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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thoéng tin co thé
dugc phép dung nguyén ban hodn trich diung cho cac muc dich vé dao tao va
tham khao.

Moi muc dich khic mang tinh 1é€ch lac hoac st dung vé1 muc dich kinh
doanh thiéu lanh manh s& bi nghiém cam.



LOI GIOI THIEU

Trong nhiing nim gan day, nho chinh sich mo cira, Viét Nam da phat
trién quan hé hop tac trén nhiéu linh vuc véi cac nude khac trong khu vuc va
trén thé gigi. Dé gop phan vao cong cudc cong nghiép hod, hién dai hoa dat
nudc va md rong quan hé hop tac kinh té quéc té , viéc giang day va hoc tap
ngoai ngir trong cac trudng phd thong ciing nhu trong cac trudng chuyén nghiép
dang ngay cang duoc chu trong. Trudng Cao dang Thuong mai va Du lich ciing
nam trong xu thé phat trién chung d6. Viéc day ngoai ngit cho hoc sinh, sinh
vién thudc cac chuyén nganh dao tao khac nhau luén dugc Nha truong quan
tam. Bén canh cac hoc phﬁn Tiéng Anh Co Ban, hoc sinh, sinh vién con duoc
hoc cac hoc phan Tiéng Anh chuyén nganh ,giup cho hoc sinh, sinh vién c6 thé
van dung vao cong vi¢c tuong lai ciia minh sau khi ra truong.

Tuy nhién, dé giang day tiéng Anh chuyén nganh mot cach hiéu qua thi
can phai ¢ gido trinh phu hop. Vi vay, B6 mon Ngoai ngit - Trudng Cao dang
Thuong mai va Du lich da nghién ctru bién soan gido trinh Ngoai Ngit Chuyén
Nganh Thuong Mai.

Gi4o trinh duoc bién soan dua trén mot sb tai lidu Ngoai Ngit Chuyén
Nganh Thuong Mai cua cac tac gia trong va ngoai nudc theo hudng chon Iya
nhimg ndi dung quan trong va can thiét dap tng duoc cac yéu cau dit ra trong
chuong trinh dao tao ctia Nha trudng va nhu cau stir dung Tiéng Anh sau khi ra
truong ciia hoc sinh, sinh vién theo hoc chuyén nganh Ké toan doanh nghiép.

Trong qué trinh bién soan, gido trinh chac chan khong tranh khoi nhiing
thiéu sot, bat cap. BO mon Ngoai ngit rait mong nhan duoc nhiing y kién dong
gop cua cac dong nghiép va hoc sinh, sinh vién dé timg budc hoan thién gido
trinh nay trong cac lan tai ban sau.

Ngay 10 thdang 06 nam 2022
Nhom tac gia
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GIAO TRINH MON HQC
1. Tén mén hoc: Tiéng Anh Chuyén Nganh Thwong Mai
2. Ma mon hoc: MH14
3. Vi tri, tinh chat, y nghia va vai tré ciia mon hoc:
3.1. Vi tri: Tiéng Anh Chuyén Nganh Thuong Mai 1a hoc phan thudc kién thirc
chuyén mén nghé. Hoc phan nay duoc bé tri giang day trong chuong trinh dao
tao Ké toan doanh nghiép hé cao ding.
3.2. Tinh chat: Tiéng Anh Chuyén Nganh Thuong Mai 1a mén hoc quan trong
cung cap cho sinh vién nhitng kién thirc co ban vé thuong mai va giao tiép trong
kinh doanh.
3.3. Y nghia va vai tro ciia mén hoc: Mon hoc nay nhim trang bi cho nguoi
hoc nhimg kién thuc va ky nang vé tiéng Anh chuyén nganh thuong mai.
Trong mdi bai hoc déu cung cip cho nguoi hoc mot khéi lugng vé tir vung,
ngit phap, va cic k¥ nang trong giao tiép kinh doanh, nhiing thanh ngir thong
dung trong gidi kinh doanh qudc té, trén ndi dung la nhiing sinh hoat thuong
ngay ¢ mot van phong dai dién thwong mai, mot cong ty, xi nghiép. Nguoi hoc
s€ nam dugc cach viét thu thuong mai, cach thanh 1ap cac van don, ching tu,
giao tiép kinh doanh.
4. Muc tiéu ctiia mon hoc:
4.1. V@& kién thirc: Trang bi cho ngudi hoc céc kién thic vé giao tiép tiéng Anh
trong kinh doanh thuong mai, viét don xin viéc, bdo cdo cong tac, hop déng,
don ddt hang, ching tir ké toan, thu tin giao dich telex, fax va dac biét 1a cac
thong tin thuong mai nhu: quang cdo, giao vat, thong tin thi trudong, binh luén
kinh té.
4.2. V& Ki ning: Phat trién kién thirc va k¥ nang (nghe, néi, doc, viét) tiéng Anh
cho ngudi hoc trinh d6 cao dang dé giao tiép, nghién ctru, dich tai liéu chuyén
nganh ké toan doaanh nghiép. Sau khi hoan thanh mén hoc, ngudi hoc sé sir
dung thanh thao Tiéng Anh trong cac linh vuc hoat dong kinh doanh va thuong
mai qudc té; co kién thirc kinh té, kinh doanh va quan 1y can thiét dé thich ung
v6i moi truong kinh doanh quéc té; hiéu biét vé vin hod, xa hoi, kinh té, chinh
tr1 va phong tuc cua cac nudc ban ngir.

Str dung tt cac chu dé ngit phap lién quan dén: Thi hién tai don, thi hién
tai tiép dién, cac dong tir chi trang thai; Thi qua khtr don, thi qua khtr tiép dién;
Thi hién tai hoan thanh; Thi twong lai gan, thi tuong lai don,..

Nguoi hoc t6t nghiép ra trudng co thé lam viéc tai cac doanh nghiép trong
nudc, cac van phong dai di¢n, cac doanh nghi¢p co von dau tu nude ngoai, cac
t6 chtrc kinh té va tai chinh qudc té va khu vuc.

4.3. VVé ning luc tu chii va chiu trach nhiém:

C6 kha nang lam viéc theo nhom, chu dong trong cong viéc, ¢o tinh than
thai d6 nghiém tac, trung thuc dap ung yéu cau doi hoi ngay cang cao cua xa
hoi. Co pham chat chinh tri, dao dtic nghé nghiép va sac khoé tét, co kién thuc
co ban vé ngén ngit va kha nang sir dung tiéng Anh thanh thao.

Tich cuc tim toi cac tinh huéng, tai liéu trong linh vuc kinh doanh thuong
mai va dich vu dé giao tiép, hoc tap va nghién cau.



5. Noi dung ctia mon hoc:
5.1. Chwong trinh khung

Thoi gian hoc tap (gio)

] Trong do
Ma A A n So tin |z Thuwe
MH Teén mon hoc, mo dun chi TO? & Ly hz‘mh/.thl.rc Kiém
% | thuyét | tap/BT/thdo | tra
luin
I Cac mon hgc chung 20 435 157 255 23
MH1 | Chinh tri 4 75 41 29 5
MH2 | Phap luat 2 30 18 10 2
MH3 | Gido duc thé chat 2 60 5 51 4
MH4 | Gido dyc QPAN 4 75 36 35 4
MH5 | Tin hoc 3 75 15 58 2
MH6 | Tiéng Anh 5 120 42 72 6
Cac mon hgc, moé dun
I chuyén mon nganh, 87 2100 | 724 1303 73
nghé
1.1 Mobn hoc, mé dun co s | 15 225 211 0 14
MHY7 | Phan tich hoat dong KD 2 30 28 - 2
MHS8 | Phap luat kinh té 2 30 28 - 2
MH9 | Soan thao van ban 2 30 28 - 2
MH10 | Thong ké kinh doanh 2 30 28 - 2
MH11 | Tai chinh - Tién t¢ 2 30 28 - 2
MH12 | Nguyén Iy ké toan 3 45 43 - 2
MH13 '(51_?1 dung va thanh toan 2 30 28 ) 9
Mon hoc, mo dun
11.2 chuyén mon nganh, 68 1815 | 457 1303 55
ngﬁé
Tiéng Anh chuyén
MH14 nganh TM 4 60 57 3
MH15 | Thué 4 60 57 - 3
MH16 | Tai chinh doanh nghiép 4 60 57 - 3
MH17 | Ké toan doanh nghiép I 3 45 43 . 2
MH18 | Ké toan doanh nghiép II 3 45 43 . 2
MH19 | Ké toan TM - dich vu 3 45 43 - 2
MH20 gf; toan san xuat xay 3 45 43 i 9
MH21 | Ké toan HCSN 3 45 43 - 2
MH22 | Ké toan DN viravanhd | 3 45 43 - 2
MH23 | Ké toan quan tri 2 30 28 - 2




MH24

Thuc hanh Ké toan may

90

84

MH25

Thuc hanh ké khai thué

60

54

MH26

Thuc hanh tong hop 1

210

200

MH27

Thuc hanh tong hop 11

~N (NN W

210

200

MH28

Thuc tap tot nghiép

765

765

1.3

Mon hoc tw chon (chon
2 trong 4)

60

56

MH29

Thuong mai dién tr

30

28

MH30

Quan 1y chat luong dich
vu

30

28

MH31

Marketing can ban

30
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MH32

K¢ toan ngan sach xa
phuong
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30
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Tong cong
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881

1558

5.2. Chwong trinh chi tiét mén hoc
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6. Diéu

6.1. Phong hoc chuyén mon/nha xwéng:

kién thuc hién mén hoc:

- Phong hoc 1y thuyét duoc trang bi hé thong dén du anh sang

- Ban ghé cho sinh vién

- Ban ghé gido vién, bang, phan
6.2. Trang thiet bi may moc:

- May chiéu, may tinh, loa




6.3. Hoc liéu, dung cu, nguyén vat li¢u:
- Giang vién st dung gido trinh dung chung va tham khdao céc tai licu

giang day khac hd trg bai giang
6.4. Cac diéu kién khac: Khong
7. N§i dung va phwong phap, danh gia:
7.1. N§i dung:
1.1. Kién thuc: Mdi bai déu cang ¢b cho nguoi hoc kién thirc ngix phép, tir vung,
mau cau thong dung trong tinh huéng giao tiép thuvong mai bang Tiéng Anh.
1.2. K¥ nang: Nguoi hoc tiép tuc rén luyén cac k¥ ning nghe ,noi, doc , viét, van
dung cac k¥ nang trong giao tiép nhu thuyét trinh, phan tich, hoat dong nhém.. .
1.3. Vé nang luc tu chu va trach nhiém: Nguoi hoc c6 thai do nghiém tuc khi
nghién ctrtU mon hoc, tich cuc, chu dong, sang tao trong hoc tap.
7.2. Phuwong phap:

Viéc danh gia két qua hoc tap cia nguoi hoc dugc thuc hién theo quy dinh
tai Thong tu 04/2022/TT-BLDTBXH ngay 30 thang 3 nam 2022 cua B¢ Lao
dong - Thuong binh va Xa hoi;

STT Phwong phap Hinh thirc
1 | Kiém tra thuong xuyén Tu ludn
2 | Kiém tra dinh ky Tu luan
3 | Thi két thic mon hoc Tu luan

8. Hwong din vé phwong phap giang day, hoc tdp mén hoc:

8.1.1. Poi véi ngwoi day: Khi giang day mon hoc nay can két hop gitra giang
day 1y thuyét v6i huéng dan sir dung phuong phéap day hoc tich cuc, ting cuong
phat van, kiém tra danh gia két qua hoc tap.

8.2.2. Poi véi ngwoi hoc: Phai co gido trinh va tai liéu tham khao, tich cuc
chuan bj bai, lam bai day du trude khi dén 16p, thuong xuyén thao luan.

9. Tai liéu tham khdo:

(1) (Gido trinh bat budc): Gido trinh ndi bd - Ngoai ngit chuyén nganh Thuong
Mai, Truong Cao dang Thuong mai & Du lich, 2019.

(2) Business Basics (David Grant and Robert McLarty).

(3) English for Sales and Purchasing (Lothar Gutjahr/ Sean Mahoney).



UNIT 1: INTRODUCTION

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Have a solid grasp of vocabulary related to professions, nationalities, and
proficient pronunciation of those words.
Use verb "to be" grammar rules effectively, as well as the usage of the
indefinite articles "a" and "an.
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 1) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials.
+ Participate in the full duration of the course
+ Serious in the learning process.
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 1
2.1. STARTING UP

A. Listen to four businesspeople. Match the speakers to their business cards
B. Listen again and complete the introductions. Use the words from the box
Good morning. My............... Erika Schulz. I’'m a product manager from
Germany. [’m in marketing.
Hello. I’'m Nikolai Ivanov. I’'m from Russia. .............. an accountant.
Hi. I'm Bo Cheng............. China. I’'m a university student.
Hi. I’'m from Argentina. I’m a senior manager. .......... name’s Eva Rosado.
C. Talk about yourself
Hello. I'm from ...

2.2. VOCABULARY 1: Job titles
accountant
cashier
sales assistant
engineer
telephone operator
receptionist
A. Write the words from the box under the correct heading

accountant  finance marketing manager
technician engineer cashier production
director doctor telephone operator

human resources receptionist lawyer

sales assistant personal assistant (PA)
B. Work in pairs. Talk about your job or studies

I’m a technician. / I’m a student. / I’m in finance.

2.3. VOCABULARY 2: Nationalities

Country Nationality Country Nationality
-an - ish
Brazil Brazilian Poland Polish
Germany German Spain Spanish
Italy Italian Sweden Swedish
Russia Russian Turkey Turkish
- ese Others
Japan Japanese France French
China Chinese Greece Greek
the US British
the UK American




B. Work in pairs. Student A: turn to page 136. Student B: turn to page 143.
Ask and answer questions about the nationality of the companies

A Is Sony Japanese? B Yes, itis
B Is Givenchy Swedish? A No, it isn’t. It’s French
Student A Student B
Ask about: Ask about:
Sony Givenchy
Volvo Zara
Gucci Aeroflot
Michelin Siemens
McDonald’s Olympic Airways

C. Think of three companies you know. Give their nationalities

2.4. READING: Meet Phil Knight
What do you know about this man?
He is the founder and CEO of Nike
A. Read the article. Then complete the chart

Phil Knight

Age 65

Nationality American

Family Married — 2 sons and 1 daughter
Job Founder and CEO of Nike

Type of Sports and Fitness company
company

Interests Asia, especially Japan

C. Ask and answer questions about Phil Knight and his office
A: Is Phil Knight American? B: Yes, he is
A: Is his wife’s name Sandra? B: No, it isn’t

2.5. LANGUAGE FOCUS 1: To be
Use: We often use the verb to be to describe people
Phil Knight is head of Nike. He is American. He is married



Form:
(+)S+am/is/are + C
Eg: She is an accountant.
(-) S+am/is/are + not+C
Eg: | am not Japanese.
(?) Wh+am/is/are +S + (C)?
Am/Is/Are + S + C?
--->Yes, S+am/is/ are
--->No, S + am/ is/ are + not
A. Complete the information about Ingrid with short forms of the verb to be
My name........... (1) Ingrid. I ........ (2) a graphic designer. I....... (3) German,
and I.....(4) from Munich. I.....(5) married with two children. They ..... (6) both
in high school. Their school..... (7) near my office. My husband ..... (8) an
engineer. We..... (9) interested in travel and the cinema. My sister .....(10) an
accountant.
B. Listen and check your answers
C. Complete the chart about yourself. Then introduce yourself to a partner

Name o 4. Nationality
Job I'ma(n)... . 5. Interests
City I'm from... . 6. Favourite sports

D. Complete the sentences with negative forms of to be

I.I’m Russian, but ........... from Moscow.

2. They are Japanese, but ................ from Tokyo.

3. He’s German, but ............. from Munich.

4. ’m in sales, but .............. the manager.

5.You’rein Poland, but ............... in Warsaw.

6. Her name is Sophia, but ................. Italian.

E. Match the questions and answers about Sergio

1. Are you Spanish? A) No, I'm a financial analyst.
2. Are you a sales manager? B) No, she’s Polish.

3. Are you married? C) No, I'm Italian.

4. Is your wife a manager? D) No, she’s a lawyer.

5. Is she Italian? E) Yes, [ am. That’s a picture of my wife.

F. Work in pairs. Ask and answer questions from exercise A about Ingrid

2.6. LANGUAGE FOCUS 2
*a/an with jobs; wh — questions
We use a before words beginning with a consonant sound. Eg: a receptionist




+ We use an before words beginning with a vowel sound. Eg: an astronaut
+ We do not use a or an with plural nouns. Eg: They are architects
We use question words such as what, who and where to ask for in formation
Eg: What’s your job? I’m a lawyer.
Who’s your boss? He’s Peter.
Where are you from? / Where’s he from?
What’s your job? I’m an engineer.

A. Write the jobs from the box under the correct heading

trainee accountant executive optician lawyer analyst  director
architect manager consultant engineer doctor pilot
A An

Trainee Accountant

lawyer analyst

consultant executive

director optician

doctor engineer

pilot architect

manager

B. Work in pairs. Talk about your job and the jobs of your family and friends
I’m a sales manager. My husband / wife /partner / is a doctor.
My brother is an engineer. My sister is a housewife. My friend is an architect.

2.7. LISTENING: Talking about yourself
Three people talk about their jobs. Listen and complete the chart

Pierre Olga Anna

1.What is her job? An architect | An A lawyer
engineer

2. Where is he or she Switzerland Russia Polish
from?
3. Where is his or her Zurich Moscow | Poznan
office?
4.Who is his or her boss? | Irene Eugenia Alex




2.8. SKILLS: Introducing yourself and others

A. 1.4. Listen to three conversations. Mark each statement true or false
Conversation one

1.Patrick is a sales assistant. T

2.Diana Vincent is a sales manager. F
Conversation two

3. Hiroshi Ito is Mayumi’s assistant. F

4. Dan Marshall is in finance. F

Conversation three
5.Jimmy is pleased to meet Dave. T
6. Business is good. F
B. 1.4. Listen again and complete the conversations. Use words from the
Useful language box
From conversation one

A: Hello...... I’m.....(1)Patrick Keller. ’'m.......... (2) the new sales assistant

B: Oh, Hello...... Pleased.......... (3) to meet you. I’'m Diana Vincent.
From conversation two

A: Good morning. My name’s............ (4) Hiroshi Ito. This......... (5)is

Mayumi Nitta, my assistant.

B: Nice to ...meet......... (6) you both. I’'m Dan Marshall from Marketing.
From conversation three

A: Hello, Jimmy.

B: Hi, Dave.

A:...... Good...... (7) to see you again.

B: You, too. How’s bussiness........................ (8)?

A: Not too good.
B: Oh, really? Sorry to hear that. What’s the problem?

2.9. CASE STUDY

Offering a drink Replying
Would you like a drink? Thanks very much. I’d love one.
How about a coffee? Yes, please / No, thanks

Another drink?

Saying good bye
See you later Good bye. See you soon
Nice talking to you



UNIT 2 : WORK AND LEISURE

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary related to days, months, years and leisure activities.
Present simple tense grammar and adverbs of frequency effectively.
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 2) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 2
2.1. STARTING UP

A. 2.1. What do people want from work? Listen to four people. Make three
word partnerships they use from the words in each box

1. high colleagues
long salary
helpful holidays

2. friendly office
travel opportunities
large boss

B. Match some word partnerships from exercise A to their meaning 1 to 6
1. A lot of money high salary

2. A lot of time away from work long holidays

3. Good people to work with travel oppportunities

4. The chance to go to different places on business travel oppotunities

5. Move quickly to a higher position at work fast promotion

6. You can change the times when you start and finish work flexible hours

C. What do you want from work? Use the word partnerships from Exercise
A and make a list. Work in pairs. Compare your lists and choose the five
most important things

2.2. VOCABULARY 1: Days, months, dates

Say the days of the week
A. Put the days of the week in order. Which days are “the weekend”?
Friday Thursday
Sunday Saturday
Monday Wednesday
Tuesday

B. Write the months of the year under the correct seasons

Spring Summer Autumn Winter
February May August November
March June September December
April July October January

C. Complete the time phrases with in, at or on. Then write the phrases
under the correct preposition

1. at night 6. on Tuesday evening

2. in the autumn 7.1nJune



3. on 15" May 8. at New Year
4. on Thursday 9. at the weekend
5. in the afternoon
D. Complete the sentences with in, at or on
1. We have a lot of big orders in March.
2. The office closes for three days at New Year.
3. There is an important meeting on 15" June.
4. The CEOQ visits our brand in the summer.
5. We deliver large goods on Monday afternoons.
E. Work in pairs. When are you busy during the day, week and year? What
are the quiet times? Ask your partner
Eg: A: When are you busy during the day?
B: I’'m very busy in the morning. What are the quiet times for you?
A Business is quiet in the summer. Which days are you busy during the week?
B: I’'m always busy on Mondays.

2.3. READING: Describing your routine
Michael Dell’s working day

New words

chairman (n) corporation (n)
customer (n) organization (n)
own (V) overseas (adv)
to make plan (v) trip (n)

to go biking (V)

A. What time does Michael Dell:

1. get up?

He gets up at 5:00 am

2. do exercises?

He does exercises at 6:00 am

3. arrive at his office?

He arrives at his office at 8:00 am

4. leave the office?

He leaves the office at about 6:15 pm

B. Mark each statement true or false

1. Michael Dell makes three trips to Asia each year. F
2. He lives in Europe. F

3. He has four children. T

4. His wife has a shop in Austin, Texas. T



5. He has dinner with customers. F

6. He works on his computer in the evening. T

C. Match the words in each box to make word partnerships
1.go a) football

2. play b) exercise
3.do C) running
4. travel a) time

5. meet b) customers
6. spend C) overseas

2.4. LANGUAGE FOCUS 1: Present simple
- We use present simple to talk about habits and work routines
Eg: | travel overseas.
He reads stories to his children.

Does he talk to customers? Yes, he does / No, he doesn’t.

We don’t drive to work.

She has a good job.
A. Complete the article about Romani’s working day. Use the verbs from the box
Giorgio Armani wakes (1) up at 7 a.m. He goes (2) to the gym and spends (3) an
hour there . He has (4) breakfast and then goes (5) to the office with his
bodyguard. He has pasta and a salad for lunch and then he sleeps (6) for 10
minutes.
He works (7) until 8 p.m on design and administration. He travels (8) every two
months-to the US, Russia or other parts of Europe. On his way home from the
office, he often stops (9) for a drink at Nobu. At weekends he goes to his villa.
B. Complete the information about Patrick Ross. Use the correct form of
the verbs in brackets

I’m Patrick Rossand I ................. 1 (work) for an American securities
company in Tokyo. I ............ 2(live) near Shibuya, and I................. 3
(travel) to work by subway. My wife is Japanese. She .................. 4 (work)
part-time for a Japanese shipping company. She................... 5 (drive) to work.
We both................ 6 (like) sports and traveling. We ................. 7 (play) golf
at the weekend. Our two children................. 8 (go) to an international school.
C. Write a paragraph like the one in exercise B about yourself

name

studies / work

routine

free time



2.5. VOCABULARY 2: Leisure activities

A. Match the leisure activities to the pictures

1. running 2. walking 3. biking 4. swimming

B. Complete the leisure activities below. Use words from the box. You can
you each word more than once

Goingto  playing watching listening to
oo, golf R T tennis
2 TV 6. i the cinema
K restaurants T e football
4 CDs B the gym

C. Talk about your leisure activities. Use the verbs in box 1 and the time phrases in
box 2
Eg: I love running at the weekend.
| like goinh to the cinema on Friday night.

2.6. LANGUAGE FOCUS 2: Adverbs and expressions of frequency
- We often use adverbs of frequency and expressions of frequency with the
present simple to say how often we do things
Eg: He often spends time in the evenings writing e-mails.
Each year he makes two trips to Asia.
How often does he get up at 5:30 a.m?
He always gets up at 5:30.
- Adverbs of frequency often go
+ before the main verb. Eg: Karla sometimes works from home.
+ after the verb to be. Eg: | am always at work before 9:00 a.m.
- Expressions of frequency go at the beginning or the end of a sentence
Eg: Two nights a week he works late at the office.
He works from home once a month.
A. Write the words in brackets in the correct place in the sentence
1. She gets up early. (usually)
2. They start their first meeting at 9 o’clock. (always)
3. We are late for meetings. (never)
4. | am busy in the afternoon. (often)
5. The office closes at 3 p.m. (sometimes)
B. Complete these expressions of frequency. Use words from the box
1. from............ to time i a month
2.nowand ......... S.eVery «ovviiiiiiiinn..



C. Read the pairs of sentences. Cross out the incorrect words
1. a) He reads the papers everyday.
b) He always / sometimes read the papers.
2. a) We eat in the company cafeteria four times a week.
b) We usually / sometimes eat in the company cafeteria.
3. a) | work late once a month.
b) I usually / sometimes work late.
4. a) The managers don’t go to business dinners at the weekend.
b) The manager never / sometimes go to business dinners at the
weekend.
5. a) The company director travels on business twice a week.
b) The company director always / often travels on business.
D. 2.2. An interviewer asks people from different countries about their
typical day. Listen and complete the chart

Rodolfo Isabel Sigrid
(Mexican) (Swiss) (Austrian)

1.What do you do check e-mai Look in my Say hi to my

when you get to diary colleagues
work? Have a coffee | Check e-mail
at home At my desk In the
2.Where do you have cafeteria
lunch? once a month | Never Twice a year

3.How often do travel
on business?

E. Work in pairs. Ask and answer the questions in Exercise D
F. Works in pairs. Ask and answer the questions. Add similar ones of your own
How often do you...

1. play sports? 5. entertain at home?
2. use a mobile phone? 6. go on business trips?
3. drive to work / college / university? 7. go abroad on holiday?

4. go to a gym / fitnes centre? 8. buy a newspaper / magazine?



2.7. SKILLS: Talking about work and leis
A. Match the questions with the answers

ure

1. What do you like best about your job?
2. How many hours a week do you
work / study?

3. When do you finish work?

4. Do you meet your colleagues after
work?

5. What do you do in your free time?

a) Usually about 6 o’clock.

b) From time to time. We sometimes
go for a meal.

c) | play golf

d) I work flexible hours, which is
great.

e) Between 30 and 35 hours.

B. Work in pairs. Ask and answer the quest

lons in Exercise A about yourself

C.2.3. Complete the conversation. Use words from the box. Then listen and check

keen enjoy really interested love
Pat: What do you do at the weekend?
Tim: I’'m.............. (1) on sport. I......... (2) like karate, and I................ 3)

playing football. But I’'m not really
TV.Idon’t (5) professional fo

D. Work in pairs. Tell your partner how

otball matches , for example.

you feel about your work and

studies. Use phrases from the useful language box

Eg: | enjoy having flexible hours.
| really like my boss / colleagues
I don’t enjoy doing overtime.
I don’t like long meetings.
E. Work in pairs. Ask and answer guestion

Eg: What do you do at the weekend?

2.8. CASE STUDY
Asking questions:
What do you do
in your free time?
at the weekend?
after work?
in the evening?
How often do you...?
Do you like ...?
Expressing feelings
I like / love...
I’'m keenon ...

Yes, Ido./ No, I

| don’t like

s about what you do in your free time
| usually visit friend

don’t

He isn’t really keen on....




UNIT 3: PROBLEMS

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary of descriptive adjectives
Grammar: "have got," the present simple tense
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 3) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Written test 1



2. CONTENT: UNIT 3
2.1. STARTING UP

A. Match the sentences about problems.

1. There isn’t an invoice in the package a) It’s broken
2. We can’t find the documents b) I’ll be 10 minutes late
3. The coffee machine doesn’t work c) It’s missing
4. The train isn’t on time d) I think they’re lost
5. I’m not ready for the meeting e) It’delayed by 15 minutes
B. 3.1. Listen to five telephone calls. Identify the product and the problem
Product Problem
1. TV delay
2. TV instructions missing
3. Coffee machine remote control missing
4. Books broken
5. Drinking water late delivery

2.2. VOCABULARY: Adjectives
A. Complete these sentences. Use the adjectives from the box

beautiful broken clean fast flexible
helpful high incorrect
1. Our employees enjoy having ................. hours
2. The new sales assistant got a (n).............. promotion
3. Marketing executives earna (n).............. salary at that company
4. My colleagues are usually very.................
5.Wewanta(n)................. and well-furnished apartment
6. Your office has gota (n)................. view
7. Their old printer is ................ , so they want a new one
8. This invoice is ................ ; please can you send a new one
B. Match the adjectives with their opposites
1.Long a. Fast
2. Heavy b. Late
3. Early c. Short
4. Slow d. Dangerous
5. Safe e. Light
6. Big f. Wide
7. Hot g. Low
8. Narrow h. Hard
9. High 1. Small
10. Soft j. Cold



C. Look at these sentences

The bed is too hard. It isn’t soft enough.

The seat aren’t wide enough. They’re too narrow.
Make sentences. Use too or enough and adjectives from exercise B
1. The report doesn’t give much information. (too/enough)

2.1 can’t carry these suitcases. (t00)
3. I can’t meet you at 6 o’clock in the morning. (too)
4.1 don’t want this car. Its top speed is only 100 kilometres per hour. (too/enough)
5. Don’t take any visitors to those areas late at night. (too/enough)
6. That camera doesn’t fit in my pocket. (too/enough)
7.1 can’t get this car into the garage. (too)
8. Our trucks can’t go under that bridge. (too/enough)
Answers:
1. The report doesn’t give much information
It’s too short / It isn’t long enough
2.1 can’t carry these suitcases
They’re too heavy
3. I can’t meet you at 6 o’clock in the morning
It’s too early
4.1 don’t want this car. Its top speed is only 100 kilometres per hour
It’s too slow / It isn’t fast enough
5. Don’t take any visitors to those areas late at night
They are too dangerous / They aren’t safe enough
6. That camera doesn’t fit in my pocket
It’s too big / It isn’t small enough
7.1 can’t get this car into the garage
It’s too big
8. Our trucks can’t go under that bridge.
It’s too low / It isn’t high enough.

2.3. READING: Dealing with problems at work

New words
crowded (adj) cut cost (v)
staff (n) cash flow (n)
spacious (adj) work well with (v)
change (v,n) team player (n)
popular (adj) on time (adv)

lose (v)



A. Four people answered the question ‘What are the biggest problems
facing your company?’ Read their replies
Match the replies in exercise A with an appropriate heading
a) Changes at work c) Money problems
b) Space problems d) Difficult people
B. Find words in the replies which mean the following
. The money you pay regularly to use a building (reply 1)
. When a place is too full of people (reply 1)
. Large, with a lot of space (reply 1)
. Unhappy about something (reply 2)
. Someone who works well with other members of a group (reply 3)
. People you work with (reply 3)
. A piece of paper showing how much you have to pay for something (reply 4)
. Amount of money coming into and going out of a company (reply 4)

Answers:
1. The money you pay regularly to use a building (reply 1)
=>rent
2. When a place is too full of people (reply 1)
=> crowded
3. Large, with a lot of space (reply 1)
=> spacious
4. Unhappy about something (reply 2)
=> worried
5. Someone who works well with other members of a group (reply 3)
=> team player
6. People you work with (reply 3)
=> colleagues
7. A piece of paper showing how much you have to pay for something (reply 4)
=> bill
8. Amount of money coming into and going out of a company (reply 4)
=> cash flow
C. Which of these are a problem where you live
1. transport
2. prices
3. crime
4. noise
5. other

CoO~NO O b WDN -



2.4. LANGUAGE FOCUS 1: Present simple: negatives and questions
- We use the present simple to talk about habits and routines.
Negatives
They don’t come to work on time.
He doesn’t go to meetings.
Questions
Does he work well with colleagues?
Where do you work?
A. Work in pairs. Match the questions to the answers
. What do you think about the new boss?
. What time does the meeting start?
. Where does she live?
. Why does he need the money?
. Who do | report to?
. How does this work?
. How much does this cost?
8. When do | finish work?
B. Put the words in the correct order to make questions
1. weekend work you Do at the?
2. Pierre in sales Does work?
3. you do travel abroad How often?
4. you spell How business do?
5. this word What mean does?
6. finish does the meeting When?
C. Make negative sentences. Use don’t (do not) or doesn’t (does not)
1. | like meetings. (presentations)
I like meetings, but I don’t like presentations
2. Raj likes Fridays. (Mondays)
Raj likes Fridays, but he doesn’t like Mondays
3. We agree about most things. (budgets)
We agree about most things, but we don’t agree about (budgets)
4. Susan sends a lot of e-mails. (faxes)
Susan sends a lot of e-mails, but she doesn’t send faxes
5. Alex and Connie speak Chinese. (Japanese)
Alex and Connie speak Chinese, but they don’t speak Japanese
D. Work in pairs. Ask and answer the questions
1. What time / start work?
2. When / finish work?
3. Where / work?
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4. Who / report / to?

5. How often / work at the weekend?
Student A

1. You start work at 9:00 a.m.

2. You finish work at 7:00 p.m.

3. You work in Frankfurt.

4. You report to the finance director.
5. You never work at the weekend

Student B

1. You start work at 5:00 a.m.

2. You finish work at 3:00 p.m.

3. You work in London.

4. You report to the head of Systems.
5. You work every Saturday morning.

2.5. LANGUAGE FOCUS 2: have got
We use have got to talk about possession.

We’ve got a new printer, but it doesn’t work very well.
The office hasn’t got a lift.
Have you got a problem with cash flow?
Yes, we have. / No, we haven’t.
We use some with plurals in positive sentences.
I’ve got some problems with cash flow.
We use any with plurals in questions and negative sentences.
Have you got any meetings today?
A. Make sentences about Marco’s possessions
Eg: Marco’s got a Mercedes. He hasn’t got any running shoes.

Mercedes 1 fax machine 0
running shoes 0 swimming pool 1
children 0 tennis court 0
telephones 2 computer 1

Marco hasn’t got any children.
He has got 2 telephones.

He hasn’t got a fax machine.
He has got a swimming pool.
He hasn’t got a tennis court.
He has got a computer.



B. Work in pairs. Talk about these two offices
Office A has got a lift. Office B hasn’t got a balcony

Office A Office B

lift no lift

view of the high street view of the mountains
balcony no balcony

very colorful walls white walls

no car park large car park

fax machine in next roomfax machine in the office
large windows small windows

air conditioning no air conditioning

C. Work in pairs. Answer these questions
1. Which office from exercise B would you choose?
2. Describe your own office / study room.

2.6. SKILLS: Telephoning - solving problems
A. 3.2: Listen to four phone calls. Write the number of the call after the
problem. Some calls have two problems
1. There are no instructions. 3
2. A piece is missing. 4
3. The printer doesn’t work. 1
4. The invoice is incorrect. 4
5. The air conditioning doesn’t work. 2
6. The line is engaged. 2
B. 3.2: Listen again and complete the sentences
1. Please return it, and we can .............. at it for you.
2. Would you like to .............. ?
No.Canhe .......... me back, please?
3. I’'m sorry to hear that. Which ............. s it?
4. Right. Letme ............ down the............

C. Look at the Useful language box. Listen and tick the expressions you hear

2.7. CASE STUDY

Answering Getting through

Hello. This is Carl Fisher Can | speak to Janet Porter, please?
Good morning. Marta Gomez speaking. Can he call me back, please?
Apologising Stating the problem

I’m very sorry about that I’ve got a problem with...



I’m sorry to hear that There are some problems with...

Getting details Giving details
Can you give me some more information?  The invoice is incorrect
Which model is it? There ‘s a piece missing
It’s the wrong part / model / item
Finding solutions Finishing a conversation
We can give you a refund Thank you.
| can talk to the manager Thanks for your help.

We can send you a new one

D. Work in pairs. Student A is a sales representative. Student B is a
customer. Role play the conversation. Use your role cards. Use some of the
expressions from the useful language box
Student A — Sale representative
- Answer the phone
- Ask for details
- Apologise for first problem
- Apologise again and offer solutions
- Say good bye
Student B — Customer
- Introduce yourself. Say you have some problems with order
- Give details for first problem
(shirt are wrong colour and size)
- Give details of second problem
(want 2,000 not 200, as soon as possible)
- Thank the sales representative
- Say goodbye

2.8. TEST 1
I.Choose the best answer: (2 points)
I, I’m an accountant and I’'min...................

A.human resources B. finance C. marketing D. sales
2, To move a higher position at work means......................

A.to promote B. to have a long holiday C. expensive
D.incorrect

3,Heisvery................ because he wants to reach the top in his career.
A reliable B. relax C. helpful D. ambitious
4, I usually spend a lot of time................ e-mails to customers.

A.write B. writing C. wrote D. writes

5, I enjoy my job because I like the people I work with. They are great..........



A.customers B. colleagues C. suppliers D. companies

6, My company has............. hours, so I can choose when I start and finish
work.

A.interesting B. good C. flexible D. easy
7,He.....oooonell. for this company since 1992.

A.has worked B. has been C. has done D. has gone

8, If you buy something for £100 and sell it £150, you make a................
A.loss B. invest C. profit D. earn

9, I am in charge of training in the human.................. department.
A.support B. staff C. resources D. accountant
10, 0. time do you spend learning english every day?

A.How many B. How long C. How far D. How much

I1. Read the passage and choose the best answer: (2 points)

Martin was born in Portugal...... (11)......30 July 1980. He went to live in
Singapore with his parents when he was 11 years old. He.....(12).....the
International School in Singapore. He finished school in 1998 with A levels in
Geography, Maths, and Business Studies. During his last two years at school
he....(13).....a sales assistant in a golf shop at weekends. After his final exams,
Martin....(14)....a six month computing course at the Technical College of
Singapore, where he learnt HTML, a computer programming language.
...... (15) first full time job was with a company......(16)......Airtent. He
designed and managed their website. After a year with Airtent, he moved back
to Portugal, .....(17)..... he got a job with Bestside, a company which offers
web-page design services to all kind of bussiness worldwide. He now
lives....(18).... 365Bua Boavista in Lisbon. Martin is a very keen golfer and he
enjoys....(19)....chess. He speaks fluent English, Portuguese, and French, and
has a working knowledge of german and Spanish. He is going to open
his.....(20).....company in the future.

11, A.on B.in C.at D. for

12, A. went B. came C. attended D. studied
13, A. were B. worked as C.did D. worked
14, A. learnt B. went C. made D. did

15, A. His B. He C. Her D. Him
16, A. to call B. called C. calling D. calls
17, A. when B. which C. who D. where
18, A. on B.in C.at D. next
19, A. playing B. plays C. played D. to play
20, A. single B.a C.own D. the

I11. Correct the mistakes in the following sentences: (2 points)
21, Last night he have to write the report on his trip to China.
22, The hotel has not much single rooms left.



23, | can picking you up from the airport if you want.

24, How long did it took you to get to the station?

25, There is a sales conference on September.

26, He work for Nissan — a car company.

27, Japan didn’t exported a lot of cars last year

28, This room isn’t enough large for 50 guests.

29, She wanted to be a fashion desginer when she is young.
30, The people you work with are your customers.

IV. Write complete sentences using the suggested words and phrases : (2
points)

31, There / not / enough / seats / guests /meeting hall.

..........................................................................................
................................................................................................

................................................................................................

V. Make question for the underlined part in the following answers: (2
points)
41, He went to Japan on business last month.

.............................................................................................




46, | change jobs so often because | want to earn more money.

................................................................................................




UNIT 4: TRAVEL

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary related to travel details
Modal verbs "can" and "can't"
There is/There are"
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 4) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 4
2.1. STARTING UP

A. How often do you travel? Where do you like to go? Do you ever travel on business?
B. When you travel, which of the following do you like or not like? Make s
entences as in the examples

Eg: | love meeting new people I don’t like flying
| like eating new food | hate checking in
- checking in - being away from home
- waiting for luggage - travelling to the airport / station
- booking rooms - meeting new people
- speaking a foreign language - flying
- packing suitcases - eating new food

C. 4.1. Listen to these statements. Where do they take place?
Answers:

a) in a taxi b) at an airport

C) at the railway station  d) at a hotel e) on a plane

2.2. VOCABULARY: Travel details
A. 4.2. Write the letter of the alphabet in the correct columns. Then listen
and check
B. Now count the numbers
1. from one to ten.
2. from 11 to 25.
3. in tens, from 20 to 100.
C. 4.3 Say these flight details. Then listen and check
1. Flight BA 427

. Flight LH 265
. Flight UA 491
. The plane leaves from gate 38
. You fly from terminal 3.
. The 4:40 flight to Frankfurt is now boarding.
. 'You are in row 35, seat E.

. The plane arrives at 12:10.
D. People often do these things when they travel. Match the verbs with the
correct phrases

o ~No ok~ W

1. buy a. security
2. confirm b. a ticket
3. collect c. at the check-in

4. go through d. their flight



5. queue e. their luggage

6. watch a. a hotel room
7. take b. some shopping
8. book c. at the hotel
9.do d. at in-flight movie
10. check in e. a bus or taxi
E. Work in pairs. Put actions 1 to 10 from exercise D into order
1. buy a ticket 4. go through security
8. book a hotel room 6. watch an in-flight movie
2. confirm their flight 3. collect their luggage
9. do some shopping 7. take a bus or taxi

5. queue at the check-in desk  10. check in at the hotel
F. Complete these sentences. Use the nouns from the box

bill  reservation  booking receipt centre
fax  call luggage  flight seat
At the ticket office

1. I need to change my ...booking...

2. Is there a direct ...flight...?

At the check-in desk

3. Can I take this as hand...luggage...?
4. Can | have an aisle ...sit...?

In a taxi

5. Please take me to the city ...centre...
6. Can I have a ...receipt..., please?

At the hotel

7. 1have a ...reservation...for two nights.
My name’s Bukhard.

8. Can I send a ...fax...from here?

9. Can I have an alarm ...call... at 6:45,
please?

10. I’'m checking out today.
Can I have the...bill...please?

2.3. LISTENING: Listening for information
Listen to each part of the recording. Then answer the questions
Part 1
1. What time is the next train to Manchester?
The next train to Manchester leaves at 4:40.



Part 2
2. Which flight is boarding at gate 23?
Flight BA 125 is boarding at gate 23.
Part 3
3. What time does the train leave?
It leaves at 8:25.
4. Which platform does it leave from?
It leaves from platform 7.
Part 4
5. The passenger chooses a flight. What time does it leave?
It leaves at 9:30
6.When does the flight arrive?
It arrives at 11:45.
7.What is the flight number?
BA 341
8.Which terminal does it leave from?
It leaves from terminal one

2.4. LANGUAGE FOCUS I: Can/Can’t
- We use can to say we are able to do something

Eg: He can program a computer.
- We use Can | or Can we to ask permission.

Eg: Can | use the phone, please?

Yes, of course. / Sorry. I'm afraid it’s for staff only.

- We also use can to talk about what is possible.

Eg: Can | fly direct from Moscow to Sydney?

No, you can’t. You need to change.

A. Put the dialogue into the correct order
Paolo: Hi, Judith
Judith: Well, I can’t do Thursday, but Friday is OK
Paolo: Paolo Ranieri speaking
Judith: Oh, hello, Paolo. This is Judith Preiss here
Paolo: I'm sorry, Judith. I can’t. But I can make Thursday or Friday
Judith: Paolo, I’'m calling about that meeting. Can you make next Wednesday?
Paolo: Of course. | can pick you up from the station if you like
Judith: 10 o’clock’s fine. Oh, and can I bring myn colleague, Sabrina? You met
her at the conference
Paolo: OK. Friday it is. Can we meet in the morning — say 10 o’clock?
Judith: Great. See you on Friday. Bye



B. Listen again and practise the dialogue
Paolo: Paolo Ranieri speaking.
Judith: Oh, hello, Paolo. This is Judith Preiss here.
Paolo: Hi, Judith.
Judith: Paolo, I’'m calling about that meeting. Can you make next Wednesday?
Paolo: I’m sorry, Judith. I can’t. But I can make Thursday or Friday.
Judith: Well, I can’t do Thursday, but Friday is OK.
Paolo: OK. Friday it is. Can we meet in the morning —say 10  o’clock?
Judith: 10 o’clock’s fine. Oh, and can I bring my colleague, Sabrina? You met
her at the conference.
Paolo: Of course. | can pick you up from the station if you like.
Judith: Great. See you on Friday. Bye.
C. Answer these questions about the dialogue in exercise A . Use yes, he /she /
they can or No, he / she / they can’t.
1. Can Paolo meet Judith on Wednesday?
No, he can’t
2. Can Judith meet Paolo on Thursday?
No, she can’t
3. Can Judith and Paolo meet on Friday?
Yes, they can
4. Can Paolo pick up Judith and Sabrina from the station

Yes, he can
E. Ask people in your class about the languages they can speak
A: Can you speak Japanese? B: No, I can’t.

- Work in pairs. Try to remember the languages people can and can’t speak
Eg: John can speak English and German, but he can’t speak Chinese.

F. Work in pairs. Role play this situation. Student A works at an overseas

subsidiary of your company. Student B is going to visit next week: Look at

this page

Student B

Ask student A for the following information:

- Take a taxi from the airport to the office?
Eg: Can | take a taxi from the airport to the office?

- Smoke in the building?

- Get lunch in the cafeteria?

- Get secretarial help?

- Use a computer

Student A: Use the notes to answer student B’s questions



- Take a taxi from the airport to the office? Yes, but expensive. Use airport bus
B: Can | take a taxi from the airport to the office?
A: Yes, but it’s expensive. You can use the airport bus.
+ Smoke in the building? No
+ Get lunch in the cafeteria? Yes, but long queues
+ Get secretarial help? No
+ Use a computer? Yes, in the afternoons
- Tick the facilities you expect to find in a business hotel

fitness centre secretarial services
reception desk function room

gift shop childcare service
restaurant fax machine

2.5. READING: Business hotels
B. Read the brochure. Underline the words from exercise A which are in
the brochure
New words
executive lounge (n)
voice mail (n)
internet access (n)
entertainment (n)
multimedia equipment (n)
cuisine (n)
personal safe (n)
function room (n)
C. Ask and answer questions about The Tower Hotel
Eg: A: Can you watch TV programmes in English?
B: Yes, you can
. watch TV programmes in English?
. use your computer in your room?
. Swim at the hotel?
. send a fax?
. eat in the hotel?
. play tennis at the hotel?
7. hold a meeting?
D. Answer these questions
1. How far is it from the airport to the hotel?
It’s 75 kilometres
2. How long does it take to travel from the airport to the hotel by train?
It takes 90 minutes

o O A W N



E. Match the words on the left with the words on the right to make word
partnerships from the text

1.voice a. centre
2.personal b. computer
3.fitness c. facilities
4.executive d. lounge
5.check-out e. mail
6.coffee-making f. service
7.multimedia g. equipment

2.6. LANGUAGE FOCUS 2: There is/ There are
- We often use there is / there are before a / an or some / any
Eg: There is an executive lounge.
There are two restaurants.
There isn’t any secretarial help.
Are there any function room in the hotel?
Yes, there are. / No, there aren’t.
A. Complete these sentences with the correct form of there is or there are

1. It’s a very small airport. .................. any shops in the terminal.
2 a problem with my ticket.

K TR any aisle seats available.

4, i a stopover in Frankfurt.

R T any flights to Zurich tonight?

6. 'mafraid ................... a flight to Warsaw this afternoon.
T two cafés in the terminal.

B any buses from the airport to the city centre?

B. Work in pairs
- Role play this situation: Student A has a new job in a city abroad and wants to
know more about the city. Look at this page. Student B lives there
Student A: Ask student B about these items
Eg: Is there an international school?

- international school - good health service
- golf course - swimming pool

- luxury hotel - universities

- cinemas and museums - nightclubs

- good transport system

Student B:

- international school Yes, a good one

- golf course Yes, but very expensive



- luxury hotel No

- cinemas and museums Yes, a good choice

- good transport system Yes

- good health service No, not enough hospitals
- swimming pool Yes

- universities No

- nightclubs Yes

C. Ask and answer questions about a place that you know well

2.7. SKILLS: Making bookings and checking arrangements
A.4.6. Read the questions. Then listen to the dialogue and underline the
correct answer

1. When is Simon arriving? Monday / Wednesday
2. When is he leaving? Tuesday / Wednesday
3. What kind of room does he want? Single / double

4. How much does the room cost per night? €120/ €150

5. How many nights is he staying at the hotel? 1 night / 2 nights

6. What time will he arrive? 7 o’clock / 6 o’clock

B. Work in pairs
- Student A is a receptionist at the Delta Hotel in Greece. Student B is a business
traveller. Book rooms for yourself and a colleague. Study the Useful language
box. Then role play the telephone call
A: Answer the phone. Give name of hotel
B: Give your name. Ask for two single rooms with bath from 16 to 20 July
A: Check booking is for four nights from 16 to 20 July
B: Price?
A: €150 per night per single room
B: Restaurant? Car park?
A: Restaurant: Yes
Car park: No
Ask for credit card details
B: Visa number: 4921445637141009
Expiry date: 12/09

2.8. CASE STUDY

Receptionist

- Hello. Capri Hotel. How can | help?

- Can | give you a single / double on the first floor? How much is it per night?
- Is there a restaurant in the hotel? Is there a car park?



- Would you like smoking or non-smoking?

- Can | pay with American Express Master card / Visa?

- What time do you expect to arrive?

Caller

- I"d like to book a room from Tuesday 4" to Thursday 6
- So, that’s a single room for two nights

- It’s a Visa card. The number is...

- The expiry date is the 4" and the 5™

- Can | have your credit card details, please?

- Could you repeat that, please?



UNIT 5: FOOD AND ENTERTAINING

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary related to dining out
Some/any, countable and uncountable nouns
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 5) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 5
2.1. STARTING UP

A. What kind of food do you like? Make adjectives
China Japan Thailand India Turkey Greece
France Germany Russia Sweden the UK
Eg: | like Chinese food. I love Italian food
B. Match the typical dishes on the left to the adjectives on the right. Then
make sentences
Eg: Curry is an Indian dish

1. Curry a. American
2. Snails b. Italian

3. Sushi c. Indian

4. Spaghetti d. French

5. Goulash e. Hungarian
7. Hamburger f. Chinese

8. Paella g. Japanese
9. Sweet and sour chicken h. Spanish

- Curry is an Indian dish

- Snails is a French dish

- Goulash is a Hungarian dish

- Hamburger is an American dish

- Paella is a Spanish dish

- Sweet and sour chicken is a Chinese dish

- What other typical dishes do you know?

C. In your country do businesspeople usually
1. have business breakfast?
2. entertain businesspeople at home?
3. entertain businesspeople at the weekend?

2.2. VOCABULARY: Eating out
A. Choose the odd one out in each group of food words. Use the words from
the box to explain your answer
fish  meat vegetable fruit

1.Salmon  tuna cod onion

Onion — It’s a kind of vegetable
2.Beef apple lamb chicken

Apple —It’s a kind of fruit
3.Carrots  peas trout broccoli

Trout — It’s a kind of fish



B. Look at these words for parts of a menu. Write the dishes from the box
under the headings on the menu

apple pie soup pate steak fruit ice scream grilled fish salad

C. Underline the correct word to complete each sentence

1. You ask for the receipt / menu at the start of a meal.

2. You ask for the menu / bill at the end of a meal.

3. You ask for the bill / receipt after you pay.

2.3. READING: Tipping
A. Match these people to the places where they work. Then make sentences
Eg: A hairdresser works in a salon.

Hairdresser a) hotel room
Waiter / waitress b) taxi

Porter c) health centre
Dentist d) restaurant
Maid e) salon

Cab driver f) hotel reception

B. A tip is a small amount of extra money you give for good service. Which
of the people in exercise A do you tip in your country? Do you tip other
people? How much do people usually tip?

Eg: | tip my hairdresser. | usually give her five percent.
C. In which countries do people tip most often? Work in pairs. Complete
the table with the countries in the box. (1= tips the most)

| 6. France

2. Egypt T e,
3. Spain 8. Norway
4o, 9. Japan

5. ltaly 100,

D. Read the article. Then answer the questions
Take a tip from restaurants

New words
diner (n) effective (ad))
income (n) speed (n)
factor (n) order (n,v)
contact (v,n) gift (n)
cartoon (n) aperitif (n)

1.How much do diners usually tip waiting staff, according to the article?
About 10 percent of the bill



2.What can increase tipping, according to the article? Tick three answers.
a) giving extra things for free v/
b) quick service v’
C) dressing smartly
d) playing music
e) creating a good relationship with customers v/
E. Which factors make you tip more?

- a sunny day - an attractive waiter or waitress
- being in a big group - pay day
- good food - other

2.4. LANGUAGE FOCUS 1: Some / any
- We use some in positive statements
Eg:...to get tips some things work and others do not
- We also use some in offers and suggestions
Eg: Would you like some more coffee? How about some tea?
- We use any in most questions
Do you have any beef?
- We also use any in negative statements
We haven’t got any beef today.
A. Tick the correct sentences. Correct the mistakes in the other sentences
1. I’d like any water.
I’d like some water.
2. Could I have any more coffee, please?
Could I have some more coffee?
3. Are there any restaurants near here?

4. There isn’t some wine left.
There isn’t any wine left.
5. I’d like some cheese, please.

6. Do you have any soft drinks?
B. Read the dialogue about choosing a restaurant. Underline the correct
words to complete it

Mina: There are some / any good restaurants in the centre.

Ivan: Yes, but there isn’t some / any parking. We could go to the Texas
Steakhouse near the airport.

Mina: Do they serve some / any vegetarian dishes?

Ivan: I don’t think so. How about the Marina? They do some / any great
fish dishes, and they have some / any vegetarians starters, too.

Mina: Good idea. I’ll see if they’ve got a table for 9 o’clock.



2.5. LISTENING: Ordering a meal
5.1.A: A man and a woman are ordering a meal in a restaurant. Listen and
write M for man and W for woman.

1. Starter salad snails M soup W
2. Main course  spaghetti M paella W sushi
3. Dessert ice cream fruit W apple pie M

B. Put the following dialogue into the correct order

a) You should try a roast duck. It’s delicious.

b) No thanks. I’'m full.

¢) Would you like a starter?

d) Right. I"11 get the bill.

e) I’d like the soup, please.

f) Would you like a dessert

g) What do you recommend for the main course?

h) Thanks very much. That was a lovely meal. I really enjoyed it.
C. Listen and check your answers

¢) Would you like a starter?

e) I’d like the soup, please.

g) What do you recommend for the main course?

a) You should try a roast duck. It’s delicious.

f) Would you like a dessert?

b) No thanks. I’m full.

d) Right. I’1l get the bill.

h) Thanks very much. That was a lovely meal. I really enjoyed it.

2.6. LANGUAGE FOCUS 2: Countable and uncountable nouns
- Most nouns in English are countable. We can put a / an before them, and they
have a plural form: tables, meals, restaurants, women...
- Some noun are usually uncountable and are always singular: water, tea, sugar,
meal, bread...
- A lot of, many and much mean a large quantity or number of something.
- We use a lot of in all types of sentences.
Eg: There aren’t a lot of flights at the weekend.
- We use many with countable noun.
Eg: How many people are coming to the conference?
- We use much with uncountable nouns.
Eg: Can you pay? I haven’t got much money.



A. Tick the countable nouns

1. reservation 8. hotel v 15. overtime
2. fax v’ 9. information 16. receipt v’
3. air conditioning 10. seat v’ 17. table v/
4. bathroom v 11. luggage 18. tip v

5. bill v/ 12. flight v/ 19. transport
6. employee v’ 13. menu v’ 20. soup

7. equipment 14. money 21. work

B. Correct the mistakes in these sentences. Use a lot of, many, or much

1. They don’t have much vegetarian dishes here.

2. How many does it cost?

3. The restaurant hasn’t got much tables left.

4.1 don’t have many time at the moment.

5. I drink much coffee.

6. There aren’t much hotels in the city centre.

7. It costs much money.

C. Work in pairs. Complete the questions with many or much. Then ask and
answer the questions with a partner

l.How..........ooceinis cash do you have in your wallet?
2.How oo, keys do you have in your bag / pocket?
3.How ..oooviiiin people are there in your company?

4. How ..ooovviiiiniiinnn, time do you have for lunch?
S.How..ooviiii, days’ holiday a year do you have?

6. How......oovvviiiiiiail. languages do you speak?
T.HOW..ooovviiiiei, do you usually tip in a restaurant?

2.7. SKILLS: Entertaining
A. Two managers are discussing how to entertain a group of important
foreign visitors. Complete the dialogue with words from the box

Lee: Howcanwe........c.oooviiiiiinnn.n our visitors next week?
Cary: Why don’twe....................... them for dinner?

Lee: Good idea. Which restaurant do you........................ ?
Cary: The food is always good at Pierre’s.

Lee: That’s ........ccoovennnnnn. , but it’s usually very busy.

Cary: How.....oooovviiiiiiin, a restaurant by the river?

Lee: Yes. There’s a good Italian restaurant there. Shall I
.................... a table for Wednesday night?
Cary: Yes,please. Canyou...................... the restaurant as soon as possible, please?



B. You are in a restaurant. Match what you think to what you should say

You think You say
| want a steak Can | have the bill, please?
The fish is good. Are there any vegetarian dishes?
What is the best dish? I’d like the steak, please.
| need to pay. | need a few more minutes.
I don’t eat meat. Can | have the wine list, please?
| want to choose some wine. What do you recommend?
I’m not ready to order yet. | recommend the fish.

C. 5.3 listen to a waiter in a restaurant. Use responses from the “you say”

column in exercise B to reply.
E.g: You hear: Are you ready to order?
You say: | need a few more minutes.

2.8. CASE STUDY
Suggesting
Why don’t we...?
Shall I...7?
How about...?
Giving opinions
I think... is the best restaurant. The food is good.
We need to go to... restaurant. It’s close to the office
Agreeing
Yes, because...
I agree because...
That’s right.
Disagreeing
I see what you mean, but...
| don’t know about that. I think...That’s right, but...



UNIT 6: SALES

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary related to buying and selling
Useful expressions
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 6) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Written test 2



2. CONTENT: UNIT 6
2.1. STARTING UP

A. Listen to three people talking about the products they buy and when
they buy them. Compare the chart

Speaker Product Place How often
1 Clothes Mail order Once every three month
2 Food Oline Once a week

3 Electrical goods | Department stores | Once a year

B. Where do you buy the product in exercise A? How often do you buy
them? Use the words from the box

usually once aweek atthe weekend sometimes every day
Eg: | buy clothes in high street stores. | usually buy them every month.
C.Work in pairs. Choose two other products you buy. Talk about where
and how often you buy them

2.2. VOCABULARY 1: Buying and selling
A.Read the Delfos sales leaflet. Find expressions which mean the following
Delfos Computer

» GREAT DEALS ON ALL NEW MODELS

> 3- YEAR GUARANTEE

» LOW DEPOSIT

» PAY £50 NOW FOLLOWED BY 12 MONTHLY PAYMENT
» INTEREST-FREE CREDIT

1. There are some good offers
Great deals
2. The buyer pays only a small amount of money at the beginning
Low deposit
3. The buyer pays some money every four weeks for a year
12 monthly payments
4.There is no cost for transporting the goods to the buyer
Free delivery
5. It doesn’t cost extra to pay over 12 month.
Interest free credit



B. Read the sentences. Does the buyer or a seller say them? Write Bor Sin
each box
We offer great deals.
I"d like to place an order.
Do you give a guarantee?
I’d like to compare prices.
Are the goods in stock?
Can you pay a deposit?
We always deliver on time.
8. Can I make monthly payments?

- Listen to a conversation between a buyer and a seller. Underline the correct
answers.
1. Which model does Karl want?

PS7 [/ TX7
2. How long is the guarantee?

3 years / 2 years
3. How much deposit is needed for large order?

15% / 10%
4. What does the seller say is a large order?

Over 50 units / over 25 units
5. Does the seller always have goods in stock?

Yes/ No
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2.3. READING: Thirsty for success?
New words
launch (v)
sales force (n)
sales representative (n)
promote (V)
incentive scheme (n)
pension (n)
brand (n)
ad (advertisement) (n)
A. Before you read the ad, match these words to their meaning
1. ambitious a) active and able to work hard
2. energetic b) showing a lot of excitement and interest
3. enthusiastic ¢) having a strong desire to be successful
B. Read the ad quickly. Answer these questions
1. What salary is IBI offering?
£30,000 + car + benefits



2. Does IBI provide a company car?
Yes, it does
3. Does IBI provide a company pension?
Yes, it does
4. How can you get more information?
By telephoning Malissa Davis on 020 8320 1621
C. Now read the ad carefully. Mark each statement true or false
1. 1Bl sells soft drinks. T
2. Last year IBI increased profits by 15 percent. F
3. Last year IBI introduced new products. T
4. 1Bl is increasing the number of people in its sales team. T
5. IBI is looking for ambitious people with no sales experience. F
6. IBI wants its representatives to give advice to customers. T
D. Would you apply for a job like this? Why or why not?
E. Match a word on the left with a word on the right to make word partnerships
from the ad

1. increase a) products
2. launch b) force
3. sales c) scheme
4. customer d) pension
5. incentive e) sales

6. company f) service

F. Complete these sentences with the word partnerships from the ad

1. Retired employees often get a (n) ...company pensen...

2. Promote your products well and you will ...increase sales...

3. People work harder when they receive money from a(n). ..incentive scheme. . .as well
as their salary.

4. Answering the telephone quickly is an example of good... customer service...

5. When a company expands, it may need to increase its...sale force...

6. Competitive companies must ...launch...new ...products...from time to time.

2.4. LANGUAGE FOCUS 1: Past simple

- We use the past simple to talk about completed actions in the past
Eg: Last year we increased our sales by 15 percent.

- We usually form the past simple by adding — d or — ed to the verb
Eg: increase — increased launch — launched export - exported

- About 150 irregular verbs form the past simple differently
Eg: cost — cost spend — spent grow — grew

give — gave go — went ...



For the list of the most common irregular verbs, see page 123

A. Complete the sales report. Use the past simple of the verbs in brackets.
Report on sales trip — South Korea

Last December I ............ (visit) our major customers from big department
stores in South Korea. On 5 December ............. (meet) Mrs. Kyoung Ai
Lee in Seoul. We............. (send) her 200 brochures in June. On 6" December |
................ (make) a presentation to Mrs. Lee’s sales staff on our products and
............... (advise) them how to display them. The following day I.........(go) to
Seoul, and our agent............... (introduce) me to Mrs. Ha, the chief buyer of a new
department store in the capital. She (ask)... me to send her 500 brochure. I
............... (give) her some samples of our products. I ............(fly) back to
head office in Paris on the 9™,

2.5. VOCABULARY 2: Buying and selling
A. Put the words from the box into the correct place in the Dart leaflet
B. Mark these sentences about the Dart leaflet true or false
1. The buyer can get some deals for half price.

2. The buyer can get 33% more time for the same price.

3. There is an extra cost for insurance.

4. The price is cheaper if the buyer is quick.

5. The offer is only for a short time.

— T T - -

2.6. LISTENING: Selling

A. Kevin Warren is Vice President, Sales and Marketing, of Coca-Cola
Enterprises in the UK. He is giving some advice to salespeople. Listen to the
first part and complete the advice.

1. Firstly, make sure you......................... the sales call.

2. Secondly, be clear what your..................... are

3. Thirdly, ................ more than you...........

4. Finally, after making your sale,............... as quickly as possible.

B. Listen to the second part and answer these questions
1. What mistake does Kevin mention?

They don’t always know what the customer really wants.
2. What are the three good things about working in sales?

You get out of the office.

You make your own decisions.

You meet a lot of different people



3. What are the two bad things about working in sales?
It can be lonely working on your own
Sales people are often the first to lose their jobs if business is bad

2.7. LANGUAGE FOCUS 2: Past time references
- Some time references refer only to the past
Eg: The special deals ended two months ago.
Last week we sold 500 units — a record.
- The prepositions on, from, for, in, to and during often refer to periods of time
in the past
Eg: He lived in France for five years. He moved to Germany in 1999.
The goods left the warehouse on 315t March.
They worked hard on the sales campaign from February to November.
During October we reached our sales target for the year.
A. Underline the correct words to complete this article
Profile
Miguel Perez studied business at Santiago de Compostela University in Spain in
/ from 1995 to 1998. During / at the summer holidays, he worked part-time as a
salesman for Levi’s. After graduating in /.on July 1998, he wanted to continue in
sales, so he worked for / at a year in the sales department of his family’s
company. He decided to improve business English. In / At September 1999, he
went to London to study for a Diploma in Business with English. During / For
that year, he worked part-time for the Students’ Union. In / For July 2000, he
began looking for a sales job. Six months later, he got a permanent position in a
shipping company. However, a year since / ago, he changed his job and joined
Futura Financial Services. He now works in the sales department. Next / Last
month he was voted salesperson of the year.
B. Write an article about Kevin Warren’s career like the one about Miguel
Perez. Use these notes
- study law at Bristol University, 1979 — 1982
- holiday work: organize social events — sell tickets for events to students
- 1982 go to US to work for Disney Corporation, Florida
- 1984 return to UK to start business with partner — sell UK holidays
- 1987 leave — start own travel agency — worked there two years
- 1990 join Coca — Cola as a sales manager
- 1995 become Director of Cold Drinks Division
- 2000 become Vice President and General Manager of UK regions
Writing
- study law at Bristol University, 1979 — 1982



Kevin Warren studied law at Bristol University from 1979 to 1982
- holiday work: organize social events — sell tickets for events to students
During the summer holidays, he organized social events. He sold tickets
for events to students.
- 1982 go to US to work for Disney Corporation, Florida
After graduating in 1982, he went to US to work for Disney Corporation
in Florida for 2 years.
- 1984 return to UK to start business with partner — sell UK holidays
In 1984, he returned to UK to start business with partner. He sold UK
holidays.
- 1987 leave — start own travel agency — worked there two years
In 1987, he left his partner to start his own travel agency. He worked there
for two years.
- 1990 join Coca — Cola as a sales manager
In 1990, he joined Coca — Cola as a sales manager.
- 1995 become Director of Cold Drinks Division
In 1995, he became Director of Cold Drinks Division.
- 2000 become Vice President and General Manager of UK regions
In 2000, he became Vice President and General Manager of UK regions.

2.8. SKILLS: Presenting a product
A. At the trade fair, a department store buyer talk to a sales person about
microwave ovens. Listen and complete the chart
B. Look at the Useful language box. Listen to the conversation again. Tick
the expressions you hear

Buyer
Asking for information
Can you tell me about...?
I’d like some information about...?
Target market

Seller

Of course. What would you like to know?
Our most popular model is....

Who is it for? It’s for people with / who...
Colours

What about colours? It comes in four colours.
Features

Does it have any special features?
Price

How much is it / are they?
Delivery

What about delivery?

It has an unusual design.
It’s easy to use.
The trade price is...

We can deliver within three days.



C. Work in pairs. Role play this situation
You are at a trade fair
Student A: Store manager - Ask the manufacturer about
the most popular model
- the features
- the colours
- the price
- the delivery
- the guarantee
Student B: Watch manufacturer - Answer the store manager’s questions
- your most popular model: Quartz watch, Model P1005
- features: water proof to 600 feet;
very reliable; smart design
- colours: silver with black dial and black strap
- price: £450
- delivery: usually 10 days
- guarantee: 5 years

2.9. TEST 2

I.Choose the best answer: (2 points)

1, She doesn’t have enough.............. to pay her bills.

A.time B. old C. year D. money

2, Retired employees often get a company..................

A.pension B. salary C. wage D. money

3, An amount of money cut down from the price is the..................
A.deposit B. discount C. guarantee D. delivery

4, When a company expands, it may need to increase its................
A.office B. workforce C. room D. time

5, After............... from University, [ worked for an export company.
A.graduate B. graduated C. to graduate D. graduating

6, I usually deal................. all the paperwork while my personal assistant is
away.

A.with B. for C. about D. at
7,0ur................ department is responsible for recruitment.

A.personnel B. employee C. worker D. advertisement
8 His..c.covnennnn. of the aero plane was correct in every detail and could really fly.
A.shape B. design C. plan D. model

9, My parents................ in Florida since 1999.

A .has lived B. have lived C. are living D. live

10, Youcanbuy andsell........................ on the Stock Exchange.

A.dividend B. shareholders C. real estate D. shares



I1. Read the passage and choose the best answer: (2 points)

Michelin....(11)...a famous old family company with a dynamic young
chairman. Edoudard Michelin is the great-grandson of the founder of...(12)....
company, which is based in Clermont Ferrand in the centre of France.

Michelin...(13)...tyres and sells them all...(14)...the world. The
company...(15)...about 120.000 people and has annual...(16)...0f over $14
billion. Goodyear and Firestone are Michelin’s main....(17)... Edouard
Michelin manages the company using modern methods. At the moment,
Michelin supplies tyres to the BMW Williams team. The company has two
main...(18)..., Europe and the USA, but it plans to develop the Asia market. In
the USA it owns the Uniroyal company. It advertises a lot on TV and in
magazines and...(19)...racing events. It also publishes the famous Michelin
guidebooks. Edouard Michelin and...(20)...wife have five children and live just
outside Clermont Ferrand.

11, A.is B. are C.in D. for
12, A. which B. this C. these D. those
13, A. manufactures B. does C. takes D. works
14, A. on B. in C. over D. from
15, A. employment  B. employee C. employ D. employs
16, A. outlets B. sales C. branches D.
headquarters

17, A. competition  B. compete C. competing D.
competitors

18, A. markets B. places C. regions D. agents
19, A. gives B. sponsors C. supplies D. helps
20, A. her B. his C. he’s D. him

I11. Correct the mistakes in the following sentences: (2 points)

21, When | travel on business, the company pay for my meals and my hotels.
22, | look forward to meet you all at our staff meeting on Thursday.

23, She never is on time, and she is very lazy.

24, The boss is extreme sociable.

25, I’d like booking a table for six people.

26, She is good at negotiate the prices.

27, How much languages can your father speak?

28, Last night | spend half an hour writing the sales report.

29, My boss is very energetic. He works about 12 hour a day.

30, They build a new technology centre in Spain at the moment.

IV. Write complete sentences using the suggested words and phrases : (2
points)

31, Sales / Asia / much / high / than / Europe.



32, 1/ like / book / room / from / Monday 3™/ Wednesday 5™.

.............................................................................................
................................................................................................

V. Make question for the underlined part in the following answers: (2
points)
41, The head of this company travels on business once a month.

.............................................................................................

................................................................................................

................................................................................................

.............................................................................................



UNIT 7: PEOPLE

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary for describing people
Past simple tense in negative and interrogative forms
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 7) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 7
2.1. STARTING UP

A. What sort of person are you? For each question choose one answer
1. I like to work.....

a) alone b) in a team c) with a partner
2. For appointments I like to be....

a) early b) on time c) five minutes late
3. I prefer to work.....

a) at home b) in an office C) outside

4.1 like to travel.....

a) to new places D) to places | know well c) only when | need to
5. In meetings I prefer....

a) not to speak much  b) to speak alot ) to be the chairperson
6. | work best

a) in the morning b) in the afternoon  ¢) in the evening/ at night
7. 1 think a lot about
a) the future b) the past c) the present

8. I like my friends or colleagues to be
a) intelligent b) good-looking  c) funny

2.2. VOCABULARY
A. Match the statements 1 to 10 to the adjectives a) to j)

They...
1. like to spend time with other people. a) ambitious
2. want to reach the top in their career. b) creative
3. have a lot of new ideas. ¢) hard-working
4. do what they promise to do. d) motivating
5. are usually calm. e) helpful
6. spend a lot of time doing a good job. f) punctual
7. like to be on time. g) relaxed
8. encourage other people to work well. h) sociable
9. are good at making things work. 1) practical
10. like to do things for other people. J) reliable
Answers:

They...
1. like to spend time with other people. h) sociable
2. want to reach the top in their career. a) ambitious
3. have a lot of new ideas. b) creative

4. do what they promise to do. J) reliable



5. are usually calm. g) relaxed

6. spend a lot of time doing a good job. ¢) hard-working
7. like to be on time. ) punctual

8. encourage other people to work well. d) motivating

9. are good at making things work. 1) practical

10. like to do things for other people. e) helpful

B. Use adjectives from Ex. A to complete this Human Resources report
Maria is good in a team, and she gets on well with her colleagues. She is
extremely ...sociable...(1). She is never late for meetings — she is always
punctual...(2). She is very ...reliable...(3); she always meets deadlines. She is
in the office at 8:00 a.m. every day and often stays late — she is very ...hard-
working...(4). She is also a verycreative...(5) person with a lot of ideas for the
future of the company.

C. Look again at the adjectives in ExA. Which types of colleague do you like
to work with?

2.3. LISTENING

New words

motivate (V) He knows how to motivate staff.
atmosphere (n) The atmosphere in the office is good.
rude (adj) He is rude to customers.

complaint (n) We had a lot of complaints about him.
fire (v) = lay off The company fired him.

to blame smb for smt He blames everyone for problems.

to be good/ bad at smt She is good at persuading people.

He is bad at managing staff.
A. John Burnham is a property developer. He is talking about a colleague
he worked with. Listen to the first part of the conversation. Mark each
statement true of false.

1. John’s colleague was easy to work with. F
2. He was very rude to customers. T
3. He was good at managing people. F
4. He blamed other people for problems. T

B. Listen to the second part of the conversation. Then answer these questions
1. How long did John work with this colleague?
2. What were two good things about John’s colleague?
3. John says, ‘The company fired him.” Why did they fire him?



2.4. LANGUAGE 1: Past simple: negatives and questions
- For negatives and questions in the past simple, we use the auxiliary did (didn t)
and the infinitive form of the verb
Eg: You didn’t like your colleague
Did he leave the company?
Why did the company fire him?
- Note the form with the verb to be
Eg: Was he a good colleague?
No, he wasn’t
A. Put the words in the right order to make sentences from the conversation on
page 63.
Negatives
1.You/ like/ didn’t/ your colleague.
You didn’t like your colleague.
2. how to/ people/ manage/ He/ know/ didn’t.
He didn’t know how to manage people.
3. at all/ his staft/ support/ didn’t/ He.
He didn’t support his staft at all.
Questions
4. Why/ he/ was/ to work with/ so difficult?
Why was he so difficult to work with?
5. his staff/ How did/ manage/ he?
How did he manage his staff?
6. at the company/ long/ was he/ How?
How long was he at the company?
7. he/ was/ good at/ What?
What was he good at?
8. did/ leave/ the company/ he/ Why?
Why did he leave the company?
B. Correct one mistake in each line of this message
Maris, I’m sorry. I’'m having a bad day. I didn’t sent the report out, and |
not check the figures. I didn’t get to the bank on time, and I didn’t phoned the
suppliers. | tried to call you this morning, but you not answer. I think | need to
go home.
Answers:
Line 1: sent — send
C. Read the extract. Then write questions with each of the following word
Why Howlong What When Where



Monica grew up in France. She studied Italian at university in Paris. Then she
worked in Italy for four years from 1999 until 2003. She left Italy because she
wanted to study English. She went to London in 2003.

2.5. READING: Stella McCartney
New words and phrases
- fashion designer (n)
- meatpacking (n)
- vegetarian (n)
- to suit her style
- found (v)
- celebrity (n)
- bakery (n)
- property (n)
- zoom lens (n)
- to do research
A. Stella McCartney is Paul McCartney’s daughter. Work in pairs. Answer
this question. Is she:
a) an actress?
b) a musician?
c) a fashion designer?
B. Read the article carefully. Are these statements true or false?
1. Stella does not eat meat. T
2. Her mother did not eat meat. T
3. Stella’s company is a partnership with Chloe. F
4. All Stella’s friends are famous. F
5. Stella can have British and US passports. T
6. Stella studied US style before she opened the shop. F
- Match the verbs and nouns to make word partnerships. Check your answers in
the article.

Verbs Nouns

1. open a) time

2. do b) research
3. found c) a job

4. have got d) a company
5. spend e) a shop

- Discuss the following questions
1. What sort of business would you like to start?
2. Where would you start it?
3. What sort of person would you start a business with?



2.6. LANGUAGE FOCUS 2: Question forms
* Yes/ No questions:
- With be or modal verb: We put be or modal verb before the subject.
Eg: Is she your line manager? Yes, she is.
Can she see us now? Yes, she can.
- With other verbs: We use Do/ Does/ Did before the subject and the verb in the
infinitive form.
Eg: Do you work at weekends? No, I don’t.
Does he speak English? Yes, he does.
Did you go on business last week? Yes, | did.
A. Make yes/ no questions from these statements
1. He likes efficient people
Does he like efficient people?
2. He caught the plane
Did he catch the plane?
3. She can meet Simon on Wednesday
Can she meet Simon on Wednesday?
4. She was at the meeting
Was she at the meeting?
5. They went to the conference
Did they go to the conference?
6. You met the deadline
Did you meet the deadline?
B. Make questions from these statements. Use question words from the box.
The answer to each question is underlined
Where Who When Why How many How often
1. | bought five. How many did you buy?
2. They go there twice a week. How often do they go there?
3. I live in New York. Where do you live?
4. She wants the report tomorrow.  When does she want the report?
5. We work with Susan. Who do you work with?
6. They came because they wanted to see me. Why did they come?
7. He is always late because he lives a long way away. Why is he always late?
8. | interviewed Pierre. Who did you interview?
C. Last week Amina went on a training course. Complete the questions on a
questionnaire about the course. Listen and tick Amina’s answers




BUSINESS TRAINING SOLUTIONS COURSE EVALUATION

L choose this training course?

a) Location b) price C) reputation

2 get to the course?

a) By train b) by car c) by bus
. start your journey?

a) in London b) outside London c) outside the UK
4o, like the main presentation?

a) Yes, very much b) Yes, it was OK. c) No.

S feel about the course?

a) Very satisfied b) satisfied c) not satisfied

0. i the tutors helpful?

a) Yes, very helpful b) Yes, quite helpful c) No, not helpful
7. Whichpart .................... find the most useful?

a) Presentation skills b) meeting skills ) negotiation skills

B receive the pre-course information?
a) More than 3 weeks before the course

b) 2-3 weeks before the course

c) Less than 2 weeks before the course

2.7. SKILLS: Negotiating
A. Sophie Bond is a warehouse manager. She is talking to Jacques Martin, a
director of the company. Listen and answer the questions

1. What time do Sophie’s staff leave work?

2. What does Sophie suggest?

3. When will Jacques get back to Sophie?

2.8. CASE STUDY

EMPLOYEE MANAGER
Describing the problem Responding

There’s too much... I’m sorry but...

There isn’t enough... I understand but...
Emphasizing the problem Explaining the reasons
It’s really important... The problem is...

We need to... The reason is...
Making suggestions Responding

Why don’t you...? Ok, I’ll think about it.

We could... All right. I’ll get back to you.



UNIT 8: MARKETS

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary about different types of markets
Grammar related to adjective comparisons
The usage of "much/a lot" and "a little/a bit"
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 8) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 8
2.1. STARTING UP

A. Look at the pie chart and answer these questions
1. What is the population of North America?
What percentage of the world’s population lives in Europe?

2. What percentage of the world’s population lives in Europe?

B. Now ask and answer other questions about the chart

- Listen and repeat these numbers
1,255,500: one million two hundred and fifty-five thousand five hundred
10.5%: ten point five percent

- Listen and underline the correct number
Last year the company had a market share of 10.3/ 103 percent
Last year sales of the main brand increased by 30/ 13 percent
Last year the company sold more than 850,000/ 815,000 units of Sparkle
The company wants to increase it’s market share to 11.5/ 11.9 percent
Next year the company wants to sell 1,100/ 1,100,000 units of Sparkle

C. Match the beginnings of the sentences 1 to 5 with their endings a to e

1. Coca-Cola is a mass market product; it

2. Selling special interest holidays is a niche market; it

3. Rolex watches sell in a luxury market; they are

4. An export market

5. A home market

a) is a small but often profitable market.

b) is outside the producer’s country.

c) is in the producer’s country.

d) high quality and expensive goods.

e) sells to large number of people.

2.2. VOCABULARY: Types of market
*Now think of products which match the types of market in Exercise C
*Match the beginnings of the sentences 1 to 5 with their endings a to e
1. A new market
2. A growing market
3. A profitable market
4. A big market
5. An attractive market
a) is large
b) allows companies to make money
c) is good to enter



d) is getting larger
e) is at an early stage
*Match the adjectives from Exercise E with their opposite meaning a) to e)

a) unattractive 5
b) unprofitable 3
C) mature 1
d) declining 2
e) small 4

*Now choose adjectives from Exercise E to describe the markets in your
country for the following products

Laptop computers holidays abroad video phones

self-help books bicycles beauty products

2.3. READING: The car market in China
New words
boom (n)
manufacturer (n)
(driving) license (n)
rise (v) = increase (V)
consumer (n)
double (v)
single-lane road
purchase (v)
A. Find these numbers in the article. Write them in figures
Eg: 1.3 billion/ 1,300,000,000

1. One point three billion 4. sixty
2. Four thousand 5. twelve thousand pounds
3. Six hundred thousand 6. ninety thousand pounds

B. What does each number in Exercise A refer to?
1.3 billion — the number of people in China
Four thousand — the number of new cars arrive in Beijing every week
Six thousand hundred — the number of new drivers will get the licenses this year
Sixty — the number of cars Porsche hopes to sell next year
Twelve thousand pounds — the price of a Jeep Cherokee
Ninety thousand pounds — the price of a Porsche
C. Read the article carefully and complete these sentences
1. Car sales in China are ......... a year ago.
a) the same as b) higher than c) lower than
2. China is a big market for ................
a) Ford b) Volkswagen  c) Porsche



3. The number of ...... causes problems for other traffic.

a) cars b) animals c) bicycles
4. The government wants to make roads ..........

a) wider b) longer c) cleaner
5.Mr. Zongowns a ...........

a) Jeep b) Porsche c) Ford
D. Find words in the article which means
1. Time of high sales (paragraph 1) boom
2. Makers (paragraph 2) manufacturers
3. People who buy (paragraph 4) consumers
4. Two times as many (paragraph 4) double
5. To damage very badly (paragraph 6) destroy
6. Bought (paragraph 7) purchased

E. Find three words in the article which refer to each of the following
1. people: salesman, manufacturer, consumers
2. business getting better: boom, rise, double

2.4. LANGUAGE FOCUS 1: Comparatives and Superlatives
- We compare two people or things with comparative forms of adjectives
Eg: Only government drivers went faster than bicycles.
For VVolkswagen the Chinese market is more profitable than the German market
- We compare three or more people or things with superlative forms of adjectives
Eg: The country is now the biggest market for some car manufacturers.
What is the most expensive make of car?
A. Correct the mistakes in these sentences
1. It is more harder to break into export markets than home markets.
2. China is a more big market than Japan.
3. Our market share is more low than it was last year.
4. The rate of inflation is more bad this month than it was last month.
5. This month’s sales are more high than last month’s.
6. The Asian market is more good than the European market for rice
B. Complete the conversations using the superlative form of the adjectives
1. This is a good product.
Yes,it’s oo product on the market.
2. This is an expensive hotel.
Y S, 1878 it place in the city.

3. She is a very popular manager.
Yes,she'™s ooviveiiiii s head of department in the company.



4. This is a cheap product.

D € L product in the catalogue.
5. This is a very competitive market.
Y €S, TS ettt et market in Asia.
6. This is a bad year.
Yes, 1S coviiiiiiiiii i year in the last ten years.
C. Complete the article with the appropriate form of the words in brackets
Profile

| opened a hairdressing salon last year. The most important (important)
thing is to think about your target customers. My hairdressing salon is located in
my parents’ hotel. My customers are older and richer than my main
competitor’s. They like excellent service and a cup of coffee. My main
competitor’s customers are younger than mine. She offers a cheaper service than
| do. However, my salon is more comfortable than hers. My most exciting
customer is a famous model.

2.5. LANGUAGE 2: Much/ a lot/ a little/ a bit
- We use much/ a lot with comparative adjectives to talk about large differences.
Much is more formal than a lot.

Eg: Fruit snacks are much healthier than sugary snacks.

New Zealand is a good market, but Australia is a lot more attractive.

- We use a little/ a bit with comparative adjectives to talk about small differences. A
little is more formal than a bit.

Eg: The PDX100 is a little more expensive than the PDX200.

This month’s sales are a bit higher than last month’s.

A. Complete these sentences about the cars
1. The white caris ................... bigger than the black car.
2. The black caris ................... bigger than the red car.
B. Talk about sales in France and in Spain. Use the chart

In the first quarter, sales in France were a little higher than in Spain.

In France, sales in the second quarter were much higher than in the first quarter.
C. Compare these two pool tables using much, a lot, a little and a bit

Trainer pool table Classic pool table
Width 93 cm 95 cm
Length 176 cm 180 cm
Height 78 cm 80 cm
Weight 25 kg 50 kg
Price €144 €280

Eg: The Classic pool table is a bit wider than the Trainer pool table.



2.6. LISTENING : Doing business in Russia
New words and phrases
do business (V)
host (n)
establish (v)
trust (v)
to be well prepared
advise (v)
lead (V)
provider (n)
A. Listen to the first part of a presentation by Anna Nabirukhina about
doing business in Russia. Then tick the correct answers
1. a) Russians expect foreign visitors to take them to parties
b) Russians do business with people who like parties
c) Russians enjoy entertaining foreign people who visit them v/
2. To do business with Russian companies, you need to have...
a) a business arrangement.
b) a personal relationship.v’
c) a useful contact.
3. Who do you need in your team?
a) a friend
b) a service provider
c) a technical personv’
C. Listen to the third part of the presentation. Then compete these extracts
1. Russians value information. They think information is ...power ..., so they do
not tell you everything.
2. It’s important to be patient. Russians take a long time to make a ...decision...

and there’s always a lot of ...paperwork... to deal with.

3. You must watch Russians carefully and study their ...body...language. This
IS very important.

4. Remember that Russians are ...emotional people... Sometimes emotions are
more ...important...than facts.

2.7. SKILLS: Participating in discussions
A. Three marketing executives, Jacek, Paul and Anna, talk about a new
morning snack called Krakel. Listen to their conversation and underline
the correct answer
1. Who does Jacek want to target with the new bar?

a) children b) rich women c¢) young workers



2. Jacek says more people these days
a) do not have breakfast
b) have breakfast on the way to work
C) eat breakfast at home
3. Krakel contains
a) no sugar b) a bit of sugar  c) a lot of sugar
4. Krakel contains
a) no fruit  b) a bit of fruit  ¢) a lot of fruit
B. Listen to the conversation again. Complete the extracts

1. Sorry, Paul, I don’t .................... with you.

2.1 we need to target young working people.

3. Youre ............. There is a big market for morning snacks.

4. Howdoyou............. about this, Anna?

S.Ireally ................ the 1dea.

6.0K. ............. call a meeting and talk to the rest of the department.

C. Look at the extracts again. Decide whether the speaker is:
Agreeing : 3,5

Disagreeing: 1

Asking for an opinion: 4
Giving an opinion: 2
Making a suggestion: 6

2.8. CASE STUDY
* Agreeing: You’re right.
| really like the idea.

* Disagreeing: (Sorry) I don’t agree with you.

I’m afraid I don’t agree.
* Asking for an opinion: What do you think?

How do you feel about this?
* Giving an opinion: [ think ...
In my opinion ...
* Making a suggestion: Let’s ...
How about ...?



UNIT 9: COMPANIES

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary for describing companies
Present continuous tense
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 9) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Written test 3



2. CONTENT: UNIT9
2.1. STARTING UP

A. Do the companies quiz. Discuss your answers with a partner
Which company:

1. began in 1865 as a forestry and power business?

a) Ericsson b) Nokia v c¢) Motorola

2. produces the most successful toy in history?

a) Disney b) Fisher Price c) Mattel v

3. has its head office in San Francisco?

a) Levi-Strauss v' b) Nike c) Calvin Klein

4. buys more sugar than any other company in the world?

a) Nestle b) Coca-Cola v ¢) Suchard

5. Employs more people than any other company in the world?

a) Wal-mart b) Siemens c) General Motors v/

6. Has the largest factory in the world?

a) Boeing v b)Ford c) Sony

7. Was started by Ray A. roc in 1955?

a) Burger King  b) Kentucky Fried Chicken ¢) McDonald v/

B. What famous companies come from your country? What do they do or make?

2.2. LISTENING: The Mini range

A. Martina Mertes is Corporate Communications Manager for the Mini range of
cars at BMW. Tick the words you think you will hear in the interview

model  launch production  factory university demand exhibition
B. Check the meanings of any words you don’t know in a good dictionary
C. Listen to the interview. Then answer these questions

1. Where is the factory? Oxford

2. How is business? Very good

3. How many days a week is the factory working to meet demand? 7 days a week

4. What is the biggest market for Mini? The UK

5. What is the newest market for Mini? China

6. Where were the original Minis built? Oxford

7. 1s BMW developing new models in Oxford?  Yes, itis

2.3. LANGUAGE FOCUS 1: Present continuous
- We use the present continuous to talk about temporary actions
Eg: The factory is working seven days a week.
We are selling in 72 different countries.
What is Jackie doing? She is talking to a customer.



- The present continuous is formed with be and the -ing form of the main verb
A. Complete these sentences with the present continuous form of the verbs
in brackets

1. BMW is selling (sell) Minis in China now.

2.People ...l (work) in the factory 51 weeks a year.
3L (call) about a problem.

4. Many Chinese people .................. (learn) English.

5.She ... (attend) a course on presentations.
6.He .................... (not work) in the office today.

7.They ..ooovvviiiiiiiininnn, (entertain) some foreign guests

C. How is your business, institution or life changing?

2.4. LANGUAGE FOCUS 2: Present simple or present continuous
- Complete the rules with present simple or present continuous.

Weusethe ....... ...l to describe permanent situations,
ones which won’t change.l work in Finance department. We use the .......
............ to describe temporary situations, ones which happen for a short time.
This month I’m working in Sales.

A. Underline the present simple or the present continuous form of the verb
to complete these sentences

1. | stay/ am staying at the Ritz every time I’'m in New York. I stay/ am staying
at the Ritz at the moment

2. She works/ is working at home today. She works/ is working at home every day
3. She often calls/ is calling Russia. At the moment she calls/ is calling a
customer in Moscow

4. 1 don’t usually deal/ dealing with the paperwork. | deal/ am dealing with all
the paperwork while Susan is away

5. It normally takes/ is taking about two months. But this delivery takes/ is
taking longer than usual

6. We normally use/ are using a London film. This time we use/ are using a
different company

B. Complete this article with the present simple or the present continuous
form of the verbs in brackets

The Inditex group

The Inditex group owns 1(own) six fashion chains including Zara. It
............ 2(have) around 1,500 stores worldwide. It ...................3(operate)
in 44 countries. Inditex ................ 4(employ) 27,000 people and .......5(have)
more than 200 fashion designers.



Currently the fashion designers ..................... 6(work) on next year’s

designs. The Inditex group .................. 7(do) very well at the moment, and it
................. 8(try) to become a global fashion leader.

Amancio Ortega, the founder of Inditex, also ................. 9(invest) in
property and hotels. Most of this year’s investment ................ 10(stay) in Spain.

C. Work in pairs. Role play this situation

Student A works at the EBB Bank. Student B works at the Goldcrest
Hotel. Take it in turns to show each other around your company. Say what
happens in each area and what is happening now.

2.5. VOCABULARY: Describing companies
- These sentences describe two companies, Autotech and Green Fingers. Choose
pairs of sentences which describe similar things and match them with the correct
companies.
1. John Smith started Autotech in 1960.
It has a workforce of 2,500.
Autotech exports to over 12 countries.
It manufactures car parts.
It introduces one or two new components each year.
It employs about 35 people.
Green Fingers sells some of its products abroad.
It makes garden products.
. George and James Hawkins began Green Fingers in the 1920s.
10 Green Fingers supplies the gardening industry.
11.1t launches twelve new products a year.
12.Autotech provides components for the car industry.
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C. Use verbs from Exercise A which you underlined to complete this
company profile
GKS

GKS Services began (1) in 1989 when Dieter Norland left his job as an
engineer in the computer company industry. The company... makes...(2) high-
tech security alarms and ...exports...(3) its products all over the world. It
...employs...(4) 150 people at its factory near Rotterdam, although the company’s
head office is in Amsterdam and .. .has...(5) a staff of 20. The company ...launches(6)
...a number of new products each year. GKS Services supplies. ..(7) products to the
security industry and ...provides. ..(8) domestic alarms for the general public.



2.6. READING: LVMH
A. What products do you think of when you see these brands?
1. Louis Vuitton
2. Givenchy
3. Kenzo
4. Donna Karan
Name: LVMH
- Products: designer clothes, fashion accessories, watches and luggage
- Head office: France
- Number of brands: 60
- Number of stores: 1500
- Workforce: 56000
C. Answer these questions
1. What percentage of LVMH’s staff do not work in France?
63% of its staff do not work in France
2. What was the percentage increase in sales at the Louis Vuitton division in the
fourth quarter? 22%
3. Which of the following were reasons for the increase in LVMH’s sales?
a) well-known products v’ C) better research
b) new stores v’ d) new products v’
4. How did the launch of the Tambour watch help LVMH?
It brought customers into the stores
5.In which markets did LVMH sell a lot of products?
The US, France and Japan
D. Mark each statement true or false
1. LVMH’s main product is cosmetics. F
2. LVMH doesn’t launch many new products. F
3. Sales in France are poor. F
4. LVMH’s products are well made. T
5. The image of its products is important to LVMH. T
E. Why do you think LVMH is a successful company? What other
successful companies do you know? Why are they successful?

2.7. SKILLS: Starting a presentation

A. Listen to the start of a presentation. Number items a) to €) in the order
you hear them

a) There are three parts to my presentation. Firstly,

b) By the end of my presentation you will understand clearly our future plans.
c) Good afternoon, everyone. My name’s Ricardo Valdes.



d) I"d like to talk about our new marketing strategy.
e) Finally, the details of the costs...
B. Listen again. Match the headings 1 to 4 to the items a) to e) in Exercise A
1. Topic of the talk: b
2. Aim: d
3. Greeting the audience: ¢
4. Plan of the talk: a,e
C. Work in pairs. Prepare an introduction to a presentation to each other.
Choose role A or role B, and use the notes to introduce your presentation.
Add any information you wish
Role A
Topic: The launch of your company’s product
Plan: 1. The background to the launch
2. The features of the new product
3. The advertising and marketing plans
Aim: To give a clear idea of the sales potential of the product
Role B
Topic: Your company’s new e-mail system
Plan: 1. The background
2. Why the company needed to change the system
3.How to use it and to report faults
Aim: To give a clear idea of how the new e-mail system improves communication in
the company

2.8. CASE STUDY
Greeting
- Good morning/ afternoon. I’m...
- Hello, everyone. Nice to see you again.
Topic
- My subject today is...
- I’d like to talk about...
- I’'m going to talk about...
Plan
- There are three parts to my presentation.
- My presentation is in three sections. Firstly,... Secondly,... Finally,...
Aims
- By the end of my presentation, you will have a clear idea of ...
- By the end of my talk, you will understand how/ why ...



2.9. TEST 3
Question I: Choose the best answer (2.5 points)

1. If youwantto ............... money, you can put it in a deposit account.
A. save B. spend C. borrow D. pay
2. If you buy something for £100 and sell it for £150, you make a .............. :
A. loss B. invest C. profit D. earn
3. To buy a house you usually need to ............. money from a bank.
A. lend B. borrow C. rent D. give
4. Youcan buy and sell .............. on the Stock Exchange.
A. dividend B. shareholders  C. real estate D. shares
5. I am in charge of training in the human .................. department.
A. support B. staff C. resources D. accountant
6. The CEO is the head of the ............... team.
A. administration B. organization C. monitor D. management
7.0Ur oo department is responsible for recruitment.
A. personnel  B.employee C. worker D. advertisement
8. The number of new employees ............... dramatically this year.
A. have fallen B. has fallen C. is fallen D. felt
9. Competitionis ................. in the fast food business.
A. efficient B. intense C. successful D. invest
10. It’seasy to ....c.ovveennnen a sale if the product’s good and the price is right.
A. do B. give C. get D. make

Question 11: Correct the mistake in the following sentences (2.5 points)

1. You can sometimes to take early retirement between 50 and 60.

2. When he lost his job, he receive a big redundancy payment.

3. He resigned to his job to take up a position in another company.

4. How long have you been in charge with clinical trial?

5. I check that products are make to the right standard.

6. | see the advertisement for this post in the Sunday Times last week.

7. Gregorio is the company which distribute office stationary.

8. Did you interviewed for the job?

9. I invested half of the money in the Stock Market and the rest I put in the bank.
10. There are 3,000 applications for this job.

Question I11: Write complete sentences using the suggested words and
phrases (2.5 points)

1. Next week / he / going / London / an interview / but he/ not confident.

2. They / have to / think / taking / more staff.

3. There / very little / chance / promotion.

4. A perfect employee / never / break / the rules / his company.

5. The job / offer / a better salary / excellent prospects.

6. Cleaners / often / have / work / evening / when / offices / closed.

7. 1 love it/ but / too expensive. Have got / you / cheaper model?



8. CNN / reported / world events / more than 20 years.

9. Our profits / be / down / because / the high dollar / last year.

10. Employees / not allowed / eat / offices / only / the canteen.

Question 1V: Make question for the underlined part in the following
answers (2.5 points)

1. 1 go Italy once a month to meet customers.

2. She has worked for this company for seven years.

3. The population of North America is three hundred and ten million.
4. The company employs about 300 people.

5. Next year the company wants to sell 1,100,000 units of Sparkle.
6. He likes to work with creative and reliable colleagues.
7
8
9
1

. Our most popular model is the R215.

. Yes, we always have goods in stock.

. We are going to launch a new website next month.

0. George and James Hawkins began Green Fingers in the 1920s.




UNIT 10: THE WEB

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary related to internet terms
Future simple tense and near future tense
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 10) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 10
2.1. STARTING

A. What do people use the Internet for? Complete the following activities
with words from the box
keeping researching shopping booking  getting  buying

doing using

| P airline tickets

2 e books and CDs

3. for food

4. i chat rooms

S in touch with family and friends
6. e, news and sports results
T, a project

8 i a course

C. What do you think the people use the Internet for? Talk about your
ideas in pairs

| think Mathilda uses it for studying.

| think Brad uses it for booking airline tickets.

I think...
D. Now listen to three people talking about the Internet. Note down what
they use it for?

2.2. VOCABULARY 1: Internet terms
A. Read this advice about using the Internet. Match the underlined words
with their definitions below

How do you get started on the Internet? First you log on (1). Then, a good
way is to go to an efficient search engine (2), for example, Yahoo! or Google.
You type in a keyword (3) to show what you are looking for. Very quickly you
receive a list of websites (4) to choose from. Sometimes the list is long — enough
to keep surfers (5) happy for many hours. When you find the right website, you
can either download (6) information or print it out. If you download a file with a
virus in it, your computer may crash (7).

Definitions
a) People who spend a lot of time using the Internet
b) Take information from the Internet and copy it to your computer
c) A website which finds information about other websites
d) Places on the Internet containing information
e) Your computer stops working because of a problem
f) Enter information to start using a computer or website




g) The word which tells the search engine what you are looking for
Answers:
1-f: log on - enter information to start using a computer or website
2-C: search engine - a website which finds information about other websites
3-0: keyword - the word which tells the search engine what you are looking for
4-d : websites - places on the Internet containing  information
5-a : surfers - people who spend a lot of time using the Internet
6-b: download - take information from the Internet and copy it to your computer
7-e: crash - Your computer stops working because of a problem
B. Discuss the following questions
Which search engines do you use?
What are your favourite websites?
What do you buy on the Internet?
What problems do you have?

2.3. VOCABULARY 2: Time expressions

- Complete these future time expressions with words from the box.
Tomorrow end after weeks near next now weekend

1. Sales of luxury cars will double by next year.

2. In two weeks’ time we’ll review the budget.

3. We’re entertaining the suppliers tomorrow evening.

4.They will introduce the new marketing strategy in the near future.

5. She wants us to increase exports before the end of June.

6. Our launch deadline is the week after next.

7. He’s going to rebuild the website at the weekends

8. Your flight will board a couple of hours from now.

2.4. LISTENING: Website design
A. You are going to hear an interview with Richard Cable, a website
designer. Before you listen, match these words with their definitions

1. rebuild a) able to change in new situations

2. deadline b) time by which you must finish smt
3. budget c) find the way around smt

4. develop d) make smt new

5. adaptable e) make or do smt again

6. create f) make or improve smt

7. navigate g) amount of money available for smt



B. Now listen to the first part of the interview and answer these questions
1.What does Richard do?

a) Builds new websites

b) Rebuild websites v/

c) Builds computers
2. Tick the things Richard likes about his job.

a) the informal atmosphere v’

b) getting a lot of experience v/

c) working with older people
3. What does Richard like best about his job?

a) relaunching a website

b) relaxing at work v/

C) navigating a website
C. Listen to the second part of the interview. Then complete this summary
- What do you need to think about when you redesign a website?

First: Why the company needs.......... a website.
Second: How people will ...use........ the website.
Third: How much the company wants to...... spend.........

D. Match the types of website 1 to 4 below to examples from the box. Then
listen to the last part of the interview and check your answers
streetmap.com CNN  Yahoo!BBC Amazon Google
1. News websites
2. Search engines
3. Information sites
E. Commerce sites

2.5. LANGUAGE FOCUS 1: Talking about future plans
- We often use the present continuous to talk about appointments and meetings
Eg: She is visiting the suppliers next week.
- We also use going to for future arrangements and plans (when we have already
decided to do something)
Eg: We are going to launch a new website.
I’m not going to study computing next year.
A. Complete these sentences using going to

1. What ............. YOU vevvveennnnnn. do?
2. Well,I......not.............. sell the company?

B. Complete these sentences using the present continuous form of the verb in brackets
1. What ......... they .......... next week? (do)

2. They ...... not .............. They’re on holiday. (work)



C. Complete these sentences using the present continuous form of the verb in brackets

| T (meet) Mr Yamashiro next week. He ............... (arrive) on
Tuesday night. On Wednesday I ............ (take) him to the factory. I (not/ see)
............... him on Thursday. ButI ............(drive) him to the airport on Friday.

D. Listen to Kazumi and David talking about their plans for next year. Are
these sentences about their plans true or false?
1. Kazumi is going to change her job. T
2. Kazumi is going to stay in the city. F
3. She is going to save some money. T
4. David is going to change his job. F
5. He is going to take a computer course. T
6. He is going to go abroad. F
E. Tick the plans below which are true for you. Add four more plans to each list
Work in pairs. Tell your partner about your plans for the future.

2.6. LANGUAGE 2: Will
- We use will + infinitive to talk about future events and predictions
Eg: The market will be very competitive.
- We also use will + infinitive for offers
Eg: You’re busy. I'll finish the report for you.
- The negative is will not or won 't
Eg: We will not (won’t) have a company party this year.
A. Read the following sentences from a chairperson’s I.T. plan. Put will in
the correct position in each line
1. All our catalogues will be online by next year.
2. In ten years 80% of our sales be online.
3. Most of our customers order their products at their computer.
4. Customers open one account to make all their purchases.
5. Security not be a problem.
6. As a result, efficiency improve.
Answers:
1. All our catalogues will be online by next year.
2. In ten years 80% of our sales will be online.
3. Most of our customers will order their products at their computer.
4. Customers will open one account to make all their purchases.
5. Security will not be a problem.
6. As a result, efficiency will improve.
B. Match the statements to the offers
1. I haven’t got a hard copy of the report.



2.1 can’t find Susan’s address.

3. I think it’s time to go home.

4. These boxes are so heavy.

5. I’'m very thirsty.

a) I’ll carry one for you.

b) I’ll print it out for you.

c) I’ll get you a drink from the machine.

d) I’ll give you a lift to the station.

e) I’ll e-mail it to you.
C. Work in groups. Your group has been asked to organize the launch of
your new website. Their launch will be in your office, and your group will
organize everything as the budget is not very big. Offer to do as many
things as possible

Eg. I’'ll send out all the invitations.

2.7. READING: Commerce
New words
fail (v)
retailer (n)
advertiser (n)
paid-for placement
revenue (n)
profit (n)
client (n) = customer
competition (n)
competitor (n)
A. Do you think it is difficult to find products on the Internet? What kind of
products do you search for on the Internet?
It is easy to find products on the Internet. For example, you can search for
clothes, bags, books, CDs, tickets, food...
B. Scan the article and note the names of all the companies
Answers: AOL, Yahoo!, Overture, Goto.com, Google, Earthlink, Lycos, Jupiter
Research
D. Read the article and choose the best answers to these questions
1. These days big Internet companies are making
a) more profit : b) less profit v/
2. Many Internet companies failed because:
a) sales were poor v’ b) they didn’t advertise enough



3. Martin Child says it is important
a) to be able to find a company’s products v’
b) to do a lot of research
4. Overture made $142.8m during a period of
a) 3months v*  b) 6 months
5. For search engines like Google, the main problem is
a) to get good staff
b) to offer services which are differentv’

2.8. SKILLS: Making arrangements
A. Listen to four people making arrangements by phone. Match the call to
the situation

a) changing an existing appointment C

b) apologizing for missing an appointment D

c) making an appointment A

d) suggesting an alternative day B
Answers:
Call 1

Manfred: What’s a good day for you?

Jane:I can make Wednesday. How about 10 o’clock?
Call 2

Manfred: How about later in the week? Is Friday OK?

lan: Yes, | can do Friday morning after 11

Manfred: Yes, that’ fine for me. Friday at 11:30. See you then
Call 3

Nadia: Sorry, but I need to change the time of our meeting. I can’t make
it on Monday now.
Call 4

Bob: I’'m very sorry I missed our meeting this afternoon. My flight was

delayed. I’'ll call you again later.
C. Work in pairs. Role play this situations

The managing director of Alpha Printing calls a customer to arrange a
meeting next week. The MD suggests a time and date. The customer agrees.

The MD calls a supplier and suggests a meeting on Friday 20 March. The
date and time are not suitable for the supplier. The supplier suggests another
date and time. The MD agrees.

A customer leaves a message for the MD. The customer was ill and
missed a meeting at 11 a.m. The customer will call the MD later in the day.



2.9. CASE STUDY
Asking
What time is good for you?
What’s a good day for you?
What time/ day suits you?
Agreeing
| can make (time/ day)
| can do (time/ date)
(Day/ time) is fine for me
Suggesting a different time/day
How about (time/ day)?
Is (date/ time) OK for you?
Declining
I’m afraid I can’t make (time/ day)
I’'m sorry I can’t do (time/ date)
Apologizing
I’m sorry I missed our meeting at/ on (time/ date)
Sorry I didn’t make it on time
Giving an excuse
My flight was late
The traffic was very bad
I was ill



UNIT 11: CULTURES

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary for discussing workplace culture
"Should/shouldn't" and "Could/would"
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 11) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Regular check point
Periodically check theory



2. CONTENT: UNIT 11
2.1. STARTING UP

A. Look at the following tips for visiting a different country or doing
business there. Use the words from the box to complete the tips

date clothes hours book customs money cards food sport language
. Find out about the most popular ...sport........... in the country.

. Always take ...money........... in US dollars.

. Find out about the normal working ...hours.............

. Be careful how you write the ...date..........

. Find out about the most important ...customs ............ and festivals.
. Learn how to speak a little of the local ...language....................
.Read a book.............. about the history of the country.

. Eat some of the ...food........... before you go.

. Wear formal ...clothes...................
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10. Translate your business card............. Into the local language.
B. Which tips are good advice for your country? Add some others
Sample answers:
It is important to learn how to greet people in their language.
It is important to find out about the normal working hours.

2.2. VOCABULARY: Company cultures
A. Different companies have different cultures and ways of working.
Complete these sentences with the words in brackets

Dress (uniforms/ casual Fridays/ weekend clothes)
1.We don’t have to wear business suits at the end of the week. My company has
a system of ...casual Fridays...
2. In many banks, staff can’t wear what they like. They have to wear ...uniform
hours...

Timekeeping (flexible hours/ part-time/ shift work)
3. For two weeks each month, I work at night. I can’t sleep during the day. I hate
...shift work...
4. We have a...flexible hours... System in our office. Some people work from 9
a.m. to 5 p.m.; others work from 10 a.m. to 6 p.m.

Time off (childcare/ annual leave/ public holidays)
5. I 'am so busy at the moment that I work on New Year’s Day, which is a(n)
...public holiday...
6. How many days’ ...annual leave...do you get in your company?

Reporting procedures (written report/ face-to-face/ e-mail)



7. We often speak on the phone but never ...face-to-face...
8. He sends us a(n)... e-mail...in the post each month.
Types of meeting (informal/ formal/ social)
9. Our department starts everyday with a(n)...informal. .. meeting. It is very relaxed.
10. Companies have an Annual General Meeting (AGM) once a year. It is a very
...formal...meeting, with a lot of people.
Names (job title/ first name/ family name)
11. In some countries, the company culture is formal. Staff use ...family
name...when they speak to each other.
12. What’s your ...job title...now? Are you “Chief Executive”?
B. Would you like to work for an organisation which has:
uniform?
casual Fridays?
a lot of formal meeting?
flexible hours?
Why? Why not?

2.3. LISTENING
A. Three people talk about cultural mistakes
- Listen to John’s story and answer the questions
1. What meal was he invited to?dinner
2. What did John look at?A table
3. What was his mistake?
a) John talked during an important silence.
b) John talked about his host’s table.v’
c) John didn’t want a gift.
4. Where was Peter’s new job? In France
5. What was his mistake?
a) He did not use first names.
b) He did not speak French.
c) He did not use family names.v’

6. How did the staff feel when Peter used first names?  Unhappy
7. Where did Susan make her mistake? In Japan

8. Who did she go out for a meal with? Japanese sales staff

9

. What was her mistake?
a) Susan poured her own drink.v’
b) Susan did not laugh.
c) Susan poured too many drinks.
10. What did she forget to do? Pour drinks for the others



B. It is easy to make mistakes in other cultures. What other examples do
you know?

2.4. LANGUAGE FOCUS 1: should/ shouldn’t
- We use should/ shouldn’t to give advice and make suggestions
Eg: We should wear formal clothes to the dinner.
He shouldn’t be late for meetings.
- We often use I think or I don’t think with should to say something is or isn’t a
good idea
| think you should go on a training course.
I don’t think you should interrupt her.
Do you think I should learn to speak the local language?
Yes, I do./ No, I don’t
B. Give the opposite advice by using should, shouldn’t or I don’t think
1. | think he should go to Paris next week.
I don’t think he should go to Paris next week.
2. You shouldn’t buy a franchise.
3. She shouldn’t take the customers to an expensive restaurant.
4. | think you should launch the new product now.
5. My boss thinks it is too late to send the report now.
6. We should order online
C. Use the notes to write suggestions to a colleague going on a business trip
for the first time
write on business cards x
shake hands
uS€e Surnames \/
be late x
give an expensive gift

2.5. LANGUAGE FOCUS 2: could/ would
- We often use could or would to make a request.
Eg: Could I use your mobile phone, please?
Would you open the window, please?
- We often use would you like to make an offer.
Eg: Would you like a brochure?
Would you like to dance?
Answers:
1. Could I use the phone, please?
2. Could you say that again, please?



3. Could you call a taxi for me, please?
4. Could you tell me the way to the station, please?
5. Could I pay by credit card?
6. Could you recommend a good restaurant?
7. sCould I have a map of the city, please?
A. Match these words to their meanings. Use a good dictionary to help you

1. franchise a) a shop or other place to buy things

2. franchisee b) one company allows another company to sell its goods or services
3. adapt c¢) a number of shops owned by the same company

4. outlet d) change

5. chain e) a person or group of people who can sell another

company’s goods or services

2.6. READING
- Which of these companies do you think have franchises?
Body Shop  Benetton IBM McDonald’s Marks and Spencer

C. Read the article about a fast-food chain in Japan. Mark each statement
true or false

1. Subway has 14,000 outlets in Japan. F

2. McDonald’s is the biggest fast-food chain in America. F

3. A lot of Subway franchises failed because the Japanese don’t like fast food. F
4. The company said to Mr. Ono, “Thank customers when they leave the shop”. F
5. Subway ran a lot of advertisements. F

6. Mr. Ono’s store was not successful. T

7. Mr. Ono took a lot of holidays. F

8. Mr.Ono hasanew job. T

D. Find these verbs in the article. Match them to their meanings

1. Set up (paragraph 1) a) return

2. Come back (paragraph 2) b) closed

3. Shut down (paragraph 4) c) opened

E. Use the verbs from Exercise D to complete these sentences

1. The company .................. its factory in India after the accident.
2. Do you think we should .................. to this restaurant tomorrow?

3.He ............ a new company with a loan from the bank



2.7. SKILLS
A. A human resources manager is talking to the general manager of
a company about an employee, Jane Wilkinson. Jane joined the company
three months ago. Listen to the dialogue. Tick the problems which are
mentioned in the dialogue.

Jane doesn’t enjoy the work.v’

She hasn’t got enough work.v’

She has got too much work.

She is bored.v’

She has very challenging work.

She doesn’t like the general office.v’

She doesn’t like her boss.
B. Complete sentences 1 to 4 with suitable endings a) to d)

1. The problem is a) to find out the real problem

2. | think we should b) she doesn’t enjoy the work

3. The best thing to do c) talk to her

4. OK, so we are going d) is to transfer her
C. Which expressions 1 to 4 in Exercise B

a) identify the problem? 1

b) suggest action? 2,3

C) agree action? 4
D. Role play this situation. An employee goes to the human resources
manager with a problem

Employee: turn to page 141

Human resources manager: turn to page 146

2.8. CASE STUDY
Identifying the problem
There’s a problem with ...
The problem is ...
Suggesting action
We could/ should/ shouldn’t ...
I think/ don’t think we should ...
Agreeing action
So we’re going to ...
[ agree. We'll ...



UNIT 12: JOBS

1. GENERAL INTRODUCTION
TEACHING AIMS
After learning this unit, the students can know:
Knowledge:
Vocabulary related jobs and skills
Skills:
Listening, speaking, reading and writing
Working in pairs and in groups
Capacity for autonomy and responsibilty:
Have inspiration in learning
Be aware of the importance and practical significance of the subject
Follow the workplace rules and regulations
TEACHING METHODS
For teachers: use active teaching methods (lecture, question and answer,
problem-based teaching)
For learners: proactively read the textbook (Unit 12) before class
CONDITIONS FOR IMPLEMENTATION
Teaching aids:
Chalks, textbook, projector and handouts
Learning materials, tool, material
Course curriculum, textbooks, reference materials, lesson plans, movies,
and related documents
CHECKING AND EVALUATING
Content:
Knowledge: Check and evaluate all content stated in the knowledge
objectives
Skills: Evaluate all content stated in the skill objectives.
Capacity for autonomy and responsibility: During the learning process,
learners need to:
+ Research the lesson before going to class
+ Prepare full study materials
+ Participate in the full duration of the course
+ Serious in the learning process
Method:
Written test 4

2. CONTENT: UNIT 12
2.1. STARTING UP

- Look at these jobs. Who do you think should get the highest salary for these
jobs? Put the jobs in order, highest salary first



lawyer postal worker nurse firefighter
football star teacher accountant advertising executive
fashion model air traffic controller
- Which of the following would you like or not like in a job?
1.a lot of telephone work
2. writing lots of reports
3. working with the same people
4. working with a lot of different people
. working on your own
. sharing an office
. using English at work
8. working flexible hours (including weekends)
9. casual dress
10. uniforms
A. Complete the first part of this advertisement with the verbs from the
box. Use the words in brackets to help you
KARADA MODE PLC
Are you the person we are looking for?
The role
We are looking for a talented person for this position. In this exiting job you will
need to:
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Jdead.....ll a team of 25 (be in charge of)
.setup...., a new branch in Amsterdam (start)
...train............... new staff (teach)
...Increase.............. sales in all market (make more)
...develop.............. new products (create)

Amprove.............. communication between our head office and local

branches (make better)

B. Complete the second part of the advertisement with the verbs from the box
The person

In your present job you:

.................. a large department in the clothing industry (control)
.................. budgets (think about the future)

.................. sales conferences and trade exhibitions (arrange)
.................. customers, suppliers and their problems (take action)

C. What skills and abilities do/ did you need in your present or past jobs?
Use the verbs in Exercises A and B



2.2. LANGUAGE FOCUS 1: Present perfect
- We use the present perfect to talk about actions that continue from the past to
the present.
Eg: | have worked here for five years. (I'm still working here.)
He has lived in Tokyo for two years. (He’s still living there.)
We often use the present perfect to talk about life experiences.
She has had three jobs since she left university.
He hasn’t had any experience in marketing.
- The present perfect is formed with have/ has + the past participle of the main verb.
A. Match the job interview questions 1 to 5 with their answers a) to e)
1. How many jobs have you had since leaving university.
2. Why have you changed jobs so often?
3. What have you done that shows leadership?
4. In what way has your job changed since you joined the company?
5. Have you ever worked with a difficult person?
a) I now have more responsibility and work longer hours.
b) Well, | lead the sales team. I’m also chairperson of a local business association.
c) | wanted to earned more money.
d) Well, the boss in my last company wasn’t easy to work with.
e) I’ve worked for six companies.
B. Now listen and check your answers
1. How many jobs have you had since leaving university.
e) I’ve worked for six companies.
2.Why have you changed jobs so often?
c) | wanted to earned more money.
3. What have you done that shows leadership?
b) Well, I lead the sales team. I’'m also chairperson of a local business association
4. In what way has your job changed since you joined the company?
a) I now have more responsibility and work longer hours.
5. Have you ever worked with a difficult person?
d) Well, the boss in my last company wasn’t easy to work with.
C. Complete these interview questions using the present perfect form of the
verbs in brackets

1. How ............... (you change) over the last five years?
2. What other jobs .................. (you apply for) recently?
3. What ...................... (you read) recently?

4. What kind of people .................... (you work) with?



6. What ......................... (you learn) from your last job?

7. What sort of problems .................. (you have) to deal with?

8 What....................... (you do) that shows leadership?
Answers:

1. How have you changed over the last five years?
What other jobs have you applied for recently?
What have you read recently?

What kind of people have you worked with?
What sort of bosses have you had?

What have you learnt from your last job?

What sort of problems have you had to deal with?
What have you done that shows leadership?
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2.3. LANGUAGE FOCUS 2: Past simple and present perfect
- We use the past simple to talk about completed actions that happened in the past

Eg: I worked in Tokyo in 1990. (I now work in another place)
- We use the present perfect to talk about actions that continue from the past to
the present

Eg: He has worked in Berlin since 2001. (He still works there)
A. Underline the past simple or the present perfect form of the verbs to
complete this extract

| think I had/ have had an interesting career. | studied/ have studied at
Oxford University from 1997 to 2000. Then | applied/ have applied for jobs
abroad. | worked/ have worked in Hong Kong for a year, and then | went/ have
been to Japan in 2001.

| did/ have done a number of different jobs. I sold/ have sold computer
software in Hong Kong. | taught/ have taught English in Japan. | wrote/ have
written a book, and I ran/ have run my own business.
B. Tick the expressions you can use to complete this sentence

The manager has been here .................

beforev’ often

twice v for two hoursv’
last year this afternoonv’
since 2 o’clock 4 at 2 o’clock
two weeks ago recentlyv’

- Answer this question: “What is the main information in a curriculum vitae?”
(List the headings in the correct order in a CV)



2.4. READING
A. Look at the CV (curriculum vitae). Put the headings from the box in the
correct place in the CV
Interests Key skills Education References Work  experience
CURRICULUM VITAE
Name: Cristina Kramer
Nationality: Brazilian
2003-2004: Diploma in Business Studies, Metropolitan University, London
1995-1998: Degree in Biological Sciences, PUC Campinas, Brazil.
2001-2002 Regional Branch Manager, PE instruments, Rio de Janeiro, Brazil
Set up a new sales office
Trained a team of sales staff
1999 — 2000 Technical Sales Specialist, Brazil Instruments, Sao Paulo, Brazil
Sold a wide range of instruments, including software
Organised and presented customer seminars

Fluent in Portuguese, Spanish, English and Italian
Computer skills: Microsoft office, HTML, Java

................................

Professional and personal references available on request

B. Study the curriculum vitae and mark each statement true (T) or false (F)
1. Cristina Kramer studied Business in Brazil. T
2. She has worked for two different companies. T
3. She arranged seminars when she worked for Brazil instruments. F
4. She cannot speak Spanish. T
5. She is interested in keeping fit. T

2.5. LISTENING

- Cristina Kramer is applying for a job as an overseas sales representative in
Italy. Listen to part of her interview. Complete her answers.

Answers:

Reasons for applying: I like ...traveling ... and ...using... my languages. I also
like meeting...people, and | want a new challenge

Strengths: I’m....fluent...in Italian and Spanish. I’'m good at training sales staff
and I get on well with people. I think I’m very good at organising seminars for
customers.



Weaknesses: I’'m not .....patient...when people don’t meet deadlines.

People you work well with: | like people who work hard and who are reliable.
Interests: | like aerobics and skiing.

Questions: If I get the job, when would you like me to start?

Interview questions:

Reasons for applying: Why do you want this job?

| like traveling and using my languages. | also like meeting people, and | want a
new challenge.

Strengths: What are your strengths?

I’m fluent in Italian and Spanish. I’'m good at training sales staff and I get on
well with people. I think I’m very good at organising seminars for customers.
Weaknesses: What mistakes have you made?

I’m not patient when people don’t meet deadlines.

People you work well with: What kind of people do you work well with?

| like people who work hard and who are reliable.

Interests: What are your interests?

| like aerobics and skiing

Questions: Do you have any questions to ask us?

If | get the job, when would you like me to start?

2.6. LANGUAGE 2: Past simple and Present perfect

2.7. SKILLS: Interviewing for a job
A. Work in groups. Decide which of these interview tips are more for
interviewers and which are more for candidates
a. Be completely honest at all times.
b. Try to help the candidate to relax.
c. Always wear your best clothes.
d. Do not ask a lot of questions to which people can answer “yes” or “no”
e. Listen carefully and make a lot of notes.
f. Arrive half an hour early for the interview.
g. Ask a difficult question at the beginning of the interview.
h. Get an expensive haircut.
B. Watch a video and note down things you should do and shouldn’t do
when attending an interview

1. Guided practice: Role play this situation: The manager of a hotel is interviewing
a candidate for the job of receptionist
Hotel manager: (Find out this information about the candidate)



. Did / find / hotel / easily?
. Why / want / job?
. What / strengths / have?
. Can / work under pressure?
. What / learn from / last job?
. What / not like about / last job?
. What / main interests?
. Do / have any questions?
Candidate for the job of receptionist

. yes / came by taxi
. like working with people / and to work in the city
. good with numbers / fluent in English
. stay very calm at all times
. how to deal with people / work well in a team
. long hours / difficult journey to work
. cycling, watching sports
. how long / holidays?

. Free practice: Role play your own situation
The managers of a garment company are interviewing you for a job of
accountant.
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29. TEST 4
Question I: Choose the best answer (2.5 points)
1. She left herjob .................. the reasons she explained.
A.on B. for C. about D. with
2 i time do you spend learning English everyday?
A. How many B. How long C. How far D. How much
3.0ur ... are valuable because they have good customer recognition.
A. types B. makes C. brands D. kinds
4. This yearwe will pay a .................... of $25 per share.
A. dividend B. stake C. profit D. shareholding
S5.We oo for you tomorrow when you arrive at the airport.
A. are waiting B. will be waiting C. wait D. waited
6. My parents ................. in Florida since 1999.
A. has lived B. have lived C. are living D. live
7. She doesn’t have enough ................. to pay her bills.
A. time B. old C. year D. money
8. I need your advice because I ................. about buying a new car.

A. thinks B. am thinking  C. thinking D. think



9.0uUr ....covvninnnnn. is down 20% compared with last year.

A. figure B. campaign C. turnover D. schedule
10. He resigned from his job to takeupa ..................... in another company.
A. position B. retirement C. redundant D. staff

Question 11: Correct the mistake in the following sentences (2.5 points)

1. She is good at negotiate the prices.

. Our company is having 500 employees.

. The group provide furniture to luxury stores and outlets.

. What time do the meeting finish?

. Do you like China food?

. This shop is much more large than that one.

. How much languages can your father speak?

. Do you hate be away from home?

9. This room isn’t enough large for 50 guests.

10. Last night | spend half an hour writing the sales report.

Question 11l: Write complete sentences using the suggested words and
phrases (2.5 points)

1. Rate / inflation / worse / this month / than / it / last month.

2. It / difficult / break / export markets/ than / home markets.

3. I/ sure / volume / e-commerce / increase / next / five / years.

4. It/ good / idea / translate / business / cards / local / language.

5. You / ever / receive / any / training / management?
6
7
8
9
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. Investors / very / worried / because / political / problems / region / last year.
. I love it / but / too expensive. Have got / you / cheaper model?
. I/ would / like / talk / about / new / marketing / strategy.
. Bank / receive / money / keep / it / safe.
10. I / not / have / opportunity use / leadership skills / last year.
Question 1V: Make question for the underlined part in the following
answers (2.5 points)
1. Mr. Warren often goes to work by car.
2. No. We can’t hire any more staff at the moment.
3. The population of Latin America is 519,000,000.
4. My hairdressing salon is located in my parents’ hotel.
5. Coca-Cola buys more sugar than any other company in the world.
6. She is creative and efficient.
7
8
9
1

. They are meeting an important supplier now.
. | would start a business with reliable person.
. They didn’t come to the party because of the heavy rain.
0. Last year we planned to build 100,000 cars.




