not change) the brochures for

this year’s trade show.

& 5.3 Invitations with would
and want

Do you want to ... ? is an informal way of making offers and
inviting people to do something, e.g. by social media or with
people we know well.

Do you want to join me for lunch?

Would you like to ... ? is a polite way of making offers and
inviting people to do something, e.g. by formal email, or when
speaking to people we don't know well. We do not use love to
in questions for offers or invitations.

Would you like to join us for dinner?

Yes/No questions

Would/Do | subject | like/want | to | verb / verb phrase

Would like | join us for lunch?

Do you want 10 seethe factory?
Short answers

Thank you (very much). | would love to.
Yes, that would be* good/great.
Thanks! I'd love to.

Yes! Sounds good.

I would love to or that would be good/great are formal and
polite ways of saying ‘yes’ to an invitation.

Thanks! I'd love to and Yes! Sounds good are examples of
informal short responses to an informal invitation.

*be is not used with to after would.

We do not use / wouldn’t like to to say ‘'no’ to invitations.
Instead we can say:

Thank you very much for the invitation, but | am not available
today. (formal)

am (very) sorry, but | cannot come because | have a meeting.
(formal)

Thanks for the invitation, but I'm not free today. (informal)
Sorry, but I have other plans. (informal)

Wh- questions

Question | would | subject | like | to | verb/verb phrase
word(s)

When see the factory?
Where would | you like | to | goforlunch?
What time start the meeting?

Would like to in a positive statement is also a formal and polite
way of making offers and inviting people. You can also respond
to the the invitation with a positive statement.

Positive
Subject would | verb | to | verb/verb phrase
We/ invite you to join us for

Management | would | like | to | lunch.
show you the factory.

d like/ | to | joinyou for dinneron
love the 29th.

1 Complete the invitations with the words in the box.

but join like love sorry
what would (x2) want you

=

A: Would you'* to join us for coffee?

B: I'mvery 2 ,butlhave avideo conferencein a
few minutes.

2 A3 they like to visit the other departments?
B: Yes, that 4 be good.

3 A:Doyou® to see the new brochures?
B: Thanks! I'd ¢ to.

4 A: Would” like to walk to the restaurant?

B: Thankyou for the invitation, ® I'll take a taxi.
A:® would you like to do this evening?

B: I'd love to visit the old town.

A: What time would you like to have lunch?

B: About 1 o'clock. Would you like to *° me?

Y >~
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6.1 Speculating about the future

will/won't/might/might not

We use will/won‘t/might/might not to speculate about
the future.

There will be more electric cars soon.
Robots might help with everyday tasks.
We won't need more cash.

We use will when we are certain about something happening
in future; won't when we think something is impossible in

6.3 Describing production

The Present Simple Passive

We often use the Present Simple Passive to describe products,
processes and procedures, e.g. a manufacturing or production
process.

The cotton is grown in India. Then, it is sent to the factory.

The Present Simple Passive is formed with the verb be and a
past participle. For a list of past participles, see p.114.

Positive: Singular

future; and might/might not when we think something is Object is past participle

possible in future, but we don't know for certain. The cotton grown in India.

| might H might not | | won’t | Our coffee is sold direct toyou.
4 ¥ The T-shirt made in Morocco.

We can use I think and I don’t think at the start of a sentence
to speculate about the future. It is more natural to say / don‘t
think we will/we’ll ... than I think we won't ... .

[ think there will be more electric cars soon.
| don’t think we will need cash.

will/won’t
subject will/won’t | infinitive
Positive | I/You/He/She/ use more robots.
It/We/They will
There be more electric cars.
Negative | |/You/He/She/ , want these jobs.
It/We/They won’t/
will not
There be many shops.
might / might not
subject might/might not | verb
Positive | I/You/He/She/ use more robots.
[t/We/They .
might -
There be more electric
cars.
Negative | I/You/He/She/ do these jobs.
[t/We/They might not
There be many shops.

1 Put the words in the correct order to make sentences.
1 might/in/Robots / offices / work

2 think/ might/many/ disappear/1/shops

3 exist/in/the future/jobs/won’t/ Many

4 people/from/think/most/will/home /1/work

5 might/be/many/There/drivers/not

6 think/ petrol/I1/there/any/be/will/dont

7 |/be/there/more/think/electric vehicles / will

110

Positive: Plural

Object are | past participle
Our clothes made with 100 percent
organic cotton.
are - P
Farmers paid a fair price.
The beans shipped to our warehouse.

We use the Present Simple Passive when it is not necessary to
know who does an action, or when we don’t know who does
the action.

The subject/agent/doer is not important in the Present Simple
Passive so the emphasis changes to the object.

object
-

Passive: The cotton is grown in India. (no subject)
Active: Farmers grow the cotton in India.

1 T
subject object
object
v

Passive: Farmers are paid a fair price. (no subject)
Active: l/‘lrle pay farm;rs a fair price.

subject object

We can use by when we want to indicate who does an action.
However, the emphasis is still on the object.

subject object

Active: Our creative team design the shoes.
Passive: The shoes are designed by our creative team.

,T

object subject

The main focus of the passive sentence is the object of the verb
and it comes first in the sentence, in this example ‘the shoes’. In
the active sentence the subject (our creative team) is the main
focus and it comes first in the sentence.



1 choose the correct option to complete the sentences.
These oranges grow / are grown by farmers in Spain.
No animal products use / are used in our restaurant.

We sell / are sold our eggs direct to the customer.

Our factory workers pay / are paid higher wages than in
other factories.

u B W N R

()}

No sugar add / is added to produce our fresh fruit juices.

7 The packaging produced/ is produced from recycled
materials.

8 We buy/are bought all our products from ethical suppliers.

© 7.1 Comparing (1): Comparatives

Comparative adjectives

We use comparative adjectives to say how two things
are different.

My laptop is cheaper than yours.
My new laptop is better than my old one.
The security is more advanced than other systems.

We often use the verb to be with a comparative adjective
and than.

The company makes / is made the jeans from organic cotton.

Object tobe | comparative than | object
adjective

My laptop cheaper your laptop.

This car is nicer than | thatone.

The security more advanced other systems.

We don’t need to use than + object when we know what the
other object is.

A: Do you like your new car? Or do you prefer the old car?
B: The new car is nicer. (The new car is nicer than the old car)

We can also use other verbs (e.q. takes, has, looks) with
comparatives.

My new phone takes longer to charge. The design looks worse.

This laptop has a bigger database than my old one.

Spelling comparative adjectives

One syllable: add -er cheap — cheaper

strong — stronger

Two syllables endingin-y: | easy — easier

Grammar reference |

1 Complete the sentences with the correct form of the
words in the box.

big bright cheap easy fast long small expensive

1 Ournew officeis than our old one. We save

$500 a month.
2 Thescreen’s

3 The battery lasts
than fifteen hours.

than other laptops. It's only 25 cm.
than other phones - more

4 This phone is £300 more than the other one.

5 Wehavea database than our competitors.

6 My new car’s than my old one. It can go at
150 km per hour.

7 Thescreenon thisTVis than my old one.

8 Thiscaris to drive than other models.

O 7.3) Comparing (2): Superlatives

Superlative adjectives

We use superlative adjectives to say that one thing has more or
less of a quality that any other thing in the same group.

Our new AX laptop is lighter than the BX and the CX models.
The AX is the lightest laptop.

5G mobile data is bigger than 4G data and 3G data. 5G data is
the biggest.

The new Six Plus sports car is more powerful than the 4 Plus
and 3 Wheeler. It is the most powerful.

We use the with the superlative adjective to describe the object.
My car is the best.
This laptop is the most expensive in the shop.

You can also use other verbs (e.g. have, offer, etc.) with the and
superlative adjectives.

We offer the best value for money.
Our cars have the most powerful engines.

Spelling superlative adjectives

hard = the hardest
cheap — the cheapest

One syllable: add -est

Two syllables ending in -y:
change y to/and add -est

easy — the easiest
happy — the happiest
noisy — the noisiest

good — better

Adjectives ending in
consonant + vowel +
consonant: double the final
consonant and add -er

big — bigger
thin = thinner

add -ier noisy — noisier Two or more syllables: expensive — the most expensive
busy — busier use most powerful = the most powerful

Two or more syllables: expensive — more expensive Irregular good — the best

use more powerful — more powerful bad — the worst

Irregular bad — worse fun = the most fun

Adjectives ending in
consonant

+vowel + consonant: double
the final consonant and add
-est

big — the biggest
thin = the thinnest

R >
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1 Complete the sentences with the superlative form of
the words in brackets.

1 Wewere (reliable) company last year.

2 Ourstaffare (friendly) in the industry.

3 Thisis (secure) system in the world.

4 Wehave (big) database in recruitment.

5 Thisis the (light) phone on the market.
6 We have (good) customer service.

7 Their products are (bad). Don’t buy them.
8 Thisis (advanced) software in the world.

O 8.1 Talking about experiences

The Present Perfect

We use the Present Perfect Simple to talk about experiences in
our lives. We do not say when they happened.

I've worked for a bank.
['ve been to Paris.

We often use ever in questions with the Present Perfect Simple.

It means ‘at any time in your life’.

Have you ever worked in this industry?

We often use never with the Present Perfect Simple. It means
‘at no time in my life".

I've never worked abroad.

Past participles
+ Toform past participles of most regular verbs, add -d or -ed.
delivered, exported, helped, lived, started, worked

+ Whenareqular verb ends in -y, form past participles in
two ways.

- Whenaverbendsinavoweland -y, add -ed-
employ - employed, play - played, stay - stayed

- Change -y to-iand add -ed when the verbendsin a
consonantand -y:
carry - carried, copy - copied, study - studied, try - tried

+ Onegroup of irreqular past particles are the same as the
irregular past simple forms.

bought, had, made, put, sent, sold

« Another group of irreqular past particles is different from
theirregular Past Simple forms. For irregular past forms,
see p.114.

Common irregular verbs

Infinitive Past Simple Past Participle
be was/were been

give gave given

go went gone*

grow grew grown

speak spoke spoken

take took taken

write wrote written

Positive
F.Subject | haveshas past participle |
I/You/We/ | have on international
They 've projects.
worked
He/She/lt | has
5 in this industry.
Negative
Subject have/has not | past participle
I/You/We/ | have not/ on international
Th ' jects.
ey haven't worked projects
He/She/lt | has not/
hasn't in this industry.

Yes/No questions

Have Subject past participle
Have I/You/We/ worked on international
They projects?

Has He/She/It in this industry?
Short answers

Yes, I/you/we/they have. Yes, he/she/it has.

No, I/you/we/they haven’t. No, he/she/it hasn’t.
Wh- questions

Question word(s) | have | subject past participle

Where have | I/you/we/they

- worked?
has he/she/it

112

Contractions
‘ve = have haven’t = have not
‘s = has hasn’t = has not

We often use contractions in spoken English and informal
writing. The full forms (have/has/have not/has not) should be
used in formal writing.

*been or gone?

The past participle of go is gone. Gone means the trip is not
completed. However, to say the trip was completed, we use been.

A: Where’s the manager this week?

B: She's gone to Paris for work.

(She is in Paris now.)

A: Has she ever travelled for business?

B: Yes, She's been to Paris for work.

(She was there at some time in the past, but is not there now.)

1 Complete the sentences and questions using the
Present Perfect. Use contractions where possible.

11 (have) several jobsin sales.

2 He (change) companies three times in his life.

3| (never/go) to China on business.

4 Heisn'tin the office today. He (go) to visit
some clients.

5 We (not study) at university.

6 They (not write) many blogs in English.

7 She (not design) lots of websites.
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8 | (not have) much experience managing staff.
9 she (give) presentations at
conferences?
10 he (buy) products from this
supplierin the past?
11 they (ever/deliver) the orderson
time?
12 we (sell) materials to these

markets before?

&8.3) Talking about experiences and
completed past events

The Present Perfect Simple and the Past Simple

We often use the Present Perfect Simple and the Past Simple
together to talk about experiences.

We often start with a question in the Present Perfect Simple
to ask someone if something happened at a point in their life,
e.g. Have you ever travelled for work? If the answer is yes, we
use the Past Simple to ask for extra information about this
experience, e.g. when/why/where it happened.

A: Have you ever travelled for work? (Present Perfect Simple)
B: Yes, | have, once or twice.

A: When was the last time you travelled for work? (Past Simple)
B: It was last year. | went to Manchester. (Past Simple)

Common time expressions used with the two tenses to talk
about life experiences include:

Past Simple two days ago, an hour ago, from 2019 to

2020, in 2009, in January, last year, last night
Present Perfect | in the past, ever, many times, never, once,
Simple twice

1 Put the time expressions in the box in the correct
column. Some can be used with either tense.

afewdaysago before ever five minutesago
from 2016 t0 2018 in 2017
lastweek manytimes never threetimes vyesterday

in November last month

Past Simple Present Perfect Simple

2 Complete the dialogues with the Past Simple or
Present Perfect Simple form of the verb in brackets.

1

A: Haveyou? (ever / write) an email in English?
B: Yes, I've? (write) lots of emails in English.
A: Who? (you write) the last email to?

B: I (write) to a customer in the Netherlands

yesterday.

A: Why?® (you write) to the customer?

B: Because they® (want) a price list.

A: Haveyou’ (ever / travel) for work?

B: Yes, |8 (travel) many times for work.

A: When?® (be) your last trip? Where
1o (you/go)?

B: It1 (be) last January. | 12 (go)
to Zurich.

A: Where 13 (you / stay)?

B: Inasmall hotelin the city centre.

A: What 4 (you/ do) there?

B: I (visit) clients, (give) a
sales presentation and v’ (have) dinner with
them in the evening.

A: 18 (you / have) a good time?

B: Yes, | did. Zurich is beautiful, but it was very cold.




) Irregular verbs list
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> P9.01

W P9.02
> P9.03
o> P9.04
m{» P9.05
o{» P9.06

o P9.07

o{» P9.08

o{» P9.9

o> P9.10
o Po.11
> P9.12
W Po.13
o{» P9.14
o> P9.15
o> P9.16
o P9.17
s P9.18
s P9.19
> P9.20
> P9.21
> P9.22
o Po.23
2 P9 24
o» P9.25
m{» P9.26
> P9.27

o{» P9.28

INFINITIVE PAST SIMPLE PAST PARTICIPLE
be [b:] was/were been [b1:n]
[woz/w3t]

become [brkam]

became [brkerm]

become [br'kam]

begin [br'gin] began [brgeen] begun [br'gan]
break [breik] broke [brauk] broken [broukan]
bring [brin] brought [bro:t] brought [bro:t]
build [bild] built [bzlt] built [bzlt]
buy [bar] bought [bo:t] bought [bo:t]
can [kan] could [kud] been able to
[brn 'etbl ta]
catch [katf] caught [ko:t] caught [ko:t]

choose [tfu:z]

chose [tfauz]

chosen [tfauzn]

come [kam] came [kexm] come [kam]
cost [kost] cost [kost] cost [kost]
cut [kat] cut [kat] cut [kat]

do [du:] did [did] done [dan]
drink [drink] drank [drank] drunk [drank]

drive [dra1v]

drove [dravv]

driven [drivn]

eat [m:t] ate [et/e1t] eaten [1:tn]
feel [fz:I] felt [felt] felt [felt]

find [faznd] found [faund] found [faund]
fly [fla] flew [flu:] flown [flaun]
forget [fa'get] forgot [fa'got] forgotten [fo'gntn]
get [get] got [got] got [got]

give [giv] gave [ge1v] given [givn]
go [gavu] went [went] gone [gon]
grow [grau] grew [gru:] grown [graun]
have [hav] had [had] had [hzd]
hear [h1s] heard [h3:d] heard [h3:d]
hit [hzt] hit [hzt] hit [hzt]

o> P9.29

> P9.30

W Po31

o» P9.32
o> P9.33
o> P934
o> P9.35
o> P9.36
o> P9.37
o> Po.38
> P9.39
o> P9.40
o> Po.41
> P9.42
» P9.43
o> P9.44
> P9.45
w» P9.46
o> P9 47
o P9.48
o> P9.49
o> P9.50
o> P9.51

o2 P9.52

> P9.53

> Po.54

> P9.55

INFINITIVE PAST SIMPLE PAST PARTICIPLE

keep [kizp] kept [kept] kept [kept]

know [nau] knew [nju:] known [naun]

learn [I3:n] learned [Iznd)/ | learned [Iz:nd]/
learnt [3:nt] learnt [I3:nt]

leave [I:v] left [left] left [left]

let [let] let [let] let [let]

lose [lu:z] lost [Ist] lost [lost]

make [me1k]

made [merd]

made [merd]

meet [mi:t] met [met] met [met]

pay [pe1] paid [perd] paid [perd]
put [put] put [put] put [put]

run [ran] ran [ran] run [ran]

say [ser] said [sed] said [sed]

see [si:] saw [so:] seen [si:n]
sell [sel] sold [sauld] sold [sauld]
send [send] sent [sent] sent [sent]

set [set] set [set] set [set]

show [fsu] showed [foud] shown [feun]
sit [s1t] sat [sat] sat [saet]
speak [spizk] spoke [spauk] spoken ['spaukan]
spend [spend] spent [spent] spent [spent]
take [terk] took [tuk] taken ['terksn]
teach [tizt]] taught [t:t] taught [to:t]
tell [tel] told [tsvld] told [tould]
think [61nk] thought [03:t] thought [62:t]
understand understood understood
[Anda'staend] [Anda'stud] [Ands'stud]
win [win] won [wan] won [wan]

write [rart]

wrote [raut]

written [ritn]
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Student A

1 You need to schedule a planning meeting by Friday
29 March with Student B. Write an email.

« Say thatyou need to have the meeting for one hour.
« Saywhen you are available.
» Askwhen Student B is available.

Monday 25 March
At factory all day (every week)
Tuesday 26 March

Wednesday 27 March

Sales meeting (all day)
Thursday 28 March
Management meeting (all day)
Friday 29 March

2 Read Student B’s email and write a reply. Try to agree
a time and place to meet.

3 Continue exchanging emails until you agree a time for
the two meetings.

Lesson3.1) 6

Student A
Part1
Read the information. Answer Student B’s questions.

Liu Qing - Didi Chuxing \
2000: Bachelor’s degree, Computer Science, Peking
University
2002: Master’s Degree, Harvard University, computer science
2002: Starts work - first job at Goldman Sachs, Asia
2014: New job - Chief Operating Officer of Didi Chuxing, a
ride-sharing app

2018: Is in Forbes' list of China’s Top 100 Businesswomen

Part 2
Ask Student B questions to complete the timeline.

Arash Ferdowsi - Dropbox
! : Finishes high school, begins study at MIT
June 2007: Launches 2
September 2007: 3 with no degree
2007-2016 - Works as * of Dropbox

5 : New job: Member of management team
and board of directors

- a file-hosting service

BUSINESS WORKSHOP 1 » 2B

Student A

You are Maria Alvarez and you work for U-Trav-L.
You want to interview Angela Lawrie. Make an
arrangement by email.

1 Wait for Angela’s email response. Send a
short reply.

« Inyourreply, explain you are not available in the
last week in March. Suggest Wednesday 2 April.

2 Wait for Angela’s second response and
reply again.
+ You are available on:
Tuesday 1 April
Wednesday 2 April
Thursday 3 April
Friday 4 April.
Is she available on any of these dates? If yes, write a
short email and confirm you can meet on that date.

BUSINESS WORKSHOP 1 » 5A
Student A

You are Maria Alvarez. You want to interview
another business professional. Ask Student B the
questions and make notes. Then swap roles.

Questions Answers

1 What is your name?

2 Which department do you
work in?

3 What do you do?
4 Where do you work?
5 How do you get to work?

6 How long is your journey
to work?

7 How often do you travel
abroad?

8 Where do you travel to?

9 Why do you travel for
work?

10 Do you work when you're
on the train or plane?

11 What's your favourite
travel destination?

) >
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Lesson2.2» 5

Student B
Roleplay 1: You work for Eco Boxes.

BUSINESS WORKSHOP 1 » 4B

Questions Answers
 Lookat the catalogue.
. ) .
« Answer the phone and take the customer’s order. 1 Whatis your name?  Angela Lawrie
+ You need to know: 2 Which department  Marketing
in?
- the customer’s name and company name. do you work in?
- details of the order (quantities and colours). 3 What do you do? Magket;’ng Manager for
. . technology start-up compan
 Usethe phrasesin Exercise 3 to help you. 4 p company
4 Where do you work? London
+ You need to tell the customer:
- You only have yellow boxes in stock. > ug‘r""(;m yougetto  Train
- Delivery cost: €5 all orders under €50, free of charge
over €50 6 How long s your 50 minutes
. . . journey to work?
- Delivery time: three working days ! Y
7 How often do you Every two weeks
travel abroad?
ECOEOXES: Salad and sushi boxes
8 Where do you travel At the moment: Germany,
PRODUCT zﬂ:haF;EEI;CE SIZE COLOUR QUANTITY | PRICE Egllchoo to? Poland, India, China, Japan,
Canada and Mexico
Small SUBO1 57 x 115 | Two colours | 25 units | €5 €20
salad and x75mm | - white and 9 Whydoyoutravel  Totryand get new business
sushi box yellow for work? in these markets; to talk to
Big salad | SUB02 70 x 225 | Two colours | 20 units | €7 €30 customers, to promote our
and sushi X 95 mm | - white and products
box yellow

Roleplay 2: You are the customer.
+ Lookat the catalogue.

+ Phone your partner and order some boxes. You would
like to order 500 white sandwich boxes and 1,000 white
burger boxes.

+ Youwant to know:

- the prices, colours and delivery cost.

- the total cost of the order.

- ifyou can have the delivery in two days.
Use the phrases in Exercise 3 to help you.

10 Do you work on the

train or plane?

11 What's your

favourite travel
destination?

Yes, I try to use the time to do
work.

Mexico - there are some
beautiful beaches and
everyone is so friendly.

BUSINESS WORKSHOP 1 » 3

ECOEOXES: Sandwich and burger boxes

Student B

Arrange a time to meet at the office.

e Feriivinl COLOUR | QUANTITY | PRICE | B o You are Angela Lawrie. You agreed to meet Maria
Sandwich 1SABOT 157 x115 | Two colours | 20 units €17.50 Alvarez on Friday 4 April, but now she is not available.
box x75mm . Look at your calendar for next week. When are you
— available? Take a phone call from Maria and arrange
Burger BBB03 70 x 225 | Two colours | 20 units €22.50 anew date.
box x 95 mm ,
- Y APRIL | Mon7 | Tue8 | Wed9 | Thul0 | Frill
11.00 e
meeting
LESSO“ 3.4 ) 4B 1200 Factory
) . ) . 1.00 all day
Answer these questions about the project in Exercise 4A
before you write your dialogue. 2.00 P Progress
1 Howdiditgoin general? Well? Badly? {152 T
3.00

2 What went well? Which stages? Why? Who did a good job?

3 Whatdidn't go well? Which stages? Why? What were the
problems?

116



Additional material |

Lesson2.4 > 5

Student A

You represent Robert’s Cleaning Services. Use the table to
ask and answer questions.

BUSINESS WORKSHOP 1 » 2B

Student B

[ Questions for customer

Information to tell customer

How / rooms are/ to
clean?

What /you want the
cleaner to do?

How / days / you need a
cleaner?

What time / you want
the cleaner to come?

Your company:

- can clean a small office in two
hours a day.

- does not clean windows (not in
the contract).

- charges €20 an hour on
weekdays / €25 an hour at the
weekend.

You are Angela Lawrie and you work as a
Marketing Manager in a technology start-up
company. You want to be in U-Trav-L magazine.

1 Write a short reply to Maria Alvarez ‘s email
on page 16.

In your reply, explain that you usually work on
finance results in March, but you are available
for one day during the last week of the month.
Suggest Friday 28 March.

- charges €3 a week for cleaning 2 Wait for Maria’s email response. Reply again

products. with a short email.
In your reply, explain you usually work from home
on Wednesdays so you can’t meet on 2 April.
Lesson 1.2 ) 7 Tell her you can meet on Friday 4 April.
S t2.00 p.m.
Student B Hgges p-m
1 You need to schedule a budget meeting by Friday 29 3 Read Maria’s final response. When can

March with Student A. Write an email. she meet?

« Say thatyou need to have the meeting for one hour.
+ Saywhenyou are available.
 Askwhen Student A is available.

Monday 25 March

BUSINESS WORKSHOP 1 » 5A

Tuesday 26 March Student B

At the factory (every week)

Wednesday 27 March You own a business and Maria Alvarez wants

to interview you. Complete the questionnaire
about you and your business travel and answer
Maria’s questions. You can invent your answers.

Then swap roles.

Client meetings - all day
Thursday 28 March

Friday 29 March
. . Questions Answers
Morning: Working at home

1 What is your name?

2 Read Student A’s email and write a reply. Try to agree

a time and place to meet. 2 Which department do you
work in?
3 Continue exchanging emails until you agree a time for 3 What do you do?

the two meetings.

4 Where do you work?

Lesson2.4) 6 s

Student A

You need a catering service for your office party. Use the
table to ask and answer questions.

How do you get to work?

6 How long is your journey
to work?

7 How often do you travel
abroad?

Questions for the
catering company

Information to tell the catering

company 8 Where do you travel to?

How many catering staff | - You want a cold buffet for

/ there? twenty-five people. 9 Why do you travel for

/ they clean the office - The partyis at 1 p.m. next work?

after the party? Friday. 10 Do you work when you're
/you supply plates and - You have a kitchen where the on the train or plane?
glasses? catering staff can work. 11 What's your favourite

How / do you charge? - You want the catering staff to travel destination?

clean the room after the party.

I >
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BUSINESS WORKSHOP 1 ) 3 Lesson5.2) 5

Student B

Take turns to take and leave phone messages.
Use some expressions from Exercise 3A.

Student A

Phone and arrange a time to meet at the office.

You are Maria Alvarez. You agreed to meet Angela Pl Ehonelcallis

Lawrie on Friday 4 April, but now you can’t. You represent the You are the client.

Look at your calendar for next week. When are you conference centret . Your name is

available? Phone Angela to arrange a new date. You are the Receptionistat | (inventaname)
Wallace Hotel Conference

You work for

Centre. (choose a company)
11.00 Presentation Angela Mulligan, the You are going to attend
: ) Assistant Manager of the : Stanford
Working centre, is on holiday toda ameeting at Stantor
o Ma”?geme”t ’ Y Y- | Conference Centre, London
1200 home e Answer the phoneandtakea | on_____.(choose a
1.00  all day y message for her. date)
5 -
o Training You want to know the Phone the Stanford

300 caller'sname, company and | Conference Centre. Leave

the date of the conference. | a phone message for Henri
Dupont, the Centre Manager.

BUSINESS WORKSHOP 3 ) 4

Student A BUSINESS WORKSHOP 3 » 1B
Student A
1 Choose the correct words to complete the
questlon.s. , Write questions. Ask Student B.
1 How did the project go / went, generally?
2 Whatgo/wentwell, in particular? 1 Who/ start Software de Jogo?
3 Whatdidyou do/ did?
4 Whatare/ doyou need to change? 2 Who/Jodo and Manuela hire / January?
5 What did / was the problem?
6 What didn't go / wasn’t well? 3 When/ create Software de Jogo?

2 You are a writer for a business blog. Interview &4 \Where / rent an office?
Joado Silva. Use the questions in Exercise 1 and
complete the notes.

5 When/ launch Vai-Vaiin Portuguese?

How the project went:
What went well:

What didn't go well:
What the problem was:

Lesson2.2 > 1

What Jodo did: Student B
What the Jodo wants to do next: Look at the order form. Ask Student A questions to
17 complete the information.

What's the customer name?
What's the customer

Lesson 5.3 ) 7 reference number?

How many do you need?
A very important client is going to visit your company
on Thursday next week. You are organising the visit.

Write an email invitation to the client. ORDER NUMBER $342091BE
« Invite the client to have a tour of the company. (Include CUSTOMER NAME 2
information on the departments or buildings you'd like to COMPANY ADDRESS 187 High Street, Burham

show him/her, and what time.)
«+ Alsoinvite the client to join you for lunch or dinner on

CUSTOMER REFERENCE NUMBER g

. ; PRODUCT Green 1-litre bottles
Thursday. (Include information on where, when and
who with.) PRODUCT CODE NUMBER GB100463Y
QUANTITY 6

Use more formal phrases in your email.
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Student B

1 You work for Carter-Villiers caterers. Anita
Patterson at Benham Engineering phones to
make an order.

+ Look at your order form.
+ Prepare the questions to ask the customer.

+ Askand answer questions and take the
customer’s order.

What's the (company name)?
How many people are there for canapés?
How many (sandwich platters) do you want?

Carter-Villiers CATERERS

Company name ' Benham Engineering

Delivery date *

Order details

Number of people for canapés 3
Number of sandwich platters: 4

Type of platters: ® meat
¢ fish? vegetarian

Number of cake platters ®
Number of cut fruit platters °
Delivery time ™

Total cost: £1,007 (before discount), £956.65
with five percent discount

No delivery charge.

2 Compare your information. Are all the details
of the order correct?

Lesson5.3 > 6
Student A
A Write an informal invitation message on social media.

Use the information below.

You met your sales targets last month. Invite your colleagues
to dinner tonight to celebrate.

+ Include some useful phrases from this lesson.

B Respond to other invitation messages only in social
media messages.

Additional material )|

Lesson3.1)» 6

Student B
Part1
Ask Student A questions to complete the timeline.

N

Liu Qing - Didi Chuxing
2000: Bachelor’s degree, Computer Science, '

University
2002: Master’s Degree, Harvard University, subject -2
3 : Starts work - first job at* , Asia.

s : New job - Chief Operating Officer of Didi
Chuxing, a ride-sharing app
2018: Is on Forbes' list of China’s ¢

Part 2
Read the information. Answer Student A’s questions.

N

Arash Ferdowsi - Dropbox

2004: Finishes high school, begins study at MIT

June 2007: Launches Dropbox - a file-hosting service
September 2007: Finishes university at MIT with no degree
2007-2016: Works as Chief Technology Officer of Dropbox

2016: New job: Member of management team and board
of directors

BUSINESS WORKSHOP 2 > 5
Student B

1 You work for Benham Engineering. You want
to arrange an extra cleaning service with Best
Cleaning Services.

+ Read your information.

» Have a meeting with Student A from Best Cleaning
Services.

« \Write the cost of the service in your notes.
» Make a business agreement.

You want the cleaner to:

+ work two extra hours on 14 March.

« startafter5.30 p.m.

+ clean the conference room and staff kitchen after
the party.

« clean the tables, empty bins and vacuum the
carpet in the conference room, wash the plates
and glasses and clean the kitchen floor.

What is the cost of this extra service?

2 Compare your information. Are all the details
of the agreement correct?

Y >
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Lesson2.4) 6 BUSINESS WORKSHOP8 ) 5

Student B Student A

You represent a catering service. A new client wants
catering for an office party. Use the table to ask and

answer questions. Look at your candidate profile information. Complete

the sentences with the Present Perfect Simple.

Questions for the Information to tell the client Full name:
client ;
Job: Operations Manager
youwanta hot or Your company: Skills summary
cold buffet? - i
How /” conle/ there can Prowde hot anq cold buffets. Organised and hard-working
forth P lg ” - provides two catering staff for | have experience in the transport industry.
Orthe party: cold buffets and three for hot 1 ; :
I (work) in busy transport offices.
What day / the party? | buffets for groups of 20-30. z . AN
A | (organise) deliveries in the UK and
What time / the party? | - does not clean rooms after a party. Europe and I 3 (manage)
/ there a kitchen at - provides all plates and glasses. administration staff and drivers.
the client’soffice? | _ charges €20 per person for cold ERTerieTee

buffets and €27 for hot buffets.

Operations Manager
L&H Transport Services
Manchester

BUSINESS WORKSHOP 3 ) 1B September 2019 to present day

| am responsible for transport operations between

Student B the UK and Europe in this small family transport
company. | manage two administration assistants
Write questions. Ask Student A. and twelve drivers. | deal with clients on the phone

and email every day.

1 Where/ Vai-Vai/ instant success? Intern/Work experience
January to March 2019

2 Who/ hirein August? L&H Transport Services
Manchester

3 When/move to Brazil’s Silicon Valley? As an intern, | provided administration support to
the General Manager of the company and her team.

4 Why/ hire a product manager and two more Education

engineers? BSc (Hons) Business Administration

5 How many games / produce from December?

BUSINESS WORKSHOP 6 > 2

Student B
BUSINESS WORKSHOP 5 » 4B
Student B You are the Sales Manager at Natural. Student A
uden wants to buy your products. Read the information
What do you think of ... ? . and prepare for the roleplay. Then discuss
Do you like ... ? the order.
« Ask what products your customer wants to order.
. : « Askwhat quantity he/she wants.
Ui You think « Agree the price, delivery date and payment terms.
Conference | It's a bit boring.
The meeting rooms are very | You would like | You can accept
comfortable. Price $350t0$400 | $300 to $350 per 100
Hotel You're not a guest in the hotel. per 100 units. | units.
It's a beautiful old building. Delivery | Uptoaweek Five days from now.
The city You live in Nottingham. The old city date from now.
centre and castle are very interesting. Payment | Payment by Fifty percent when the
Invite your colleagues to visit the city. bank transfer | contractis signed and
, — , when the order | fifty percent by bank
The dinner | The food is delicious butit’s is made. transfer when the order
sometimes cold. is delivered.
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Lesson4.1)» 6

Student A

Look at your travel arrangements. Have a conversation
with Student B and arrange a time to meet.

Trip to Frankfurt and Athens

Tuesday

Morning:  Train to Frankfurt

Afternoon: Meet suppliers

Evening:

Wednesday

Morning: Meet Angela at the apartment
Afternoon:

Evening:  Dinner with Mr Brandt
Thursday

Morning:

Afternoon: Have lunch with Frankfurt colleagues, until 2 p.m.
Available after 2pm.

Evening:  Flyto Athens

Lesson 6.2 > 5

Student B

Phone call 1: You are the Customer Services Agent

+ Answer phone call.
Customer Services, ...

+ Ask about the problem.
Howcanl...?

+ Ask for the order number.
Canlhave...?

+ Saywhatyou will do.
we'll ..
..

+ Bepolite.
I'm (very) sorry about ...

« Askif they need anything more / End the call.
Can I help you with ...

Delivery normally takes three to four days. You can ask
your manager to use express delivery in special cases.

Phone call 2: You are the client
The office digital printer isn’t working. You need
a technician today. It's urgent.

+ Phone customer services.
Good morning, ...
+ Explain the problem.
There’s a problem with ...
 Askwhen they can send a technician.
When will ... ?
« Explain thatitis urgent. You need it to work as soon
as possible.
We need ...

BUSINESS WORKSHOP 4 ) 4C

Student B: Karl

Continue your call with Alex. Look at your calendar.
Find a time that you can both meet.

« Your presentation is on Thursday evening at 6.00 p.m.
so you need to practise it together before then.

Day Monday  Tuesday Wednesday Thursday Friday

Flight Flight
EX499, ,
MORNING i Meet EX376
arrives customers  departs
midday 8.30 am.
AFTERNOON Attenda Attend a
talk talk
Flight- Give
EX499; Attend a company
EVENING  arrives: networking presentation
9.00-p-m: event with Alex
CANCELLED 6.00 p.m.

HOTEL
(FOUR
NIGHTS)

Continue the conversation.

Alex: That’s much better! | can hear you now. We need
to arrange a meeting about our presentation.

Karl: Yes, we need to practise. I'm arriving on ..

Lesson 6.4 ) 5

Student A

You are the Buyer for a children’s
clothing company. Student B is the Sales
Manager for a clothes manufacturer.
Read the information and prepare for
the roleplay. Then discuss the order.

Itis 28 April and you want children’s
jumpers for the autumn season.

You would like You can accept

Price £4.50 perjumper. | £4.50to £5 an item.
You want 100
jumpers in total.

Delivery | 8July
date

Payment | Payment by bank | Twenty-five percent when
transfer when the | the contractis signed and
orderis delivered. | seventy-five percent by
bank transfer when the
order is delivered.

Up to 16 July.

Ny >
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Lesson 5.2 6
Student B

Take turns to make phone calls.

Phone call 1

Phone call 2

You represent the
conference centre.

You are Angela Mulligan at
Wallace Hotel Conference

You are the meeting
organiser.

Use the same name and
company as for Exercise 5.

Centre.

Phone the client who left a

message in Exercise 5.

You want to know:

« how many people are
going to attend the
conference.

» About15-17 people are
going to attend your
meeting.

+ Promise to confirm the
number of participants
and their names next
Monday morning.

- how many participants - Youare going to have a
are going to stay at the coffee break at 11.00 a.m.
hotel. and lunch at1.30 p.m.

« whentheclientisgoing | « Youneed a projector,
to confirm the names and screen and Wi-Fi
numbers. connection in the room.

+ whatcatering theclient | « You need a list of hotels
is going to need. near the conference

« what equipment the centre.

clientis goingtoneedin | Henri Dupont, the Manager
the room. at Stanford Conference

Centre phones you.

Lesson2.4)» 5

Student B

You need a cleaner for your office. Use the table to ask and
answer questions.

Questions for Information to tell the cleaning

BUSINESS WORKSHOP 5 » 2

Student B

You work at the Trent Hotel and Conference Centre.
Look at the notes below.

« Your client at Hopkins Financial Services phones you.
« Answer the phone and introduce yourself.
« Discuss the conference details.

Good [morning/afternoon/evening], Trent Conference
Centre. [Your name] speaking. How can | help you?

Event Hopkins Financial Services annual
sales conference

Dates 27 and 28 May
Start time?

What time is the sales conference
going to start?

Finish time?

Participants | How many people / going to / attend /
the conference?

Hotel How many people/ going to / stay at
guests the hotel on nights of 26 and 27 May?
Catering What time / going to / have / morning

coffee break / lunch /afternoon coffee
break?

Meeting How many rooms/ you going to /
rooms need?

Equipment | - all meeting rooms have data
projectors, screens, sound systems
and Wi-Fl connections

+ assistant at conference centre /
going to / help with equipment?

Lesson4.1)» 6

Student B

Look at your travel arrangements. Start a conversation
with Student A and arrange a time to meet.

cleaning company | company

How / time does the | -It'sasmall office, 70 square
cleaner need? metres: two offices, a small
How much / you kitchen and toilet.

charge? - Cleaning tasks: clean the floor,
ou supply cleanin clean the kitchen and toilet, clean
}’,roducﬁg?y : the desks and clean the windows. Schedule for Frankfurt
How / is that? - You want a cleaner three days Tuesday
a week (Tuesday, Thursday and Mornine:
orning:

Saturday) after 6 p.m.

Afternoon: Meet sales team from 1-5 p.m.
Evening:  Dinner with Sales Team Manager

Wednesday

Lesson5.3 > 6

Morning:
Student C (e

Afternoon: Meeting with clients all afternoon
A Write an informal invitation message on social media. e
Use the information below.

You got a promotion at work. Invite your colleagues to go for
lunch at arestaurant.

» Include some useful phrases from this lesson.

Evening:

Thursday

Morning: Project update meeting
Afterno.on: -
B Respond to other invitation messages only in social Evening:  Busy
media messages.
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Student A: Alex

Continue your online meeting with Karl. Look at your
calendar. Find a time that you can both meet.

« Your presentation is on Thursday evening at 6.00 p.m.
so you need to practise it together before then.

Monday = Tuesday Wednesday Thursday Friday

Flight . Flight
mornmng  AF2120 yithkark  Meet AF799,

arrives customers departs
9.30 am.

11.00 am. CANCELLED

Meet Lunch with
customers customers

AFTERNOON

Give
company
EVENING  Dinner presentation
with Karl
6.00 p.m.

HOTEL
(FOUR  Hotel City Park
NIGHTS)

Continue the conversation.

Alex: That’s much better! | can hear you now. We need
to arrange a meeting about our presentation.

Karl: Yes, we need to practise. I'm arriving on ...

Lesson 6.4 » 5

Student B

You are the Sales Manager for a clothes
manufacturer. Student B is the Buyer
for a children’s clothing company. Read
the information and prepare for the
roleplay. Then discuss the order.

Itis 28 April and your client wants children’s jumpers for the
autumn season. Production takes eight to ten weeks. An order
received by 2 May can be ready by 1 July and delivered on

23 July.

You would like

You can accept

Price

£5.50 per jumper
for orders under
200.

£5to £5.50 an item for orders .
of 100+. There is no discount

for orders under 100.

Delivery | 23 July You might deliver earlier (20
date or 21 July). You can offera
discount of five percent for
delivering after 16 July.

Payment | Fifty percent Thirty percent when the
when the contractis signed and
contractissigned | seventy percent by bank
and fifty percent | transfer when the order is
when the orderis | delivered.

delivered.

BUSINESS WORKSHOP 7 ) 2
Group A

You work for Seven Seas Ships. You are presenting
your new ship, The River Queen, at the International
Cruise Show.

1 Number the parts of the presentation in the
correct order.

a OK.So let’s start with the size. The River Queen is
160 metres long and 25 metres wide. Each ship has
three decks and 95 rooms.

b Now, let’s talk about delivery times. We can deliver
aship to you six months after you order it. That's
the fastest delivery time in the industry. Costs will
depend on what you want, but it’s about $4.5
million.

¢ FirstI'lLtalk about the size of the ship. Then I'll talk

about the special features and finally, I'll talk about
delivery times.

d Good morning everyone and thanks for coming.
Today, we'd like to present our new cruise ship, The
River Queen.

e Now, let’s move onto the special features. Each ship
has three bars and two restaurants. We also have a
swimming pool on the top deck, which is great for a
ship of thissize.____

2 Practise reading the presentation in your groups.

BUSINESS WORKSHOP 8 » 5
Student D

Look at your candidate profile information.
Complete the sentences with the Present
Perfect Simple.

Full name:
Job: Transport and Logistics Assistant

Skills summary

Motivated team player with excellent IT and
problem-solving skills.

I (organised) transport and logistics
for a major construction company since university.
)2 (work) to deadlines on many
projects in this role.

Experience

Transport and Logistics Assistant

KLP Construction

April 2018 to present date

| coordinate the transportation of machinery for the
company. | communicate with drivers, project
managers in other departments and machinery hire
companies. | assist the Senior Logistics Manager.

Education
BA (Hons) Sociology

I >'><
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Lesson 8.4 » 5

Student A

Roleplay 1

INTERVIEWER

You are the interviewer. You need a new Sales Manager for
a mobile phone company.

Make questions and interview the candidate.
Can/ tell me / work experience?

What / main strengths?

/you had any experience managing staff?
How / you motivated your staff?

Why / you want / to work for this company?
Why / you want / leave your current job?
Where / you see yourself / five years?

O NGOV A WNR

/you have / questions / me?
Roleplay 2

JOB CANDIDATE

You are a candidate for the job of Production Manager at a

carfactory.

Use the ideas (1-8) to answer the questions. You can change

or add any ideas you want.

1 Assistant Production Manager in car parts factory /
degree in engineering

2 Organised, analytical, problem-solving skills
3 Managed fifty staff in the production department
4 Help staff when they have problems, training sessions
5 Want more responsibility, company has a good reputation
6 More career opportunities
7 Want toworkin project management
8 Skills and experience of your ideal candidate?
BUSINESS WORKSHOP 5 » 4B
Student C
What do you think of ... ?
Do you like ... ?
Topic You think
Conference | It'svery good. You liked all the
presentations.
Good equipment in the rooms.
Hotel You're a guest in the hotel. Your
room is a bit small.
You drove here. It's near the
motorway, but not near the city
centre. It's a bit boring.
The city You want to visit the old city centre
and castle. You heard it's interesting.
Thedinner | Youdon'tlike it. The food is very bad.
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Student B

1

Complete the questions with the correct form of the
words in brackets. Then ask the questions to Student A.

1 Which phoneis (heavy)?
2 Which phone has a (bad) battery?
3 Which phoneis (thin)?

4 \What are the special features of each model?

5 Which phoneis (cheap)?
2 Use the information in the table to answer Student A’s
questions.
Product Super K family car Super S sports car
name
Weight 1,590 kilogrammes 1,985 kilogrammes
Engine 1.4 litres 1.6 litres
Topspeed | 200 kilometres per 260 kilometres per
hour hour
Features Large space for Advanced safety
luggage, features, very
advanced safety comfortable for tall
features. drivers.
Price £38,500 £42,000
Lesson 8.1 > 5
Tick () your ratin
it ’ — - Your examples
employers want I'm gpod I need to P
at this. work on this.
analytical
communication
skills
hard-working
IT skills
language skills
motivated
organised v On Monday
morning | always
make a plan for
the week.

team worker

Lesson5.3 ) 6

S

tudent B

A Write an informal invitation message on social media.

Use the information below.

Your department/company is going to move to another town.
Invite your colleagues to visit the new location next week.

Include some useful phrases from this lesson.

B Respond to other invitation messages only in social

media messages.



BUSINESS WORKSHOP 7 » 2
Group B

You work for Saffron Ship Company. You are
presenting your new ship, The Star Sailor, at the
International Cruise Show.

1 Number the parts of the presentation in the
correct order.

a FirstI'll talk about the size of The Star Sailor. Then
I'll talk about the special features and finally, Il talk
about delivery times. ____

b OK.Now, let’s talk about delivery times. We can
deliver a ship to you one year after you order it.
That's fast for ships of this size. The estimated cost is
$5 million. ____

¢ Good morning everyone and thanks for coming.
Today, we'd like to present our new cruise ship, The
Star Sailor.

d Now, let’s move onto the special features. The ship
has five bars and three restaurants. We have three
swimming pools on the top deck and a dance floor
ontheseconddeck.____

e OK.So let's start with the size. The Star Sailor range
is 230 metres long and 40 metres wide. Each ship
has five decks and 150 rooms.

2 Practise reading the presentation in your groups.

Lesson5.2 > 6

Student A
Take turns to make phone calls.

Additional material |

BUSINESS WORKSHOP 3 > 4

Student B

1 Complete the sentences.

didn'thit fixed had grew wantto went

a We______ ourtargetof100,000 sales.

b It well.

c We problems with the English
translation.

d We the problems.

e We our range of games from one to
five.

f Wwe create more games.

2 Answer the interviewer’s questions. Use the

sentences in Exercise 1 and the notes below.
: How did it go, generally?
: It went well.
: What went well, in particular?

[>T - B

: We grew our range of games from one to five.

Project went well

Grew one to five games

Didn't hit target (100,000)
Problems with English translation
Fixed problems

Next: More games!

Phone call 1

Phone call 2

You are the conference
organiser.

Use the same name and
company as for Exercise 5.

 About 60-65 people
are going to attend the
conference.

+ Youdon't know how
many participants are
going to stay at the hotel.

« Promise to confirm this
and send the names by
Tuesday afternoon.

 Peoplearegoingto arrive
at9.30a.m. You want tea
and coffee when they
arrive and you're going to
have lunch at 1 o'clock.

« You want a projector,
screen and audio
equipment in the room.

Angela Mulligan at Wallace

Hotel Conference Centre
phones you.

You represent the
conference centre.

You are Henri Dupont,

the Manager at Stanford
Conference Centre.

Phone the client who left a
message in Exercise 5.

You want to know:

+ how many people
are going to be at the
meeting.

+ when the clientis
going to confirm the
names and numbers of
participants.

+ what catering the client
is going to need.

+ whatequipment the
client needs.

Offer to send the client

a list of hotels near the
conference centre.

BUSINESS WORKSHOP 8 > 5
Student B

Look at your candidate profile information.
Complete the sentences with the Present
Perfect Simple.

Full name:
Job: Transport Manager

Skills summary

Enthusiastic and motivated team worker

I (had) experience in the transport
department of a large supermarket chain. | 2
(recruit), 3 (train) and *

(manage) drivers.

Experience

Transport Section Manager

Helford Supermarkets

July 2018 to present day

My team is responsible for delivery of food and drink
to hundreds of our supermarkets across the country.
Education

BA (Hons) Economics and Politics

Iy >'=<
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BUSINESS WORKSHOP 6 » 3B

Student B

You are the Customer Services Agent at Natural.
Student A is the customer. Read your information.
Answer the phone and talk to Student A about
the problem.

+ Answer the phone call.
Customer Services, ...

+ Ask about the problem.
Howcanl..?

+ Ask for the order number.
Canlhave..?

« Saywhatyouwill do.
Wwe'll...
..

+ Bepolite.
I'm (very) sorry about ...

« Askifthey need anything else./ End the call.
Can ! help you with ... ?

Delivery usually takes three to four days. You can ask
your manager to use express delivery in special cases.

Lesson7.1)» 11

Lesson8.4» 5
Student B

Roleplay 1

JOB CANDIDATE

You are a candidate for the job of Sales Manager at a mobile
phone company.

Use the ideas in (1-8) to answer the questions. You can
change or add any ideas you want.

1 Assistant Sales Manager for IT company, degreein
business

2 Excellent communication skills, IT skills, presentation skills
3 Manage ten sales staff

4 Good at motivating the team, organise team sports
events, prizes for top sales staff and group meals

5 Big multinational company, good reputation
6 Opportunity for promation and career progress

7 Working in an office abroad for company - perhaps Japan
or somewhere in Asia

8 Possible to transfer to other countries?

Roleplay 2

INTERVIEWER

You are the interviewer. You need a new Production
Manager for your car factory.

Make questions and interview the candidate.
Can/tell me / work experience?

What / main strengths?

/you had any experience managing staff?
How / you motivated your staff?

Why / you want / to work for this company?
Why / you want/ leave your current job?
Where / you see yourself / five years?

00 No UV B WNKE

/you have / questions / me?

Lesson 2.1 ) 8B

1 Complete the following statements about your

Student A
1 Use the information in the table to answer Student’s B
questions.
Product GIT 200 phone GIT 250 phone
name
Weight 185 grams 200 gram
Battery life | 338 hours 400 hours
Size 156 x74.3 x9 mm 158 x 75 x8mm
Features Better camera than Longer battery
any other model, life than any other
advanced security model, larger
software. memory than any
other model.
Price £399 £420

2 Complete the questions with the correct form of the
words in brackets. Then ask the questions to Student B.

1 Whichcaris (light)?

2 Whichcarhasa (powerful) engine?
3 Whichcaris (fast)?

4 What are the special features of each model?

5 Which caris (expensive)?

126

company or a famous company that provides a service.
This company sells/prevides many phones

They have/use a lot of
They also offer some
They don’t sell/provide any

They don‘t sell/provide much
They don’t sell/provide/offer many

Work in pairs. Read your statements. Can your partner
guess the company? Can you guess your partner’s
company?



BUSINESS WORKSHOP 2 » 5

Student A

You work for Best Cleaning Services. Benham
Engineering wants an extra cleaning service.

+ Lookatyour notes.
« Complete the questions for the customer.
1 date/you want the extra cleaning service?
2 how many / extra hours?
3 time/you want the cleaner to come?
4 which rooms/you want the cleaner to clean?
5 what/youwant the cleaner to do?
« Talkto the customer and complete your notes.

+ Have a meeting with Student B. Make your business
agreement.

BEST CLEANING SERVICES

Company name 'Benham Engineering
Date of extra service:?

Number of extra hours: 3

Time:*

Places to clean:

Jobs to do:*¢
The charge is £24 an hour for extra cleaning
services.

Compare your information. Are all the details of the
agreement correct?

Lesson 8.3 > 6

You are Jay Peters. You are a Chemical Engineer. You live
in Antwerp, Belgium.

You have a Master’s in Project Management from
Drumford University. You studied there from 2015 to
2017. You also have a BSc (Hons) Degree in Chemical
Engineering. You studied this degree at the same
university from 2012 to 2015.

You work for Danotex Chemicals in Birmingham, UK,

as a Senior Project Manager. You have been there since
March 2019. You are responsible for special projects
across the UK and Europe. You organise and lead project
teams, motivate team members, write reports for senior
managers and give presentations.

From May 2017 to February 2019 you were a Project
Manager for CUG Engineering Group. You were
responsible for engineering projects in the UK and
managed a team of engineers.

You are a motivated, organised and analytical Chemical
Engineer. You have worked on international project
teams in the chemical industry. You are a team worker
and have excellent IT, problem-solving and
communication skills.

/_.\ddiﬁbﬁé_l material )I N

BUSINESS WORKSHOP 8 ) 5

Student C

Look at your candidate profile information.
Complete the sentences with the Present
Perfect Simple.

Full name:

Job: Warehouse and Logistics Manager
Skills summary

Organised, excellent communication skills

I (plan) and 2 (manage)
logistics, warehouse and transportation in different
industries. | 3 (have) experience in

managing and motivating teams.
Experience

Warehouse and Logistics Manager
Mayland Pharmaceuticals
Sheffield

February 2019 to present day

| manage the warehouse and logistics for the
company’s largest factory. | am responsible for
deliveries and orders. | recruit and train warehouse
staff and drivers. | manage a large warehouse team.

Assistant Operations Manager
Parsons Foods

Sheffield

March 2015 to January 2019

| organised the transportation to clients from the
company'’s warehouse.

Education
BSc (Hons) Business and Management

Lesson5.3 ) 6
Student D

A Write an informal invitation message on social media.
Use the information below.

It's your birthday. Invite your colleagues to join you for
coffee and cake this morning.

« Include some useful phrases from this lesson.

B Respond to other invitation messages only in social
media messages.

Iy >



| Additional material

Lesson 5.1 > 8

1 Your manager asks you to attend an industry trade
show next month with a colleague. Choose six things
you intend to do there.
check my work email
do some exercise in the hotel gym
go to a networking event
get/provide some freebies
have dinner with colleagues
launch an app
meet an important client for lunch
set up your company’s stand
visit other stands
watch presentations
visit the town

Ooooooogoodd

work on the stand

2 Complete your diary with six things you are going to
do at the trade show.

Session Tuesday Wednesday Thursday
set up the
Morning  company
stand
Afternoon
final
Evening evening
party

3 Work in pairs. Tell your partner about your intentions
at the trade fair and answer their questions. Then
swap roles.

A:On Tuesday, I'm going to...
B: Are you going to visit other stands?
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) Videoscripts

1.1.1 n=Narrator LW =LizWarnock

EJ = Ellen James MC = Muj Choudhury

N:  What do you do at work? This is the working
day of three people. They work for three different
companies: an event management school, a
pharmaceutical research company and a tech
company.

LW: My name is LizWarnock and I'm the Student
Services Manager at the Event Academy. |

usually start work at 8.30 and finish at five, but

I sometimes finish work later. When I'm in the
office, | check emails and answer the phone, and

I have a meeting with my manager on Mondays. |
sometimes go to meetings in London. | never teach
students and | rarely travel abroad for work. | take a
break around eleven and | have lunch around one.
EJ: Mynameis Ellen James. | work at Small
Pharma, a pharmaceutical research company and
I'm a Senior Research Manager. | don’t drive to
work. I always cycle to and from work. | usually
start work at 9.30 and | finish at 5.30. On Mondays |
don’t come into the office - | always work at home
on Mondays. On Tuesdays | finish work at 3.30 and |
collect my daughter from school. At work, | analyse
data. | email other researchers and | make phone
calls. | sometimes go to conferences, but | never
work in a lab. My manager and | work in the same
office and we often have meetings. My manager
arrives at work at ten and he leaves at six. | usually
have lunch at one and | either eat at my desk orin
the kitchen.

MC: My Name is Muj Choudhury and I'm the

Chief Executive Officer of a tech company, Voice

IQ. lusually start work at 7.30 in the morning

and | finish at around eight in the evening. We
have offices around the country and on Monday
mornings | always speak to my team. | usually go to
our Manchester office on Thursdays and Fridays.

| often write reports and | never do company
accounts. | sometimes travel for work. We have

an office in Sri Lanka, so | sometimes go there and

| occasionally go to California to meet with my
investors. Sam is our Chief Marketing Officer. Sam
starts work at 8.30 and he finishes at 8 o'clock. Sam
sometimes visits Voice IQ customers.

1.4.1 MH=MaxHartmann IN = Izabela Nowak
MS = Maria Stavrou

MH: Maria, this is Izabela. She’s our Office Manager
here in London. Izabela, this is Maria, from the
Madrid office. Can you show her around, please?
IN:  Of course, no problem. Nice to meet you,
Maria.

MS: Nice to meet you, too, Izabela.

MH: See you later.

IN:  Which department do you work in?

MS: The sales department.

IN:  So, who's your manager?

MS: Monica Lopez. She’s the Regional Sales
Director for Southern Europe. And I'm a Sales
Manager for Spain.

IN:  Oh, yes, | know Monica. She often visits

this office.

MS: Right.

IN: Do you travel for work a lot?

MS: Yes, | do. | visit clients and | work with the
local sales teams.

IN:  What are your plans for this visit to our office?
MS: We usually have a planning meeting with

the other sales teams when we visit. | give a
presentation about my work, and they give an
update on their activities.

IN:  Well, I hope the meetings go well. Shall we?

1.4.2 N=1zabela Nowak JM = Josie Marr
MS = Maria Stavrou

IN:  Hi, Josie.

JM: Hi.

IN:  Maria, Do you know Josie?

MS: No, Idon’t.

IN:  Josie, this is Maria.

MS: Nice to meet you, Josie.

JM: Good to meet you, Maria.

MS: What do you do, Josie?

JM: I'man Admin Assistant.

MS: And which department do you work in?

JM: Iworkin office facilities, but | work with all
the departments.

MS: Oh, OK. And who manages that team?

JM: Pietro Russo. Do you know Pietro?

MS: No, I don't.

JM: What about you, Maria? What do you do?
MS: |am a Sales Manager with the Madrid team. |
do research, analyse sales data, write reports, visit
clients ...

JM: That'sinteresting. | also help the sales team
herein London. | help the team process orders - and
I make calls and write a lot of emails to the team!
MS: You're obviously very busy then! Nice to meet
you.

2.1.1 N=Narrator JL=JodieLundie

MM = Maxwell McKenzie

N: Every day The Good Eating Company serves
breakfast and lunch to lots of customers at this café
in London. How much food do they use and who
supplies it? The Good Eating Company talks about
orders, deliveries and popular food at one of their
cafés.

JL: My nameis Jodie Lundie and I'm Operations
Manager for The Good Eating Company. The

Good Eating Company runs cafés and restaurants
throughout London and Ireland. We run around
twenty-eight cafés and restaurants.

MM: I'm Maxwell Mckenzie and I'm one of the
development chefs here at Good Eating Company.
Six people work at this café. We serve tea and
coffee throughout the day. We also serve freshly
prepared breakfast and lunch, as well as snacks.

N:  How much coffee do you sell at this café each
week?

MM: We sell five different types of coffee. We serve
over 500 cups of coffee a week. And we use over
eight kilos of coffee beans. We sell a lot of flat
whites, but we don‘t sell many espressos.

N:  Who supplies your food and drink?

JL:  We order from many different suppliers that
we contact directly. Some of our suppliers are from
abroad and some are from the UK. Where possible,
we like to use local suppliers. ‘Please can | place an
order for tomorrow?’ We like to place our orders by
telephone in order to build a relationship with our
suppliers.

N:  How many deliveries do you have for this café
each week?

JL:  We have about twenty-five deliveries every
week. We have a lot of deliveries in the morning
but we do not have many in the afternoon. The
deliveries of our fresh produce normally arrive any
time between 5a.m.and 9 a.m.

N:  How much produce do you use at this café
each week?

MM: We use over twenty kilos of potatoes; we use
over thirty kilos of carrots and ten kilos of lettuce.
We use over 300 eggs per week. We use them to
make omelettes or scrambled eggs.

N:  What do customers buy for lunch?

MM: Some customers buy just a sandwich; some
customers buy a salad and some fruit, and lots of
customers buy just a hot dish.

N:  What do you buy for lunch?

2.4.1 N=1zabela Nowak RH =Robert Harris
IN: Please, take a seat. Would you like a tea or
coffee?

RH: No, thank you. OK, let me just check ... So,
there’s the reception area, one big office, two
meeting rooms and the staff kitchen area on this
floor. And then, upstairs there’s another big office
and four individual offices.

IN: VYes, that's right. And there are two staff
toilets, one on each floor, and the stairs.

RH: Two staff toilets and the stairs. And... what do
you want the cleaner to do, exactly?

IN:  OK.Well, erm, clean the desks, empty the bins
and clean the floors.

RH: And... clean the two staff toilets and the
kitchen area?

Videoscripts )|

IN:  Yes, yes. Can the cleaner wash the coffee cups?
RH: Yes, of course. And the office windows? Do
you want us to clean the windows?

IN:  No.We have a specialist company to clean the
windows.

RH: And... how many days do you need a cleaning
service?

IN:  Five days, Monday to Friday. How many
cleaners are there?

RH: It's usually one cleaner for an office of this
size. What time do you want the cleaner to come?
IN:  We usually start at 8.30in the morning.

And people usually go home at 5.30 p.m. How
about coming before we start work? Can the
cleaner do that?

RH: Yes, that's fine. The cleaner can do that.
Before ... 8.30 in the morning.

IN:  How much time does the cleaner need?

RH: About three hours a day. So, fifteen hours
aweek.

IN:  And... how much is that for fifteen hours
aweek?

RH: £300.

IN:  Canyou provide the cleaning products?

RH: Yes, we can.

IN:  Does the price include cleaning products?
RH: No, itdoesn’t. There’s a small charge for those.
IN:  How much s that?

RH: It's £10 a week. So, the total per week is £310.
We send an invoice each month.

IN:  OK, we can agree to that.

RH: Isthere a place for the cleaning products?

IN: VYes, thereis a cupboard in the kitchen. There
is cleaning equipment in there. When can the
cleaner start?

RH: How about... next Monday?

IN:  That's fine.

3.1.1 N=Narrator LJS=LeonaJanson-Smith
MD = Morgan Dudley JD =Julie Deane

MK = Max Karie

N:  Postmarkis a company based in London. It
sells quality cards and gifts. The Cambridge Satchel
Company makes and sells bags. These are their
stories.

LJS: My name is Leona Janson-Smith and lam a
director at Postmark.

N:  Who started the business?

LJS: My husband, Mark, started the business in
2004. He wanted to sell really good quality cards at
a great price. After two years, in 2006, the annual
turnover was approximately £120,000. Last year it
was approximately £1.3 million.

N:  How many stores and how many employees
doyou have?

LJS: We now have four stores and employ twenty-
four people.

N: Postmark hired Morgan Dudley as Head of
Operations in 2015. Morgan has a lot of experience
in sales. Leona thinks this was an important
decision for the business. Morgan helped them to
expand the business.

MD: My name’s Morgan Dudley. | studied fashion
design in South Africa from 2003 to 2006.

N:  When did you arrive in the UK and what did
you do?

MD: |arrived in the UKin 2008 and | started as a
Sales Assistant.

N:  When did you join Postmark?

MD: |joined Postmarkin 2013.started as a Sales
Associate and then | managed a store; and then||
moved on to Head of Operations. | love the small
business environment. Leona and Mark really look
after their team and you're allowed a lot of flexibility.
JD: My nameis Julie Deane. | created The
Cambridge Satchel Company. I started the
company in 2008 with £600. Four years later

the company was valued at £40 million. When |
started Cambridge Satchel there were brown bags,
dark brown bags and black bags. But we then
moved into a range of different colours. | decided
tostarta factory in 2011. We have 155 employees.
Now we have shops in Cambridge, London, Oxford,

Brighton and Edinburgh.
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MK: My name is Max Karie and | am Head of
Special Projects with Cambridge Satchel Company.
Before | joined The Cambridge Satchel Company, |
had my own shop. | joined The Cambridge Satchel
Company in 2012 to manage the sales of bags and
accessories to other shops.

N:  Max’s job changed when The Cambridge
Satchel Company opened their first shop in
London.

MK: |started to work on store design, which is
the look and the feel of the shop. My new job was
to design our first shop. What | most enjoy about
The Cambridge Satchel Company is that | have the
freedom to work on creative projects and thatis a
real joy.

3.4.1 wJ=William James HS = Haru Sakai

EM = Ellen Morgan

WJ: Congratulations, Ellen and Haru. | saw the
winter collection in the shops! | talked to customers
and they really like it. They made a lot of very
positive comments.

HS: Thanks, William. Ellen’s designs are great.
WJ: Yes, well done, Ellen.

EM: Thanks, I'm very happy!

WJ: Asyou know, | set this meeting up because |
wanted to talk to you about the production process
of the winter collection.

EM: Yes, of course.

WJ: So, let’s begin with your views. How did it go,
generally?

EM: |thinkitwentwell.

WJ: Haru?

HS: VYes.|thinkso, too.

WJ: OK, let's start with the positives. What went
well, in particular? Ellen?

EM: Well, the teamwork was really good. It was
difficult at first, but then | started to ask questions.
Everyone helped me ... and answered my
questions! | learnt a lot.

HS: Yes, we have a great team.

WJ: Great. That’s important.

EM: And I'mvery happy with the design of the
jackets. And you said the shops like it, too. So, we
created a good design, | think.

WJ: Yes, | cansee that. | have to ask ... what
didn’t go well? Anything? Haru, what was your
experience?

HS: Well. Yes, there were one or two problems
with the jackets. We had some problems with the
supplier. First, there was a problem with the quality
of the material.

WJ: So, what did you do?

HS: We changed to a different supplier. We got
the right quality material from them.

WJ: OK, I see.

HS: Butthen, we had a problem with the
manufacturer.

WJ: What was the problem?

HS: They didn't meet the deadline, so we
delivered the jackets to the shops a few days late.
WJ: Why did this happen?

HS: Well, we didn't communicate the new dates
for delivery of material to the manufacturer.

WJ: So, what do we need to change?

HS: Communicate the dates to everyone. We
need to have regular update meetings with both
manufacturers and suppliers.

WJ: |see.

HS: Itwas OKin the end. And the jackets are in the
shops.

WJ: Yes, great work. Everyone’s really happy with
them!

4.1.1 N=Narrator CD=Claire Derrick

MD = Michaela Drake

N: Insome jobs, employees travel for work.
There are lots of different reasons for visiting other
countries on business - for example, to visit clients
or customers, to see colleagues in a different
location, or to go to a conference. Claire works at
the Event Academy, an event management school,
and she often travels for work.
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CD: My name is Claire Derrick and I am the Principal
for the Event Academy. | travel quite often around
Europe for work and | often travelin the UK. My next
trip is to Oxford. I'm travelling with my colleague.

N: How areyou getting there?

CD: We'rerenting a car because it's quicker than
going by train. It takes about two hours. We're
travelling there and back in one day.

N:  Where are you meeting your client?

CD: We're meeting our client at his office in central
Oxford. After Oxford I'm going to Manchester for
two days for a conference. I'm going by train to
Manchester and I'm staying in a hotel for one night.
N:  Whatare you planning to do in the evening?
CD: Inthe evening, I'm planning to meet some
friends and go to a restaurant.

N: Michaela works at Shed Collective, a digital
design company.

MD: My name’s Michaela Drake and I am an
Operations and Client Director for Shed Collective.
I travel quite reqularly, sometimes within the UK,
often near London, but sometimes also travel
internationally. I'm travelling to Hong Kong for
two weeks in September. On this trip I'm travelling
alone, but previously | went to Hong Kong with two
colleagues.

N: How areyou getting there?

MD: I'm travelling to Hong Kong by aeroplane
from London Heathrow airport to Hong Kong
airport. | booked my flight one month ago and |
booked it online.

N:  Where are you staying?

MD: I'mstaying in a hotelin central Hong Kong.

N:  Why are you going to Hong Kong?

MD: I'm working with my client at their officesin
central Hong Kong. It’sina tall building and it’s on
the 35th floor. Our client is opening a sports stadium
and we're building the website for the sports stadium.
N:  Whatareyou planning to do in the evening?
MD: Some evenings I'm planning to do some
sightseeing in Hong Kong and some evenings the
clientis taking me to restaurants. And I'm planning
to do a cable car trip up a mountain where you get
areally good view across Hong Kong.
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Conversation 1

HS = Haru Sakai WJ = William James

HS: Hello?

WJ: Hi, Haru. How’s it going!

HS: William! Hello? Can you hear me?

WJ: Yes, | can. Butyou can't hear me, can you?
HS: [can’t hearyou, William. Are you on mute? Try
unmuting your microphone.

WJ: Oh!VYes, sorry, | am. How about now? Can you
hear me?

HS: Yes, no problem! It's OK now.

WJ: OK, great. So, how’s it going with the new
jeans collection?

HS: [finally had a call from the material supplier.
He's sending me some information later today.
WJ: That's good.

HS: [I'lLhave alook, then I'llsend it to you.

WJ: Fantastic. Now, what about ...

Conversation 2

WJ = HS = Haru Sakai William James

HS: William, Hello?

WJ: Hi, Haru.

HS: Areyou there? The screen is frozen.

WJ: Areyou there? The connection isn't very
good.

HS: The connection isn’t very good. You're
breaking up.

WJ: Sorry, my internet connection is slow.

HS: Try turning off your video.

WJ: Sorry, can you repeat that, please?

HS: Isaid, try turning off your video. Let’s have an
audio call.

WJ: Hello? Canyou hear me?

HS: Yes, I'm here.

WJ: Ah, yes, that’s much better.

HS: 0K, good.

WJ: We need to talk about the new designs. The
client wants to change some details.

HS: OK, Ellen has a few ideas. She’s working on two
more designs. | have some drawings to show you.
WJ: Oh, great! Tell me more about that ...

Conversation 3

WJ = William James MS = Maria Stavrou
MH = Max Hartmann

WJ: Hi, Maria.

MS: Hi, William.

WJ: Where's Max?

MS: Justasecond. I'm adding him now.

WJ: Sorry, what did you say?

MS: I'm adding Max to the call.

WJ: Oh, OK.

MS: Hello, Max.

MH: Hi, Maria. Hi, William.

WJ: Maria, | can’t see Max.

MS: Max, we can’t see you.

MH: Sorry. My camera isn’t working.

MS: Oh, OK. No problem. You can stay on audio.
MH: OK.

MS: I'm sharing my screen now. Can you see it?
MH: Yes.

WJ: Notyet. My internet connection is slow.
Oh, OK, there itis. | can see it now.

MS: So, let’s discuss these sales figures.

WJ: You have all the data now?

MS: Yes, | do.

WJ: Great.

MS: You can see the sales so far this year ...

4.4.2 wJ=william James

MH = Max Hartmann

WJ: Hello Max.

MH: Hello, William.

WJ: | can't hear you. Try unmuting your
microphone.

MH: Sorry.

WJ: That's better.

MH: The connection isn’t very good. Now the
screen is frozen. Try turning your video off.
WJ: Canyou hear me?

MH: Can you repeat that, please?

WJ: You're breaking up!

MH: Hang up! I'll call you back!

WJ: OK. Max?

MH: Hi, William.

WJ: Ah, that’s much better!

5.1.1 n=Narrator MR= Martyn Roberts

N: Graduate Fashion Week is a fashion exhibition.
It takes place every year in London and shows the
best work by fashion students from all over the
world. It needs a lot of planning.

MR: I'm Martyn Roberts. I'm the Managing Director
of Graduate Fashion Week. Graduate Fashion Week
is the world’s largest and leading event for fashion
graduates. Our show is going to open next week and
it's going to be our 28th year. Our event is going to
run for four days and it runs from 2 June to 5 June.
N:  How many visitors are going to attend?

MR: We're going to have 30,000 visitors during
those four days. It's a big event and there are

more and more visitors each year. So many visitors
are going to be coming. We print thousands and
thousands of badges, brochures and lanyards.

N:  What services are you going to provide?

MR: For our visitors, we're going to have bars

and cafes as well as lots of fun things to do on our
exhibition stands.

N:  Whois going to have stands at the exhibition?
MR: There are going to be thrity-eight stands from
our UK universities as well as forty international
universities.

N: Popular brands like Givenchy, Ralph Lauren
and LVMH are going to have stands at the exhibition.
The exhibition is going to be huge. The building is
10,000 square metres and the catwalk hallis going
to have seats for over 400 people. There are going

to be three floors with exhibitions, sponsor stands,
as well as the catwalk. The international section is
going to show work from some of the graduates -
fashion, accessories and shoes.

N:  Whatelse is going to happen at the exhibition?



MR: There are going to be talks from all different
people from the industry as well as twenty-four
catwalk shows. And on our final evening we're
going to have our gala awards show.

N:  Good luck! We hope the event is going to be a
great success!

5.4.1 JA=Julia Anderson MH =Max Hartmann
JA: Max?

MH: Julia! How lovely to see you. | heard you were
here. How are you?

JA: Very well thanks, and you?

MH: Good, good. Shall we get a coffee?

JA: Thatwould be great.

MH: When did you arrive?

JA: Well, | went to Paris yesterday. | had some
business meetings there and | flew here this
morning.

MH: That sounds like a busy schedule.

JA: Itis, but now I'm here | can relax and enjoy the
conference.

MH: Yes, the conference will be great. By the way,
what are you doing for lunch? Would you like to join
me and my colleagues? I'llintroduce you to Maria
Stavrou, our new Sales Manager for your region.
JA: Thanks, I'd love to join you.

MH: Great! We're going to meet here at 12.30 and
go to the restaurant.

JA: Sounds good. I'll see you back here.

MH: Absolutely.

5.4.2 MH =Max Hartmann MS = Maria Stavrou
JA = Julia Anderson

MH: Oh, by the way, Julia Anderson is going to join
us for lunch. She works for Urban Fashion.

MS: That's animportant client for us.

MH: That's right. It’s a good opportunity for you to
meet her.

MH: Ah. Hello, Julia. Thanks for joining us.

JA: Thankyou forinviting me.

MH: Let me introduce you to Maria, our new Sales
Manager for your region.

JA: Hello, Maria. Nice to meet you.

MS: It's a pleasure to meet you, too.

MH: That was William. He’s going to be five
minutes late. Sorry about that.

JA: That's OK.

MH: So, what do you think of the trade fair?

JA: |think there are some good presentations.
And | like some of the exhibitors’ stands.

MS: Yes, | agree. | saw a presentation about the
impact of technology on our industry this morning.
It was very good.

MH: Yes, that sounds interesting.

JA: Yes, it does. So, where are you staying?

MH: At the Mason Park Hotel.

JA: That'swherelam. Do you like the hotel?

MH: Well, it's comfortable and it'’s near a park.

JA: Yes, butitisn't near the city centre.

MS: VYes, it's a bit boring there. | wanted to visit the
old town. | hear it's beautiful.

MH: Well, how about getting a taxi and having
dinner in the city centre tonight? We can walk
through the old town first.

MS: Id love to.

MH: Would you like to join us?

JA: I'msorry, butlcan’t. | have plans for this
evening.

MH: Of course. No problem. So ...

6.1.1 N=Narrator LJS=LeonaJanson-Smith
SM = Steve Morris KM = Kate Morton

LFA = Lisa Francesca Anand

N: Technology has a big impact on our lives. But
how will it change products and services in the
future?

LJS: My nameis Leona Janson-Smith and I'm a
Director at Postmark. | think shops will still exist

in ten years. | think there will be more online
shopping, but people will still want to look at the
things theyre buying and touch and feel them. |
think that in the future there will be robot shop
assistants. Cash will become less and less popular
and we will pay for things with our phones,

our watches and with contactless credit cards.
Packaging will change in the future. There will be
less packaging on all products bought in store to
reduce waste.

SM: My name is Steve Morris and I'm the CEO of
the Morgan Motor Company. In the next five to ten
years, electric cars and motorbikes will become
very popular. Many people will buy them because
they are good for the environment and they reduce
pollution in our cities. Many people will choose to
share cars. | think there might be driverless cars

on the streets within the next five to ten years.
Over the next ten years, Morgan will think about
developing electric and hybrid cars. We won't plan
to develop driverless cars, but we will continue to
make exciting sports cars.

KM: I’'m Kate Morton. I'm Trading Director for
Fashion and Retail Personnel. | think technology
will have an impact on clothes and soon we might
gointo astore and find clothes that change colour.
We'll shop online and we'll try on clothes via an app
on our mobile phones. In the next five to ten years,
manufacturers will use recycled materials to make
clothes and this will be better for the environment.
People won't buy as many clothes, but if we need a
new shirt or dress, then we might rent instead.

LFA: I'm Lisa Francesca Anand and I'm a travel
journalist. | think hotels will be differentin many
ways in the future. There won't be a reception desk
because guests will checkin online. And when
they arrive at the hotel, they will go straight to
their room and open their door using an app on
their smartphone. Guests will order food and drink
via an app, and robots might deliver this to their
rooms. Smart technology will also help hotels to
save energy and reduce waste.

6.4.1 Ep=EduardoDias MS =Maria Stavrou
ED: The T-shirt designs are really nice, and we're
definitely interested. Could we talk about price now?
MS: Yes, of course. So, how many T-shirts do you
want to order?

ED: For this first order, we'd like 1,000, please.

MS: Well, for 1,000 T-shirts, the price is two euros
fifty per T-shirt.

ED: That's quite expensive for a new brand in our
stores. Can you give us a lower price? How about
two euros per T-shirt?

MS: I'm afraid | can’t agree to that. Because we're
an ethical company, we pay a fair price to our
cotton suppliers. And our T-shirts are 100 percent
organic cotton. So, the price is two euros fifty on all
orders below 2,000.

ED: OK, so 1,000 T-shirts, that’s ... 2,500 euros in
total.

MS: VYes, that's right.

ED: OK, but could we pay 25 percent on signature
and 75 percent on delivery?

MS: I'm sorry, I'm afraid for new clients it’s 50
percent on signature and 50 percent on delivery.
ED: Isee, 50 percent on signature and 50 percent
on delivery. OK. When can you deliver the order?
MS: It might be... at the end of March.

ED: The end of March? We'd really like the order
sooner. Can you deliver them by the 17th of March?
MS: Sorry, that's not possible. How about the 25th
of March?

ED: The 25th of March?

MS: Yes.

ED: Does delivery usually take four weeks?

MS: No, it usually takes two weeks. The problem
is, we had so many orders for that T-shirt last week,
we have to request more from manufacturing.

ED: Hmm.Ireally wanted them sooner. OK. Is
there a discount?

MS: How about 5 percent? That’s 125 euros.

ED: How about 10 percent? 250 euros? What do
you think?

MS: Well, I'm ... OK, I think that’s OK. What sizes do
you want?

ED: We'd like 250 small T-shirts, 500 medium and
another 250 large, allin black.

MS: OK.That’s 250 small, 500 medium and 250
large.
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ED: Yes, that'sright.

MS: Allblack?

ED: Yes, only black.

MS: Only black. That’s fine. | think we can do that.
ED: Great! We'll pay by bank transfer. Thank you.

7.1.1 N=Narrator TB=Toby Blythe

GC = Graham Chapman

N: The Morgan Motor Company is a British car
manufacturer that produces sports cars.

TB: I'm Toby Blythe and I'm Marketing Manager
for Morgan Motor Company.

GC: My name is Graham Chapman. My job title is
Technology Director.

TB: We make five different models of sports car.
The Morgan Plus 4 was launched in 1950 and it's
our most popular sports car. The Morgan Plus Six is
a newer model. We launched itin 2019.

GC: The Plus Six is a brilliant car. The Plus Six has
amuch larger and more powerful engine than our
Plus 4 model. The Plus Six goes faster than the Plus
4.The top speed of the Plus Sixis 270 km per hour.
The top speed of the Plus 4 is 170 km per hour.

TB: The Plus Six is more spacious than the Plus

4, making it more comfortable for taller drivers.
The space behind the seats is bigger in the Plus Six,
so there’s more room for luggage. The Plus Six is
wider and longer than the Plus 4.

GC: The Plus Six is heavier than the Plus 4. The
Plus Sixis 1,050 kilos where the Plus 4 is 900 kilos.
The wheels - there’s a very big difference. The Plus
Six has bigger wheels than the Plus 4. The Plus Six
uses nineteen-inch wheels, the Plus 4 uses fifteen-
inch wheels.

TB: The Morgan Plus 4 is cheaper than the Plus
Six. The Plus 4 costs £45,000 and the Plus Six costs
£78,000. Morgan also make a three-wheeled
sports car. The first model was produced in 1909.
And the new model was launched in 2011. The

3 Wheeler is smaller and lighter than the Plus 4,
but the top speed is around the same. It costs
£39,000. The 3 Wheeler is hugely exciting to drive.
There is nothing else on the road quite like it!

7.4.1 Jp=Jonathan Potts

MH = Max Hartmann

JP:  So, good morning. I'm Jonathan Potts. I'm
Sales Director at Web Trade Builder. Thank you for
attending this presentation. The aim of today’s
presentation is to introduce our company and
services. First, I'll tell you a bit more about the
company’s history. Then, I'll explain our products
and services and how we can help you. Finally,
we’ll have a question and answer session at the
end.

So, let’s start with more information about the
company. Web Trade Builder started in 2001,

and we are the biggest provider of e-commerce
services in Europe. We're based in Birmingham, in
the UK, and have offices in Madrid and Frankfurt.
We provide a range of products and services for
e-commerce, including websites, payment systems
and secure payment wallets. We currently have
over 20,000 clients and can offer the fastest, most
secure payment packages on the web.

So, let’s move on to our products and services. First,
let’s look at our website solutions. If you have a
website, you can add our online shop to it. If you
don’t have a website, we can build a complete
website, including an online shop.

Now let’s talk about our credit card system. We
created a secure credit card payment system

that can manage payments from every country

in the world. We can design a system that allows
your customers to pay faster, wherever they are

in the world. We can also store their details on
our payment database, which is the most secure
system in the world.

First, I told you about our company, then | told you
about our products, and finally, | talked about the
services that we offer. OK. So that’s the end of my
presentation. Does anyone have any questions?
MH: Yes. I'd like to ask...

-
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8.1.1 N=Narrator JW =James Warwick

PB =Polly Barnes DC=Dan Cullen-Shute

N:  People need different skills and experience in
their jobs.

JW: My name is James Warwick. I'm a Senior
Content Developer for an education company.

PB: My name s Polly Barnes and | am the

Client Services Director at Creature, which is an
advertising agency. | manage a team of people who
speak to our clients every day.

N:  What skills and personal qualities are
important in your job?

JW: For myjob I need communication skills to talk
to customers. | also need analytical skills to assess
information, analyse data and solve problems.

PB: You need to be able to understand people and
communicate very well and you have to be able

to express ideas very clearly. When you’re working
with an international team, you need to be good at
communicating, reliable, but also have a positive
attitude and to be funny and friendly.

N: How many companies have you worked for?
JW: I've worked for five different companies in

the past, as a teacher and an editor, and I've also
managed my own company.

PB: I've worked for three different advertising
agencies.

N: Have you ever lived and worked abroad?

JW: I'velived and worked in three different
countries. | was an English teacher in Malta from
2012 to 2014. 1 ran my own business in Valencia in
Spain for two years from 2014 to 2016. And then |
moved to Singapore. | worked as an editor for nine
months in 2017. I've never worked in the USA or in
South America, but I'd really like to.

PB: I've worked in Amsterdam and Eindhoven and
Germany, and in Paris. In Paris | spent three months
working on a television project where we made
television and radio ads in French.
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N: Toown orruna business also requires
particular skills. Dan Cullen-Shute is Chief Executive
Officer at Creature.

DC: My name’s Dan Cullen-Shute and I'm the
Chief Executive Officer here at Creature. We're an
advertising agency that | set up eight years ago
with some friends. I've worked for three large
businesses before | started Creature, so Creature is
my fourth job. I manage the business. I have to be
organised and decisive ‘cause | have to make the
final decision on what we do and what we don’t
do. To talk fluently or write well about ideas, and
understand those ideas, is important. The team at
Creature are a group of very hard-working people.
We all work very closely together, and | think that
ability to work well with people as part of ateam is
hugely important.

8.4.1 MR=MattReece AD= Angela Davis

MR: So, Angela, can you tell me about your work
experience?

AD: Yes.Well, Iwork as a team leader in customer
services for a retail company. | started my working
life as a Shop Assistant and then | moved into
customer services. | have a lot of experience dealing
with customers.

MR: And what are your main strengths?

AD: [ have excellent communication skills,

both speaking and writing, but | think the most
important skillis listening, really listening to your
staff and customers.

MR: Yes, that’s an important skill for customer
services.

AD: |thinkIalso have good problem-solving skills,
as that's part of my job every day. It's essential to
listen to customers and my team and help to solve
their problems.

MR: What other skills do you have?

AD: | have good IT skills, because we deal with
customers via many digital channels these days. And
I have good people skills; I'm good at motivating my
team to do their job well. That’s essential when you
manage Customer Service Advisors.

MR: How have you helped to motivate staff?

AD: Well, there are lots of ways to do that.

I've always set goals with staff and when they
meet those goals, we celebrate, for example. It’s
important to have a good team spirit. The job can
sometimes be stressful, when customers get angry.
MR: Yes, you're right. And, have you ever organised
training sessions?

AD: Yes, I've done a lot of staff training and given
presentations.

MR: What about staff? Have you ever had any
problems with difficult people in your teams?

AD: Yes, there have sometimes been problems
between team members. | usually ...

MR: VYes, that's true. Why do you want to work for
our company, Angela?

AD: |want to progress in my career and your
company has an excellent reputation for customer
service.

MR: Why do you want to leave your current job?
AD: |enjoy mywork and I've learnt a lot, but your
organisation has more opportunities.

MR: Where do you see yourself in five years?

AD: |'d like to develop my skills and do more staff
training.

MR: Do you have any questions for me?

AD: Yes, | do. What training opportunities are
there with this job?

MR: Well, we have an excellent management
training programme. We'll train you in all our
products and processes. We’ll also provide
on-the-job training.

AD: Sounds great! Another question | want to ask
isabout ...
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1.01 s=susan D=David

S: Hi, David.

D: Oh hi, Susan. How are things?

S: I'mfine, thanks, but we need to change the date
of the new project planning meeting, sorry. Are you
available on Friday the 29th, in the morning?

D: Sorry, no, I'm not. | have a presentation on Friday
morning until eleven. Let me check my calendar
after eleven. Er ... then | have a phone call with the
Berlin office at noon, for an hour. I'm available in the
afternoon. How about Friday afternoon?

S: Sorry, I'm afraid I'm busy then. | meet clients on
Friday afternoon from two o'clock. Er ... wait. How
about lunchtime on Friday?

D: Friday lunchtimeis good. I'm available. Er ...
what time, exactly?

S: lusually have lunch at one o’clock. How about
then?

D: Sounds good. Shall we meet in your office?

S: Yes, that's fine. Then we can go to lunch for
about an hour.

D: OK, so new project planning meeting at one
o'clock on Friday the 29th. See you then.

S: Thanks. See you then.

1.02

1 We need to change the date of the new project
planning meeting.

2 Areyou available on Friday 29th, in the
morning?

3 How about Friday afternoon?

4 Sorry, I'm afraid I'm busy then.

5 Friday lunchtime is good. Shall we meet in your
office?

6 lusually have lunch at 1 o'clock. How about
then?

7 VYes, that's fine. Then we can go to lunch for
about an hour.

8 Seeyou then.

2.01 L=laura I=Igor

L: Eco Boxes. Laura speaking. How can | help you?
I: Hello, my name is Igor Mazur. I'm calling from
Polka Café.

L: Sorry, can you spell your surname for me, please?
Yes, it’s M-A-Z-U-R. It's pronounced ‘Mazur".
And the name of the café?

It's Polka. That's P-O-L-K-A.

Thank you, Mr Mazur. Can | have your CRN?
Erm, what is my CRN?

It's your customer reference number.

Ah, yes, it’s 19-00-01-36-78.

Thank you. How can | help you?

I:  Id like to order some of your new takeaway boxes
but | can’t see the prices in the online catalogue.

L: Isee.Doyou have the product reference
numbers?

I: Yes, | have them here - TGBO1, TGBO2 and
TGBO3. How much are the three boxes?

L: The TGBO1 costs £2.50 for twenty-five boxes.
The TGBO2 costs £3 for twenty boxes and the TGBO3
costs £2 for ten.

I: Sothat's £2.50 for the small ones, £3 for
med|um and £2 for the large size.

Yes, that's right.

What are the two colours?

Natural and white.

And how much does delivery cost?

It’s free delivery for orders over £100. How
many boxes do you need?

I: 400 of the white TGBO1 boxes and 500 of the
natural TGBO2 boxes. Can you deliver by Monday
26th?

L: I'mverysorry, we can’t. We don’t have any
white boxes in stock. But we can send the natural
ones by Monday.

I:  OK, I'd like to order those now, please.

L: Certainly, I'll put your order on the system.

I:  How much is thatin total?

L: Thetotal costis £115 including tax. Delivery

is free of charge for this order. Can | help you with
anything else?

I:  No, that's fine. Thank you for your help. Goodbye.
L: You're welcome. Goodbye.
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2.02

1 EcoBoxes. Laura speaking. How can | help you?
2 (Canyou spell your surname for me, please?
3 Idlike to order some of your new takeaway
boxes.

Do you have the product reference numbers?
How much are the three boxes?

How much does delivery cost?

How many boxes do you need?

Canyou deliver by Monday 26th?

I'm very sorry, we can’t. We dont have any in
stock.

10 Certainly, I'll put your order on the system.

2.03

VKNGO UE

: Is there any photocopy paper in the office?

Yes, there’s some pink A4 paper. Here you are.

: No, I need white paper. Is there any white paper?
Sorry! No, there isn’t. I'll order some now.

NNEP@E=

Three new employees start work today. Are
there any desks and computer chairs for them?
D: Yes, there’s some new furniture in the
warehouse.

C: Isthere any office equipment for them?

D: No, thereisn't. What exactly do they need?
C: Three phones, three computers and a printer.

3.01

A=Andrew C=Claudia

A: OK, Claudia. So, the first item on today’s
meeting agenda is the office move. Do you have
the plans for the office move next Thursday?

C: Yes, I do.Finally!

A: Oh, that's great! The ten new employees we hired,
well, they all start on Monday. And this office is really
small. We definitely need new, bigger offices...

C: Wedo! And I think the new location is great for
us. There are lots of good restaurants nearby, and
the new office has much better facilities.

A: Oh, that’s good to know as well! Anyway, | need
to write to all staff before | leave work later. So,
what’s the plan?

C: OK.Wellon Thursday, I need everyone in the
office by 9.00 a.m.

A: OK, no problem.

C: They need to put all their desk items in boxes.
And these boxes need to stay in the office on
Thursday.

A: Right...

C: At12.30, you can send staff home. We don’t
want any staff in the office after 12.30.

A: So, there’s no work on Thursday afternoon?

C: No.There’s no space. And no work on Friday
morning either.

A: Really? OK. That’s great for them!

C: Yes, itis! OK, so on Friday, please ask them to
arrive at 1.00 p.m. When they arrive, they need to
find a desk with their name on it and their personal
desk items.

A: OK..

C: And these desks are permanent. Please tell
staff that they can’t change desks.

A: Of course, no problem.

C: So, the only thing after that is the office party
to celebrate!

A: OK.So, what are the plans for that?

C: Well, I arranged for food and drinks to arrive
at the new office for 6.00 p.m. The party can start
then!

A: Thatsounds great! I'm looking forward to it.

4.01 B=Bea D=Dom

B: Dom, | booked a flight for your trip to Japan, on
Japan Airlines.

D: Thanks, Bea. What about my hotel?

B: Ineed tobook a hotel room for you tomorrow.
D: Am | going by plane from Osaka to Tokyo?

B: No, you aren’t flying. You're going by train.

It's only two-and-half hours by train - the trains are
very fastin Japan.

D: Where am | staying? For a two-week visit,
I'usually rent an apartment.
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B: Yes, that's what we're doing. Itisn't big, but it’s
very comfortable. And it’s near the office.

D: OK.Where am | meeting customers?

B: In the office. There’s a meeting room there.

4.02 p=Pietro B=Barbara

P: When are you flying to Munich?

B: I'm flying on Monday.

P: IsClaudia meeting you at the airport on
Monday?

B: No, sheisn’t. She’s meeting me at the hotel on
Tuesday morning. We're visiting the factory in the
afternoon.

P: Are the area managers visiting the factory with
you?

B: Yes, theyare.

P: And when are you travelling to Augsburg?

B: OnWednesday morning. I'm going by train.

4.03

This is an announcement for passengers on

flight Al663 to Rome. The flight is delayed due to
technical problems. We currently expect a delay of
about one hour. Passengers, please wait for more
announcements.

2

This is a customer announcement for passengers
on platform ten. We are sorry to announce that the
10.15 service to Paris is cancelled. This is due to bad
weather. We apologise to all customers travelling
on the 10.15 service to Paris.

3

We're sorry to announce that the 12.25

service to Leeds on platform seven is delayed

by approximately thirty minutes due to a

problem with the train. Please listen for more
announcements. We are sorry for the delay to your
journey.

4

We are sorry to announce that flight EY825 to
New York JFK is cancelled tonight. All passengers
please go to the customer service desk for more
information. We apologise for the cancellation of
flight EY825 to New York JFK.

5

This is a gate change announcement for
passengers. Flight CA2424 to Abu Dhabi is now
departing at gate ten. All passengers currently at
gate seven for flight CA2424 to Abu Dhabi, please
gotogateten.

6

Thisis a platform change announcement. The
12.16 service to Brussels is now departing from
platform nine. That’s platform nine for the 12.16
service to Brussels.

7

Attention departing passengers. The airport is very
busy today. Please allow forty-five minutes to go
through security. Thank you.

8

All arriving passengers, please follow the signs

for passport control. Passengers with connecting
flights, please follow the signs for flight
connections. For more information, visit the airline
information desks.

4.04
1

Attention departing passengers. The airport is very
busy today. Please allow forty-five minutes to go
through security. Thank you.

2

This is a customer announcement for passengers
on platform ten. We are sorry to announce that the
10.15 service to Paris is cancelled. This is due to bad
weather. We apologise to all customers travelling
on the 10.15 service to Paris.

3

We are sorry to announce that flight EY825 to

New York JFK is cancelled tonight. All passengers
please go to the customer service desk for more
information. We apologise for the cancellation of

flight EY825 to New York JFK.
>
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4
We're sorry to announce that the 12.25

service to Leeds on platform seven is delayed

by approximately thirty minutes due to a

problem with the train. Please listen for more
announcements. We are sorry for the delay to your
journey.

4.05
1

This is an announcement for passengers on

flight AI663 to Rome. The flight is delayed due to
technical problems. We currently expect a delay of
about one hour. Passengers please wait for more
announcements.

2

This is a gate change announcement for
passengers. Flight CA2424 to Abu Dhabi is now
departing at gate ten. All passengers currently at
gate seven for flight CA2424 to Abu Dhabi, please
go to gate ten.

4.06

We are sorry to announce that flight EX499 to
Tokyo is cancelled tonight due to bad weather.
All passengers please go to the customer service
desk for more information. We apologise for the
cancellation of flight EX499 to Tokyo.

4.07

We're very sorry about the cancellation. We're
putting you on the next flight to Tokyo. You're
arriving in Tokyo at 12 o’clock midday tomorrow -
that's Tuesday. And we’re booking a hotel room for
you tonight.

4.08 A=Alex K=Karl
1

A: Hello? Karl? | can’t hear you. Karl, are you
there? | can’t hear you. The connection isnt very
good. OK, I'lL try ...

K: Idon't think the connection is very good. But |
can hearyou.

A: Istill can't hearyou. Try ...

2

K: Hello? Er ... can you hear me?

A: Hi, Karl. Yes, | can. That's better. Can you hear
me?

K: Yes, | can. But the screen’s frozen. Now | can’t
see you!

A: Oh, no!

K: My internet connection is slow. Sorry.

A: OK, try ..

5.01 F=Finley H=Hinata
F: Good morning, Wallace Hotel. This is Finlay
speaking. How can I help you?
H: Hello, can I speak to Mary Duffy, the Conference
Centre Manager?
F: I'msorry, she’s not available right now. She’s in
a meeting at the moment. Can | take a message?
H: Yes, canyou tell her Hinata Nakamura phoned
about our conference next month, on the 25th and
26th January?
F: VYes, certainly. Can you spell your name for me,
please?
H: Sure, it's Hinata, that's H-I-N-A-T-A. And my
surname is N-A-K-A-M-U-R-A.
F: Thankyou, Ms Nakamura. And it's about the
conference next month?
: Yes, that's right.

And what’s the company name?
: It's Dallas Corporation Europe.

Sorry, could you say that again, please?
: Dallas Corporation. That's D-A-L-L-A-S.

OK, thank you. And can | have your phone
number?
H: Yes, my number is 0044 3584 751 059.
F: So, that's 0044 3584 751 059. I'll give her your
message, Ms Nakamura.
H: Thankyou very much.
F: Have anice day!
H: You too. Goodbye.

mImITmIT
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5.02

How can I help you?

I'm sorry, she’s not available right now.
Can | take a message?

Yes, can you tell her Hinata Nakamura phoned?
Can you spell your name for me, please?
And it's about the conference next month?
Sorry, could you say that again, please?
OK, thank you. And can | have your phone
number?

9 So, that’s 0044 3584 751 059.

10 I'll give her your message.
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5.03 M=Mary H=Hinata

M: Hello, Ms Nakamura?

H: Yes.

M: This is Mary Duffy, the Conference Centre
Manager at Wallace Hotel. I'm sorry, Iwasin a
meeting when you called earlier today.

H: Hello, Mrs Duffy. Thank you for calling me back.
| just wanted to talk about next month.

M: Yes, of course. The conference on the 25th and
26th January. Now, how many participants are
there going to be?

H: About120to130.

M: And how many guests are going to stay at the
hotel on the nights of the 25th and 26th?

H: Between forty-eight and fifty-five. | don’t have
the exact number, but | will confirm on Friday.

M: Thank you. Can you send me the list of
participants and the names of the hotel guests on
Friday?

H: Certainly. I'llsend all the details by email on
Friday morning. Does the conference room have a
data projector, screen and sound system?

M: Yes, all the equipment you need is in the room.
H: Are we going to have some help with the
equipment?

M: Yes, there’ll be an assistant from our team in
the room with you. Don’t worry, I'm sure she’ll help
you.

H: Ohgood. You see, it's the first time I'm
organising this event and | want everything to be
perfect.

M: | understand. We will do our very best for you.
What time do you want to have the breaks and
lunch?

H: Well, we're going to start at nine. So, let’s see ...
I think we’ll have a break at 11 for tea and coffee.
Then the buffet lunch at 1 p.m. and then another
break at about 3.30.

M: OK, now there’s going to be another big event
at the conference centre that day. I'll just check that
the break times are different ..... Yes, that’s fine.

H: Thankyou! And | won't forget to send the list of
names and final numbers on Friday morning.

M: Bye for now, Ms Nakamura. | look forward to
hearing from you.

5.04
1

Would you like to join us for dinner?

2 Doyouwantto see the factory?

3 Thankyou very much. That would be nice.

4 Thanks!I'd love to.

5 Iwould like tojoin you, but | have a meeting.

6 Thanks for the invitation, but I'm not free today.
7 I'mvery sorry, butI'm not available today.

8 Doyouwanttojoin us for coffee?

6.01

1 Gasand electricity are two common types of
energy.

2 Theairin this city is full of pollution.

3 Many people are buying electric cars today.

4 Theland, water and air that people, animals
and plants live in is the environment.

5 Allmachines need to use power, usually
electricity.

6 Digital technology is changing how we live and
work.

7 Werecycle paper in our office. It's good for the
environment.

8 Thereisa lot of plasticin the sea and it’s bad for
marine life.

6.02 mM=Marek C=Customer

M: Customer Service, Marek speaking. How can |
help you?

C: Good morning.I'm calling from Patterson’s
Limited. There’s a problem with the laptops you
delivered yesterday. You sent the wrong model.
M: I'm sorry to hear that. Can | have your order
number, please?

C: VYes, it's FT90087.

M: That's FT90087. | see you ordered fourteen of
the CR673 laptops.

C: Yes, that'sright, but we received the wrong
model. These are the CR653 model.

M: I'm very sorry about the mistake. We’ll change
those for you. OK, can | just check your delivery
address?

C: Ves, it's our office near Manchester airport.
That’s Patterson’s Limited, 13 Northport Road,
Manchester M19 5LH. When will you deliver them?
M: It might take three to four days.

C: Ohno!We need them as soon as possible. We
have a lot of work here.

M: | understand this is important for you.

C: Isthere anything you can do aboutit?

M: | don't know. I'll talk to my manager. One
moment, please. OK. | can send them express
delivery. They’ll arrive within two days. You can
return the other computers to the delivery driver.
C: Thankyou!

M: Can | help you with anything else?

C: No, thank you for your help.

M: You're very welcome. Goodbye.

7.01 M=Misako K=Karim

M: What do you think of your new laptop, Karim?
K: Idon'tknow. It’s not as fast as | expected. It's
got a larger memory than my old one, but it feels
slower. It's got a really good battery, though, and
it’sreally light. | can carry it anywhere.

M: | know. It’s so light! But for me, the main thing
is the battery - it lasts for a really long time. | know
what you mean about the memory. It takes a long
time to open some video files. | don't think it’s that
large.

K: You're right, Misako. And | don’t know about
the security software. Waiwex says it has more
advanced security software and should be more
secure than older models, but | got a virusin the
first week of using it.

M: Really? | think it's much more secure than my
old one. It was probably your fault, Karim.

K: Well, only two years until the company gives us
new ones again!

7.02 E=Ellie T=Tom

E: Hi, Tom. Thanks for your email on the
recruitment companies.

T: No problem. So which agency do we want

to use? We're recruiting for two jobs at the
Manchester office and one in London.

E: I'mnotsure. All Recruit has a London office, and
Jones doesn't. Is that a problem?

T: Idon‘tthinkso, Jones is bigger. And they have
offices near London.

E: Yes, that's true. But | can see that All Recruit
offers a six-month guarantee on candidates.

T: Yes, that means, if the candidate leaves the
company in the first six months, All Recruit will not
charge us any fees. Jones only offers a three-month
guarantee.

E: Right, and it says here All Recruit do
background checks on candidates as well - does
that mean a check on job history and their use of
social media, that kind of thing?

T: That's correct, although Jones can also do that.
E: AR, Yes, | can see that. But All Recruit also searches
for candidates on professional networking sites ...

T: ...Yes, that would be useful.

E: ..andthen do candidate interviews with their
expert consultants. So they will do everything for
us and probably find the right people.

T: Yes, they will. The problem might be the cost.

E: Hmm. Good point. So, All Recruit charges a fee
of 10-15 percent of the candidates first-year salary.



So, that’s around 3,000 on a 30,000 salary. That
could be expensive, you're right.

T: Well, the alternative is Jones. They charge

a fixed fee of £399 for their standard service. It
includes advertising and selection of CVs, but
obviously no interview for that fee. They can do
background checks for an additional fee.

E: OK.Maybe we just need the agency to advertise
the job, check the candidate’s background and
then give us a list of ten candidates. We can do the
interviews. I'd like to meet the candidates anyway.
T: Yes, exactly. But first, we need to know Jones’
fee for background checks. I'll phone them now.

E: Great. If Jones are cheaper then All Recruit
overall, let’s use them.

T: OK, that sounds good. I'll let you know what
they say.

8.01 E=Elsa D=Dan

D: Hello, Elsa. I'm just phoning about your email.
How did the video interviews go?

E: Very well. A few technical problems at first with
the video and sound quality as usual.

D: Yes, it's always the same.

E: The good newsis, | have three excellent
candidates for you to meet.

D: Sounds great! Tell me about them.

E: Well, first there’s Vicki Grant. My impression

of Vicki is she’s very friendly and has good
communication skills. She has all the essential
skills, with three years’ experience in sales and she
manages a team of twelve staff.

D: Does she workin the chemical industry?

E: No, but she works in a related industry -
pharmaceuticals. And she has a chemistry degree.
D: Achemistry degree! That's a useful qualification
for the job.

E: Yes, | know. She doesn’t speak German, but
she’s studied French and speaks it well and says
she’s happy to study German.

D: That's good to know.

E: Next there’s Sam Gowan. My impression of Sam
is he knows a lot about our company and products
and he has good language skills. He also has three
years' experience in sales and manages a team of
eight staff.

D: Where does he work?

E: Forasmaller company in ourindustry called,
Centrin. Have you ever heard of them?

D: No, | haven't.

E: He hasabusiness degree. He’s worked in
Germany and he says his German is excellent.

D: Ah, that's interesting. We work a lot with
Germany.

E: And finally, the third candidate. His name’s Isaac
Lange. My impression is he’s a good team worker
and he has a friendly personality. He playsin a
football team at weekends, so you have something
in common.

D: Yes, we do!

E: He has more experience than Vicki and Sam

- five years in sales - and he manages a bigger
team of staff - twenty people. He works for a

paint manufacturer, so it’s a related industry. He’s
travelled a lot in Europe for work but says his
German is basic. No university qualification.

D: That's no problem, itisn’t essential for the

job. The right experience and personality is more
important to me.

E: Yes, |lagree.

D: Well done, Elsa! It'll be difficult to choose the
candidate. Can you contact them and arrange the
interviews for next week? Tuesday morning is the
best time for me.

E: Yes, OK.I'lldo that, and I'll send you their full
curriculums.

D: Thanks, I'd like to read them. And can you do
the interviews with me? Two heads are better than
one.

E: Certainly! I'll email you the details. Bye for now.
D: Cheers. Bye!

P1.05
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addresses misses spaces watches
P2.09

1 |have cheese sandwiches for lunch.

This is the agenda for the March conference.
We have ten regional centres in China.

Each budget meeting is difficult.

Digital projects are never cheap.

P3.09

1 |havean urgentreport to write for Thursday.
2 Complete a short survey about your last
purchase.

3 | bought this purse from an online store.

4 She does research and calls clients every
morning.

5 Doyou prefer to walk to work?

6 Furniture is one of their most important
exports.

nunhwhN

Audioscripts |

P4.06

1 Things are going well and the business is growing.
2 ldon’tthink the advertising is winning new
clients.

3 They're emptying the bins and cleaning during
the break.

4 There’sno blackinkinitsoit’s printing in blue
and pink.

5 We're booking our spring holidays this evening.
6 Thelinkisn't working because you're putting in
the wrong PIN.

P5.10

1 We would both like to thank you for the
invitation.

2 | have other plans for Thursday, the tenth.

3 Arethere any delivery charges within the EU?
4 Because of the weather most flights are
cancelled this morning.

5 We have more than three thousand customers
in the north.

6 The Smith brothers opened that clothes shop in
1935.

P6.08

1 No chemicals are used to produce fruit here.

2 Our popular T-shirts always look cool on you.
3 Thisshampooisn’t sold through supermarkets.
4 The good news is that we’ll move to a bigger
room soon.

5 Ask the woman at the reception to make a
booking for two nights.

6 We might lose sales in the future due to the
distribution problems.

P7.04

1 Video files open slowly on this computer.

2 How long does the mobile site of the hotel take
to load?

3 They sold the house at a discount of ten
thousand pounds.

4 There’s no progress without a good plan.

5 We chose new posters and brochures for the
show.

6 Thesound quality is so low that you can’t
understand announcements.

P8.06

1 She was very calm at the interview.

He knew a lot about our company.

Can we talk about your experience?

| didn’t get the right answer.

You have the wrong information.

It took several hours to interview everyone.
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