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Answer key

Unit 1
Vocabulary
1 1 think outside the box    

2 team player 
3 communication skills   
4 critical thinking   
5 determination    6 set goals    
7 can-do attitude    8 integrity

2 1 independent    2 passionate 
3 confi dence    4 motivation 
5  resourceful    6 adaptability

3 1 dependable    2 fl exible
3 independence    4 enthusiasm
5 honest    6 ambition

Grammar
1

Problem Advice or suggestion
1 My computer skills 

are not very good.
You ought to go on 
a course.

2 I don’t fi nd my job 
very challenging.

Why not try speaking 
to your manager?

3 I really don’t earn 
enough in my 
present job.

How about looking 
for a new one?

4 I’ve got too many 
online connections.

You shouldn’t 
accept everybody.

5 My new job starts 
in three months.

Why don’t you go 
travelling until then?

6 It takes me two 
hours to get to 
work.

You could apply 
for a transfer to 
another branch.

7 I get so nervous 
before interviews.

You should try 
thinking about 
something 
completely diff erent.

2 1 c   2 f   3 a   4 g    

5 d   6 b   7 e

3 1 a   2 e   3 h   4 d   
5 g   6 c    7 b   8 f

Reading
1 1 F    2 F    3 DS    4 T    5 DS    6 T

2 1 sets the goals    2 harder    
3 at the bottom    4 determined 
5 can-do attitude    6 stand out

3 a honest

Functional language
1 1 Do you know it?

2  How long were you in Abingdon 
for?

3 How long did you stay?
4 Where did you live exactly?
5 What did you do there?
6 Which places did you visit?
7 What did you like about it?

2 1 b    2 c    3 b

3 1 minute    2 appreciate    
3 exciting    4 questions    
5 explain    6 detail    7 call

Writing
A Harry’s email is formal. Emily’s is

informal.

B 1 Dear
2 I would like to introduce myself
3 Please feel free
4 I very much look forward to
5 Kind regards
6 I’m Emily Jones and
7 I was a
8 Perhaps we can meet up
9 Best wishes

2 See Exercise 1A for model answers.

Unit 2
Vocabulary
1 1  The tertiary industry sector

includes education, public 
transport and fi nancial services 
among others.

2  The transportation automotive
industry is a diffi  cult sector at 
the moment as fewer people 
are buying new cars.

3 I work in manufacturing retail. 
I manage a large supermarket 
outside Warsaw.

4 The largest part of the 
Australian economy is the 
automotive service sector, with 
tourism growing year on year.

5 The oil manufacturing industry 
is in decline in our country 
because it is cheaper to make 
goods abroad.

6 With so many goods moving 
around the world, companies 
in fi shing transportation have 
great opportunities.

2 1 oil drilling    2 agriculture    
3 metal extraction    4 cruise lines 
5 health care    6 raw materials  
7 construction    8 insurance

3 1 c (bank doesn’t relate to tourism)
2 b  (wine producing doesn’t relate 

to extraction of raw material)
3 d  (farm doesn’t relate to 

manufacturing)
4 b (factory doesn’t relate to retail)
5 c (robotics isn’t a primary sector)
6 a   (chemical plant doesn’t relate

to fi nance)
a 6    b 4    c 5    d 3    e 2    f 1

Grammar
1 1 b    2 h    3 a    4 f    5 c    6 g    

7 d    8 e

2 1 was talking    2 gave    3 joined 
4 was working    5 went    6 had 
7 were discussing    8 checked

3 1 When    2 was having    3 While   
4  was listening    5 was driving   
6 sent    7 While    8 called back   
9  wanted    10 saw

Listening
1 1 wind    2 on the land 

3 economical    4 a lot of    
5 cheaper    6 90 kph

2 1 F    2 T    3 T    4 F    5 T    6 F

3 1 energy    2 onshore / on the land    
3 companies    4 windy 
5 Effi  ciency    6 strong    7 France 

Functional language
1  1 ahead    2 continue    3 saying    

4 interrupt    5 as    6 Excuse    
7 thing    8 say    9 something    
10 making    11 fi nish    12 speak     

A 1 Lalaurette    2 Sales department
3 G1964    4 451 644 753    
5 time to speak    6 lunchtime

B   1 This is    2 spell 
3 This is a message    4 contact
5 Could you    6 mobile    
7 my number    8 send    
9 get back to    10 look forward

Writing
A 1 pricing    2 slogan    

3 May 31st    4 Organise      
5 Kathy    6 Book venue      
7 April 30th    8 Invite      
9 Leona    10 June 10th

B Yes: 1, 4, 5 
No: 2, 3

2  Model answer
Dear colleagues,
We had a management meeting 
yesterday and decided to celebrate 
our tenth anniversary with a staff  
‘family and friends day’. The party 
will be on August 25th and before 
that we have a lot to do. Action 
points were agreed as follows:

We will be having a team meeting 
next week to go through the 
details.
Best wishes,

Unit 3
Vocabulary
1 1 d    2 c    3 a    4 f     5 e    6 b

2 1 schedule    2 Anticipate     
3 milestones     4 budget    
5 Setbacks    6 risk    7 register    
8 manager

3 1 construction    2 addition 
3 attachment    4 investigated 
5 solution    
6 identity / identifi cation    
7 moving    8 management

Grammar
1 1 oldest    2 expensive    3 higher 

4 longer    5 most spectacular 
6 scariest    7 tallest 
8 most amazing

1

2

1

Book venue
Plan day
Book music
Send invitations
Organise food

Carla and Pierre
Belinda and Salvador
Felipe
Anna-Maria
Sally and David

by June 30th
by July 15th
by July 21st
by July 30th
by August 10th
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2 1 most beautiful 
2 busiest
3 longer
4 high
5 most expensive 
6 biggest 
7  heaviest
8  most complex

Reading
1 1 £14.8 billion    2 2009    3 2018 

4 45 minutes    5 200 million 
6 42 km    7 1,500 passengers 
8 10 percent / 10%    9 55,000    
10 75,000  

2 1 c    2 c    3 c    4 b    5 a    6 a

Functional language
1 1 bring me up to speed 

2 no room for manoeuvre 
3 can’t compromise
4 My hands are tied
5 can certainly do that
6 You need to meet
7 leave it with me

2 1 doing    2 happening    3 latest 
4 Where    5 update    6 fi nish 
7 impediment    8 follow

Writing
1 1 b    2 a    3 d    4 c    5 f    6 e

2  Model answer
Dear Jason,
I hope you are well. It was good to 
catch up last Thursday at the project 
meeting. By the way, I know you’re 
busy, but I need your help with 
a presentation to HR next week. 
Could you let me have the following 
information? 
I’d like to know if the third phase of 
the China project is now complete. 
If not, what date do you have for 
completion? Is Emilia now working 
on the project? I’d appreciate it if 
you could give me her starting date. 
Sorry to ask so many questions! 
Would you mind sending me the 
latest schedule for the project? 
Would it be possible to have this 
information by tomorrow?
I’d also like to request a meeting 
with the customer in Hong Kong in 
April. I’d therefore be grateful if you 
could contact him and arrange it. 
Thanks in advance.
Kind regards,

Unit 4
Vocabulary
1 1 marketing strategy

2 product customisation 
3 target territories 
4 consumer brands 
5 local preferences 
6 luxury goods

2 1 prefer    2 produced    3 standard    
4 preferences    5 customisation 
6 adaptable

3 1 appealing    2 consumers 
3 production    4 customised 
5 specialises    6 growth    7 target

Grammar
1 1 was launched    2 runs 

3 was built    4 are made 
5 recommended    6 were given 
7 were diverted    8 is thought

2 1 are connected    2 was founded 
3 grew    4 was bought    
5 were merged    6 say    
7 translates    8 are booked

3 1 was the company founded?
2 grew    3 were they bought
4 paid    5 were they merged
6 are its webpages translated 

Listening
1 1 a    2 b

2 1 T    2 T    3 F    4 T    5 T    6 F    
7 T    8 F

3 1 salesman (called Herman Lay) 
2 1961    3 PepsiCo     
4 the UK and Ireland    5 logo 
6 fl avour    7  social media 
8 young    9 brand    10 strategy

Functional language
1 1 move    2 good    3 moment 

4 reminds    5  plenty    6 come 
7 forget    8 should

2 1 not sure I agree / afraid I disagree 
2 afraid I disagree / not sure I agree    
3  right    4 should    
5 don’t agree with 
6 Why don’t we    7 Good idea 
8 not a bad idea    9 How about if

Writing
1 1 d    2 f    3 c    4 a

5 g    6 e    7 b

2 Model answer
Dear Sirs,
We are writing to you to confi rm 
your order number IX765 for 80 
model PWB2 desk lamps, which we 
received last week.
As agreed on the telephone when we 
talked about your order, I confi rm we 
will deliver the goods on 5th May 
to your Perth offi  ce at a price of $40 
per unit. We discussed a discount of 
20 percent providing you order 80 
or more and you will be pleased to 
know that this is included in the fi nal 
price of $3,200. 
As a new customer, your payment 
terms are 30 days after the invoice 
date and we enclose full terms and 
conditions for your records. I also 
enclose a new catalogue. The
delivery address is BRF, 12, Tristram 
Street, Perth. 
We thank you for your business and 
look forward to working with you. If 
you have any queries, please do not 
hesitate to contact us.
Yours faithfully,

Unit 5
Vocabulary
1 1 disrupt    2 magical    3 choice 

4 customise    5 interacting 
6 place    7 swipe    8 automated

2 1 stylish    2 top-of-the-range    
3 dependable    4 classic    
5 unique    6  well designed

3 1 classic, unique    
2 stylish, innovative    
3  top-of-the-range, well designed,  

advanced 
4 user-friendly, dependable 

Grammar
1 1  I have just ordered a new 

smartphone.
2 We have already interviewed 

three candidates.
3 Have you had lunch yet?
4 I have already booked my ticket.
5 Have you found a solution yet?
6 I started two hours ago but 

I haven’t fi nished yet.
7 I am afraid we have already 

discussed that point.
8 I am sorry but she has just left.

2 1 d    2 e    3 g    4 b    5 h    6 a 
7 f    8 c

3 1 yet, just    2 already    3 yet

Listening
1 1 b    2 c    3 b    4 c    5 c    6 c     

7 b    8 a

2 1 luxury    2 safely    3 dependable
4 bad    5 assurance    6 standard
7 solutions    8 meal

Functional language
1 1 mean    2 get    3 Is    4 do

5 take    6 think    7 Tell    8 is/’s

2 1 measures    2 weighs    3 means 
4 in    5 of    6 means    7 with    
8 lets

Writing
A  1 chose    2 said    3 decided 

4 What    5 impressed 
6 particularly    7 downside 
8 Another    9 thing

B reasons for buying: good price, 
good reviews
Good points: size, lights, sound 
quality
Bad points: battery life, case,  
instructions, technical issues
Conclusion: two-star rating

2  Model answer
I decided to buy a tablet to watch 
fi lms when travelling. My colleague 
had one like this and I also read a 
lot of reviews before choosing this 
one. The price is very good, at least 
25 percent cheaper than other 
brands. It seems good value for 
money. I was impressed by the size 
of the screen, and it is very easy 
to use. Another good thing is the 
graphics which are very clear. 

1

Answer Key
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I have used it a lot and am 
reasonably happy.
However, there are one or two 
negatives. One of the things I don’t 
like is the volume. It is not very loud, 
even when I wear headphones. 
Another problem is the battery life, 
which is only three hours. Also, the 
screen gets dirty very easily!
In conclusion, I think I should have 
bought a more expensive tablet. 
I can only give this product three 
stars.

Unit 6
Vocabulary
1 1 issued    2 handle    3 pose

4 hold    5 fi tted    6 record

2 1 high-visibility clothing    
2 steel toe-cap boots    
3 ear defenders 
4 cut-resistant gloves    
5 face mask    
6 hard hat    
7 goggles

3 1 hurt    2 slipped    3 fell    4 cut 
5 dropped    6 broke    7 hit 
8 damaged    9 bleed    10 injured

Grammar
1 1 g    2 h    3 a    4 f    5 c    6 e    

7 b    8 d

2 1 must    2 mustn’t    3 mustn’t 
4 have to    5 must    6 don’t have to    
7 needs to    8 has to    9 must    
10 don’t need to

3 1 don’t have to    2  didn’t need to    
3 mustn’t    4 has to    5 have to 
6 had to

Reading
1 1 D    2 A    3 E    4 C    5 B

2 1 workers    2 their families 
3 police    4 Hackers    
5 their employees    6 careers

3 1 steal    2 leave    3 robbery 
4 equipment    5 private   
6 prisons    7 monitor    8 fraud

Functional language
1 1 It’s great that you

2 I understand that
3 it’s a question of
4 we really appreciate all
5 My position is
6 we can’t agree unless
7 needs signing
8 has to be

2 2 k    3 e    4 a    5 h    6 b    7 g    
8 i    9 f    10 d    11 j

Writing
1 DOs

Report any faulty equipment to 
your manager.
Follow safety instructions carefully.
You must wear your name badge 
at all times.

DON’Ts
No one is permitted to use technical 
equipment without training.
You are not allowed to eat while 
working.
Don’t remove company property. 
WARNINGS
Watch out for wet fl oors. 
Be careful not to damage company 
equipment.

2 Model answer
 GENERAL INSTRUCTIONS FOR 
HEALTH, SAFETY AND FITNESS AT 
WORK
Health
•  Don’t come to work if you’re ill. 

You must stay at home until you 
feel better.

•  Beware of fl u. Wash your hands 
regularly to help avoid bacteria.

•  No one is permitted to use the 
air conditioning in the winter as 
the air spreads illness.

Safety
•  Make sure you sit at the correct 

height when you are using your 
monitor.

•  You’re not allowed to repair 
company equipment yourself. 
Report any problems to IT – call 
4343 to log a maintenance 
request.

Fitness
•  Try the healthy restaurant 

options.
• Take the stairs instead of the lift. 
•  Go for a walk at lunchtime if you 

can’t exercise.
•  Make use of the company’s 

private healthcare. Don’t 
forget to book your annual 
appointment with the nurse.

Unit 7
Vocabulary
1 1 boarding    2 ‘no-frills’

3 class    4 premium    5 attention 
6 treatment    

2 1 satisfi ed    2 helpful    3 anxious 
4 assistance    5  demanding 
6 requested    7 apologised 
8 empathy    9 handled 
10 confi dent

3 1  The passenger was probably 
anxious about take-off .

2 A lot of people aren’t confi dent 
about fl ying.

3 Unfortunately, nobody off ered 
assistance to the anxious 
passenger.

4 The fl ight attendant didn’t 
apologise to the passengers for 
the delay.

5 Neither of the passengers was 
satisfi ed with the service.

Grammar
1 1 c    2 f     3 e    4 b    5 d    6 a

2 1 meeting    2 losing    3 changing 
4 to realise    5 to reduce 
6 to meet up

3 1 to book    2 using    3 to write    
4 to call    5 to waste    6 to stay

Reading
1 Julia w    Roberto S

2 1 F    2 T    3 F    4 T    5 F    6 T

3 1 b    2 b    3 c    4 b

Functional language
1 1 has fi lled me in on the

2 your side of things
3 has told me about that
4 correct about that
5 I’ll go through
6 Please, understand that I see
7 we’ll come up with a 
8 Let me
9 I’m sure

2 1 The fi rst thing we need to do 
2 Our team came up with the 

idea of
3 Our team would like to push   

the idea of
4 We suggest everyone needs to
5 The thing is, it’s got to be

Writing
A 1 d    2 b    3 e    4 g    5 f    

6 c    7 a

B
Beginning Details Closing

d b, e, g f, c, a

2 Model answer
 Dear Diana,
I am writing to thank you for the 
brochure you recently designed 
for our 10th anniversary.
It was a beautiful design and we 
were very pleased with it. I wanted 
you to know how much we 
appreciated all your hard work, 
and the creativity of both you and 
your team. We would also like to 
express our appreciation for the 
patience you showed when we 
sent you those extra photos at the 
last minute! The price we agreed 
for the project was really good 
value, as we can see from the fi nal 
version. Throughout the project, 
Velleda, your designer, was really 
patient and professional.
We will certainly use your 
company again in the future 
and have already recommended 
you to other companies and our 
professional association.
Thanks again,
Bruce

Unit 8
Vocabulary
1 1 check    2 Catch up on    3 Reply 

4 internal    5 master    6 overload

1

Answer Key
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2 1 overload    2 internal    3 check 
4 catch up    5 reply    6 mastered

3 1 improve    2 engaged    3 choice    
4 concentrate    5 productive    
6 encourage

Grammar
1 1 e    2 d    3 b    4 c    5 a

2 1 f    2 d    3 a    4 e    5 c    6 b

3 1 will    2  wouldn’t    3 didn’t 
4 won’t    5 might    6 doesn’t 
7 don’t

Listening
1 1 e    2 c    3 b    4 d    5 a

2 1 a    2 b    3 c    4 c    5 b    6 c

3 1 nothing     2 make    3 way 
4 change    5 decisions 
6 employee

Functional language
1 1 understand    2 prepared    

3 ’ve agreed    4 leaves    5 mean    
6 up    7 return    8 If

2 1 bottom    2 utmost    3 high     
4 off     5 time    6 schedule     
7 priority    8 distraction

Writing
A    Introduction: 1, 5, 7, 8

Findings: 3, 6, 9
Recommendations: 2, 4, 10

B 1, 8, 5, 7 / 6, 9, 3 / 4, 2, 10

2 Model answer
Introduction
The director has asked me to 
write this report to try to identify 
potential issues working with our 
partner – the Brazilian company, 
Media Sales BR. This report looks at 
the results of a recent audit of our 
sales and technical teams. Finally, 
it will make recommendations.
Findings
It was found that only 70 percent 
of our overseas sales staff  speak 
fl uent English and none of the 
technical team speaks Portuguese. 
One of the key problems is these 
teams will need to work in these 
languages with our Brazilian 
colleagues in three months’ time. 
Recommendations
It is therefore recommended 
that we organise on-site training 
courses in English and Portuguese. 
Our aims are to train all members 
of the technical team in Portuguese 
and provide English classes for some 
overseas sales staff . 
The managers of these teams 
should have three weeks off  work 
to attend full-time, intensive 
courses. It is hoped these courses 
will be run in the US and Brazil. 
We might therefore need to 
allocate extra budget for fl ights 
and accommodation.

Pronunciation
Unit 1
1.1

3 1 ambition oOo
2 dependable oOoo
3 determination oooOo

1.2
1 1  I’m a recent graduate – I have a 

good degree. S
2 I can’t even get an interview. S
3 I don’t think there’s anything on 

my profi le that’s special.
4 How can I make myself stand 

out from the crowd? S
5 I created a website for one of 

my projects. S
6 That’s really helpful. Thank you 

so much. S
7 It was useful … maybe a bit too 

useful.
8 When I applied for six jobs, I got 

four interviews. S
9 And after four interviews, I got 

two job off ers. S
10 That’s the problem – I really 

can’t decide.

Unit 2
2.2
1 1 b renewable energy

2 b green energy
3 c future risk
4 c nightmare journey
5 b long-term transition

Unit 3
3.1
1 1 movement

2 communication
3 construction 
4 investigation
5 additional 
6 presentation
7 reasonable 
8 personal
9 happiness

10 detailed

3.2
1 1  The Grand Canal took the

longest to build.
2 The Suez Canal was more 

expensive than expected.
3 The Rhine has a width of more than

half a kilometre in some places.

4 The Suez Canal was the most 
complicated project of the three.

5 The Panama team had to work 
a lot harder than the Suez team.

6 No other artifi cial waterway is as  
long or as old as the Grand Canal.

Unit 4
4.3
1 1 manages

2 diff erences
3 businesses 
4 services
5 experiences

4.4
1 1  We want everyone to be 

involved in the conversation.
2 There’s a lack of consensus in 

this group at the moment.
3 Did you fi nd writing down your 

thoughts a good idea?
4 We should focus on ways of 

building consensus.
5 Think about group needs, 

not individual needs.
6 Everybody’s opinion is of

equal weight and is to be 
respected.

7 Well done everybody! It looks 
like everyone agrees.

8 No one in the group is more
important than anyone else.

9 We can be much more effi  cient
if we work in small groups.

10 The problem is that one or 
two people always dominate.

Unit 5
5.1
1 1 creating   

2 quality   
3 fuel   
4 dependable   
5 planned   
6 innovative 
7 ultimately
8 styles
9 accurate    

3 1 two syllables
2 two syllables
3 two syllables
4 three syllables
5 two syllables
6 three syllables
7 two syllables
8 three syllables

5.2
1 1  He’s already spent two hours in 

meetings and an hour writing 
emails. 

2 He should be testing video games 
but he hasn’t even looked at one 
today.

3 He looked for offi  ce jobs, but then 
a friend mentioned the games-
testing job. 

4 He applied for the job for a laugh, 
and was surprised when he got it.

1

movement
confi dence
applied
accountant
politician

1 Oo
2 Ooo
3 oO
4 oOo
5 ooOo

problem
journalist
career
ambitious
independence

4 fl exibility ooOoo
5 integrity oOoo
6 reliable oOoo
7 motivated Oooo
8 organised Ooo
9 passionate Ooo

10 resourcefulness oOoo
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5 When he got the job, his parents 
often asked, ‘Have you found a 
real job yet?’ 

6 After three years in his fi rst job, 
he left for a position with better 
pay.

7 When the company went out of 
business, he had to fi nd a new
job.

8 The money isn’t great, but it’s 
adequate. 

Unit 6
6.2
1 In today’s competitive retail

industry, / security systems 
have to be more subtle / and 
cost eff ective. / However, / they 
mustn't be so aggressive that it 
makes potential customers feel 
uncomfortable / and lose the shop 
sales. / Theft prevention has to 
stop thieves / but mustn't frighten 
real shoppers.  
With radio frequency ID chips, / it 
is now possible to follow items / 
and send instant alerts to security 
guards / when these are moving 
towards the door. / The retailer 
also needs to accept / that theft 
is sometimes committed by staff . 
/ The solution doesn't need to 
be expensive / or frightening for 
employees. / Staff  lockers with 
glass doors is one simple option.

6.4
1 1 dealing with confl ict

2 currently on vacation
3 see it from both sides
4 What do you suggest?
5 How do we proceed?

3 1 management team
2 review the situation
3 look at the problem

Unit 7
7.2
1 1 How can I help you, Angela?

2 I can’t hear you very well.
3 My internet connection isn’t 

working.
4 I forgot to pay my mobile phone

bill for last month.

3 1  I’ve already tried switching it off  
and back on again.

2 This is actually the third time 
I’ve raised it.

3 I can’t see a red button.
4 But I’ve already told you what 

my phone number is.

7.4
1 1 in today’s meeting 

2 another way 
3 the fi rst thing we need to do 
4 according to the manager
5 what we want to do

3 1  In today’s meeting, we’re going to 
brainstorm how to capture ideas.

2  Another way is to use your 
smartphone.

3  The fi rst thing we need to do is to 
off er a good service.

4  According to the manager, we all
have good ideas.

5 What we want to do is make sure 
that we really think through the 
issues.

Unit 8
8.2
1 1  If we held our meetings in a café, 

they’d feel less formal.
2 If she kept her offi  ce door open, 

she’d be easier to talk to.
3 If I wasn’t so busy all the time, 

I’d get more work done!
4 They’d probably get more work

done if they didn’t chat so 
much.

5 If I were CEO, I’d give everyone 
a private offi  ce.

6 You’d know your colleagues 
better if you talked to them 
more.

7 Employees would be more 
productive if they had private 
offi  ces to work in.

8 If you turned off  your phone at 
six o’clock every night, your kids 
would be happier!

8.5
1 1  I won’t be at work tomorrow, so 

I can’t help you.
2 I couldn’t understand the 

instructions and I didn’t know 
what to do.

3 The offi  ce furniture doesn’t look 
very attractive but it’ll be OK for 
another year.

4 It seems that the problem’s
been solved.

5 The order hadn’t been checked. 
6 The company’s been taken over.
7 You mustn’t forget to update 

the stock records.
8 I’d like to make some 

recommendations, if you’ve got 
time to meet. 

3 1 There haven’t, there have
2 didn’t, I’ve, couldn’t 
3 We’ve, ’s been, has not
4 ’ll be, it will

Answer Key
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