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4 Introduction

Introduction

Commerce is designed for students who intend to
get a jobin a business context.It prepares them fora
wide range of business situations, develops telephone
and communication skills, and provides them with
background in major business concepts.

Start up

This is designed as a warm-up activity to the unit.
It often introduces key vocabulary or concepts, and
should be used to get students to focus on the topic.

9to5

This section occurs in alternate units. It presents and
practises functional and situational language in simple
business contexts. It is set in an advertising agency. There
are three main characters: Richard (the manager), Lisa
Scacchi (his new Personal Assistant), and Joe (her
colleague). The activities move from the presentation of
target language to activities and role-plays that practise
the language in meaningful contexts.

Call centre

This section presents the basic language of making and
receiving telephone calls. There is a listening task after
which students are asked to analyse the interaction and
then do a speaking task using the target language. It is
linked to Pronunciation exercises where necessary.

It’s my job / Company profile

These occur in alternate units, and provide visual input
and text. They are all based on authentic interviews and
sources and are designed to be of interest to the students
as they stand with only minimal tasks. In It's my job’,
students will read about a variety of young people in
different business environments and gain insight into
the skills required.

General focus questions for Tt's my job' and ‘Company
profile’ are: What do you think his / her job involves? What
skills and experience does he / she need? Would you like to
do it? What do you know about this company? Would you
like to work there?

As an ongoing project, encourage the class to build
up a portfolio of other 'It’s my job' or ‘Company profile’
features.

Business know-how

Increasingly in business, it is not enough to have
experience or qualifications. Employers are also looking
for staff with strongly developed soft skills. These skills
include teamwork skills, self motivation, flexibility,
leadership skills, organizational skills, and interpersonal
skills. This section is designed to introduce these skills
gently to the students through entertaining activities.

Project
This encourages students to take an active role in the

learning process, working in pairs or groups to explore
topics and find out more about companies.

Projects can be set as homework assignments, but it is
worth spending time in class preparing students for the
task. Students are usually required to use search engines
such as www.google.com or www.altavista.com to find
information. Help can also be given by brainstorming
some standard places where they can gather information.

Top margin

This top part of the page contains facts, statistics, and
quotes. These are optional extras and can be used to add
variety and interest to your lessons, or provide additional
material for strong students who are ‘fast finishers’,
Sometimes they have an associated question, and ways
of exploitation include asking whether your students are
surprised by the facts and statistics, or whether they
agree, disagree, or can identify with the quotes.

There are also definitions for difficult words or phrases
which are important to understand a text which appears
on the same page. (Words or phrases in the text are
highlighted in bold.)

Vocabulary

Students meet a large amount of vocabulary during the
course. Itis important to encourage good learning skills
from the start, for example:

@ organizing vocabulary into categories rather than
simple alphabetical lists

® understanding the context of vocabulary and whether
it is a key word needed for production or for
comprehension

# checking and learning the pronunciation of a word

or phrase.



Language spot
This focuses on the grammar that is generated by the

topic of the unit and concentrates on its practical
application.

If your students need revision after completing the
Language spot, direct them to the Grammar reference,
which provides a handy check.

There is also one photocopiable Grammar test for each
unitin this Teacher's Resource Book.

Listening, Reading, Speaking, Writing

These activities give realistic and communicative practice
of language skills needed in commerce,

® In the listening activities students are exposed to
business situations, including dialogues, presentations,
and interviews. They also hear a variety of English
accents, both native-speaker and non-native speaker.

* In the reading sections students meet a variety of
business-based texts.

# In the speaking sections, try to ensure use of English
during speaking activities, particularly those involving
some discussion. Encourage this by teaching or revising
any functional language students may need. The
photocopiable activities in this Teacher’s Resource Book
also provide additional, freer discussion activities.

& Writing practice in the units is designed as
consolidation of the topic with structured, meaningful
writing tasks (see Writing bank).

Pronunciation

This practises aspects of pronunciation which are of
maximum importance for intelligibility.

You canrepeat the recordings in the Pronunciation

as often as you like until you and your students to feel
confident they have mastered a particular sound or
feature.

Checklist

This allows students to check their own progress. You
may want to get students to grade or assess how well they
can perform each of the ‘Can do'statements, e.g ‘easily’,
‘with difficulty’, or ‘not atall’

Key words

These are the main items of commerce vocabulary
introduced in the unit. A definition of each of these
words appears in the Glossary. You should certainly check
students’ pronunciation, including the stress, of words
likely to be used orally.

This section also provides students with the opportunity
to personalize the Key words by adding five more words
or expressions that they think are useful.

Introduction §

Writing bank

This is in the middle of the book and gives specific skills
practice in basic business writing. It can be used
throughout the course, either in class, or as self-study or
homework. There are recommendations for when to use
the different exercises in the teaching notes in this
Teacher's Resource Book. There is also an Answer key in
the Student’s Book to encourage students to check their
work, but it is important for you to check extended
written answers with reference to the models provided.

Speaking activities

This section contains one or more parts of the information
gap activities from the main units (see Speaking).

Grammar reference

This can be used together with the Language spot,as

a handy check, or for revision. It shows the form of a
particular grammar point, briefly explains its use, and
provides example sentences as well as indicating likely
student errors.

Listening scripts

This is a complete transcript of all the recordings.
Direct students to it for checking answers after they
have completed a Listening task, or allow weaker
students to read it as they listen to a particular
recording, perhaps for a final time.

Glossary

This is an alphabetical list of all the Key words. Each
word is followed by the pronunciation in phonetic script,
the part of speech, and a definition in English.

The section begins with a phonetic chart, with an

example word from commerce to illustrate each of the
sounds,
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1 The business environment

Background

Every day millions of people all over the world are
involved in business activities. They may be working for
large international organizations with thousands of
employees and business interests in many countries, or
for alocal business with a small workforce. These
businesses may produce or sell goods, or they may provide
services, such as tourism, medical care, or education. And
even the people who aren't working are still involved in
the business world as consumers, Every purchase they
make, every text message they send, helps a business
achieve its prime goal of making a profit.

Some businesses provide the goods and services that

we all need to survive - food, water, shelter, clothes,

and warmth. These five basic needs exist in all societies,
from the most advanced to the least developed. In more
developed societies, we let other people provide for most
of our needs in exchange for payment. For example, we
rely on other people to produce bread which arrives on our

table through a series of financial transactions involving
farmers, merchants, millers, bakers, and retailers. People
in business provide the goods which other people need in
return for profit. This in its turn enables them to pay for
their own needs. The whole business world is
interconnected in this way.

Other businesses provide the goods and services that we
don’t need, but prefer to have, such as home entertainment
products and leisure travel services, These extra items
reflect our desires or wants. Other wants include
computers with ever-increasing capabilities and the latest
mobile phones. Modern economies depend on these wants
continually increasing. And as they increase, so more
employees with specialized skills are needed, and millions
of new jobs are created.

The growth of the Internet is having an enormous impact
on the way we buy goods and services. In fact, in 2005 UK
consumers spent nearly as much on goods online (£8.2
billion) as in high-street department stores (£9.4 billion).

Start up
* Tip 1 Get students to do the questionnaire on their own.
ﬂ'::;;‘::msim s 2 Try the example dialogue with some students, then get them to work in
y g N 3
uncomfortable or unhappy with pairs. Ask students to discuss what jobs would suit their work style.
something. 3 Askstudentstoread about Markus. Ask some questions from the
actually questionnaire, e. g. Does Markus like travelling? (Yes, he does.) Then get

In spoken English, when you disagree with
a statement you can add actually to
emphasize the contrast.

Additional activity

(stronger students)

In exercise 3 students cover the text about

Markus after reading it They then ask and
answer questions from the questionnaire

from memory.

Ow 1 Mxcv
5 MC?

6 M/CY
9 M?7Cx 10 M2C?

students to continue in pairs. Ask students what they think an exhibition
organizer does. Ask them to read about Chloe, then ask some questions
from the questionnaire, e.g. Does Chloe enjoy teamwork? (Yes, she does.) Tell
students to continue in pairs..

2 M2(probably)C/ 3 M2C? 4 MvC?
7 M2CX 8 M/ C2(probably)
nM2C? 2 MXCX

Language spot
Present Simple

Grammar test
Go to p. 68 Teacher’s Resource Book.

Gothrough the Present Simple with the students. Elicit the use of -s for third
personanddo / does / don't / doesn't for questions, negatives, and short

answers. Get students to underline the sentences about Markus (Twork.. I
travel...Ilove .. Ispend .. Ienjoy .. Idon't really like ... I get back .. it needs ...).
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* Tip

gossip

totalk informally about other people and
their private lives

doodle

todraw lines, patterns, etc. without
thinking, especially when you are bored
flirt

to behave or talk in a way that suggests you
find someone attractive

* Tip

absenteeism

a situation where staff regularly have time
off for illness, Here, the expression
‘absenteeism in the workplace’ suggests
that staff are'absent’when they are
working on personal business.
suspended

not allowed to come into work for a period
of time, as a punishment

Go through the rule about the ~ing form. Get students to underline the
sentences in the text about Chloe (I love working ... I like dealing with...,
Ienjoy working .., I hate dealing with ...). In pairs, get students to tell each
other about things they enjoy / love / hate / are (not) good at.

Go through the Grammar reference with students or set it as homework.

1 Gothrough the activity with the class. Elicit two or three duties for each job.
Then get students to write sentences.

2 Getstudents to compare their answers.

3 Ifnecessary do this orally first, then get the students to write their sentences.

Ow 1 Georgelikes working inateam, but he doesn't like doing routine activities.
2 Stephanie likes dealing with people, but she doesn't like dealing with money.
3 Lauren likes doing research, but she doesn't like solving problems.
4 Andy likes using technology, but he doesn't like being creative.
5 Rachel likes meeting new people, but she doesn't like working under

pressure.

Vocabulary

Ask students to record new words in a vocabulary notebook.

Ow organizer operator researcher trainer designer controller
manager

Reading
1 Divide the students into small groups to discuss the questions.

2 Before reading, go through the questions and get students to guess the
answers. Then get them to read the article and check their guesses.

Ow 1 Aboutanhourandahalf 2 Gossiping 3 26minutes 4 40%
5 They use filters to prevent surfing, turn off coffee machines, and
suspendworkers. 6 They have rooms where staff can relax.

3 Divide the students into pairs to discuss the questions.

Listening

1 () Gothrough the list, then play the recording for students to tick the
activities.

Ow send emails, surf the Net, have meetings, speak to customers,
fillin time sheets, key in data, send faxes, gossip, make coffee

2 () Gothrough the questions with the students, Ask them if they remember
the answers. Play the recording again and get them to write Tor F.

OwiT 2F 20 %F 5€ 67T
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* Tip

Top margin

Look at the statistic. Ask students why
companies lose money when their staff
surf the Net. (Because they do less work but
still have to be paid.)

Additional activity

(stronger students)

Students do an oral presentation of their
Project. They can ask the class to guess the
answers to the questions before they tell
them.

* Tip

Saying numbers

5ay‘and'after hundreds and between
thousands and tens

480 four hundred and eighty

1,018 one thousand and eighteen

per cent

Say the number and then ‘per cent’
53% fifty-three per cent

decimals

Say ‘point’after the whole number and say
the numbers after the point separately
4.73 four point seven three

fractions

Vaa half. 213 two thirds, Va a quarter

Additional activity

(weaker students)

Dictate these numbers to students. They
can write numerals.

155 58,670 3790 317 690 377 8,237

Company profile

Amazon.com

1 Get the students to discuss the questions in pairs.
2 Askstudents to tell you what they know about Amazon.com. Ask each pair

todecide who is Student A and Student B {whose information is on p.112).
Students may note down key information. Then they cover the information
and ask the questions.

Ow StudentA 1 Over 5,000 2 Tailored services, product reviews, secure
payment system, opportunity to'look inside'books 3 With its powerful
database 4 It once offered pocket computers for £7 instead of £192.
StudentB 1 Awebsite where people can buy a wide range of goods
2 Products and services including books, CDs, DVDs, computer games,
clothes, computers, mobile phones, cameras, travel services 3 Tens of
millions of items 4 In Seattle, in the United States 5 Six

3 Askstudents to find the terms and translate them.

Project

1 Gothrough the instructions and example. Ask pairs to think of a famous

company and write questions they would like to find the answers to,

2 Tellstudents that their answers should be short like the example.

Get students to go online and find the answers (start by searching for
‘company information’or ‘company profiles’).

Vocabulary

1 Get students to discuss how to say the numbers,

2 ) Make sure your students know how tosay large numbers and fractions.

Get students to write down the numbers, then play the recording and get
students to check and correct the numbers.

Ow 1 Five hundred and thirteen; Two thousand, eight hundred and ninety-
two; Two thirds; Nine point five six
2 1Two hundred and fifty; Five thousand, seven hundred and eighty-nine;
2AhatﬁThrgequarters;AthIrd:3Tmeepolnt five; Fifteen point oh six;
Seven point nine six

Pronunciation
Numbers

1 ¢ Play the recording and get students to circle the numbers they hear.

Ow 12150000 b9 ¢ 50 d1B5 eid f 2317

2 Students do the exercise in pairs. Go over common errors at class level.
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2 Photocopiable activity
Introducing yourself
Go to p.69 Teacher’s Resource Book.

Additional activity

{stronger students)

Ask students to invent new identities and
swap roles if necessary.

Additional activity

{weaker students)

Ask students to write out one dialogue for
homework.

* Tip

Top margin

Ask students if they agree or disagree with
Keiko and Enrique. Ask them what other
things they think you need to get a job in
business.

Additional activity

{stronger students)

Students can add another paragraph to
theletter: [ like.. Thate .. 'mgoodat _I'm
notgoodat

Writing bank
Emails 1
Gotop. 52 Student’s Book.

9to5
Meeting people

1 Get students to guess who the people are and what they are saying.
2 ( Play the recording and check.

3 () Getstudents to guess who says what then listen and check. Ask students
to translate the expressions in their vocabulary books.

Ow1s 2R AR &R SR €S 7L

4 () Play the final part of the conversation. Discuss the answer at class level.

Ow 4 Joe recognizes her. They go to the same gym.

Speaking
Go through the Expressions list with students. Ask them to repeat the
sentences after you or after the recording.

Tell students to decide what role they will each play, and to read through
their Speaking activities. Remind them to refer to the Expressions list during
this activity and to say Sorry. Have you got a moment?

After a short time, interrupt and ask a strong group to perform the dialogue,
helping them where necessary. Then ask all groups to try the task again.

Business know-how
1 Askstudents toread the tips and choose the three most helpful ones.

2 Students discuss the advice and add ideas, e g. talk to people working in
business, research online, get alanguage qualification, improve your
computer skills, etc.

Depending on their situation, ask students to think about a job from the
unit or talk about the job they are doing.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask students to tick
the points they feel they can perform. Ask the class if they need more
practice in any of the areas.

Key words

Go through the list of words to check students’understanding.
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‘2 The company

Background

Self-employed people have to do everything themselves.
A plumber, for example, has to buy his own tools and
equipment, carry out the work himself, decide how to
advertise his business, and fix his own price scales. If he
needed to raise capital for a business investment (such
as anew van), he would arrange a loan from the bank.
He would also do his own book-keeping and, possibly,
his own tax declarations. He may decide to take on an
assistant to lighten his workload. However, as companies
expand and more people are employed, one person can
no longer perform all the administrative and decision-
making functions. Organization, and the division of
labour, is required.

In larger businesses, there must be people who can take
authority for certain decisions and who can tell other
employees what to do. A typical chain of command would
start with the Chairman at the top, then the Chief
Executive, followed by (in large organizations) the heads
of divisions (such as the Group Finance Director), then the
heads of departments (such as Sales and Marketing,

Human Resources, Finance, etc), and finally the people
who work in the office or on the shop floor.

Every person in an organization is a member of a formal
group within which he or she has to perform specific tasks,
This breakdown of an organization into formal groups offers
anumber of advantages: workers specializing in specific
areas can perform more effectively, which reduces company
costs; thereis a clear chain of command as employees
receive instructions from their line manager; the employees’
performance can be monitored more easily; and there is
better internal communication as managers can speak for
the section they control. At the same time, employees can
experience the benefits of working in a team, and they can
also ask their supervisor or more experienced colleagues for
help and guidance.

Of course, a departmental organization can also have
certain disadvantages: some employees may be so
focused on their own particular tasks that they become
cut off from employees in other departments; and
managers may be more concerned with their own and
their department’s performance than with the overall
performance of the company.

Startup

In pairs, students brainstorm as many roles as necessary. They don't need to
know the name of the job, but they have to think about what jobs are
needed to develop and produce a product.

You need people to make the product, research it, design it, promote it, keep
the computers working, manage the offices and factories, manage the

* Tip
billing
preparing and sending bills to customers

money and budgets,write letters and emails, etc.

salary

the money a person gets for a job
tax

part of your income that you pay to the
government

investment

putting money in a bank, business or
property in order to make a profit
recruiting

finding new staff to join a company
maintenance

keeping a building in good condition

Vocabulary

1 Askstudents tolook at the picture in pairs. Ask them to say which
department they think the people work in.

2 Gothrough the descriptions with the students,
Get students to match the departments with the descriptions.

Ow2G 3F 4B 5A 6C TE
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Phetocopiable activity
Departments
Goto p.71 Teacher's Resource Book.

Additional activity
(weaker students)
Write Harun / accounts clerk / salaries on
the board. Dictate the text to your
students. Ask them: What does Harun do?
What is he doing at the moment?
My name’s Harun. | work in the
Finance department of a mobile phone
company. I'm an accounts clerk. We're
getting the salaries ready for the end of

the month. It's always busy at this time.

Additional activity

(stronger students)

Read out the text about Harun and get
students to make notes. Then get students
toask each other questions, for example
What does Harun do? What sort of
company does he work for? What's he
doing at the moment?

Grammar test
Goto p.70 Teacher's Resource Book.

* Tip

Top margin

Read the top margin e-words with the
students. Point out that new terms like
these are being created all the time,
e-books books that exist only
electronically, and have to be downloaded
e-business business done on the Internet
e-cards greetings cards that are sent by
email

e-market aninternet site where you can
display services and goods. No actual trade
takes place on these sites.

e-museum a collection of documents,
archives, etc. available in an electronic form
e-ticket a ticket thatiscreated
electronically and that you print out
yourself

Thecompany 1

Listening

T ¢ Ask students what departments Montse and Kenichiro work in (Human
Resources and Purchasing) and what they working on at the moment (a job
advert and buying for next year’s spring season).

Ask students toread the article and try to guess the missing words. Play the

recording and ask them to complete the gaps. Play the recording as often as
necessary.

Ow 1 helping 2 copy 3 get 4 checks 5 training 6 everything
7 team 8 learn 9 currently 10 colours

2 Getstudents todiscuss which job they would prefer.

Language spot
Present Simple v Present Continuous

Ask students to read the language rules and write ‘Present Continuous’ and
‘Present Simple'in the correct places (‘Present Simple'is first), Get them to
underline examples of the two tenses in the article (Present Simple: My
manager checks ..] work .. Present Continuous: I'm training .. I'm helping .. I'm
writing .. I'm doing .. I'm working ... I'm enjoying ... We're currently buying ..
Go through the Grammar reference with students or set it as homework.
Ask students to complete the letter in class or as homework.

Ow 2 ‘mhaving 3 ‘mwriting 4 'mworking 5 ‘mimproving
6 ‘mlearning 7 ‘'mnotstaying 8 s 9 exports 10 ‘m working
T finish 12 'mhaving/have 13 eat 14 go 15 spend

1 Getstudents to read the introduction and discuss how we use the Internet
in business.

Ow Possible answers
buying products and services, finding information, booking hotels, sending
documents, sharing data, placing orders, making payments, doing market
research, keeping in contact with clients, etc.

2 Askstudents toread the article and ask them these questions:

What is e-commerce? (buying and selling over the Internet)

How many types of e-commerce are there? (three types)

What are they called? (B2C / Business to Consumer, C2C / Consumer to
Consumer, B2B / Business to Business)

Which type does Ford use to cut costs? (B2B)

Which part of the world is most e-active? (Europe)

Get students to find the words and match them with the definitions.
Ow2d 30b &E 5a

3 Askstudentstoread the article again and do the exercise.
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Additional activity

(weaker students)

Dictate these numbers to the students.
1 01876 542290

2 02087 661003

Additional activity

(stronger students)

In pairs, get students to dictate numbers
to each other,

* Tip

Top margin

Ask students to read the information.

Discuss these questions:

® Have you ever received calls at home
from call centres?

® Do you think it is an effective way to sell?

® Why did you last a call centre?

4 Set this exercise in class or for homework.
Ow 1 costs 2 order 3 bid 4 supplier 5 Purchasing

5 Putthe studentsin Broups. Get them to brainstorm the advantages and
disadvantages of e-commerce.

customer enquiries, Customers can st a websiteatanytme o hepetc

: ies; Consun may worry about sending credit card
mlss%mmwmtmwmmmmmmummmm
Pronunciation
Phone numbers

1 &) Playthe recording and get students to listen and repeat the numbers.
2 ¢ Getstudents tolisten again and answer the questions.

Ow 1 use‘dnuble',e,g.‘doubleaght' 2 ‘oh’and‘zero’ 3 pause after the

first three numbers, e.g. five five two, six four seven’
3 Getstudentstodictate numbers in pairs.

Call centre
Making a call

&» Ask students to read the dialogue in pairs and guess what words are
missing. Play the recording and get students to complete the gaps.

Go through Expressions with the students.

Ow 1 can 2 speak 3 moment 4 that S this 6 office
7 out 8 number

.
Speaking
Get students to read their Speaking activities and role-play the phone
conversations, referring to the Expressions list.

After the first dialogue, interrupt the students and ask a strong group to
perform the dialogue, helping them where necessary.

it’s my job

1 Get students to discuss the questions in pairs.
2 Ask students toread about Daniel and answer the questions.
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* Tip

deadline

a date or time by which you have to
complete a task

prioritize

to put several tasks in order of importance

Additional activity

(stronger students)

On the Orange site, encourage students to
look at some of the employee profiles. Tell
them they don't need to understand every
word, just get the general gist.

Additional activity

(weaker students)

Get students to find the four links: call
centres, technical retail, professional.
Then ask them to click on What could 1
do? They can then write down three or
four job titles for each heading.

e 2 Hehelped toset up the wine

4 Marketing techniques and how

3 Getthe students todiscuss the questions in pairs.

Business know-how

1 Get students to discuss the questions in pairs or groups.

2 Askstudents to read Business know-how and discuss the suggestions. Write
students’tips on the blackboard and ask students to choose the two most
useful.

Writing

1 Get students to read the web page and answer the questions.

Ow 1 topresent acompany to potential customers 2 printing
3 Customer Care, Purchasing,iT 4 Design, Printing, Delivery (this is
common in companies that sell products but not in companies providing
aservice)

2 Students write a web page for their own company or school.

Project

Orange is a successful mobile phone company. We suggest using their UK
site for this exercise. For a description of the company departments go to
Orange Careers, then click on the company. There are links to call centres,
technical, retail, professional. Put those four links on the board and ask
students to use them as headings for making notes.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask students to tick
the points they feel they can perform. Ask the class if they need more
practice in any of the areas.

Key words
Go through the list of words to check students' understanding.
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3 Travel

Background
We are travelling more and more. In the UK alone, the
number of flight passengers increased from 70 million in
2000 to 80 million in 2004. Budget airlines have had an
enormous impact, and this growth is expected to
continue.

Inthe UK, 1.5 million people (out of a working population
of 26 million) work in travel and tourism. It is a major
industry with many different sectors including:

& airlines

» hotels

# transportation (train and coach travel, car hire, etc.)

® food services

@ corporate travel services

o travel agents and tour operators,

Tourism is similar to a manufacturing industry, with
different components (hotel rooms, flights, meals, trips,
etc) bought and assembled by tour operators to produce
holidays. Travel agents then sell these products to the
public, while representatives of the tour operator provide
an after-sales service to the consumer, The larger the tour
operator, the more specialized the role of each employee,

with jobs in marketing, research and development,
negotiating with couriers, etc.

A 2005 survey of US employees revealed that 48% of the
interviewees were travelling less frequently for work than
in 2000. However, while many companies are cutting
down on travel, it remains a major factor in business
expenses and in the wider world of the travel industry,
Inthe USA, 18% of the total number of journeys taken are
business-related. These business trips break down into
the following categories:

® 44% are for general business purposes such as
meetings, consulting, etc.

® 22% are for attending conferences or seminars

® 34% are for business and pleasure combined

® 32% of all business trips involve flights.

When travelling on business, it is always a good idea to
check your bill. The average corporate traveller in the USA
is overcharged $11.35 a night, while American businesses
pay more then $1.8 million on excess charges every day.
But we find it hard to leave the office behind - another
survey suggested that 43% of business people stayed in
contact with their offices via email - even when they
were on holiday!

Additional activity

(all levels)

Before Start up, tell students about a
difficult journey you had. Instead of
asking them comprehension questions,
getthem to write and then ask five
questions about your story.

Additional activity

the answers.

Startup

1 Get students to look quickly at the titles and pictures and guess what they
think each story will be about. Then ask them to read the stories and choose

Ow1C 2D 3A 48

(all levels) 2 Get students to decide which is the worst, funniest, etc. story.

Get students to write up their story for
homework.

3 Askstudents to think individually about a difficult journey they have had,
and to make notes. Write these expressions from the article on the board.

Starting the story: Last year /month.. Abouta month /Two yearsago ..
Joining ideas: and / because / but / However, .. / Unfortunately, ..
Commenting and concluding:

Itdidn’t make a good impression.
There was nothing I could do.

What a disaster!
It was a nightmare.

Get students to tell their stories in groups, using the Past Simple.
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Grammar test

Goto p.72 Teacher's Resource Book.

Photocopiable activity
Greeting visitors

Goto p.73 Teacher's Resource Book.

Language spot

Past Simple

Get students to read through the rules. Elicit from students how you form
the regular Past Simple and ask them to find examples in the article
(stopped, arrived, decided, booked, arranged, checked in, realized, tried). Elicit
how you form the negative and find examples in the article (couldn't call,
didn’t make, didn't have, didn't accept). Then get students to underline the
irregular verbs in the article. Ask them to write the base forms of the verbs.

Go through the Grammar reference with students or set it as homework.

Ow was(be) took(take) had(have) got(get) flew(fly) found (find)

Get students to write sentences about Jack’s trip.

Ow 1 Hearrived at the airportat 7.30am. 2 Hechecked in at zone B.
3 Hewent through security and passport control at 8.00 a.m.
4 Hewaited in the departure lounge foran hour. 5 Hewent togate16to
boardtheplane. 6 The plane/ he took off at 9.45a.m,
7 Wt/ helanded in Madrid.

Vocabulary

1 Before doing the exercise, get students to tell you what happens in each

part of the airport. Then get them to match them with the explanations.

Owild 2f 3g 4b 5a 6¢ Te

2 Askstudents to tick the things they did the last time they travelled abroad.

Go through answers, making sure students say them in the Past Simple.

3 Encourage students to have a general conversation about travel. Go through

common errors or difficulties afterwards.

9to5
Apologizing

Ask students to look at the pictures and guess what is happening.

2 )y Getstudents to focus on picture 1. Play the recording, As they listen, they

number the events in order. Ask what Lisa did last night.

Ow caughtabus=4 rantotheoffice=6 missedatrain=2
wenttobedlate=1 waitedinatrafficjam=5 triedtogetataxi=3

3 () Getstudents to focus on picture 2. Play the recording and get students to

tick the expressions they hear. Ask students: What is Richard’s reaction to
Lisa's apology? What is happening at 8 a.m. tomorrow?

Ow I'msosorry.. Don't worry about it. | promise...
Ifeel really bad aboutit.  It'll never happen again.  That's OK.
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Speaking
Go through the Expressions list, asking students to repeat after you.

Tell students to read through their Speaking activities and make notes.
(Both activities involve people in work situations who have to apologize for
being late and explain what happened.) Students then role-play the
conversations, referring to the Expressions list during the activity.

Ask stronger pairs to perform their dialogue,

* Tip Reading
Top margin 1
Brainstorm with students what yougetina
three-star hotel. Ask students to check their
guesses with the text,

Ask students: What are the main things you expect from a good hotel? Ask
them where the ads are and what sort of traveller they are aimed at. Pre-
teach: hairdryer, wireless, en suite, trouser press,and on-site parking. Ask
them to read the ads and answer the questions,

&3 Additional activity OwiA 2C 3B 4B 5¢C
{all levels)

Askstudentstothinkofatwolargehotels 2 Ask students to complete the internet review.
in their town or city. Get them to look the

hotels up on the Internet and complete Ow Arena Shamrock  Paradise
reviews of themn as in exercise 2. en suite rooms 7 o X
Additional activity non-smoking rooms v X X
(stronger students) continental and Irish breakfast X X v
Tell students that they are goingtogotoa direct-dial phones 4 X v
conference in London. Tell them to decide internet access in bedrooms X v v
what level of hotel they want, and what v v v v
facilities. Get them to research a hotel hairdryer v v v
online and find a suitable hotel. trouser press X o X
minibar v X X
restaurant X 4 X
free car-parking v x v/
conference facilities v X v

3 Inpairs, get students to list the five most important qualities for a business
hotel. Get some pairs to present their answers to the class.

Speaking

Tell students to take time to read through the information - one student is a
customer calling the hotel and the other is a hotel receptionist. Remind
them of the expressions for apologizing in the previous unit,

After the first role-play, interruptand ask a strong group to performthe
dialogue, helping them where necessary,




R

* Tip
ou. Top margin
® Read the definition of transport.
notes. Brainstorm with students different forms
ologize for of transport.
the @ Read the statistics with students. Ask
y. them to compare this to their country.
What are the positive and negative
results of this change in the amount we
travel?
*Tip
otel? Ask base the main place a company does it
d at. Pre- ‘business from
ing. Ask «carrier acompany which takes people or

goods from one place to another

X

X

4

4

4

v |

4 3 Writing bank

X Emails 2 - Hotel booking
X ' Goto p.53 Student’s Book.
X

v

4

rabusiness

gstudentisa
Remind

form the

Company profile
bmi

1 Ask students to discuss the points in pairs. Then round up students'ideas
on the board.

2 Get students to read Company profile and match the questions.

Ow1F 2D 3C 4A 5G 6B 7¢E

3 Askstudents tofind the words and translate them in their notebooks.

Ow 1 share 2 losses 3 profit 4 awards 5 punctual

Project

1 Get students to work in pairs or groups to do the research. Ask them to use
the questions in Company profile 2 as headings for their notes.

2 Get students to write their report in the form of questions and answers.

Business know-how
1 In pairs, get students to discuss the questions. Round up their answers.

2 Ask students to discuss which tips they like best, and to add two more.
Round up ideas on the board,

Writing

Ask students to read the email. Ask who it's from, who it's to, and what it’s
about. What does John want Richard to do? Get students to make a list of
the things Richard has to do, then complete the internet form.

Ow Check-in date: 14 April; Check-out date: 16 April; No. of rooms: 1; No. of
nights: 2; Guests per room: 1; double-sole occupancy; non-smoking; Beds:
double; Title: Mr; First name: John; Surname: Conrad; No. of house: 156;
Street name: Buzan Road; Town / City: Manchester; County / State: blank;
Postcode / Zipcode: M3 2PB; Country: UK; Tel. no.: 0161 9625494; Email
address: john.conrad@perfectworld.com

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask students to tick
the points they feel they can perform. Ask the class if they need more
practice in any of the areas.

Key words

Go through the list of words to check students’ understanding.

Travel 17
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4 spor

Background

Sportis big business. It features some of the world’s biggest
celebrities; it attracts major sponsorship deals; it produces
great sporting events from the Super Bowl to the Olympics;
and it has billions of followers worldwide. In the UK, the
sports sector employs half a million people. It also accounts
for more than 2% of the UK gross domestic product and
about 3% of consumer expenditure.

One visible example of business in sport is sponsorship.
Athletes promotea particular brand of running shoes, well-
hwwnteamahnayshavethelogoofaspomwear
manufacturer on show,and famous companies pay huge
sums of money to have their name on the shirts of top football
clubs. Some sporting events and teams even adopt the name
of their sponsor.

Sponsorship can have several benefits for the sponsor:it
brings its name to the attention of the public, enables the
company to reduce its tax bill, and enhances its image. For
sport, it generates extra income, raising the standard of the
team or club, and enhances the status of the team.

However, there can be disadvantages, too. The sponsor may
sufferif it doesn't receive sufficient publicity, if the sport

develops a bad image, or if the sponsor is associated with a
losing team. And it may be problematic for sport ifit
becomes too dependent on sponsorship money. And while
major sports such as football may thrive, minor sports may
not attract sponsors and extra income.

There are a wide variety of careers in sport —even for people
who can't kick a ball! Some of the main areas are:

® Sporting goods —sports clothes have become the global
leisure wear of choice. The sector involves manufacturers,
designers, suppliers, retailers, etc.

® Health and fitness ~ this is a steadily growing sector.
Professionals include aerobics instructors, personal
trainers, etc.

® Sports media —this includes all jobs involved in sports
coverage in newspapers, TV and radio, and on the Internet.

# Sports venues ~ from golf courses to huge stadiums, there
are careers for in-house teams (managers, administrators,
etc) and for external suppliers.

® Sports events —major events such as the World Cup need
large staffs to manage them. Event management involves
marketing, sales, client services, public relations, etc.

® Professional services - these include sports law specialists,
accountants, players‘agents, etc.

Start up

Look at the photos with the students and ask them what the sports are.
Discuss the questions with the class.

Listening 1

1 () Play the recording and get students to identify the sports. Ask them
what the words and expressions were that helped them to guess.

Ow 1 windsurfing 2 fencing

2 () Playthe recording again to find out why the people enjoy the sports.

2 it's quick,c

and being on the water
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Photocopiable activity
Careers in sports
‘Goto p.75 Teacher's Resource Book.

3 Additional activity

allleveis)

‘Ask students to find what these numbers
‘refer to: 500,000, 3%, $1 billion, £50 million,

[ Grammar test
* Gotop.74 Teacher's Resource Book.

weaker class, go through the email

e class before they do it

lly. Explain that in the first

(1-3) Emily Is listing her

ges up to now and so they require

Present Perfect. In the second

raph (4-7) Emily gives detail about

1shedid things, so it requires the Past
Points 8 and 10 are questions

experiences and require the Present

Point 9 refers to a specifictime in

t and requires the Past Simple,

stronger class, ask students to

nwhy they have chosen the Present

Perfect or the Past Simple in the email.

3 In pairs, get students to ask and answer the questions in the questionnaire,
Discuss the answers at class level,

Reading
1 Ingroups, get students to brainstorm industries associated with sport.
2 Askstudents to read the article and add industries and jobs to their lists.
3 Askthemtoread the article again and match headings with paragraphs.

Ow Sponsorship=5 THEM-B Event organization and tickets =3
location=2  Clothingand equipment =4  Education and training =1

4 Get students to do the exercise and write the expressions in their
vocabulary notebook.

Ow awiderangeofcareers amajor leisure industry
substantial investment  significant business  enormous profits

5 In pairs, get students to discuss the question. Then ask the class if anyone
would like to work in the sports industry.

Language spot
Present Perfect

Ask students to read and complete the rules. Go through the Grammar
reference with students or set it as homework.

Ow When we talk in general about ... that have a result in the present..... when
we talk in detail about ...

1 Askstudents toanswer the questions individually.

2 Inpairs, get students to ask and answer the questions. Point out that the
second question asks for specific details about the event so it uses the
Past Simple.

3 Getstudents to do this exercise in class or at home.

Ow 2 Have you ever sent an email to the wrong person? No, | haven't.
3 Have you ever travelled to a foreign country on business? Yes, | have. |
travelled to Kenya six months ago.
4 Has your company ever sent you on a training course? No, it hasn't.
5 Have you ever booked a flight online? Yes, | have.| booked it / one

6 Have you ever attended a conference? Yes, | have. | attended a
conference in Tokyo in 2005.

& Getstudents to complete the email.

Ow 1 'vemade 2 'vemissed 3 'velost 4 was 5 forgot
6 downloaded 7 had 8 Have,eaten 9 felt 10 Have had
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* Tip Listening 2
Top margin
Ask students to read about summer camps.
Ask them if they would like to work in a
summer camp in the US.

- 2 ¢ Gothrough the form, then play the recording and ask students to
L3 Add al activi : : " y : :
& HO x complete it. Get them to check their answers in pairs and then listen again.

1 Askstudents: What fob opportunities are there for short term summer work in
Yyour country? Have you ever done any summer jobs? Then get them to read
about summer camps and answer the question.

(weaker students)

Before getting students to do exercise 3,
get them to ask you the questions. After
the task get the students to write their

Ow Name:Jacek Gomulski  Date of birth:15 May 1987
Nationality:Polish  Education: University of Warsaw

own answers to the questions. Hﬂﬂﬂ}l gverwmived ortravelled in the United States?:Yes
= If so,why and when?: Holiday, last year
Additional activity Have you worked in a summer camp before?: No
(stronger students) What sports can you do?: Football, basketball, tennis, swimming, sailing
SWRp LIS 2tovnd. Get stnderts tofell Have you got any relevant qualifications or experience?: Yes :
the;’ new partnet about thelr last If s0,what are they?: Taught sports at a summer school
partner’s answers. Can you drive?: Yes
Writing bank 3 Inpairs, students take it in turns to be interviewer and job applicants. They
Letters 1-Thanking can talk about their own experience or invent a new role.
Goto p.54 Student’s Book.
Call centre
Leaving a message

1 ¢ Askstudents: Doyou ever take phone messages? How do you pass the
message on? Have you ever had a phone message that wasn't clear? What
was the problem? Play the recording and check the secretary's notes (He
wrote 4.30, not 5.30).

2 ¢ Gothrough all the expressions with students, then play the recording
again and get students to tick the expressions.

O Canltakeamessage? Canyouspellthat,please? Can I check that?
OK, I'll give Tom the message.

3 () Askstudents to copy the message pad twice in their notebooks, leaving
space for notes. Play the recording and ask students to make notes. Get
them to work in pairs to compare their answers, and then play the
recording again.

Ow 1 Message for. —; Message from: Dave from IT: Phone number: extension
4677, Message: Delete all emails on computer from Klaus Trawoeger.
2 Message for: James Tate; Message from: Tina Winters from Ricchissimo
Fashions; Phone number. — ; Message: Call Tina this afternoon.
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Speaking

Go through the Expressions list, asking students to repeat after you.

Divide the class into pairs. Tell students to read through their Speaking
activities - they will role-play a caller leaving a message with a secretary.
Students should refer to the Expressions list during this activity.

After the first activity, interrupt the students and ask a strong pairto
perform the dialogue, helping them where necessary. Then ask all the
groups to try the second speaking task.

It’s my job

1 Getstudents to discuss the questions.

2 Askthemtoread the article and answer the questions.

Ow 1 Assistant Manager at a big leisure centre 2 good technical

knowledge of running the business and facilities; be good at
communicating with customers and the press 3 It's very varied.

Project

In pairs, students think of the different brands for the four categories, Ask
them to find out about sponsorship for one company from each category. Get
them to write a report and / or give a presentation to the class.

Business know-how

Get students to discuss the questions in pairs.

Get students to decide which tips are useful, and add two more.

Writing

Go through the job ad with students. Ask if they have the qualifications for
the job. Then ask them to complete the letter with the expressions.

Get students to write a letter of application using the letter as a model.

Ow 1 toapplyfor 2 relevant workexperience 3 Ibelieve

4 laminterestedin 5 tomeetwith you

Checklist

Go through the checklist with students. Get them to tell you which
activities in the unit helped them practise each point. Ask students if they
need more practice in any of the areas.

Key words
Go through the list of words to check students’ understanding.
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5 Sales

Background

Business involves buying and selling. Customers, or
buyers, want to buy a product or service; the sales person
simply has to convince them that this product is the one
they need. However, sales isn’t simply about 'selling’. It
involves relationships, psychology, attitude, ethics,
information, and trust.

Some of the key concepts in sales are:

» feature - an aspect of the product or service. It could be
its size, speed, colour, function, etc.

» benefit - this is what the customer gains from having
the product or service. It may be tangible (cleaner
clothes, faster travel, etc) or intangible (convenience,
enhanced social status, etc.). Customers don't buy
features, they buy benefits.

# active listening - asking questions and actually
listening to the customers’ answers, finding out what
they want and don't want, and understanding how
they feel and what theirissues are, is of vital
importance to the sales person.

® USPs - these are ‘unique selling points’, the most
valuable advantages that your product or service has
over its rivals.

» FABs - or ‘features, advantages, and benefits' When
presenting the product, these are the links between the
product description, its advantage over rival products,
and the gain that the customer has from using it.

Start up

But how do sales people actually achieve sales? Sales
techniques are constantly developing. However, the
traditional selling model which is still widely taught
today is the Seven Steps of Selling:

1 planning and preparation know your product, know
your market, know the competition, prepare your
presentation

2 opening smile, be professional, explain the purpose of
your visit, ask how long the prospective buyer has and if
you can take notes

3 questioning to confirm or discover the major benefit(s)
that the product / service will give the customer, and to
build relationships

4 presentation focus on the unique benefit that the
customer will get from the product, matching the
benefits with the customer’s needs, priorities, and
motives

5 overcoming objections avoid argument and
confrontation; understand the issues and then address
them

6 closing the best close is short and sweet, all the key
points having been covered

7 after-sales follow-up the completing of all the
necessary paperwork, ongoing contact to make
sure that the customer is happy and to resolve
any problems

Get students to read the headlines and answer the questions. Discuss this

asaclass

OwA2 B
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Vocabulary

1 Get students to read the headlines again and complete the table, then copy
the words into their vocabulary notebooks.

O salesup

adjective =rising noun = rise

salesdown  verbs = tofall,to decrease  noun = fall

2 Divide students into groups and get them to talk about the different
products from their own knowledge and experience. Ask them to justify
their opinions. Round up at class level.
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1 In pairs, get students to consider their buying style by discussing the
g g
questions.
nal activity 2 Askstudentstolook at the article on p.29 and guess what it is about.
X Ask students to read the article and find the information in the text to
tise 2,ask students to justify their answers to the questions.
. d answer these questions
es? Sales : O-w 2E-Sell benefits not features 3 E-Differentiate your product
ver, the ice between a 4NE-learntolisten SE-learntolisten 6E-Sell to people who buy
y taught
B tow company, what should 3 Askstudents toread the text again and find the words and expressions.
" ' advertise? , — .
re your eteastomersdofirsy O 1 features 2 differentiate 3 direct mailing 4 jumptoconclusions
_ on talk alot or listen S superiorto 6 word of mouth
he purpose of
yer has and if ouldyousellto? & Inpairs, get students to invent a product. Ask them to do a simple drawing,
B 13
give it a name, and decide on its benefits and USPs. Encourage them to be as
ajor benefit(s) creative as possible by asking them to brainstorm what features they
tomer, and to would like the product to have, e.g. I would like my computer to tell me that it
is developing a problem before it actually stops working, like a person says
iﬂ"“tu:h’- they feel ill before they go to bed for a week!
hing the
mg and 5 Askthe pairs to find another pair near them and to try and sell their
| product. Remind them to use the techniques from the article.
and
then address 9to5
allthe key Invitations
allthe 1 Askstudents to speculate about the pictures. Picture 1: What do you think
s Joe and Lisa are doing? Picture 2: What do you think Joe is asking Lisa?
wlve 2 () Askstudents to focus on Picture 1. Play the recording and get students to
i dals such as must th i
t'ogntlutmghthe answer the questions.
underiine examplesof these Qg 1 1o see him about his PowerPoint presentation
i . 2 Yes,ata breakfast meeting the next day
3 () Play the recording again and get students to complete the diary.
200  meet the Marketing Director
315  makeacall
330 gotosales meeting
830 meetloe
1030 talktothe
able, then copy
4 () Askstudents to focus on Picture 2. Play the recording and get them to
answer the questions.
ifferent

sm to justify
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* Tip

Top margin

Ask students to work in pairs and explain in
their own words what the quotes mean,

15t quote: Good organization results in
more action than talking.

2nd quote: The result of a meeting should
be action. If you have to have another
meeting, the first one wasn't successful.
outcome result

lousy (slang) very bad

3rd quote: Meetings involve many different
people giving their opinions, and this often
wastes time and complicates things.

Ask students to think of the positive side to
having meetings.

Grammar test
Goto p.76 Teacher's Resource Book,

* Tip

Before studying the grammar rules, goto
the Listening script on p.123 and get
students to underline examples of the
Present Continuous. There are a lot of
examples because Lisa and Joe are talking
about arrangements and fixed plans, often
with another person,

Ask them to circle the one example of be
going to. Ask: Why doesn't Lisa use the
Present Continuous? (Because it Is a
prediction about the sales meeting.)

Additional activity

(weaker students)

After exercise 2 get students to write a
series of sentences about their plans and
their partner’s plans.

Go through the Expressions. Get students to repeat them after you or after
the recording, then copy them into their notebook.

Language spot
Present Continuous for future, be going to

Ask students to read the rules for the Present Continuous and be going to,
and complete the examples. Go through the Grammar reference with the
students or set it as homework.

Ow I'm meeting Clare for dinner tomorrow evening.

We're leaving for Madrid tomorrow.

Who are you going to call this afternoon?

I'm tired! I'm going to turn off my computer and go home.
DVD sales are going to increase.

1 Askstudents to complete the dialogue.

Ow 1 ‘rehaving 2 is.arriving 3 ‘rebriefing 4 'shappening

5 'repreparing 6 reattending 7 're presenting 8 Am,seeing
9 aren't/'renot 10 'recalling M Am,doing 12 ‘re having

2 In pairs, get students to discuss the things they have planned.

3 Inclass or for homework, get students to write sentences about Holly.

Pronunciation
going to

&9 Play the recording and ask students to read the sentences as they listen.
Discuss with them the use of the shortened ‘to’ Point out that in pop songs
they often hear and read 'gonna’

&» Play the sentencesoneata time and get students to listen and repeat.
Then in pairs get students to practise saying the sentences. Then play the
recording again so they can check their performance.

Speaking
Divide the class into groups of three. Tel] students to read their Speaking
activities, which contain a task and a diary,

Go round the groups checking their progress. If necessa ry, interrupt the
activity and deal with common errors before letting the students continue,
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Business know-how

Ask students to take a minute to write down two dreams that they have,
e.g. travel the world, become a famous entrepreneur, have five children, etc.
Round it up at class level.

Look at the quotes in the top margin with the students. Ask them to match
them with the questions in Business know-how. Then ask students to
answer the questions about themselves.

In pairs, students compare their answers. Encourage them to explain in
more detail to their partner and ask each other probing questions.

Company profile
QXL

In pairs, get students to discuss the questions.

2 Askstudents to read Company profile and answer the questions,

Ow2D 3H 4G SF 6A TE 88

Project

In pairs, students go online and research eBay — they could start by
searching for ‘'eBay history’, for example. They should make notes. Write on
the board the following headings to help guide the research.

@ Whatis eBay?

® When was it started?

® Whostarted it?

e Why was it started?

e What was the first item sold on eBay?

® How many people use it?

® What can you buy and sell on eBay?

® What are some strange things sold on eBay?

o How does eBay make payments safe?

® Who can use eBay?

Writing

Tell students that they are going to a sales conference in London. Read
through the instructions with them and ask them to complete the email
about the trip. Encourage them to use the Present Continuous.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask students if they
need more practice in any of the areas.

Key words

Go through the list of words to check students' understanding.



26 Unite

6 Cultural awareness

Background

The development of communications technology, from
the Internet to mobile phones, has brought different parts
of the world closer together. Communication is now
instantaneous. Decisions taken in one country can have
an immediate impact in another. This increased
interconnectedness is reflected in the economicand
cultural spheres.

Globalization is ‘the process by which businesses and
organizations grow and start to operate in countries all over
the world, which has been made easier by new technology
and political developments' (Oxford Business English
Dictionary). It makes previously isolated cultures and
economies interdependent and interlinked.

In the economic sphere, the impact of globalization can be
seen in the power and influence of multinational
corporations such as Shell, Microsoft, Nestlé, and General
Motors. There are over 60,000 multinational corporations
throughout the world with more than half a million foreign
subsidiaries. It is estimated that these corporations account
for 20% of world production and 70% of world trade.
Opinion is divided on whether globalization is having a
positive or negative effect on local economies and cultures.
However, there is no doubt that in the world of work, there is

more communication and interdependence between people:
of different cultures and languages than ever before.

This greater contact carries both benefits and potential
problems, Cultural differences may be seen in very obvious
ways such as office hours, dress codes, and food. Attitudes
towards punctuality, for example, may vary from one |
country toanother, and there may be different attitudes to
the use of titles in conversation and the exchange of
business cards. Body language and gestures are also a rich
area for making cultural faux pas. It may be important in
certain cultures how you offer and accept a gift, or whether
or not you can show the soles of your shoes.
There are also more subtle, and therefore potentially more
‘dangerous’, differences that can affect work and
relationships in the workplace. Employees in different |
countries may have quite different attitudes towards the |
significance of planning, of how to manage meetingsand |
negotiations, and the importance of teamwork. ‘
|
|

Misunderstandings may well be embarrassing, but they
may also determine whether a meeting or project is a
success or a failure.

So it comes as no surprise that there are many books and
courses available which aim to help people work more
effectively with colleagues and clients from other countries.

* Tip

Alot of cultural differences relate to body
language, soit's useful to revise parts of the
body and physical actions.

to shake hands, to kiss, to make eye contact,
to touch, to hug, to cross your arms, to point,
to bow, to pat somebody on the head

Start up

1 Before doing the quiz ask students these questions:

When you don't know someone how do you greet them in your country?

Do peopie shake hands? Do they kiss? Do you greet adults differently from
children? Do you have a special way of addressing people you don't know '
very well? What do you consider bad manners in your country? What sort

of present do you take if you are invited for dinner at someone’s house?
Then, in pairs, get students to complete the quiz with must or mustn't.

Ow | mustnt 2 mustmustnt 3 must 4 must 5 must
6 mustn't 7 mustn't 8 must 9 mustnt 10 mustn't

2 In pairs, get students to compare the answers to their own country. Go
through this with the class. If there are students from different countries in
the class, use this opportunity to discuss cultural differences. Ask students
why having cultural knowledge is important in business.

|
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Listening

5) , .

BRbbles understanding 1 () Look at the pictures and discuss them with the whole class.

recording, goto p.124. Pre-teach: rude, to pat somebody on the head, to look embarrassed, tips,
ding again and get them to to be offended, the back / front seat of a car, chopsticks, bowl

Ask students what countries they think the situations are in. When they
listen, ask them to confirm where the situations take place.

Play the recording, then discuss with the students which picture goes with
which story. Ask them to tell you why.

\ce between people

e aetore. onese questions.

and potential gthechildonhisheada Ow A3 B1 C 2
2n in very obvious can't she touch the son’s
m;:,:?;.e ngin the back of the taxi a 2 In pairs, get students to discuss the questions. Round up and continue this
24 ; : discussion with the whole class.
erent attitudes to _
«change of dowith the chopsticks that
s aisoarich Language spot
be important in : ; p
lagift, or whether 78 Teacher's Resource Book. Talking about obligation
- Look at the use of must / mustn 't in Start up to talk about rules. Read the
potentially more example sentences with the students. Then ask them to read the rules and
ork and decide where to put the sentences.
pin different Go through the Grammar reference with students or set it as homework.
des towards the
ge meetings and O Possible answers
work. 1 Youmust show your passport at the gate.
issing, but they 2 Imust send that email tomorrow.
Trprojectisa 3 lhmtodoaletofmsaarchinmyjoh.
4 You mustn't smoke in this meeting room.
\any books and 5 Youdon't have to come to the meeting.
le work more
mother countries. 1 Askstudents to complete the sentences in class or for homework,

' Ow 1 mustbuy 2 mustn'topen 3 mustcall 4 doesn'thave tofinish
5 don'thavetogo 6 mustbe 7 mustn'tmiss 8 don'thavetowear

2 Getstudents to talk about the rules in their workplace or school.

your country?
differently from :
oudon’t know R Pronunciation
e cethe Vinmustbeforewords — must / mustn’t
one’s house:
stor mustn't. 1 Getstudents to write must or mustn't.
} Ow 1 must 2 mustn't 3 must 4 mustn't
i 2 () Play the recording and get students to repeat the sentences. Ask them to

tell you what they notice about the pronunciation of must and mustn't. Play

o .G
: un| ct;int?'ies . the recording again and ask them to listen carefully to the ‘t’
ces. Ask students 3 Listen tostudent’s pronunciation as they describe qualities.
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Additional activity

(stronger students)

Have a discussion about the following
question:

How does knowing about another culture
help in business?

* Tip

Top margin

Ask students to read the quote. Ask themn:
Have you had any experiences of cultural
difficulties abroad? Tell them a story from
your life of cultural differences you have
noticed in an English-speaking country,

Additional activity

Get students to write guidelines for
foreigners doing business with people in
their country. Get them to brainstorm
these categories:

® Greeting ® Meals

® Touching ® Giving gifts

@ Eye contact @ Taboos

® Punctuality

{(stronger students)

Get them to write about all the areas.
(weaker students)

Ask them to choose one or two areas to
write about

* Tip
Get students to choose useful verb+ noun
expressions from It's my job and translate
them in their vocabulary notebook, eg.
keep the appointment diary
answer the phone
organize meetings
deal with enquiries

* Tip

Call centres

Call centres are a growing business area.
Many British call centres are now in India,
which is English-speaking, saving up to 40%
of costs. An Indian call centre worker earns
less than a quarter of average earnings in
Europe. A report by the BBC said that some
customers were rude to Indian call centre
workers because they felt the jobs should
be inthe UK, not Indla.

Read the text out to the students. Then
discuss the pros and cons of locating
business where wages and costs are cheaper.

1 Gothrough the adjectives with students. Ask them to choose adjectives that
other nationalities would use about theirs. Round up at class level.

2 In pairs, get students to talk about how close people stand, how they greet,

and what they talk about with strangers. Then ask students what they
know about these factors concerning the behaviour of Americans.

Get students to guess if the sentences are true or false, then read the article
and check,

Ow1f 2V 27 4F 57

3 Read the definition of stereotype in the top margin, then ask them to think

of stereotypes about their culture.

Project

Ask students to choose a country or region of the world where they work or
would like to work. Get students to research on the Internet how to behave
ina business environment. Useful sites are: www.culturalsavvy.com. and
www.executiveplanet.com.

It’s my job
Ask students to discuss the question in pairs. Round up atclass level and
write a list on the board.

Ask students to read It's my job and answer the questions, Ask them if they
would like to do Dermot's job. Discuss this question: Should secretaries only
be women?

Ow 1 incharge of the running of the office, responsible for boss’s

appointments, answering the phone, dealing with enquiries

2 morning—open, sort,and distribute mail; day - type letters, answer the
phone, send and receive emails and faxes, do administrative work, do
filing and keep records; end of day - prepare outgoing mail

3 Hemeets them at reception, tells them about the company,and looks
after them.

Call centre
Choosing an option

1 (Y Askstudents: Have you ever phoned a company and heard a recorded

message? What did it say? Ask them to read the recorded message in pairs,
and try to guess what goes in the gaps. Play the recording and get students
to complete the gaps.

Ow 1 select 2 calling 3 number 4 one 5 general 6 other 7 hold

2 () Getstudents toread the situations first then listen and tick the correct

option for each person.

Ow 1 three 2 two 3 three
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3 Getstudents todiscuss the questions in pairs. Round up at class level.
Go through the expressions with students.

ose adjectives
ass level,

1, how they gree

its what they 1 Askstudents todiscuss in groups what products use famous celebrities or
nericans. cartoon characters in their country. Round up at class level.
en read the article

2 Getstudents toread the article and answer the questions.

Ow 1 McDonald’s adopted a French mascot, Asterix, and serves French style
s
2 Theydo not serve beef or pork; they serve a vegetarian burger.
3 Coca-Cola makes local versions of the drink.
4 Yahoo uses local Mﬂeaﬂﬂy&eﬁsmal-sm
5 Revlon used Cindy Crawford instead of a local star.
6 Charities can create local solutions and fight poverty around
the world.

ask them to

here they work of
et how to beha

] 3 Askstudents to complete the summary of the article in class or for
Isavvy.com. and

homework.

Ow 1 advantages 2 improve 3 sensitive 4 create
5 market 6 communication 7 increase

class level and
Business know-how

. Ask them if the 1 In pairs, get students to discuss the questions.

ld secretaries only 2 Ask students toread Business know-how and think of other tips to add to the

lists. Round up at class level.

Ow Possible answers
shake hands, make eye contact, ask appropriate questions, use the person's
name, etc.

1 Discuss the questions with the class and make notes on the board. Ask
students to read the job description and compare it with their ideas.

2 Ask students to write a job description for their ideal job in class or for

homework.
eard a recorded
message in pairs, Checklist
jand get students’

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

ﬁ’l&?hoid

dtick the correct Key \Vords

Go through the list of words to check students' understanding.
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Background
Trade fairs (also called trade shows or exhibitions) are
events at which many different companies producing
related products showcase their new goods or services.
They are popular events for both participating companies
and attendees. There are over 2,500 trade fairs held
annually in the USA alone, This isn't as many as in
Germany, which has a long history of hosting trade fairs
dating back some 800 years. Today it hosts about two
thirds of the world's leading international trade fairs
including the CeBIT computers fair in Hanover, which
almost half a million people visited in 2005, In Europeasa
whole, the 1,000 trade fairs held every year attract about 40
million visitors.

Taking part in a trade fair can be an expensive
investment, with participating companies having to pay
torent exhibition space, and for the designand
construction of their stand, travel, accommodation,
promotional literature and 'freebies' - free items given
away to attendees. However, attending a trade fair offers

* Tip

freebie

an article or service given away free as a
promotion. Common freebies are pens and
pencils, mouse mats, bags, etc. Other names
are: business gifts, promotional items,
marketing merchandise

* Tip

Saying prices in English

£3.50 three (pounds) fifty

£4.05 four pounds and five pence/p
£0.87 eighty-seven pence/p

€3.50 three (euros) fifty

€4.05 four euros and five cents
€0.87 eighty-seven cents

Additional activity

Start up

(weaker students) Ow Item

(¢» Write these adjectives on the board stress balls
and ask students to copy them. Play the pocket radio
recording again and get them to tick the mouse mat
ones they hear. biro :

practical stupid original cheap expensive
boring fun useful brilliant

Listening

1 &) Explain that Liam and Kim are deciding which freebies their company
Liberation should offer at a trade fair. Get students to listen and tick the
items they choose and cross the ones they reject.

Ow birox mousematX conferencefolderX pocket radio X
conference bag v/

clear benefits to both participating companies and
visitors. They are a way to make face-to-face contact, to
identify suppliers, to see what the competition is doing,
and to make deals, sales, and purchases. And justas
companies have to prepare to make the most of the trade
fair, so the visitors should be prepared, too, and have clear
objectives for what they want to achieve.

Even when the trade fair is over, some of the most
important work still remains to be done - the making of
phone calls and the writing of emails and letters to
follow-up leads, contacts, and enquiries.

Another important event in business is the careers fair (or
jobs fair). These events are used by businesses to promote
their companies and employment possibilities. They also
offer students the opportunity to talk directly with
employers, get more information about careers they are
interested in, and present themselves as prospective
employees. Therefore it is vital for students to go prepared
with up-to-date resumes and the questions they want to
have answered.

Pre-teach freebie. Ask students to look at the pictures and discuss the
questions in pairs. Round up at class level.

stress ball v

2 () Askstudents to copy the table from the book in their notebook. Play the
recording again and ask them to make notes in their table.

. l

not original

-l__['l_-
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1 Discuss the questions with the students. Then ask them to read the article
and answer the questions.

Ow 1 Tomake face-to-face contact, demonstrate and launch products, test
new markets, find out what customers want, find out about new
developments, check out the competition, get new ideas

2 Sothatyou goto the right trade fair, get a good stand position, have
promotional materials and stand furniture ready,can book accommodation
and transport

3 Askquestions, show samples, give demonstrations, take records of
visitors, give out leaflets and business cards

4 Have a meeting to discuss how it went, follow up contacts with phone
calls, letters or emails

2 Get students to write sentences about what staff should do at a trade fair in
class or at home. Discuss with students the reasons for this advice. Ask
them to think of other things you should / shouldn't do at a trade fair.

O You should look at a trade fair's statistics.
You should book well in advance.
You should order promotional materials and stand furniture.
You should book accommodation and transport.
Staff should be well prepared and they should ask appropriate questions.
They should give out leaflets and business cards.
You shouldn't neglect the contacts you made.

Language spot
should / shouldn’t

Get students to read and complete the rules (1 = weaker, 2 = advice).
Emphasize that should / shouldn't isn't as strong as must / mustn’t, and so s
used frequently to give opinions and advice.

Go through the Grammar reference with students or set it as homework.

1 Askstudents to complete the tips in class or as homework.

O-w Youshould get there early to set up the stand
You should wear your badge at all times
You shouldn’t leave your bags and coats around
You should wear smart clothes and be well-presented
You should be well-informed about your company
You shouldn't eat or drink on the stand
You should carry a notebook with you
You should have plenty of promotional materials
You shouldn’t gossip with your colleagues
You should get interested visitors to leave their details

2 Read through the problem with students. Ask them to individually make a
note of their advice.

3 Ingroups, get students to discuss the problem and write their advice.
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B

Writing bank
Letters 2 - Enquiries
Gotop.56 Student’s Book

* Tip

miso is added to soups, sauces, and dishes.
Itis usually made of fermented soya beans.
teriyaki ingredients are roasted or grilled
and then put in a dark shiny sauce.
takoyaki fried round balls made of octopus
and other ingredients

sashimi very fresh raw seafood, thinly
sliced, served with a dipping sauce

tataki Smallslices of meat or fish are
stuffed and rolled, They are fried quickly and
served with a ginger sauce,

Additional activity

(weaker students)

You can simplify the role-play by
explaining the items on the menu to the
whole class in their own language if
necessary. Then get students to role-play
ordering the food but not asking about the
menu.

Students A and B read their problems, then take it in turns to tell each othe
about their problems and give each other advice. The student giving advice
should think of different solutions. The student with the problem should
agree or disagree with the suggestions and explain why.

oblem 1:show the boss what you have achieved; ask the boss
don't get promoted; look for another job; Problem 2: take slee,
Pl (e bl o relaxation: prepare weik lear to meditate .
rehearse the talk with a colleague; ichange to a job where you don't have
o0 prasentstion .

Student B Problem 1:change job; ask to talk to your boss and discuss it:
change department; talk to Human Resources; Problem 2: plan your work
better; do a bit every day; work an extra hour every day; go on a course on
time management

9to5
Eating out

1 Inpairs, get students to discuss the questions. Ask students if they have

ever eaten Japanese food.

2 Get students to guess what is being said in each picture.

3 () Getstudents tolisten again and decide if the sentences are true or false,

Ow 1T 2T 3F 4F SF 67T

4 () Look at the menu and explain the ingredients (see Tip), Get students to

guess what is being said, then listen and make notes of what Lisa and
Richard order. Ask if their guesses were correct.

Ow Lisa orders chicken noodle soup and beef teriyaki; Richard orders miso soup

and takoyaki. They also order a bottle of fizzy water.

5 G Getstudents tolisten again and tick the expressions they hear.

Ow Areyoureadytoorder? Idlike.. Ilihave.. Canyoutellmewhat..is?
Idon'tlike the sound of that. What'sthe soup like?  It's delicious!

Speaking

Go through the Expressions list with the students. Ask them to repeat the
sentences after you, paying attention to pronunciation and intonation.
Divide the class into groups of three, with one stronger student in each
group as waiter. The other two students are customers. The ‘customers’ will
have to ask for more information about the dishes.

Get the ‘waiters'together and help them with the menu explanations.

After a short time, interrupt and ask a strong group to perform the role-play,
helping them where necessary. Then ask all the groups to try the task again,
swapping roles if they like.
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Company profile
Yo!

1 Getstudents to answer the questions and discuss their answers,

otell each other
nt giving advice
pblem should
Ow lanentrepreneur 2 toopen conveyor-belt sushi restaurants in the UK
31n1997 4 apositive attitude, enthusiasm, realism, and the ability to
handlefailure 5 Yotel! YolJapan 6 Students’own answers

2 Askstudentsto find the words and translate them in class or for homework,

Project

Get students to research the entrepreneurs on the Internet. Ask them to
organize their ideas under the following headings:

# Whois he / she? where born, education, etc.

@ What was his / her big idea?

® When /How did he / she start in business?

# What does he / she believe makes a successful business?
® What are his / her companies now?

® What are his / her future ideas?

Sy j itrod ;
ifthey have # What do you find interesting / surprising / inspirational?

2 Ask students to write their report with questions and answers.

Business know-how

1 Askstudents to read about careers fairs and discuss what sort of companies
they would like to meet there.

are true or false.

2 Askstudents to read the tips and choose the three most important, giving

set students to i
theirreasons.

at Lisa and

Writing

1 Askstudents toread the email and answer the question (answer =c).

2 Gothrough the situation with the students. Then get them to write the
email in class or for homework.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need to do any more practice in any of the areas.

ntorepeat the
lintonation.
entineach
‘customers’ will

planations.

orm the role-play,
1y the task aga

Key words

Go through the list of words to check students' understanding.
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Background

Inthe UK alone, companies spend over £14 billion on
advertising every year. Obviously, businesses think that
advertising works - but what do they hope it will achieve?
Acore aimis toincrease sales by making the Unique
Selling Point (or USP) of the product or service clear to
potential customers, whether this is a lower price,
superior quality, or special features, It also aims to:

® attract new customers by stimulating interest

® change people’s views or attitudes

o differentiate the product or service from competitors’
* encourage brand-switching from rival products

® make a brand or business better known to the public,

When the decision to advertise has been taken, companies
then have to choose which media to use, from television
tothe Internet. The choice will depend on the market
segment the company wants to reach (age group,
business or domestic, male or female, etc.); the
geographical spread of potential customers (local,
national, or international); and above all, the budget the
company has to spend.

The various media used for advertising carry advantages
and disadvantages. Television can reach enormous

Start up

1 Askstudents to discuss the questions in groups.
2 Askthemtolook at the extracts from ads and match them to the products.

Ow aholiday destination = A washing powder =D fridge = H
furniture=C  petfood =8

Additional activity

(all levels)

Take in English language newspapers and
magazines. In pairs, get students to go
through looking for adjectives in the
advertisements.

Additional activity

(weaker students)

Write these adjectives on the board: tasty,
bright, new, effective, brilliant, strongest,
best, cheapest

Ask students to tell you what products
might be advertised using them.

3 Askstudents tofind the adjectives either as they are in the box or in the
superlative forms. They copy and complete the table,

audiences, and the advertisement can be repeated any
number of times. It is, however, extremely expensive, so
would only be suitable for mass-consumption products.
Advertising with billboards is much cheaper, but the
advertisements must be placed in strategic locations and
the message they contain has to be concise. Commercial
radiois again a more economical option,and is
particularly effective when targeting a local market.

Once the medium has been chosen, advertisers employ a
range of techniques to get their message across. They may
repeat key information to ensure that we remember it,
make an emotional appeal to us (for example, the maternal
appeal of babies), or employ the scientific endorsement of
experts or the celebrity appeal of film stars or models.

So what are the main rules of advertising? They are neatly
expressed in the acronym AIDA:

* Attract the attention of potential customers
¢ gainInterest in the product

® create a Desire for its benefits

@ tell customers how to take Action

If the advertisement achieves all four aims, then it should
be a success.

ferries=E beds=G  bathrooms=F



)erepeated any
ely expensive, so
mption products.
paper, but the
egiclocations a d
cise. Commercial
1,and is

local market.
ertisers employ 2
eacross. They ma
eremermnber it,
mple, the mate
cendorsement of
irs or models.

g? They are neatly , ask students to find

fomers
ms, then it should
rase each one, and put
product.
sing can help sella
1tothe products. end it has to be a good
argument: Even a good
. dwithout advertising.
rooms = F best medium of all.
duct works, people will
eboxor in the i Opposite argument.

vill never be enough to sell

hey think B. Earl Puckett
etics). Do they agree that

ake women unhappy?

ylike best and explain

last quote. Ask students to

or cosmetics and clothes are

Advertising 35

Language spot
Comparatives and superlatives

Ask students to complete the rules. Go through the Grammar reference
with students or set it as homework.

Ow 1 comparatives 2 superlatives 3 oneofthe most /least
4 more 5 most

1 Askstudentsto complete the article.

Ow 2 themostexpensive 3 cheaper 4 smaller S more people
6 theeasiestways 7 less 8 larger 9 lower prices
10 the mostsuitable 1 better than

2 Ingroups,ask students to discuss products they know.

3 Inpairs,students choose one of the products and write an advertisement.

1 Discuss what sort of products different types of people (e.g. families,
business people, beautiful women, etc.) usually advertise.

Ow Possible answers
young men: beer, mobile phones, cars, snacks, razors, clothes, holidays
young women: beauty products, perfume, clothes, drinks, cars, holidays
children: sweets, food, toys
housewives: food, beauty products, cleaning products, air fresheners
business people: computers, airlines, cars, mobile phones, hotels
teenagers: computers, drinks, snacks, beauty products
families: food, drinks, holidays, baby food and products, cars
secretaries: dieting products, soft drinks, office equipment
old people:insurance, vitamins, holidays

2 Askstudents to read the text and match the headings to paragraphs.

Ow Scientificauthority=D Negative feelings =C  Association of ideas = F
Repetition=A Hype=8

3 Getstudents to read the article again and answer the questions.

Ow1B 2E 3F 4D

Listening

&» Ask students to listen and note down types of product and techniques.

Ow 1 flowers ordered online and delivered - plays on feelings of guilt,and has
emotional appeal _
2 holidays - uses the association of ideas
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Additional activity
(all levels)

Ask students to read the article again and

find words and expressions that mean:

1 ashort phrase used in advertisements
slogan ’

2 adescription that makes something
seem better, worse, etc. than it is
exaggeration

3 not precise vague

4 tocontrol somebody without them
realizing manipulate

3 astatement showing you support
something endorsement

6 attractive and exciting glamorous

7 qualities of a man manliness

8 fashionably simple minimalist

1 Askstudentstolook at the picture and speculate about the company.

2 Getstudents toread the article and decide if the sentences are true or false,

Ow.-2:T 2355 4T 5F 6F

Project

Governments often advertise and promote areas such as nursing, the army,
and teaching through adverts. Get students to work in groups and allocate
roles. Agree with the class whether they are going to write an advert ora
summary. Suggest they look at unit 4 for ideas. Have a vote on the best advert.

Call centre
Checking information

&» Go through the notes with the students. Then play the recording and get
them to correct them.

Ow Stephen George 020 78879986  Afternoon more convenient

2 () Gothrough the Expressions with the students. Then play the recording
again and get students to tick them.

Ow Sorrywhatdidyousay? Didyousay..? Sorryldidn't catch that.

* Tip

oversee tomake sure that other workers
do their work

lialse towork closely with someone and
exchange information

brief to give someone information about
something so they can deal with it
negotiate totry toreach agreement by
formal discussion

supervise to be in charge of something
and to make sure everything is dane
correctly

deliver to do or produce what you
promised

Photocopiable activity
Promoting products
Goto p.83 Teacher’s Resource Book.

Would you mind saying that again?

Pronunciation
Emphasizing information

Play the recording from Call centre again. Stop after each exchange and ask
students to tell you which words the speaker stresses in order to correct the
information (Stephen, seven and six, afternoon),

&y Go through the sentences and get students to speculate about how they
will sound. Then play the recording and getthem to underline the stressed
words and numbers,

Ow 1 No,Isaid the Toyota was more expensive, 2 ‘No, | said 07903. 7_:

3 No,it's lesscompatible. 4 No, it’s 37, Wessex Street. i

Speaking
Go through the Expressions list with the students, Ask them torepeat the
sentences after you.

Explain that each student has information written down. One person has to
give information to the other. They need to clarify that the information
they have is correct. Write on the board:

Student A has written: Power Hotel Student B wants to book: Tower Hotel
Student A: Did you Say Power Hotel?  Student B: No, I said Tower Hotel,

Get students to do the activity. Ask some pairs to come out in front of the
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£3 Additional activity

(all lzvels)

Ask students to read the article again and

find words and expressions that mean:

1 ashort phrase used in advertisements
slogan

Reading

1 Askstudents to look at the picture and speculate about the company.

2 Getstudents toread the article and decide if the sentences are true or false.

Ow2T 3F 4T SF 6F

2 adescription that makes sémething
seem better, worse, etc. than it is
exaggeration

3 not precise vague

4 to control somebody without them
realizing manipulate

5 astatement showing you support
something endorsement

6 attractive and exciting glamorous

7 qualities of a man manliness

8 fashionably simple minimalist

Project

Governments often advertise and promote areas such as nursing, the army,
and teaching through adverts. Get students to work in groups and allocate
roles. Agree with the class whether they are going to write an advert or a
summary. Suggest they look at unit 4 for ideas. Have a vote on the best advert.

Call centre
Checking information

» Gothrough the notes with the students. Then play the recording and get
them to correct them.

Ow Stephen George 020 78879986  Afternoon more convenient

2 () Gothrough the Expressions with the students. Then play the recording
again and get students to tick them.

Ow Sorry,what did you say? Didyousay..?  Sorry,|didn't catch that.

* Tip

oversee tomake sure that other workers
do their work

liaise towork closely with someone and
exchange information

brief togive someone information about
something so they can deal with it
negotiate totrytoreach agreement by
formal discussion

supervise to be in charge of something
and to make sure everything is done
correctly

deliver todo or produce what you
promised

Photocopiable activity
Promoting products
Goto p.83 Teacher’s Resource Book,

Would you mind saying that again?

Pronunciation
Emphasizing information

Play the recording from Call centre again. Stop after each exchange and ask
students to tell you which words the speaker stresses in order to correct the
information (Stephen, seven and six, afternoon),

&y Go through the sentences and get students to speculate about how they

will sound. Then play the recording and getthem to underline the stressed
words and numbers.

Ow 1 No,Isaid the Toyota was more expensive. 2 No, | said 07903. _’:

Speaking

Go through the Expressions list with the students. Ask them torepeat the
sentences after you.

Explain that each student has information written down. One person has to
give information to the other. They need to clarify that the information
they have is correct. Write on the board:

Student A has written: Power Hotel Student B wants to book: Tower Hotel
Student A: Did you say Power Hotel?  Student B: No, I said Tower Hotel.

Get students to do the activity. Ask some pairs to come out in front of the
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class and perform the dialogues.

mpany. ’
e true or false. It’s l'lly "Ob :
1 Askstudents to read the article and answer the questions.
Ow 1 Justovertwoyears _
2 Shewrites the words in adverts, brainstorms ideas in a small team,
works with the Art Director
3 Becreative, be able to accept criticism, get on well with people, work
ing, the army, under pressure
s and allocate
advert or a B 2 Get students to discuss the questions in pairs.
he best advert. ;
reasonsforeschortie Business know-how
Discuss with students how businesses use creativity (new ideas,
improvements, better sales, better products, new solutions). Ask them if
ording and get they do anything creative in their free time.
Ask students to go through the tips in pairs.
" Wiriting
he recording 1 Askstudents if they have ever bought or sold something online, Ask them

e Il

Y 1l braint what they need to know if they are buying used clothes online (size,
? AR AT e condition, colour, make, reason for selling).

Ask students to read the advert and answer the questions.

Ow 1 leather jacket
2 fashionable, good condition, brown, metal buttons, three pockets
3 toosmall

2 Askstudents to do this exercise in class or for homework. Provide them

igeand ask with the help they may need to describe the individual items,
ycorrect the
bout how they Checklist
ethe stressed Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
E l need more practice in any of the areas.
I
Key words
Go through the list of words to check students’ understanding.
orepeat the
e person has to
formation
pk: Tower Hotel |
wer Hotel.

front of the
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Background

You might be the type who reads fashion magazines,
checks out what celebrities are wearing, and buys the
latest styles. You might generally wear ‘business’ clothes
and simply try to look smart. Or you might prefer casual
clothes and have no interest in fashion and trends
whatsoever. Whatever the case, fashion is something that
we deal with everyday, from choosing what to wear in the
morning, to buying clothes in designer stores or high-
street chains. And fashion is also a vast international
business, employing millions of people ina range of jobs
from designers, stylists, and company directors to buyers,
sellers, and manufacturers.

From the glamorous world of exclusive boutiques to
budget stores, fashion means big business, In the world of
high fashion, LVMH owns Louis Vuitton, Hermés, Kenzo,
Fendi, and Pucci among others, and has annual sales of
over $11.5 billion. Pinault-Printemps-Redoute SA, which
owns Guccl, Yves St Laurent, Sergio Rossi, etc. has annual
sales of nearly $25 billion. Meanwhile in 2004, Gap
generated $16.3 billion of sales worldwide through their
3,000 stores. Another recent success story is Zara, the

Spanish fashion brand founded in La Corufia in 1975. The
are now over 400 Zara stores worldwide. With annual
sales increasing by around 25% in the last five years, it is
one of the world's fastest-growing retailers. One factor in
its success is its incredible turnover of new products.Ina
typical year it will introduce about 11,000 new garments,
and many of these will be in the shops for only a few
weeks. For a high-street store, it means that the clothes it
sells are also rather ‘exclusive’.

‘The apparel oft proclaims the man’, wrote Shakespeare
in Hamlet. Or in other words, what we wear and how we
choose to present ourselves, says something about who
weare. In a recent study conducted by the University of
Strathclyde, over 90% of UK bosses considered that the
right attitude and appearance, including dress sense,
were more important than skills and experience. Hardly
surprisingly, many books and websites offer advice on
how we should present ourselves at interviews and in the
workplace generally. The clear message is: if you want to
succeed, take care of your appearance. Don't wear
weekend clothes to the workplace. Look businesslike but
stylish. And if you look professional, then people will
assume that you are professional.

* Tip

Revise clothes and accessories vocabulary
with students, for example:

shirt tie trousers jacket suit jeans
sweatshirt sweater skirt dress top
shoes boots trainers belt scarf
tracksuit coat leggings hat cap T-shirt

Start up

Get students to work in pairs and do the quiz. When they have finished they
score one point for each 'yes' answer. Ask them to read their score.

Listening 1 .

1 ¢ Tell students they are going to hear two friends doing the questionnaire,

Play the recording and ask students to make notes of Alex's answers (yesor
no) for each question. Then play the recording again and do the same for

Maria.

s 410 Syes 6yes 7no 8yes 9 no 10 no
4yes 5yes 6yes 7no 8 yes 9 yes 10 yes

2 Get students to calculate the scores for Alex and Maria. Then discuss their
scores with the whole class.
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1 Getstudents to look at the pictures and describe the shoes.
se from these P

ite them in their 2 Askstudents to read the article and answer the questions.
ind translate them,

y fashionable Ow 1 Itdoesn’t promote aluxury lifestyle; it believes in simplicity and
comfortable authenticity.
, ) able stylish 2 InMajorca, Spain
;“‘:[”'i:h “;fr;’jafh ' hioned L | basic fun 3 Atraditional recycled Majorcan shoe
- . 4 Aculture brand
st five years, it is 5 Online shopping and hotels
35 One factor i 6 Nike are making cheaper, recyclable shoes.

ew products.Ina
Onew garments,
oronly a few

hat the clothes it

Vocabulary

Get students to match the nouns.

te Shakespeare
ear and how we
1ing about who

Owle 2c 3a 4b 54d

1e University of

dered thatgne Project

jdress sense, 1 Get students todo the projectin groups. Give them a time limit of half an
_mience: dpie hour. Go round and encourage students to make decisions and complete
gk advice on the task within the time limit.

rviews and in the'

5:if you want to & Askthe groups to choose one student to present the project. Encourage the
on't wear class to ask questions. Get the students to vote for the best product,
businesslike but

1 people will

Listening 2

1 Get students to match the jobs and descriptions.

Ow1d 2¢c 3b 4a

ave finished they 2 () Beforelistening, ask students to read through the article and try to guess

I score. what words go in the gaps. Then play the recording and get students to
complete the gaps. Stop and start the recording after each paragraph and
ask students to discuss their answers with their partner before continuing.

he questionnaire, Ow 16 2':)03 Yorzk It;lyth 3 Gerr:;!ny 84tetw° years 95 fashion shows

- ew ree 5 nyears 2004
; 15 (yes of 10 Cbmmunication = T '
othe same for

3 () Getstudents to cover the article and to listen again and write the names.

g‘;‘ : & Get students to check their answers by uncovering the article.

Ow 1 Antonia 2 Lisa 3 John 4 Mark 5 Lisa 6 John 7 Mark 8 Antonia
n discuss their
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E2 Grammar test
Goto p.84 Teacher’s Resource Book.

Additional activity

(weaker students)

Before doing the Speaking activity get
students to make polite requests in the
classroom in pairs, e.g. lend me your
dictionary / open the window / lend me a
pen/ help me with my homework / get me
a glass of water / etc,

Language spot
Present Perfect

Ask students to read the rules and put the examples with the correct rule.

Ow 1 Ive gained some good experience.
2 I've worked as a fashion buyer for the last two years.
3 Ihaven't been involved in design work yet.
4 Have you designed for women yet?
Go through the Grammar reference with students or set it for homework.
1 Getstudents to discuss their last six months, using the Present Perfect.

2 () Playthe recording and get students to tick what Antonia has done.

Ow quality control v management X sales v telephones x
current orders +  design X

3 Getstudentsto complete the sentences in class or for homework.

Ow 1 since 2 for(number) 3 for (number) 4 since 5 for(number) 6 since

9to5
Making requests
1 Askstudents tolook at the picture and answer the question.

2 ( Playthe recording and get students to write the initials.

Ow 1R 2R 3J 45 5R

3 () Getstudents to try to complete the gaps from memory. Then play the
recording and get them to complete the gaps. Discuss at class level why the
questions are formulated in different ways. (1 These are close to being polite
Imperatives as Richard is the boss. 2 This is politer, because Joe is asking a
favour. 3 This again is a polite request.)

Ow 1 canyou,canyou 2 Would you, printing 3 Could you possibly

4 Discuss the question with the whole class.

Ow Expression2

Speaking

Go through the Expressions list with the whole class, Ask them to repeat the
sentences after you, paying attention to pronunciation and intonation. You
can use the recording to do this activity if you prefer.

Divide students into pairs and ask them to study their Speaking activities.
Get them to do the activity. Interrupt the activity halfway through and give
students feedback on their performance before asking them to continue.
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Company profile
Gap Inc.

Ask students to tell you everything they know about Gap - its image, the
type of clothes it sells, whether they like the clothes, etc. Make notes on the
board.

Student A is going to read the information on the page and Student Bis
going to read different information on p.110. Students must try hard to
remember the key information, making notes if they like. When they have
finished they should cover their information before doing the speaking
activity. At the end of the activity ask students whether the notes on the
board have been confirmed by the information or not.

Business know-how

Ask students to discuss the questions in pairs. Then round up at class level.
Encourage students to give their opinions. Ask them to tell you who they
believe is well-dressed in business or politics in their country, and who
doesn't dress appropriately.

Ask students to read the tips in pairs and discuss which ones they agree and
disagree with. With the whole class, make a list of extra points that they
would suggest for doing business in their country.

Writing

Ask students to read the invitations. Discuss with them the different ways
you would dress for each event. Then get them to read the example. Would
the boys wear similar clothes? What would the girls in the class wear?

Ask students to write what they would wear for each event in class or for
homework.

Go through the Expressions at class level. Then ask students to write
invitations to other people in the class - make sure that each students will
receive an invitation. The students then answer the invitation they receive.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

Key words

Go through the list of words to check students’ understanding,
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10 Technology

;ckground

Technological developments have had a profound effect
on the way businesses operate, and the way people work
within them. Email allows us to send documents across
the world at the press of a key; its immediacy means that
face-to-face meetings are becoming less and less frequent
-and even these can take place via satellite if necessary;
and the Internet compresses the basic functions of
business —advertising, informing, selling, etc. - so that
they can take place almost simultaneously on a single
computer screen.

E-business has become essential to companies, and they
have to develop an e-business strategy to fully exploit the
opportunities it offers. This strategy will include:

» selling and receiving payments online

® providing customer support and information

# online marketing

® the analysis of how customers use the online facility
and what they are interested in.

While computer-controlled warehouses and machinery
have led to some redundancies, new technology has also
created jobs such as computer technicians, web designers
and systems analysts.

"

Most workspaces are now furnished with computers and
printers. Employees will probably have their own
workspace, although in some environments a ‘hot-
desking' policy may be in operation. In this case,
employees simply plug in their laptops in the workspace
of their choice. Technology has released us from the |
necessity of working in one place all the time. Wi-Fi
for Wireless Fidelity) technology provides complete
autonomy over where we work - while intranet (private |
company network), and internet facilities mean staff can
work in any location.

As we can keep in contact with colleagues and clients
irrespective of location, with instant access to whatever
information we need, many employees are now able to
work from home (teleworking or telecommuting), or |
choose to go freelance. |

Inthe near future, videoconferencing from all PCs will
make many ‘physical’ face-to-face meetings redundant.
And ultra-thin monitors, ultra-fast broadband, and ultra-
powerful mobile phones will continue to have an impact
on the environment in which we work, and the way

we work.

(short

* Tip

BlackBerry a wireless handheld device that
supports email, mobile phone, text
messaging, and web surfing

Wi-Fi allows people with a wireless
computer to connect to the Internet

L8 late (in text messaging)

gbps ameasure of data transferral -
gigabits per second

ISP Internet Service Provider

back-up a copy or spare of something that
you can use if the original one is lost or
unavailable

Start up

2a

itwas

Ask the students to do the quiz together in pairs. Get them to calculate their
score and read their profile,

3 Yourequesissent by your1Stothe st seve T you canview

4 Itwa Mmmqu&e%mﬂmwm&
‘%Maﬂaw by scientists in the 1960s. its disadvantage was that

1 Atclasslevel, ask students to discuss the questions.

2 Get students to read the article and answer the questions.

9. 1. eoms and chents

server

ex and difficult to use.
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Language spot
The Passive

Go through the rules with students. Then go through the Grammar
reference with students or set it for homework.

r

Ow 1 ispassedon 2 isconnected 3 wasinvented

thcomputers and: 1 Getstudents to underline the Present Passive and circle the Past Passive in
their own the text. Explain that articles that talk about processes and historical
ents a ‘hot- developments often use the Passive.
his case, P
n the workspace O Present Passive: are involved, is stored, is located, is connected, is operated,
us from the ~ ispassedon,is passed
time, Wi-Fi (short Past Passive: was developed, was adapted, was called, was revolutionized,
s complete was invented, was introduced
ntranet (private
s mean staff can 2  Getstudentsto use the sentences to write a paragraph.
grap
8 and clients O Thenthe dateis printed on the stamps (by another machine). The mail is then
155 to whatever put into separate postbags (by machines). Then the bags are loaded onto
Fe now able to lorries (by postal workers). The mail is taken to local sorting offices (by lorries).
umuting), or After that, the mail is sorted into individual areas (by postal workers), And
v finally the mail is delivered (by the postal workers).
rm all PCs will
1gs redundant, a
band, and ultra- Reading
have an impact the information. 1 Get students to discuss the questions in pairs. Then round up at class level,
dthe way nd most surprising? ’ : ] .
5 2 Askstudents toread the article and discuss their answers in pairs.
3 Ask students tolook at the emails and decide what is wrong with each one.
ﬁ&g&:ﬁ‘;“ Ow 2 Frankie shouldn’t use so many abbreviations and emoticons.
i 3 Claudia should avoid flaming.

® shortness 4 Keikoshouldn't expect an instant answer,
ocalculate their ® tone

# quoting

# abbreviations li’ten ing

1 &) Askstudents to try and guess the missing words. Then play the
recording and get them to complete the gaps.

Ow 1 message 2 job 3 automatically 4 people
5 grammar 6 capitals 7 document 8 recipient

2 Getstudents to discuss the tips.

1 Tell students a story about when you had trouble with techn ology (e.g.an
email that went to the wrong person, the day you lost an important
: document, the day you lost all your mobile phone contacts, etc.). Ask them
to read the anecdotes and match them with the titles.
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R

Additional activity

{weaker students)

Ask students to close their books and
dictate a couple of the anecdotes. This

provides useful reinforcement of 2 Askstudents todiscussin groups similar experiences they have had with
vocabulary and practises recognition of technology.

punctuation.

Photocopiable activity Pronunciation

Goingonline

Go to p.87 Teacher's Resource Book, Email addresses

Additional activity 1 () getstudentstodiscuss how to read the addresses. Then play the recordin
(stronger students) Play the recording again and stop and ask students to repeat the addresse:

Ask students to write an anecdote for

2 (p Askstudents tolisten for the individual elements.
homework.

Ow 1 at Zdnti-uﬁdersmre4hyphen5uppefcascﬁslnwe_rﬂsel

3 ( Play the recording and get students to write the addresses. Play it as
often as necessary.

Ow 1 alex_bozoukova@linknet.co.uk 2 kirkham.jed@lBF-marketingmj

Call centre
Taking a message

1 ¢ Play the recording and get students to make a note of the information.

Ow name of caller = Joe Enderby i
company = JYT |
reason for call = He wants to talk to Robert Adams about his recent order. !

2 ) Gothrough the Expressions with the students. Play the recording and g
them to number the expressions in the order they hear them.

Ow What can | doforyou? 9
(Tina Jones) speaking. 1
Can | speak to (Robert Adams), please? 4
I'll see that (Robert) gets the message. 7
How canlhelpyou? 2
I'm afraid he's away from his desk. 5
Thisis (Joe Enderby). 3
Am | calling at a convenient time? 8
Could you ask him to call me? 6

Additional activity

(weaker students) s”aklng

Get the students to write out one of the

dialogues from the role-play for 1 Gothrough the Expressions list with the students. Ask them to repeat the

homework. sentences after you. You can use the recording to do this activity if you
prefer.

Divide the class into pairs. Go through the Speaking activity instructions
with the students. Do the role-play with a strong student, then get the class
to doit several times.
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It’s my job

1 Get students to work in pairs and discuss the question.

computer problems, installs new software and hardware,
launches new IT resources, trains people.

2 Askstudents to read about Gary and answer the first question.

O Skills and qualities:‘people’skills, technical skills, multitasking, managing
tasks, ability to understand the wider business context

Discuss the second question with the whole class.

Ow Possible answer

Itis probably necessary to develop all the skills Gary mentions, except the
technical ones, in all business situations.

Business know-how

1 Ask students to work in pairs and make notes of their ideas. Then round up
atclass level.

2 Askstudentstoread the tips and compare the class ideas with them.

1 Askstudents to read Katie’s email and identify the problems.

Ow Shehasn't put a subject; she hasn’t opened with a greeting or closed with
her name; she expects the email to be read immediately; the ‘tone of voice’
could be more polite.

2 Getstudents to answer the email following the advice on p.74 and p.75.

Ow From:DanRoss To:Adam Krasinski  CC:Katie Cavendish
Subject:Sales figures and company organization document
Dear Adam
Katie Cavendish has asked me to send you the attached document ‘Personnel’
it explains recent changes to the company organization. She has also
asked you to send her your latest sales figures by tomorrow morning.
I hope that you are all well in the Polish office.
All the best
Dan Ross

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

Key words

Go through the list of words to check students’ understanding.
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Background

Why do people work? Apart from the need toearmn a
salary, to have a feeling of security and perhaps of self-
importance, people also like to feel that they are doing
something useful and they are using their skills and
creativity. Job satisfaction is an important motivation in
the workplace. Businesses are increasingly aware of this,
and try to ensure that their staff are happy, challenged,
and motivated. In the office, this may involve:

® job enlargement - employees are given more tasks to do
at the same level. This guarantees greater variety of work.

& job enrichment -employees are given greater
responsibility and more demanding tasks. As their job
becomes more challenging, so it becomes more interesting.

Greater job satisfaction can be achieved through
increased pay, performance-related bonuses, and other
benefits, but work-life balance is important, too. If the
pressures and responsibilities of work eat into employees’
free time - the time they need to spend with families,
friends, or simply relaxing - a stressed, discontented
workforce is the result. Companies can offer various
initiatives to promote this:

» flexi-work - employees work a fixed number of hours
perday, but they can vary when they start and finish

» ashorter working week - employees work one less day z
week with a salary reduction, or do five days'work in four

& teleworking - employees work from home for a part of
the week, keeping in contact with the office via computer.

# job sharing - two people share the same job and divide
the salary

# career breaks - employees take a sabbatical, usually
unpaid, from work.

Governments also legislate to ensure that workers have

certain rights at work. These may cover their health and

safety, equality of opportunities and pay, and statutory

holidays and other leave. In the UK, employment rights

include; |

® no employee may be discriminated against on grounds
of gender, race or sexual orientation

® employees must not be harassed or victimized

# employees cannot be forced to work more than 48 hours
per week, and are be free to choose whether to work on
Sundays

® they can take the legal allowance of maternity or
paternity leave

® they can apply for flexible working hours (after wor
fora minimum of 26 weeks for a company)

® 16-17-year-olds can have time off for studying or training,

Additional activity

fall levels)

Ask students to add any words and
expressions from the article to their 2
vocabulary notebook with translations.

Additional activity 3
(all levels)

Noun phrases

Ask students to underline expressions

using the —ing form. Explain that you can
create noun phrases with these 1
expressions, For example:

Getting on with peopie is important.

Having fun at work can increase productivity

Ask students to write séntences using the
phrases they underlined.

getting on with people having fun

finding work challenging being treated as

an individual having asocial life being
respected being trusted expressing your
opinions and ideas using your skills and
talents being informed

Start up

the points.

Listening

¢» Gothrough the exercise with students first. Check they understand the
points. Then play the recording and ask students to match the names with

Owilc 2d 3e 4a 5b
Nuria:unhappy ~ Dylan:unh
Lauwunfham '

1 Getstudents to work in pairs and discuss the question.

Ask students to read the article individually and choose the ten factors they
think are most important.

Ask students to work in pairs and discuss their choices.

Play the recording again and ask students to answer the question: Are they
happy or unhappy?




onelessdaya
' work in four
or a part of
via computer
band divide
al, usually
orkers have
‘health and
istatutory
nent rights
ton grounds
ized
than 48 hours
prtowork on
mity or
(after working
ing or training. Teacher's Resource Book.
onal activity
N er students)
§game. Divide the class into two
Read out the beginnings of these
first team to call out the
gets a point.
n factors they iedthe room ?
ntgotalaptop, — 7
nteatfish, 7
type very fast, ?
wderstand the " here, ? (didr't 1)
enames with iiemeeting Patrick tomorrow,
? (aren't we)
tion: Are they fland Mohammed are in Paris,
?{aren‘t they)
- udidn't bring the presentation,
| 1 (did you)
mgoing to get the five o'clock train,
— ?aren'tl)
ria will send you the report,

?{won'tshe)

Job satisfaction 47

2 (y Play the recording again and complete the sentences.

= I ) s 1

3 Ask students to work in groups and discuss the caller's opinions. What do

they think makes a good workplace? Which one of the points that the
callers made do they think is most important?

9to5
Making sure

1 Gothrough the instructions with the students. Discuss the questions with

the whole class.

They might feel nervous, ted, stress
presentation, lapts 2, disks, han

2 () Gothrough the list with the students. Then play the recording.

Ol 21 33 SISLIER

3 () Play the recording again and get students to tick the expressions they
hear.

Ow Don'tworry. That'sagoodidea. That'sright. Noproblem.
Of course | will,

& Discuss the questions at class level,

He should meet with his team in advance and decide who does what, write
a list, allocate more time to preparation

Language spot
Question tags

Go through the grammar with the students and ask them to complete the
rules. Go through the Grammar reference with students or set it as
homework.

Ow negative, positive

1 Getstudents to complete the exercise in class or for homework.

Ow 1 didyou 2 wasn'the 3 won'tyou 4 didyou 5 can'tshe
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Additional activity

(all levels)

Get students to write up a dialogue based
on the Speaking activity in class or for
homework.

* Tip

Top margin

Chief Executive (also Chief Executive
Officer / CEO)

the person ina company who has most
power and authority and is responsible for
managing its daily affairs under the
authority of the board of directors

MD (Managing Director)

the member of a company’s board of
directors wha is responsible for the running
of a business on a daily basis

Ask students to think about the ideas
expressed by these managers of big
companies. What effect would their
philosophy have on peaple?

Additional activity

(weaker students)

Explain that as long as notes still make
sense, you can omit: articles, subject
pronouns, auxillary verbs, and detailed
information. You can reword to make a
complex phrase much simpler. Ask
students to underline the information
about Nationwide in the article and tell
you what words, expressions, and
information have been omitted or
simplified in the example notes.

2 Get students to write sentences with question tags.

i = =il

ast, aren't they?
wasn't it?

Speaking

Go through the Expressions list with the students. Ask them to repeat the
sentences after you, paying attention to pronunciation and intonation. Yot
can use the recording to do this activity if you prefer.

Divide the class into pairs. Ask them to read their roles carefully. Remind
them to use the expressions and question tags.

Reading

1 Askstudents to read the list of companies and answer the questions.

Ow Shops:Asda, The Carphone Warehouse, Mothercare
Factories: Cadbury Schweppes
Work with money: Nationwide, KPMG

2 Tell students that all the companies are at the top of a list created by the
Sunday Times newspaper. Then get them to read the article and make note
about the companies.

3 Getstudents to match the verbs with the words and phrases.

Owi1d 2e 3f 4¢c 5b 6 a

4 Go through the example with students, then ask them to discuss the other
methods in the same way.

§ Askstudents to work in groups and create their perfect company. This task
requires students to use all the linguistic resources they have to negotiate
together to arrive at a group decision. They can think of ideas other than th
ones in the list, both from the unit and from brainstorming together.

6 Each group should nominate someone to present their ideas. .

Business know-how

1 Askstudents to work in pairs and discuss the questions.

Ow Possible answers
Similar - it is a group of people working together; it has deadlines and
projects; you get judged on the quality of your work; you work ‘for’ your
teachers like you work for a boss, etc.
Different —you don't get paid; you don't usually work in a team; you don’
have a lot of autonomy, etc.
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2 Askstudents to work through the questions and answer them truthfully.
This task is aimed at improving students’ sense of autonomy and control.

3 This task invites students to learn how they can gain some control over how
much satisfaction they get from their work. Ask them to work through the
questions again and reflect on those where they said no.

opiable activity Company profile
rk
Lush
1 Askstudents to work in pairs and discuss the points.
2 Getstudents toread the article and answer the questions.

B10D. 89 Teacher's Resource Book.
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Wi start launch setup consult

eated by the Ask students to read the instructions. Ask the class to tell you some of their
and make notes

ambitions for the future, Tell students to think of a job they would like. They
should be realistic, and think of a job they are likely to do in their early

g. career. This is not an exercise in thinking of an ideal job, Go through the
example and ask students to write two paragraphs in class or for
homework. Encourage students to refer back to their vocabulary notebooks
to help them, and the job description exercise in Unit 6.

scuss the other
Project

. This tash Students can do this project individually or in pairs. Ask them to write notes

ve to negotiate : ;
Béther than thil abou? the company before they write their report. Write on the board these
Baetter headings:

Type of company What it does / manufactures Size Location Profits
5.

Why it is a good company to work for
Students can search on the company website and also use

www.timesonline.co.uk and search for 100 Best Companies where there is
an article about each listed company.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

Key words

Go through the list of words to check students’ understanding.
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12 Market research

Background

Companies need to understand what is happening in the
marketplace in order to plan their business strategy. The
collection of information to achieve this is called market
research. There are two main methods of market
research, primary and secondary.

Primary research, or field research, is for a specific

purpose and provides new, previously unavailable data.
This information is usually gathered by:

@ face-to-face interviews - conducted in the street,
workplace, orat people’s homes, using scripted
questions

o telephone interviews - using scripted questions

® printed questionnaires ~ in newspapers, magazines, or
delivered in the mail

® the Internet - questionnaires delivered via email

® focus groups - groups of people respond to scripted
questions. This provides more in-depth information
than other techniques

® hall tests - people are invited into a room to test and
express their opinions about products

® observation - trained ‘people watchers’or
ethnographers study people’s reactions to products,
advertisements, etc.

The great advantage of primary research is that it is
targeted and the information is up to date. It is, however,
time-consuming and expensive.

Secondary research, or desk research, is based on pre-
existing data. This information is extracted from journa
govemnment and company reports, surveys published by
research organizations, etc. While cheaper and quicker

than primary research, the information gathered is not

always as relevant or up-to-the-minute,

In primary research, questionnaires can provide specifi
information that is vital to the success of a business
venture. Questionnaires consist of long lists of question;
designed to discover people’s attitudes to existing
products or services. The data they provide

® helps the company predict the product’s performance

® gives a picture of the buying behaviour of customers

# reveals customer awareness of the product

® reveals customer attitudes to other existing or Propos
products.

To produce the information that the company wants to
find out (its objectives), questionnaires must be carefully
constructed. The questions must be clear, easily
understood, precise, and in a logical sequence. There are
three main question types. They will either

® produce Yes /No / Don't know answers

» offer ascale of answers (excellent, very good... bad, etc)
» offer a range of answers (Brand A / Brand B / Brand €)
Companies will often engage a specialist company to
collect and analyse the data for them.

Start up

1 Askstudents to work in pairs, then round up at class level.

2 Askstudents to discuss the questions in groups, then at class level.
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3 () Gothrough the instructions, then play the recording for students to

complete the table.

Ow 7 e 3 1 2
good choice Ll good service 7
high quality S/ exciting v X
high prices VA clear layout 3G K
fashionable S K

Reading

1 Askstudents to use the above criteria to discuss a department store.

2 Askstudents to read the research and do the matching exercise.

O highprices=75% fashionable=20% good service =50%
good choice = 45% clear layout = 35%  exciting = 5%

3 Get students todo the exercise in class or at home.

Ow 20%lessthanaquarter 35%aboutathird 45% less than half
52% justover half  75% three quarters

Language spot
First Conditional

Go through the grammar with the students. Ask them to find and underline
the sentencesin the report.

Ow If customers believe the store sells high-quality goods, they will accept
higher prices.
Unless Melvilles updates its goods, it will lose out to its competitors.
If more training is given, the staff will be able to provide better support to
the customer.
If consumers don't find a good selection, then they won't buy.
If competing stores have better lizwts.theywiil attract customers away
from Melvilles.

Go through the Grammar reference with students or set it as homework.
1 Ask student to read and complete the advice in class.
Ow 1 choose 2 won'treflect 3 write 4 ‘liget 5 ask

s

100 ﬁndmxf

2 Ask students to complete the sentences then discuss them.
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* Tip

Top margin

Ask students to close their books and then
dictate the definition of market research,
They can then check in their books,

After Reading, ask students to read the
three quotes, then discuss what they mean
with the whole class.

Additional activity

{weaker students)

Ask students to find words in the article

that mean:

A the way you act or behave (behaviour)

B tosocialize with people (hang out)

E tolook at something carefully (go
through)

F tomake somebody want to do
something (motivate)

G having power or influence (influential)

Additional activity

(stronger students)

& Play the recording again and ask

students to answer these questions:

1 Who employs Anna? (marketing
companies)

2 Does she work alone? (no, she has a
team)

3 What two techniques does she use in
shops? (cameras and following people)

4 Who walks through shops quickly, men
or women? (men)

5 Who reads labels more? (women)

6 How do companies use the
information? (to improve their sales)

* Tip

Expressions

If there are too many expressions for
weaker students, suggest they choose one
ortwoto learn.

1 Askstudents to read the title and guess what the article is about. Then get
themtoread it and match the headings with the paragraphs.

Ow Athome=F Rubbishreaders=E Cool hunters=G
Hangingout=8 usﬁ;gh:h‘ nology ology =D

2 Get students to read the article again and answer the questions.

Shopping snoops =

Ow 1 Because they study people’s behaviour in their'natural environment’
2 Tostudy why they make choices, how they really live
3 They follow them around the shop.
4 How people use technology
5 They gothmugh-ﬂleir.nibbish,stayln their houses, and watch them live
6 They hangout with the teenagers and find influential leaders.

3 Askstudents toworkin groups and answer the questions.

Ow Possible answers
Observing people allows you to see real behaviour; when people talk they
may not tell the truth, or be able to say what they want. Rubbish shows
what you buy, eat, and throw away without even using.

Listening

& Ask students to read the questions and speculate about the interview,
Play the recording and get students to choose the correct answers.

Ow1b 2a 3b 4c 5b

Call centre
Asking polite questions
&9 Ask students to read the dialogues, then listen and complete them.

Ow 1 wonder 2 could 3 Would 4 mind S Could
6 possibly 7 Would 8 able .

Go through the Expressions list with the students. Ask them to repeat the
sentences after you or after the recording.

Pronunciation
Polite requests

1 () Explainthat politeness depends not only on the expression you use, but
also on the tone of voice and intonation.

2 () Play the recording and ask students to decide if they are polite or rude.

Ow 2R 3R 4P SR 6P
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Go through the Expressions again and explain the activity. Students role-
play boss and employee. Expressions the boss can use to refuse include I'm

sorry, but ... I'm afraid that it's not possible.

It’s my job

1 Discuss with students whether they would like to be a market researcher.
2 Askstudents to copy the table. Then get them to read about Matsuko

Takahashi and complete the table.

professional qualification  write reports

like talking to people
work inateam

3 Askstudentstoread the text and answer the questions. In groups, students
then discuss the situations and choose the following situation.

O-w Possible answers
1 survey, personal interviews
2 fieldtrials
3 focus groups, observation
4 surveys, focus groups, chat rooms
5 surveys, abservation, chat rooms

Business know-how

1 Askthe class to discuss the question and write their ideas on the board.

2 Askstudents toread the tips and compare them with their ideas.

Writing

1 Askstudents to write the questionnaire in class or for homework.

2 Askstudents to ask and answer questions from the questionnaire in pairs.

Project

Ask students to work in pairs. Ask them to re-read the advice on writing
questionnaires on p.85, Possible research areas: fast food, organic food,
mobile phone use, cosmetics, reading habits, free-time activities,

Checklist

Go through the checklist with the students, Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they

need more practice in any of the areas.

Key words

Go through the list of words to check students’understanding.
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13 Bright ideas

Background

Many larger companies have a Research and Development
(R & D) department. The common perception of R& Dis
that it is primarily concerned with the development of
new products. However, as consumer preferences are
constantly changing, the improvement of existing
products to maintain and increase market share is of equal
importance. Product improvements can range from ring-
pull cans to smaller and faster PCs. New products are either
the result of technological advances such as Sat Nav
(satellite navigation for cars), or innovative new ideas such
as Dyson's bagless vacuum cleaner,

Insome industries, such as shoe or furniture
manufacturing, there is little R & D, as the products
change very little. In high-tech industries, where there is
intense competition between companies and a constant
demand for new products, investment is considerable.
While most of the R & D budget is spent on developing
products with clear sales potential, a large company may
also allocate up to 10% of its budget to‘blue-sky’ research.
This is more speculative and is not expected to produce
short-term results.

R & D can be a risky and expensive business. Some
products, for example pharmaceutical products, will take
years to develop. Companies also have to make predictions
about what the economic situation will be like in the
future, and the possibility of other technological
breakthroughs which will fundamentally change the
market. However, years of investment are no guarantee of
success. 30% of new products fail in the laboratory and
60% during development.

The R & D department works very closely with the
marketing department. While market research is cruci
tothe technical development of the product, it also
impacts on design. The iMac and iPod are examples of
products whose physical appearance has played a major
role in their phenomenal success. Product development
will typically follow this model:

Product design and
development

Market research

e=——

Prototypes

Pre-production run

Product testing

Production

Some independent inventors with brightideas may try
goitalone. The potential rewards are extremely high -
so are the chances of failure. Many try tosell their ideas
companies for them to develop, This way, the companies
bear the burden of the development costs. And if the
product is a success, even a low royalty will make the
inventor wealthy.

Start up

1 Getstudents toread the list of inventions and think about the questions.
Tell them that all the inventions have been recently invented by someone.

2 Get students to decide which of the inventions became successful produ
3 () Getstudentstolisten and note down the four successful products.

taptocatchinsects > hanger
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‘Encourage students to use the language of
agreeing and disagreeing:

\{think ., | agree, | don’t agree, What do you
think?, | bet ..., | wouldn't be surprised if ..
They should also give reasons for their
thoices. Round up the ideas at class level
and take a class vote, Ask them to say: We

nvith the thought ...
th ecmcial B Grammar test
fhitalso Gato p.92 Teacher’s Resource Book.
sxamples of
layed a major i Additional activity
development f;l aker students)

'@ Dictate this text to students,

Inflatable cot

The inflatable cot was designed by a
British inventor, Jo Bradford. Jois an

tresearch , engineering graduate and the mother

| ofthree children. She thought of her
invention when she was on holiday
because she found it was difficult to
take normal cots with her. Her

I invention only weighs four kilos and is
‘2asy to carry. She has received financial

: help to develop her product and has
fisesting won business awards.
# Discuss the difficulties and rewards of
being an inventor.
T Additional activity
rstudents)
the class as a whole questions about
deas may try to ‘Whendid Jerry live in London?
mely high - but fhat was Jerry doing in 19977
sl their ideas to did Alicia leave university?
; was Alicla doing in 19947
t:;;o&n ﬂp;zmes it was Alicia doing in 2001?
I make th it was Jerry doing in 20047
ethe mdid Jerry do a business course?

did Alicia start her own company?

did Jerry move back to London?
e questions.
d by someone.
essful products.
products.
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1 Askstudents to brainstorm in pairs, then round up at class level.

filing cabinet, telephone, swivel
hole puncher, paper clip

2 Askstudentstolook at the article headings and the pictures.

v -

O-w QWERTY keyboard - Inventor: Chirist, er Latham Sholes; Date: 1866; How

commonly linked letters out.
vith Graham; Date: 1951; How the
. paint to correct her mistakes and
happened: He that didn’t fall out. He used a
collasgen sdhesive

Language spot
Past Continuous

Ask students to read the first rule and then find and underline three
sentences in Reading. Then ask them to read the second rule. Go through
the Grammar reference with students or set it as homework.

O~ One day (Bette) was typing at work when she made a mistake; Soon.
everyone was asking for her invention; While he was using bits of paper to
mark pages in his song book, he thought of a great idea.

Ask students to look at the tables of the lives of Jerry and Alicia. and
complete the sentences in class or for homework.

Ow 1 wasstudying 2 wasstudying,was living/lived 3 left
4 wastravelling 5 gotmarried 6 wasliving, was working
7 started, wasworking 8 started '

-
Reading
1 Askstudents todiscuss the questions in groups.

2 Getstudents to read the article and match the headings to the paragraphs.

Ow1E 2C 3A 4B 5D




56 Unit13

‘

* Tip

Top margin

After Reading, students read the quotes.
Discuss If the same principles applyin
everyday life. Ask students what they think
are the qualities and skills that Dyson has
that means he is a successful inventor and
businessman

Photocopiable activity
Research and development
Goto p.93 Teacher's Resource Book.

* Tip

Top margin

Ask students to read the Trevor Baylis quote.
Do they feel that James Dyson's invention
also reflects this philosophy? Is it also true
for discoveries such as gravity? Can students
think of any other inventors, inventions, or
discoveries that support this idea?

Additional activity

(stronger students)

Write these simplified sentences from the

article on the board. Show students the

use of the ~ing form.

® Inventors have to protect their ideas by
paying to register a patent.

® He started experimenting and built .
Dyson never stops thinking about new
ways ...

® He started manufacturing under his own
name, selling affordable cleaners.

® He spent a further five years developing
the product ...

Ask students to complete these sentences

with an—ing form of their own choice-

think of new ideas by ... I learn new words

by ... Ido research by ., To get fit, you

should start .., To get fit, you should stop..,

Last week I'spenta lot of time ...

3 Askstudents toread the article again and answer the questions.

Paragraph A~ Because it takes so long; it is expensive; you get rejected;
there’s no guara
raph C-Because d have owned the product that causec

drop in Hoover sales; because he feels embarrassed not to have recogni
asuccessful product i
Paragraph D -Because they cost a ot to develop; because Dyson only
produced a few,and that costs more per unit

Paragraph E-Because that way design goes hand in hand with
Listening

1 Askstudents to match the words with the definitions.

OwTE 20 3F "¥8'sic 6 A

2 () Gothrough the questions with the students and getthemto guess as
much as possible about what the listening is going to be about. Then ask
them tolisten and decide if the sentences are true or false,

Ow1F 27 3T 4F S5F 6T 7T 8F

9to5
Agreeing and disagreeing

1 ¢ Askstudents to look at the picture and discuss what is happening. The
getthem to listen and check their ideas.

2 () Askstudentstolisten again and decide who is saying what.

OwlL 2RI R4 Ak rsw e

Speaking

Go through the Expressions list with the students. Ask them torepeat the
sentences after you or after the recording. Students have to negotiate
together using the expressions of agreeing and disagreeing, They should
appoint someone to make notes and someone to present their proposal.
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Company profile
to read the Steve Jobs quotes, APPIG COI‘I'II vine,
they tell you about his business 1 Ask students to work in groups and discuss the questions.

2 Get students to discuss Apple in pairs. Then round up on the board.
onal activity

e,,,,] 3 Askstudentstoread about Apple and answer the questions.
lents to close their books. Dictate TNED ;
ance openings: Ow 1 Theywere the fist home computers that were simple and easy to use.
b the founders of Apple ... ’-Pl*"mﬂﬁ Cr csand a mﬂfskdrﬂt
sold the first computer for.. Z TMWSW NaS | 0s, when the

1ed the company . ‘with the mar -

n;ondgmemrion computer, 3 Steve ’ob’ ocused on i _' v : _ _' ;m'mwmw]m
. consumer electronics.

0 the company deveioped .. 4 Possibleanswers

1990s both founders ... N N R
Steve Jobs .. mputers,a way to download music easily

ts to work in pairs and
Mathe sentences with correct 4 Get students to make notes about their hero, then talk about their heroes

n. The words don’t have to be in groups.
the text. Then get them to

o guess as books and check the
ut. Then ask .. Pro]ect
Students can use these websites to help them with the project:
www.trivialpursuit.com, www.inventors.about.com, www.ideafinder.com
They can either make a poster, write a report, or do a presentation to the
class. Encourage them to use linkers and the —ing form in their report.
Business know-how
ppening. Then 1 Askstudents to answer the questions together in pairs.
2 Askstudents to read and discuss the advice, then choose two activities.
at.
Writing
Ask students to read about Richard Branson and answer these questions:
When did he start up in business? What famous artists did Virgin Records
sign? What other businesses does he have? Why does the writer admire him?
torepeat the Ask students to make notes about their hero and then to write a paragraph
1egotiate for a chat room. Encourage students to make a website with their texts oniit.
They should
i1 proposal.

Checklist

Go through the checklist with students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

Key words
Go through the list of words to check students’ understanding,
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14 Dealing with people

Background whether a person will be successful or not, EQaccounts f

: ; 80%. It is clear from this why companies are spending m
Arecent report in the UK suggests that angerinthe :
workplace could have long-term conse quences for more time and energy on helping employees to develop

companies. Anger at managers, colleagues, and customers :ithskﬂls ;(,hat canmake them happier, and more effectiy
is causing people to take time off from a stressful working RS,

environment, What could be considered as simply a The ability to get on with people, motivate oneself and
personal ‘emotional’ issue actually has real economic others, manage conflicts, and deal with difficult
side-effects. So anger management, whether dealing situations reflects a person's EQ, Task-based work, for
with one’s own emotions or with angry colleagues or example fitting machinery parts on a car assembly line
customers, is one of the soft skills which are now taught does not require a great deal of emotional intelligence.
on training courses, However, as soon as one is in an office environment,

R oy sts that - working alongside colleagues, attending meetings,
AN SN Shata persar's emotional nallepwaio handling customers, and dealing with managers, then
is more important than their intellectual intelligence

(measured by theirIQ or intelligence quotient). The higher soft skills become far more important, Some of the skills
; - taught on training courses include-
aperson’s EQ (emotional quotient), the more successful he

orsheis likely to be. Emotional intelligence is a person’s ® Communication skills (including body language,
ability to understand their own emotions, and the effective listening, assertiveness, etc)
emotions of others - and to use that knowledge to act ® Anger management (including identifying feelings.
appropriately. It is‘a way of recognizing, understanding, recognizing anger, coping skills, etc.)
and choosing how we think, feel, and act. It shapes our ® Conflict resolution
interactions with others and our understanding of ® Getting along with co-workers
ourselves' (Freedman et al,, Handle with Care: Emotional ® Problem solving
Intelligence Activity Book). It has been estimated that where ~ ® Time management
IQaccounts for only 20% of the factors that determine * Telephone skills
® Managing people.
* Tip Start up
Go through the vocabulary of feelings and

1 Askstudents towork in pairs and discuss the questions.
character with the class.

2 Get students todo the quiz and read their profile.
3 Askstudentstoread the quizin groups and analyse the different response

Ow 1a Itisbettertotell people when you are upset.

1b Ifsomethingisn't really important, it is sometimes better not to say
anything.

1c fyoudon’t explain the problem, your working relationship may
become difficult.

2a 'B'yaskins.quesﬂons,you.showthecallermatyouappradatetheir
point of view.

2b Bytelling the caller it isn't your fault, you are creating a situation of
conflict.

2¢  This does not deal with the situation,

3a Ifyourcolleagues have arranged a party, they clearly care. This deals
with the situation maturely. .

3b Going tothe party is a good idea, but leaving early will look rude.
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dditional activity
} V (]
dents to tell you how they would ab Re S,

they forgot their friend's birthday party & S
they said something stupid :

 theiy friendcrmclzegd thepm 5b Yourirs affect you :l!litfﬂﬂship,soit‘s better to talk.
b afamous person they admired died 5¢ Youshould 'the situation face-to-face before involving your
b they had too much work to do boss. Bl

EQaccounts for at they were in was going very fast.
re spending much

2estodevelop the 4 Grammar test

i :-. p.94 Teacher's Resource Book. I.Illsulg. ’M

imore effective,
Second Conditional
eoneself and Ask students to read the rules and then look at all the Second Conditional
ifficult sentences in the quiz.
ed work, for
assembly line, Go through the Grammar reference with students or as homework.
lintelligence. 1 Askstudents todo the matching exercise.
yironment, _
meetings, Owle 2a 3d 4f 5¢ 6b
anagers, then
me of the skills 2 Askstudents to write sentences with their advice.
anguage, 3 Askstudents to work in pairs and choose two courses they would like to do.
ying feelings.

Reading
an example from your own

promised my daughter that iwould 1 Ask students to work alone and make notes. They could think about
{othe cinema on her birthday, but | interactions with their parents, siblings, friends, or colleagues.

ot | had a training course that day

ldn't get home on time. So | had to 2 Askstudents totell each other in pairs about their interactions. The
at | couldn't take her. She was very listening student should ask questions and show interest.

with me. | felt quilty and upset. She

s work is more important than 3 Pre-teach:IQ (Intelligence Quotient)
B !’ I decided that in future | would Ask students to read the article and answer these questions orally:
y family first. What isEQ?  How does having a high EQ help in the workplace?
ditional activity Then ask students to read the article again and answer the questions.
students)
e 1get students to think of one O~ 1 Because theyinvolve emotions. 2 No, it doesn't; having an average IQ
on instead of two. Ask them to with a good emotional intelligence is a better indicator. 3 Your ability to
ferent responses ifeout their answers in full instead of understand and manage your emotions and manage your relationship
Agnotes. withothers, 4 Because they understand other people’s feelings and are
litional activity sensitive to other people’s needs. 5 They benefit by getting higher
performance levels and productivity from their staff and improved
ents to find two things in the Custamer relations.
g that surprised them or interested
smand discuss them with their partner.
Vocabulary
Ask students to read the article again and find the words.
1 succeed success 4 explain explanation
2 improve improvement 5 listen listening

3 feel feeling 6 perform performance
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‘

Speaking

1 Thisactivity is based ona psychological test used to get applicants to ta
about themselves in a more revealing way than usual.

It’s my job
* Tip 1 Askstudents if they ever goto listen to bands. Then ask students to wor]
Top margin pairs and brainstorm the responsibilities of a band mana ger.
’::‘(;L:‘t’:"ti:::;Zi‘::ﬁ:::;";:?;;:nd 2 Ask students toread the job profile and compare what Anna's
P.9930d discuss therm in relation to responsibilities are to what they thought of.
ter:r;:t::::T:::I:ilkg:;;:fﬂ them to choose Ow Possibl

take care of finances, apply for funding, manage the website, organize a
promote gigs and tours, organize auditions, choose who to recruit, prod
CDs, conduct

3 Askstudents to discuss the question. Ask students what particular parts
Anna’s job require Emotional Intelligence.

Photocopiable activity Call centre

Soft skills

Go to p.95 Teacher's Resource Bodk. Complaints

Writing bank 1 Askstudents towork in pairs and discuss the questions.

Emails 6 - Complaining

Gotop.63 Student's Book. Ow m‘m ; : _
Abusiness needs to take complaints seriously and deal witheachone

Additional activity Individually. They should provide compensation for customers if they ha

Ask students to read the profile again and done something wrong. If acompany ignores complaints, customers wil

Whatdoes A call dog s f ot 8o elsewhere They might go out of business if the complaints ar serou

the same time? [multi-iasftmg) { The,‘w"get - b@d r‘eput_a\_tion.kmmplaintcan Mlp.a mww Pﬂiﬂﬂ

What qualities and skills does a band out problems, helping it improve its service and products. it can also get.

manager need? (efficient, a good writer, a good reputation as a listening company.

good time manager, good at dealing with

people) 2 () Play the recording and ask students to answer the questions.

What does Anna like best? (talking to ;

different kinds of people, persuading Ow 1 Because he has tried to contact Jonathan Andrews many times and lef

people] messages,and hasn't been called back .

What is fhe most difficult thing for her? 2 No,Anna stays calm

(delegating)

3 Anna offers to get Jonathan to call back tomorrow.

3 (» Gothrough the Expressions, then ask students to listen and tick the on
they hear.

Ow I'msorry about that. What seems to be the problem? 1
There seems to be a problemwith ..  I'll lookinto it immediately.

4 () Ask students toread through the dialogue, then listen and complete th
gaps. Ask them to find more expressions from the Expressions list. (I'm son
to bother you but .. I'm going to... )

Ow 1 speaking 2 help 3 bother 4 very S right

6 through 7 urgent 8 check 9 contact 10 gone
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5 Askstudentstoread the tips and think of other advice, e.g. make notes of the
problem, keep your promises, make a follow-up phone call to the client, etc,,

plicants to talk
6 Askstudents to find examples of the tips in the dialogue in exercises 2,3,and 4.

lactivity Speaking

: . Go through the Expressions list with the students. Ask them to repeat the
thinks of someone in the 2
besn't say who it is. The rest of sentences after you or after listening to dialogue 2.
have to ask questions as in Ask students to study their roles and make notes of the complaint they are
se 1about that person and going to make. Students can start with part of their complaint and then
i gradually tell the employee more about their problem. Ask students to use
the tips and expressions from p.100.

adents to work in
er.

nas

Bethe informationon Business know-how

55 the implications for how

ould deal with complaints. 1 Askstudents to discuss the questions.

ate yo .Memwnd!eﬂlﬁsam

2 Askstudentstoread the strategies and discuss which ones seem most useful.

Writing

1 Read through the situation with the students. At class level decide what

Beipiain about a book | you want to complain about and what you want ABConline to do.

ks ago. 2 Askstudents to write an email complaining to ABConline. Suggest they use
i5456-8790-003 and the the expressions on p.100.
Improve your EQ.

nately sent me the wrong

' inCinema, and | have not Proiject
tions, k | ordered. j

todeal with this problem Ask students to go online and try some personality tests, individually or in
ysending me the correct book pairs, and to write notes about each test.

e Incorrect book you have

dothis within the next

full efund, Checklist

sent you two emails but you
Could you please Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

and tick the ones

Key words

| r—— Go through the list of words to check students’' understanding.

ons list. (I'm so
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Background

To get a job interview, to have a good interview, and then
tofollow it up, all require time, thought, and preparation.
The successful job applicant will have to do most ofthe
following:
® get work experience
® look for job advertisements, goto job fairs, etc.
® prepare a CV (Curriculum Vitae)
® write a letter of application
® find out about the company
® find out more about the market
® learn interview strategies (how to present oneself,
analyse one's own strengths and weaknesses, prepare
questions to ask at the interview, prepare answers to
probable questions, etc)
® write a follow-up letter

Assuming that the applicant gets as far as the interview,
they need to do their homework as well as think about the
physical impression they will make.

Firstimpressions The majority of interviewers make
their decisions within the first ten minutes. In fact,
research reveals that dress, body language and facial

Start up

Additional exercise

(weaker students)

Ask students to tell you which expression

goes with these situations:

® when you read a job advert and writea
lettertoan employee

® when you havea baby and take time off 1
work

® when you decide to leave a joband
writea letter ortalk to your boss

® when you aren't well and you take time
off

® when you are told you are going to have
abetter job

® when a company decides to ask you if
you want to join them

Ask students to work in groups and discuss the questions.

Vocabulary

Ask students to look at the cartoons and match the captions and the
pictures. Ask them to say which cartoon they think is the funnijest.

Owa3 b6 cs d4 e 2 1

2 Askstudents to match the expressions with the cartoons.

€xpressions are more important for interviewers than

what the applicant actually says. So interviewees should
® dress smartly

® be positive and friendly
® make eye contact.

Know the company Inarecent survey, employers were
asked to list interviewees’ mistakes. The most common
was demonstrating little or no knowledge of the
company. This is particularly surprising when so much
information is readily available on the Internet.

Beprepared Interviewees can anticipate many of the
questions and so prepare their answers beforehand,
Typical questions include: Why do you want this job?
What are your strengths and weaknesses? Do you work

well on your own? Where do yousee yourself in five years'
time?, etc,

Give examples Interviewers want to be sure that
interviewees have the necessary skills to work well in
their organization. Interviewees should give examples
when they are asked to talk about when they have met 3
challenge, worked in a team, learnt new skills, etc,
Without these, it won't be clear tothe interviewers that
they have the qualities and experience they claim.
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9to5
Talking about plans

1 ) Askstudents tolook at the picture. Is Lisa happy? Who is she speaking
to? Play the recording and ask students to answer the questions.

Ow 1 Becauseshe’s gotalot todo.
2 Heis going to tidy the flat, do some shopping, and meet some friends, or
stay inand watch a DVD. He may go hang-gliding with some friends.
3 She's got her appraisal on Monday.
4 She decides to go hang-gliding with Joe on Sunday.

2 G Gothrough the Expressions with the students. Then play the recording
and get them to tick the ones they hear.

Ow What are your plans for the weekend?  I'll probably... |hopeto...
Imaynot.. Imight.. I'mlookingforwardtoit.. I'mnotlooking
forward to it.

3 () Askstudents to read through the dialogue before they listen. Then play
the recording again and ask them to complete the gaps.

Ow 1l 2"l 3 maynot 4 may 5 won't 6 might 7 won't
8 'l 9 mightnot 10 will

Language spot
will / won’t, may / might

Get students to match the sentences with the rules,

Owa36 bl4 c2 dS5

Go through the Grammar reference with students or as homework.
Get students to write sentences about their future plans.

Pronunciation
Dark‘l’

1 ¢ Play the recording and ask students to listen carefully to the
pronunciation of "ll. Play it again for students to repeat.

2 Askstudents totalk about their plans for next week, making sure they
pronounce the ' correctly.

Speaking

Go through the Expressions on p.103. Ask students to repeat the sentences
after you. Get them to study their role carefully and then do the role-play.
Encourage students to use will / won't / may / might and expressions
from p.103.
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Company profile
IKEA

1 Askstudents to work in pairs and discuss their family’s buying habits.

* Tip

Top margin

Before doing exercise 2, ask students to
read the facts about IKEA. Ask them if they

would like to buy things from IKEA or work
for them.

Additional activity

(all levels)

Ask studentsto close their books and tell

youwhat these numbers represent about

IKEA. Divide the class into two teams, the

first to get the correct answer winsa

point.

® 160 million {copies of the catalogue)

® 200 (stores worldwide)

@ 310 million (people visited stores last
year)

® 76,000 (employees)

® £76 billion (annual global sales)

® 10,000 (products available)

® €46 billion Ingvar Kamprad (personal
wealth)

2 Ask students if they have ever heard of IKEA. Ask students to discuss th
questions in exercise 2,

Ow Possible answers

1 the shopplngexpeﬁéncg..the.fact that you can take the products hoy
and build them yourself the prices and designs, the range

2 Itis positive because itencourages action and aims at low prices. It is
negative because it makes the customer do the work.

Listening

1 Askstudentsto read the job advert and list the experience, skills, and
qualities needed. Get them to compare their list with their partner.

Ow Possible answers

experience -a similar job, or something at school that practised these ski
skills —administration, using the phone, typing, using databases, writinq
emails, organizing events

qualities - good at dealing with people, meeting deadltnes,organizing
information, friendly and outgoing |

2 Askstudents to look at the photos and ask them to describe the people. As
them to decide which of the candidates they think the best might be.

3 () Playthe recording and get students to complete the table.

Ow Paulette ~experience: has worked for several companies; skills and '

qualities: excellent computer and typing skills, enjoys office environme
likes getting the Job done; strengths: works qQuickly, very efficient;

weaknesses: works too hard; possible comments: a bit too confident and
positive about hersalf

Antonio ~ experience: has had a lot of summer jobs in travel agencies
(dealt with questions on the phone, took bookings), has done factory job
edited school magazine: skills and qualities: enthusiasm, likes working
with people, computer and telephone skills; strengths: enthusiasm, good
at dealing with people, loves talking; weaknesses: can't drive; possible
comments: not much experience, talks too much?

Tareq-experience: does 3 similar job now (in a large company ~ he woulg
prefer to work somewhere smaller); skills and qualities: wel| organized,

reliable, enjoys working with people, good computer skills; strengths.
at working under pressure; weaknesses: finds it difficult to stop working;
possible comments: not clear if he has afl the necessary experience
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onal activity 4 Askstudents todecide in pairs which applicant they think is most suitable.

¥ - 5 () Play the recording and get students to make notes about the
Nterviewer and four .
X interviewer's comments.
uying habits. Ask the class to be observers. _
. yiewer to do the role-play in _ ST S O e LR T dasent
ts to discuss the st e Ow P i tard ‘ have

candidate.

otocopiable activity  of good qualities, enjoys talking too much

Reading

1 Get students to read the article and match the mistakes with the advice.

Owalobl c9 d7 e4 féo

2 Get students to discuss the behaviour in groups, Round up at class level.

Business know-how

1 Get students to brainstorm the question. Round up on the board.

2 Askstudents to write their answers. Then get them to work in pairs and ask
and answer the questions.

2the people. Ask
‘might be,

Speaking

Divide the students into groups of three — interviewer, candidate, and
observer. Ask them to read and discuss the advert and candidate profile,
then do the role-play. After each role-play ask the observer to share his / her
notes with the other members of the group.

Writing

Ask students to complete the application form for themselves.

ident’s Book.

Project

Ask students to go to www.jobcentreplus.gov.uk. and choose a job to apply
for. Ask them to write a paragraph saying why they would like the job and
what skills and experience they have.

Checklist

Go through the checklist with the students. Get them to tell you which
activities in the unit helped them practise each point. Ask the class if they
need more practice in any of the areas.

Key words
Go through the list of words to check students’understanding.
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Instructions for photocopiable activities

1 Introducing yourself

1 Giveout the role cards and ask students to fill them

Inand make a name card before playing.

2 Gothrough the instructions with the class. Remind

students to use the expressions on p.8, Student’s
Book. Then, either in large groups or as the whole
class, students role-play being at a conference.

2 Departments

1 Askstudents to read the people describing their
jobs and write the names in the chart.

Ow Researchand Development - Lisa Papi
Production - Dean Wilson
Distribution - Ray Clarke
Administration - Penny James

Sales and Marketing - Mitsuko Saito
Facilities - Filip Kral

IT-Agnés Laforgue

Customer Care - Steven Baines
Purchasing - David Lee

Human Resources - Elena Morales
Finance - Andrew Symonds

2 Askstudents to read the text and think about the
advantages and disadvantages in pairs.

3 Have the discussion at class level,

Greeting visitors

Divide the class into Student As and Student Bs. Give
out the role cards and ask students to read them
carefully in their groups. They should brainstorm
what they will say for each topic. Then put the
students in pairs (A and B) and ask them to do the
role-play. Round up at class level and give students
feedback on their performance.

Careers in sports

1 Askstudents to look at the categories (the vertical
list). Ask them to work in pairs and think of jobs for
each category.

2 Discuss the questions at class level.

3 Askstudentstoread the web page and answer the
questions.

4 Getstudents to discuss the statements in groups.

Follow up: get them to write a paragraph about
one of the statements,

7 Careers fair

8 Promoting products

—

5 Needs, wants, and preferences

1 Askstudents to read the article and discuss the
questions.

2 Get students to complete the table for each ‘Nee
individually.

3 Askstudents to work in groups and compare wt
they have put.

4 Get students to work in groups and discuss the
question.

6 Gettingitright

1 Discuss the question at class level.

2 Askstudents toread the article and answer the
question, then to brainstorm changed products,
e.g.chocolate packaging, mobile phones, etc.

3 Discuss the question at class level.

4 Ask students to read the text and answer the
question.

5 Askstudents to work in grou ps and try to imaging
what the problems could be.

O 1 In Spanish,'No va'means it doesn't go’,
2 It becomes‘Schweppes Toilet Water'in Italian,
3 InSpanish, this translates as ‘Fly naked".
4 InGerman,'Mist' means ‘Waste that comes
of the back of animals’
5 This slogan became ‘Eat your fingers off"

6 Ask students to brainstorm foreign brands that
successful in their country,

Divide the class into Student As and Student Bs. Give
out the role cards and ask students to read them
carefully in their groups. They should brainstorm
what they will say for each to pic. Then put the i
students in pairs (A and B) and ask them todo the
role-play. Round up at class level and give students
feedback on their performance,

1 Askstudents toread about USPs and then work in
pairs to decide on the USPs for the products,

2 Askstudents to think about how adverts work. Get
them to remember the aspects of advertising in
the article on p.48.

3 Get students to read the article and compare their
ideas with it.



4 Ask students to match AIDA with the sentences.

R 5 Askstudents to work in groups and create a
- magazine advertisement. First getstudentsto
choose the product. Provide magazines for students
- loget theirideas from.

"6 Getstudents to put the adverts up around the class.
‘Then they should go round in pairs and discuss each
‘one. Round up opinions at class level,

| Dressing for work

1 Atclass level, brainstorm typical business outfits.

2 Askstudents to complete the table.

'3 Ask students to write descriptions of the pictures.

‘4 Get students to work in groups and discuss the
~ questions.

ces
1d discuss the

e for each ‘Need"
dcompare what

ddiscuss the

| answer the L.
ed products, ) Going online
ones, etc. 1 Askstudents to read the article. Get them to discuss
~ the questions in groups and then round up ideas at
Swer the class level.
"2 Askstudents to read the article and answer
rytoimagine questions 1 and 2 individually. Then get them to

work in groups to discuss question 3 in groups.

N Flexi-work
1 Get students to write down advantages and
disadvantages in pairs.
2 Askstudents to go back through their ideas and
label the points.

'3 Askstudents to read the article and underline the
- Ideas they thought of. Ask them to add new ideas to

ands that are

their list.
4 Discuss the questions at class level.
12 Understanding the market
ent Bs. Give "1 Askstudents to read the article and label the
dthem i
instorm
tthe nal newspapers = S
odothe nal interviews = P

students

questionnaire =P

onnaire = P

BN work in
icts.
swork. Get
Ising in =P
pare their

‘2 Askstudents to discuss the benefits and
disadvantages.

'3 Ask students to do the task in groups. Get them to
present their ideas to the class.
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13 Research and development

1 Askstudents to read the article and discuss the
questions,

2 Askstudents tolook at the products and guess what
decade they came from.

Ow pocket calculator - 1971
Playstation -1994
DVDs~1996
disposable lighter—1971
microwave oven - 1947
suntan lotion-1936
laptop computer-1983
miniskirt - 1965
superglue-1956
trainers—1947
CDs-1980

3 Ask students to work in groups and brainstorm
ideas.

4 Round up at class level and vote for the top products.

14 Soft skills

1 Getstudents to do the quiz individually.

2 Get students to compare their answers in pairs. At
class level discuss these skills and how students can
develop them.

15 Interview techniques

1 Askstudentstoread the article and match the
questions,

Ow A3 85 C4 D1 E2

2 Askstudents to discuss the questions in pairs.

3 Discuss the advert with the class and brainstorm
the qualities needed.

4 Ingroups get students to role play a job interview,
using the questions on this handout and on p.106,
Student’s Book.
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1 Grammar test

1 Complete the sentences with the correct form of the Present Simple.

1 They spend (spend)a long time working at their computers,
2 The company (not, allow) employees to surf the Net.
3 Julie often (arrive) late for meetin gs.
4 David (get) about 30 emails a day.
5 We (not, sell) our goods in the Far East.
6 They (prefer) working in an open-plan office.
7 Alessandra (not, have) a busy schedule next week.
8 Llars (study) English for an hour EVery evening after work.
9 He (send) over 50 emails a day.
10 | (not, have) a busy schedule this week.

2 Complete the questions using the Present Simple,
1 A Areyouasales representative?

No,I'mnot.I'ma Personal assistant.

2 A Whattime work?
e <

B She usually starts work at 8.45,
3 A Where —_— 2
B He works in central Berlin,
4 A —_— inateam?

Yes, they enjoy working ina team.

How long forlunch?
—_—

They take an hour.

What———-___________?

My main responsibilities are meeting clients and negotiating contracts.

B
A
B
A
B
7 A What kind of computer —_—
B Andrew usesaniMac.

A

B

A

B

A

When ———————————— yourholiday?

We take it in August.

—————————— working long days?

No, Ella doesn't mind working long days.

What time inthe evening?
—_—

B Ifinishat 6.30,

3 Write sentences about Pawe] in your notebook,

travel deal with people | work inateam ' use technology Ii doresearch
like v -
— _— . — ' - — — — S S— —— — _.'[ —
not like ' v
] { ———
e — | St PN
hate ' | &4

good at 4 |'
S e S e 3T . . : 3
EXAMPLE

He likes travelling,

—




doresearch

roducing yourself

| You are going to attend a conference with two colleagues.
" Work in groups of three and complete your role cards.

® Choose the name of your company.

*® Choose your name. Either use your own name or

‘invent another.

'® Choose the job you do for the company. Look again
‘atp.5 or choose a different one.

'® Note two or three of your responsibilities.

#® Now make a name card or a label so people know
who you are.

@ Now you are at the conference. It's important to talk to
“the other conference-goers. Try to keep the conversations
ki

® Introduce yourself to someone from another company.
'® Find out who that person is, who they work for,and
‘what they do.

Introduce that person to one of your colleagues.

'® Continue until your teacher stops you.
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Name

Company

Jab

Responsibilities

Lt B e e e S ——

: You are going to attend a conference with two colleagues.
‘Work in groups of three and complete your role cards,

#® Choose the name of your company.

0 Choose your name. Either use your own name or
invent another.

® Choose the job you do for the company. Look again
atp.5 orchoose a different one.

. ® Note two or three of your responsibilities.
® Now make a name card or a label so people know
who you are.

@ Now you are at the conference. It's important to talk to
the other conference-goers. Try to keep the conversations

going!
" ® Introduce yourself to someone from another company.

_ ® Find out who that person is, who they work for, and
what they do.

® Introduce that person to one of your colleagues.
® Continue until your teacher stops you.

e

Name

Company R

Job

Responsibilities
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2 Grammar test

T Complete the sentences with the Present Simple or the Present Continuous.
1 Carmen is working (work) in the Madrid office this week.

2 What (your department, do)?
3 We____ (not, achieve) enough sales this month.
4 They (want)tosend meon a training course.
5 Facilities (organize) the maintenance of the building.
6 A What (Sebastian, do) these days?
B He (do) a two-year business course
7 Max (never, miss) a deadline.
8 Myboss _ (be) really stressed at the moment.
9 Who (you, write) that letter to?
10 Sheoften (fly) to Warsaw to visit the head office,

2 Read the email and underline the correct form of the verbs.

U Ede €t View insen Fomat Toos Actons Heip
D@ S ibmzg|mn | | * | ) omens.. (3]
Eom.. || Grace Petersen Sent: |
To.. [ Matthew Hart
Subject: | My news
Hi Matt =
| ' write /m writing this email on a train In France! 12 fravel/'m travalling to Paris for a

conference. | * don't usually have / 'm not usually having such an exciting lifestyle. This « is
/is being my first work trip abroad.

I* have /'m having a new job in the Design department. | ¢ learn / 'm feamning lots of new
skills. My colleagues 7 seem / are seeming really friendly, too. They " often go out / are
often going outon Fridays after work.

|*hope /'m hoping you © have / are having a great time on your gap year.
See you during the summer|

Grace

¥

3 Complete the dialogues using the correct form of the verbs. Use short forms.
A What !do you do {you,do)?
BI2___ (work)fora computer software company.
A What* _____ (you,do)at the moment?
B — (develop) a new computer game,

A Wheres__ (be) Alex?

B He®______(drive)Leonardotothe airport.

A Why?____ (he, see) his manager?

B They® (talk) about his promotion.

A What? (Ben and Katie, do)?

B Ben? (talk) to the Sales ManagerandKatiex (be, not)

in the office today. She 2 (visit) clients.




2 Departments
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‘1 Which departments do these people work for? Complete the chart.

Finance

I
Research and Development Production

Human Resources

Purchasing

\ /

Distribution

Manager Director Administration

Javier Navarro

Customer Care // \ Sales and Marketing
iT

Facilities

the moment. It's a busy time! g

e .:::v Seee.f \ Were SOg heawh and ‘ ‘ We make sure that all our goods are properly
the year because we're safety checks around the
' ac labelled bef dispatched.
producing the annual bulding thismonth. # # packed and ore they are dispatched. § i
accounts. jy iy _ Ray Clarke
1 K
Andrew Symonds
B s eonisiis i e M e check the quality of the
. rotection on our whole system. product at each stage of the
il We notify our staff if there are e ™ , , manufacturing process. 1/ 4
 promotion opportunities. § § AgnesTatorgus DeanWilson
Elena Morales ” At the moment we're designing an
= exciting range of new products. " ‘ ‘ We maintain good relations
b We're dealing with lofs of enquiries at Lisa Papi with our suppliers. , ,
David Lee

\ Vedo everything from organizing meetings to

A “ We produce and distribute publicity materials making fravel arrangements. It's non-stop! 7
such as catalogues and brochures, , , L A
Mitsuko Saito
2 Read the text and answer the question. What are the Advantages Disadvantages

advantages and disadvantages of departments

® forthe company?
® foremployees?

Businesses often choose groups or departments

Employees are members | Departments don’f
of d feam ‘ communicate with each other.

\-’-— : S

3 What do you think? Is it better to work

lospecialize in one activity also specialize in ® inasmall company and learn lots of different jobs?
and concentrateondoing  particular activities. The ® inalarge company,in one department, and

what they are good at. employees within these specialize?

Inlarger business departments focus on

organizations, formal specific tasks.
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Write the Past Simple forms of these verbs.
1 study studied RSN Chppe

2 take — 5 read ——— 8 go o
N o R stand

DD

Complete the sentences using the Past Simple.

1 Thomas decided (decide) to stay in a hotel near the airport.
2 bmi (start) as a flying school in 1948,

3 — (Louise, pack) an alarm clock?

4 1 (miss) the flight because | averslept,

5 We — (meet) at the sales conference last year.

6 Which proposal ~—— (they, choose)?

Make sentences using the correct form of the Past Simple,
1 What/do/ yesterday?
What did you do yesterday?
2 We/wait/ at the station for more than two hours but the train / not arrive.

3 MrJanssen /sign / the contract yesterday?

4 She/try/tocall on her mobile butshe /not able / to getasignal.

5 1/forget/tobuy the tickets.

6 Why/Melissa / not apply / for that job?

Complete the dialogue with the correct form of the verbs, It's Monday morning in
the office,

watch notserve go finish  sleep be
notclean have notbeableto do notwork be
A 'Did you have a successful trip?

B Yes,thanks. The meeting 2
on Friday afternoon.

A Andhows_______ thehotel
B Theair conditioning in my room 3 -They_____ myroom.

17 Betinternet access. And theys_____  foodinthe restaurant
after nine o'clock.

A That'sterrible!

B Butthe worse thing________ thenoise. The people in the next room
10 TV until 3 o'clock every morning.

A SowhatV________ overthe weekend?

B |1 !

— reallywell Weevens early

3 Grammar test




3 Greeting visitors

Youare meeting a visitor from another country. Before you meet, decide together:
® whoyouare ® whereyouare @ yourjobs @ thereason for the visit

1 Role-play your meeting at the airport.

Expressions
“Hello,areyou...2I'm ..
1t's good to meet you.
" Did you have a good journey? / How was your flight?
~ Would you like something to drink?
" Can1help you with your luggage?
" Shall we go straight to your hotel / the office / the restaurant?

2 Role-play your conversation at a restaurant.

It'simportant to be able to make conversation and to maintain a relaxed

" atmosphere - you can't talk about work all the time. This is where 'small talk’
. comes in, Be prepared to talk about:

'® the weather at home ® the weather in your visitor's country
'@ your family ® your visitor's family
'® your home ® your visitor's home
'® your home town or city ® your visitor’s home town or city.
@ sportand the news

Try to keep the conversation going as long as possible!

You are a visitor from another country. Before you meet your host, decide together:
'® whoyouare ® whereyouare ® yourjobs @ thereason for the visit

1 Role-play your meeting at the airport.

Expressions

Hello,areyou .2 I'm ...

1t's good to meet you.

The journey was fine. / Not too bad. / It was pretty awful. There was ...
Could we have a coffee / something to eat before we leave?

2 Role-play your conversation at a restaurant.

t's important to be able to make conversation and to maintain a relaxed
atmosphere - you can't talk about work all the time. This is where ‘small talk’
‘comes in. Be prepared to talk about:

® the weather at home ® the weather in the place you're visiting
® your family ® your host’s family

'® your home ® your host's home

@ your home town or city ® the place you're visiting.

® sport and the news
Try to keep the conversation going as long as possible!
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4 Grammar test

1 Write the questions and answers. Use the Past Simple or the Present Perfect,

1 whattime / arrive / this morning? What time d id you arrive this morning?
I/ get / here / at about quarter past nine
you/ever / consider / a career in sport?
yes/./infact /]/work/:‘nagym/twoyea.rsago
what /do / at the training course /yesterday?

we /learn / how to run effective meetings

they /ever/go/tothe USA before?

yes/./they/go/acouple of years ago

w
N>W>W>W>

Complete the conversation using the correct form of the verbs. Use short forms,

Richard OK,Barbara,| Just want to check on your progress here. When did your
work experience begin (your work experience / begin)?

Barbara [: (start) at the end of June,

Richard Soyou: (be) here for nearly two months now. OK, what
different aspects of the | oo S M, (cover)?

Barbara Well [ * (work) in reception and 1 *——— (answer) the
phones. 17 (also, help) update the database.

Richard # (work) in the gyms at all?

Barbara Actually,1¢ (be) in the gym last week. e (follow)
some instructors fora day and theyil IS (show) me the different
exercise routines. I really e (enjoy)it.

Richard - (see) any other classes?

Barbara |+ (watch) an aerobics class last week.

Richard What other things»s______ (you, want) to do before you go back to
university?

Barbara Well,:s (not work) in the pool.I'd love to do that.

Look at the Past Simple and Present Perfect verbs. Tick (v) the correct ones, cross (X)
the wrong ones and correct the sentences.

n
1 (X They have wen the sports brand of the year award in 2005.
|

2 |__.. Have you ever dreamed of managing a major football club?

3 L Iputonalot of weight. I must go to the gyml!

= | How Many sports events have you been to so far this year?

5 [ .. He hasn’t got hands-on experience and he didn't run a business before.
6 (] WhenIwas 181 have trained in sports management.




careersinsports | SO you want to work in sport?

f* ' I 1 & "
jiioSasional sports The sports industry includes tens of thousands of companies and millions of employees all

-Legal, financial, and | over the world. Do you want to get involved? Just click on your chosen area lo find out more,
management

- Health and fitness Legal, financial, and management

- Sports entertainment ” Flle Edt View Insent Fomat Tools Actions Heip

-Education and training r—- Legal, financial, and management

- Corporate sponsors As the sports induslry has expanded, it has needed more business

- Sporting events professionals to guide it.

- Sports media These semicgs include specialist lawyers, investment services, and

Sporis agencies to represent clients.
~ Sporting equipment

Case study: Gary Sanchez, sports agent
Sports agents work for sports agencies, and these agencies represent

athleles. They aim to protect and develop their careers, improve their
Image, find sponsors, and increase their income. This may involve
anything from negotiating contracts with clubs and media organizations
10 preparing their taxes

Education and training is important, Sports agents often have Business and Law degrees. Most
agencies look for some legal knowledge in job applicants because reading contracts is complicated!
Communication skills are essential, too. And let’s not forget a good knowledge of sports.

negotiate contracts, and enjoy taking. Some days | spend hours on my mobile!

arewarding career —emotionally and financially.

It's an exciting world to work in. A sports agent has to travel a lot, think quickly, be able to analyse and

It can be difficult 1o get started as an agent. There's a lot of competition for jobs. But don't give up. it's

Work in pairs. Try to write three jobs for each category of sports career in the
‘Careers in sports'list above.

EXAMPLE
Professional sports - footballer, tennis player, basketball player

Would you like a career in sport? Which area are you interested in? Why?

Read the web page and answer the questions.

1 Whatdo sports agencies do?

2 What skills and qualifications does a sports agent need?
3 What kind of activities does the job involve?

4 Why isita difficult career to get into?

What do you think? Agree or disagree with the following statements.

® Sports agents are bad for sport.

® Corporate sponsors are good for sports stars and clubs.

® With cable and satellite TV, there is now no reason to attend live sporting events.
® Professional athletes make too much money.

® Sportisanother branch of entertainment, like musicor films,




76

1 Complete the email using the Present Continuous.
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Grammar test

Patti Caro

To.., James Clarke
‘Subect: [ Schedule
Hi James

Here are my updated plans for my Madrid trip.

I"'m catching (catch) the 8.30 flight from London to Madrid, | 2
Hall at the airport, We » (have) a working lunch and then we 4
(o) to the office. On Thursday morning we S (attend) the trade fair. We

s (not plan) 1o stay the whole day aswe 7 (visit) TLN, our new
suppliers, at 5 p.m. I've just got one Question, # (Gary, join) us at the trade fair
or? (we, sea) him later at the hotel?

(meet) Susan

Speak soon.
Patti

2 HowdoMarie and Alan intend to change their lives? Complete the sentences.

Marie's New Year Resolutions
« learn how to use PowerPoint

 don't send more than ten fe.xt messages 4 day
b leave work before 7

\° apply for a new job

——

| Set clearer tangets
* leave work before 7

g s apply for a new job P

1 Marieis going to learn how to use PowerPoint.

2 Alan

3 Marie

4 Alan

5 They—

6 They

Complete the sentences with the correct forms of the Present Continuous or be
going to.

1 Asyoucan see from the figures, our sales to China aredecreasing (decrease) due

to problems with our distributors.
2 (you, do) anything tomorrow afternoon?
3 Unfortunately, the graph shows that levels of customer satisfaction
(fall).

4 Paola . (not, like) this customer feedback.

5 [she,take}thejub in Paris?

6 I'mafraidi (meet) a sales repat 3.30.

7.1 (not, write) any more letters today.
8 The figures show that costs (not, increase) at the same rate,

Alan's New Year Pesolutions
* improve my sales technique
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5 Needs, wants, and preferences

1 Read thetext and discuss

the questions.

1 Whydoyou thinkitis
important for companies
to know their customers’
key expectations?

2 What are your key
expectations fora
mobile phone?

3 What is the difference
between a need
and a preference?

Trying to keep the customers satisfied

We are all consumers ~ and we are all different. When you buy a new
mobile phone, you have a set of expectations. You may want it to be
small and attractive. Or you may want it to have intermet access. Or you
may simply want It to be cheap and easy to use. If the product doesn't
meet your key expectations, you will be dissatisfied. And the next time
you want a new mobile phone, you will probably buy it from a different
manufacturer.

Every customer has needs, wanls, and preferences.

« Aneed Is something you require. It could be goods or services. (a
dictionary)

« Awant is what it must be like. It is a general description of what you
require, (bi-lingual, with business terminology)

« A preference is your personal choice, it's the ideal product. You may
or may not find it. (not oo expensive)

2 Imagine you have the following needs and complete the table.

Need

I need ...

Want Preference
It must be ... I would prefer ...

a laptop computer

a pair of trainers

a personal stereo

a fast-food restaurant

a pair of trousers

acar
a flight to London

atv

Work in groups and compare your wants and preferences.

® Arethey similar or different?

® Would they be the same for different age groups? Or for men or women?

& Work in groups and discuss the question:

Imagine you are a manufacturer of laptop computers. Which key customer
expectations would you choose to meet?



-
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6 Grammar test

1 Complete the [
sentences with must J
or mustn't and the

'I_‘oE) travel tips

verbs below. 1 InAustria, you mustn't put you're your hands on your lap during a meal. (x)
- 2 InDenmark, you on time for dinner invitations. (v)
avoid [ 3 Inthe UK, you at people in public. (x)
take off 4 Inthe Middle East, you your shoes when you enter someone's home. (v)
stand 5 InJapan, you strong displays of emotion in public. (v)
e 6 InGermany you punctual when you have a business meeting. (v)
?t:te 7 InPakistan you with your left hand. (x)

eat 1 8 IntheUSAyou____ atleast a metre from other people when you are talking. (v)
' : T ———

2 Complete the sentences wi th the correct forms of mustn't or don’t have to,

1 You mustn 't smoke inside the building,

2 We have a relaxed dress code. Our male staff . wear suits and ties,
3 They ___  make personal phone calls in the office.

4 You__ be late for the meeting. It's extremely important,

5 You_______ bemadtowork here, but it helps.

6 We . forget to take the PowerPoint presentation!

7 Lisa____ finish the report today. She can finish it tomorrow:.

8 You tell Karl that you are planning to leave.

3 Complete the sentences using the correct forms of must, have to, and the words in
brackets. Sometimes more than one formis possible,

1 Does Amanda have fotake (Amanda / take) any more examinations before
she qualifies?

2=
know,

———— (you/not /say) anything to Beatrice. She doesn't

S ——  _ {1/deal with) customer complaints in my job.
Fortunately, there aren't too many/|

(I/ get) in touch with our suppliers tomorrow:.
— (you/leave) home early to get here on time today?

6 (he / remember) to follow the instructions next time.
It's absolutely essential,

——  (applicants / not / have) work experience.
— (we/go)ona training course last week.
9 A (you / work) in the office every day?

B No,Idon't, because]can work from home, but
(I/be) contactable by phone.

10 — (visitors / not / leave) their cars in front of the

building. They'll get a parking ticket!

4 Inyournotebook, write ten rules for your ideal work place.
7 You have to be smart, byt You don't have to wear formal clothes.
2 You mustn't work at weekends — it's bad for You.




(v)

6 Getting it right

1 Companies often try to improve their products. Why do
you think they do this? What can possibly go wrong?

2 Now read the first article and answer the questions.
® Why wasn't New Coke successful?
® Think of other products that have changed. Were the
changes always improvements?

3 What problems could a company have when it promotes
its products in foreign countries?

4 Now read the second article. What was the problem with
the Electrolux slogan?

5 Work in groups. The following products had problems
in their target markets. Discuss possible reasons.

1 General Motors launched the Chevy Nova in South
America.

Schweppes started selling Tonic Water in Italy.

American Airlines promoted its first-class leather
seats to the Mexican market with the slogan, 'Fly in
leather"

4 Clairol introduced the Mist Stick (a device for hair
care) to Germany.

5 Kentucky Fried Chicken's ‘finger lickin’ good'’
slogan in China.

6 Which foreign brands are successful in your country?
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Know your
customer

| Companies have to understand the culture that
surrounds their own established products. Their
customers expect certain levels of quality, taste, or
image. Coca-Cola decided to change the formula for
its famous drink and created New Coke. Its market
research suggested that it was very popular,
Unfortunately, when they launched it in 1985, they
had a disaster on their hands, The classic drink was
an American icon, People didn’t want any changes.
So the sales of New Coke fell - and the company soon

returned to 1ts classic formula and classic taste.

Check your
language

Companies must also be aware of foreign cultures
when they launch new products. They have to
understand local sensibilities and tastes - and the
importance of language! The Swedish company
Electrolux launched its vacuum cleaners in the US
with the slogan ‘Nothing sucks like Electrolux’. Good
suction is an excellent quality in a vacuum cleaner.
Unfortunately, in American slang, if something
‘sucks’, then it is awful.
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7 Grammar test

1 Complete the sentences with should or shouldn't and the ‘ ;
I = e
' How to maintain a suce

‘ Starbucks is one of the most successful brands of the last
‘ ofits secrets that other brands could learn. ]

' 1 You should try (try) to exceed your own expectations,

2 You (have) strong values and you =
‘ make decisions. ;
‘ 3 You (forget) that every detail is impo; ant.

4 T P (keep on) trying to innovate and do new thin
——————— (change) the core of what Yyou do.
[ 5 You

(get) involved with local commun {

2 Write the questions using should.

1 (you/think/1/take/ business cards to the trades fa
Do you thinkIshould take business cards to

ne trad ¢
2 (what/you/think / we /take?)

w

(where /1/ put / the files?)

" -9

(you/think/1/ask /fora pay rise?)

wvi

(how long / you / think / she / stay at the conference?)

o

(who / they / send the documents to?)

Write two pieces of advice for each of these problems. They can be negative or
positive,
1 Ialways have too many things to do and I never finish any of them.
You should make q list of things you have to do and work through them,
You shouldn't try to do everything at the same time.
I'm going toa careers fair next week and Idon't know what to wear.
I'have a job interview tomorrow and I'm really nervous.
Ialways arrive late for work in the morning.

My boss doesn't a
for her.

wmobs w N

ppreciate me.Idon't think she understands all the work 1 do

& Ishare an office with two other people. They spend alot of the day talking to
each other, I find it very difficult to concentrate on my work.

7 Ikeeplosing my mobile. I never know where it is,
When I gohomelcan't stop thinking about work. It's taking over my private life|

4 How could you be a better student? Write ej
7 1 should organize my time better
2 1 shouldn't listen to dance music while /'m working.

ght sentences in your notebook.




7 Careers fair
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Student A

You are a student. You area
visitor to a careers fair. You are
interested in working in
import / export.

1 Before you start:

a Thinkabout you.
® What are you studying?
® Why are you interested in import / export?

® What are your strengths and weaknesses? (I'm good at ..., I like ...,
I'm not keenon ...)

® Do you have any experience? (I've worked ... / done ...)

b Think about what questions to ask about the company. Find out
what products the company imports / exports

]

® which countries it works with

® if it has a training programme for new employees
®

if it offers work experience internships.

¢ Make some simple business cards on pieces of paper with your name and
contact details.
2 Now go to the careers fair. Don't forget to
® introduce yourself
® take notes
® ask fora business card
® pive your business card,

3 After the fair. Which companies are you interested in? Why?

S ASRERETRCHRT NG S S 5y o e S

Student B

You are workingon a
company stand at a careers
fair. You work for an import /
export company.

1 Before you start:

a Write the name of your company on a sheet of paper and display it clearly on
your desk.

b Think about your company.
® What products do you import / export?
® Which countries do you work with?
® Do you have training programmes for new employees?
® Do you offer work experience internships?

¢ Make some simple business cards on some pieces of paper. Write the name of
your company, your name, and contact details.

d Think about what to ask the visitor. Find out:
® what they are studying (What ... ?)
® why they are interested in your company (Why ... ?)
® the visitor's strengths and weaknesses (What ... 7)
® if the visitor has any relevant experience (Do you have ... ?)

2 Now work at your company stand at the careers fair. Don't forget to ask fora
business card.

3 After the fair. Which visitors to your stand are you interested in? Why?
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8 Grammar test

1 Write the comparative and superlative forms of these

1 easy

easier

2 competitive
3 big

4 effective

5 far

6 costly

7_bad

8 interesting

9 sim_ple
10 hot

2 Complete the conversation with the comparative and supe r

But that's

Italsoreachesas
That's true, but it is ¢

N >N wWNW>

OK, so what's the *best (good) way to promote our newra
Well, 7 (effective) way to promote s

(expensive) option, tool We onljr

Well, radio advertising is ¢

(cheap).
(small) audience.

(exciting) than print

We should consider billboards. They are one of 7

e

segments in advertising. They'reoneof®_____ (che

mass audience.

A Well, [think we agree that a TV campaign is ¢
should make our online store

[

3 write the questions using superlative adjectives, then write yi
1 (what/bad /day of the working week?)
What's the worst day of the working week? M

difficult to get up!

2 what/good / advertisement / you / ever / see?

(easy) to use, tot

3 who/famous / business person in your country?

4 what/difficult / thing about learning English?

5 what/expensive / thing / ever / buy?

6 who/important / influence on your life?

7 what/funny / advertisement on TV at the moment?

8 what /useful / Business know-how / you / read / so far?




8 Promoting products

Read the paragraph then consider the following brands and products. What are
their USPs?

Haagen-Dazsice-cream thefPod IKEA  Benetton

The Art of advertising

Unique Selling Points (or USPs) are the key factors that make one
product different from another. USPs can include lower prices, special
features, organic ingredients, etc. When companies promote products,
they usually refer to their USPs.

How do advertisements work? What do they try to do? Note your ideas,
EXAMPLE entertain people

Read the article. Did it mention your ideas?

The Ant of advertising

Have you heard of AIDA? It's an acronym to help you remember the
main rules of advertising. So what does AIDA stand for? Well, an =4
advertisement or promotional campaign must:

1 attract the Alienlion of potential customers

2 create Interestin the product bl iy

3 produce a Desire for its benefits

4 tell customers how to take Ac:ion H

4 Match the following with the AIDA checklist.

You want to convince customers of the benefits of having your product.

This may tell people to buy the product by a certain date / tell them when an
event will take place / show them how to enter a competition, etc

A powerful or interesting image, or an attractive special offer, can achieve this.

You can do this by using good headlines and slogans, good design, bright
colours, etc.

5 Work in groups. Make a magazine advertisement for a product or brand.

Remember to

® advertise the USPs
® referto AIDA

® include animage

Look at the advertisements and decide which advertisement

® isthe best (why?)

attracts your attention the most (why?)

arouses most interest in the product (howt?)

creates the most desire for its benefits (how?)

tells customers how to take action most clearly (what action?)
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9 Grammar test

3 How long have you had your computer?
4 How long have you studied English?
5> Howlong have you been interested in a career in coms

6 How long have you known your English teacher?

Write the time expressions below in the correct circle.
three months 2005

ten minutes ages 5
6 o'clock two days Fa :
lunchtime five years ago {,
September 14 March |
along time this morning |
three hours Thursday \
last year a week \

Complete the sentences with the correct form of the verb and fore
1 She has lived (live) in Berlin since 2004,

2 They —______ (not,design)children’s clothes
3 Hugo —______ (work)for three fashion houses
4

GianniandEmilia_________ (run) their own business _
months now. i

He________ (want)to beinvolved in fashion

6 It wasan amazingly successful show:. |
I got into the office.

7 Dee _______ (be)interested inan internship

8 We ____ (attend)all the main fashion shows
own company.

v

Read Karen's notes and write sentences in your notebook abou
done yet, ]
e

| Things to do on Tuesday 4

| book flight to New York
| have lunch with Tara Busch
 send out invitations to fashion show

Answer the questions with for or since.
1 How long have you been in this language class?

I've been in this language class for three months.
2 How long have you lived in your present home?




9 Dressing for work
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2

People in business tend to wear certain kinds of clothes. Can you describe ‘typical’
business outfits for a man and a woman?

Group the items into the following categories. Some items may fit in more than
one column. If any items are specifically for men or women, write M or F.

jacket tie watch sweatshirt tiepin coat laptop raincoat shoes boots
suit handbag ring sweater bracelet shirt blouse jeans backpack
dress briefcase necklace folder trolleycase T-shirt cufflinks umbreila
top mobile phone earrings denim jacket scarf smartskirt socks beit
shirt trainers

Business clothes | Casual clothes Qut and about Accessories

Describe what the people are wearing in the photos.

4 Work in groups and discuss the questions.

® Which of these outfits would be suitable for an interview?

® Arethe outfits suitable for all office situations, e.g- meeting a foreign visitor,
meetings, routine office work, etc.?

® Which clothes would you feel most comfortable in?



10 Grammar test

1 Complete the sentences using the Present Passive.

i
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Our headquarters are based (base) in Barcelona.

2 This website (update) every week. i

3 Unfortunately, these disks (not, produce) any m

4 The WWW Consortium (fund) by a numbere¢
members,

5 VAT (not, include) in the price.

2 Write sentences using the Past Passive.

1

3 Write Passive questions for the following answers,

1

4 Complete the text with the verbs in brackets using the Pres

The contract / signed / yesterday afternoon

The contract was signed yesterday afternoon.
The letters / not / deliver / this morning

]

Thousands of orders / generate / the advertising campaign

The itinerary / organize / the administrator

All my files / corrupt / the virus

Last year's conference / not / hold / in Amsterdam

The document is sent as an email attachment.
When

The sales figures were published in January.
Where
The printers are manufactured in Japan.
What
The company is called Arabesque.
How often
We're given appraisals once a year.

The first charge card

The American businessman Frank McNamara was
entertaining clients at a restaurant when he realized
that he didn’t have his wallet. He

: (allow) by the owners to ;
leave his business card as an IOU. Soon after, he ; __ :
- (inspire) to invent the charge (]
card. The Diners Club Card * -
(launch) in 1950 with only 200 members. They




10 Going online

1 Read the article and discuss the questions.

1 Whichis the most important advantage? Which is the least important?
Number them from 1to 6.

2 Canyouthink of any other advantages?

Why businesses go online

There are many advantages for businesses in going online
l opportunities for expansion - businesses can reach lots of new customers

| | a global presence - customers can get information about businesses anywhere in
the world

l |looking at the competition - it is possible for businesses to analyse their
competitors

] equality on the web - small businesses can look as impressive on the web as big
businesses

_I 24/7 visibility - customers can visit a website at any time of the day

3 | customer contact - businesses can respond to customers’ enquiries very quickly

2 Read the article and answer the questions.

1 How do you think you can make a website ‘sticky’? Note ideas from the article
and add your own,

EXAMPLES update thesite reqularly runcompetitions
2 Tick the problems you have experienced on websites.
3 Talk about it in groups. Which ones are the most annoying?
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‘Sticky’websites

‘Sticky’ sounds like a negative adjective. However, when we talk about ‘sticky’ websites, it means they are good!
Research suggests that people decide whether they like a website with just two clicks of the mouse. So businesses
try to make their sites as attractive as possible to encourage visitors to stay, There are lots of things they can do,
from creating new content to adding a chat room to creating a newsletter.

Unfortunately, many websites are ‘non-stick’, and visitors aren't interested in staying - which is bad for business.

There is no point spending money on designing a website if visitors just aren't interested in it.
Here are some of the familiar problems:

the site isn't
0
orbeshnriong POPUPadvertisements  gonoiks  regularly updated esting 9e30"
inform e .
difficult to contact the site
he out the Sit, Site ¢cg e
' erdate informary e s Mista
Mucy, ;. Con " E !
h mformgoé’n foo na""ga: It to
. . Hrne
n the site doesn1 work on no Soaris o b o
. Bn“:":‘? all platforms i ‘ \006
con
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Grammar test

1 Match the beginnings and ends of these sentences.
1 Hehasn'tbeen here long,

N
BoowwouwuswwNn

00 N O bW N =

3 Complete the sentences. You want your listener to agree with)

1

2

3

4

5

6

{« LT R V¢ IS T )

Complete the sentences with tag questions.

Complete the questions, then ask them to your partner.

We'll finish by six o'clock,

You got a bonus,

They're having a meeting,

Linda can’t do any overtime this week,
Roger isn’t well organized,

They don't regularly work long hours,
You're going on a training course tomorrow,
He’s made lots of suggestions,

Guy and Alain arranged the trip,

[ haven't got all the information here, have I?

You want to have a job with more responsibility,
She thought there was a nice working environment,
They won'tbeabletoget hereintime, _______ ?
Andrew’s going to attend the conference, _____ ?
Their proposal isn'tverygood, _________?

The company offers career breaks of up to two years,
We've all studiedthereport, ___ ?

You look at the sales figures. You don't think they are VeTy g
The sales figures aren’t very good, are they?

Juan hasn’t come to the meeting. You think he has forgotten
Juan
You think your listener bought a BlackBerry yesterday.
You
You think Alessia enjoys working in a team.
Alessia -
You don't think your company's website is very user-friendly.
It
You think that Lars is thinking of taking early retirement.
Lars




11 Flexi-work

1 What are the advantages of working flexible hours for companies and their
employees? What are the disadvantages? Note your ideas.

Advantages

' Disadvantages
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2 Which of your ideas apply to the company (C), employee (E), or both (CE)?

3 Read the magazine article. Underline any of your ideas that the magazine

mentions, and add others to your list.

There is a lot of discussion these
days about the benefits of flexible
working times, Many employers
have already introduced it, and in
these companies, both employees
and their managers agree that
there are many advantages. These
include greater job satisfaction,
people taking fewer days off, and
employees managing their
workload better. In fact, according
to a recent report, employees
believe that flexible working time is
the key to improving the work-life
balance. They say that by making
their staff happier in the workplace,
managers are able to keep the best
talent in their company, So if

B¢ J e&’,‘b le

flexi-work is so good, why aren’t
more companies introducing it?

Recent polls in all member
countries of the European Union
suggest that nearly two thirds of
companies are not offering flexible
working arrangements to their
staff. Some employers believe that
flexi-work could lead to high costs
and losses in productivity And the
doubts aren't only on the
employers’ side, Some employees
don't take up flexi-work because
they think it could lead to ‘career
death’. They think that if they seem
to be more interested in their home
life than work, it could harm their
prospects of promotion.

4 What do you think? Discuss the questions.
® Why are many businesses reluctant to introduce flexi-work?
® Why is there less absenteeism with flexi-work?
® Why could applying for flexible working hours lead to ‘career death'?
® Would you want flexible working hours? Why? / Why not?
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12 Grammar test

1 Match the beginnings and ends of these sentences.

1

2
3
4
5
6
7

8
Re-order the words to write sentences.
1

Complete the dialogues with the correct form of the verbs, Use she

1

If they increase their prices, a if youexaminet
If you don’t know what to do, 1 b they will be pl
Customers will buy more 7

The shop won't survive

When they see the results,

If our performance doesn't improve,
You will discover how people live

If we contact Louisa, h I'llhelp you.

call you I when I arrive will

Iwill call you when I arrive.

studies pass won't exams she she more her unless
She
her reply write to 1if you she will sure am
If
unless image our harder we won't improve try
Qur
you if market your use business research improve will
Iif
figures aren't the they do if what good will?
What
look promoted 1if I will for not another job am
I
if help know don't staff what to will you our buy
If

A Could [ speak to Ms Canfield, please?

B I'mafraid she isn't in the office, but if you
message, ]l (see)that she getsit. _

A What ______ (youdo)ifyou _____ (not,get)a

B IguessI'll have tolook for another job.

A Where shall we meet tomorrow?

B Ifyou _______ (beableto,get) here by 10.30,1
the station.

A Isthisa stressful job?
B Well,unlessyou _____ (enjoy) working under pressure,
(not, like) this position.

A Did our sales increase last month?

B No,theydidn't Andthey ________ (only,increase)whenwe —
(improve) the quality of our products. L
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12 Understanding the market

1 Read the article then label the market research techniques Primary (P) or
Secondary (S).

Understanding the market

Companies need reliable, up-to-date information in order to plan and manage their business. Market trends are
changing all the time, so companies need to know what consumers are thinking - and they need to know that fast!
Their marketing information comes from primary or secondary sources. In primary market research, companies
collect their information directly from customers. With secondary market research, they use information which
already exists in printed form, on the Internet, or in computer files.

Personal interviews These are face-to-face interviews conducted in

These
qoot) ne,,,spape‘s Hich the street, outside people’s homes, or in the workplace. Interviewers
£\ o NS W :
A3 ) b <iness S cion Gon usually use questionnaires. It is a popular but expensive method
r,nﬂ'!" bus q('f\lll \“{l)rma

sAe .
can provid® ymarkel wends.
u ~ ; >
and news abo () Online questionnaires These are increasingly
popular, Questionnaires are either emailed
j ma, tedqu,g.su directly to consumers or pop up on websites
—~ . 0, ¥ "
/Op Sazings op - after customer purchases or enquiries.
SOy, Mmay) Thi di'sr - Py,
Vi | tion 1S tecy, by €are r:
: Negp ””&en. @ js ch O ¥ teg o fndude
dlch €ry 28 o an Ougp; tha 7 Online sources Thes A
N o {1 o
NS s Nalyge prade Pr re:epbo :  coecialist research sites ar
iy e journals Ring e f these are
Wioyy i formationt news sites. Some O LEES
Tioug j, yovide It ared — ensive and not all
WCatiesyy articular (_)Halltests Peaple L s rd them.
S fora P : companies can affor :
of pusiness- are brought in
from the street to
inions in small test and discuss a kMo
people give thelr apipms h roduct Th s TeWSpaper
{7 Focus groups more detailed researcl P ; ese Contain
< This is good for Rform,
groups. Fan ! A0ON oy
() Telepho, hich
- Lelephone interviews This is a My be Usefy) g,
. i or .
~ quick and relatively cheap technigue dm&'fﬂn ~In; o
/ Offici Intervi ; aking,
Th o Teportg EWETS use questionnajres 2
ESe my. 1 ¢
| = S€ May pe P Interviewees often don't want to S
Mation,, ed by /s CUSTOMET
| E bodies wn company’s
Uropegy 35 SUch as e s These include yourd 5
% ati ) report .r pusinesses.
Eovernmen, de. 7 nationgy O W d reports produced by other bus
®Partme,, t5 information an

2 What are the potential benefits and disadvantages of using primary and
secondary market research?

EXAMPLE People may not give true answers in personal interviews.
3 You work for a market research company. A client wants to set up a new CD and

DVD store in your town selling non-mainstream music and films. The client wants
to know if it will make money. In groups, decide:

® the information you need to find out (What are the main rival stores? What is
the main reason for consumers choosing it? etc.)

® the key people to ask (Which age groups should you focus on? Why? etc.)
® the market research techniques to use (Which ones? Why?)
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13 Grammar test

1 Complete the sentences by putting the verbs in brackets into the Past(

1
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They were studying (study) in Budapest in 2004.
While you (have) lunch, I thought of a good plan.
They {not plan) to change the prototype. '
We had the idea while we (stand) at the ce

By the end of the last century, McDonald’s
countries.

When he invented the 12-digit bar code, Norman Wood
(work) for IBM.

Where (you, live) in 1998?

She (waiting) for me when I entered the o
I (finish) an important letter when the
What (Steve, do) when he came up witht

2 Look at the following sentences. Tick (v/) the correct ones, cross (X) #

and write the correct form of the verbs. A
1 |E Steve Jobs and Stephen Wozniak were meeting ata co

2

California in the 1970s. met
| Iworked in the R&D department when I first saw St e

3 || Iwasloggingontothe Internet when the power went

4
5
6

3 Complete the article by putting the verbs in brackets intlfle '

] The printer wasn’t working when I tried it five minutes ago
__| Ihadabrilliant idea while I sat in a traffic jam. =
| The phonestarted ringing while I was in a meeting,

4 Answer the questions about you. What were you doing at

1
2
3
4
5
6

The man who died at his di

Eric Maplethorpe, an employee in a ‘Whenl
New York publishing house, _died ! on Thnrsdayl
(die) last Tuesday and nobody —

? (notice) for two days! A explained a co
cleaner 7 (find) Eric dead —
at his desk on Thursday evening. She  arrive and the last

4 (vacuum) the floor when :

she % {ask) him to move talk) much to pe
his feet WhenEric __________# Eric .
(not, move) ,she 7 (know) textbook when he
something was wrong. attack.

9.15 am. yesterday?

1 p.m.yesterday?

8 p.m. yesterday evening?
6 p.m. last Wednesday?
11 a.m.last Saturday?

11 p.m.last Sunday?




13 Research and development

1

Photocopiable ® Oxford University Press 93

Read the article and discuss the questions.

1 What are the two main reasons for doing research and development?

Can you think of more examples of product improvements?

v,
3 Why would some companies not do any R&D?
4

Why is there more R&D in the computer industry than in the furniture

industry?

R& D the key to the future

Alotof larger companies have a research and
development department. R&D, as it is commonly knowr,
works to improve existing products and develop new ones

Product improvements are based on market research,
and they can include anything from ring-pull cans to
memory sticks for computers, New products are either
the result of technological advances. such as mobile
phones, plasma screens, and Sat Nav (satellite navigation
in cars), or innovative new ideas such as Dyson's bagless
vacuum cleaner. In some industries where products
change very little - for example, the shoe industry - there
15 not much R&D. However, in high-tech industries where
the competition between companies is very intense,
there is a constant demand for new products.

But these improvements and innovations come at a

price, and countries spend
billions of euros of their gross
domestic product on R&D.
Unfortunately, spending time
and money on R&D is no
guarantee of success. Around

60% of new products fail in

their development - and even
when they hit the market, the consumers may not want
them. Some products can take up to ten years to develop.
By the time they are ready, the world could be a very
different place, and the product no longer competitive or
relevant, It’s a high-risk investment - but the rewards are

potentially enormous. Just ask Steve jobs at Apple.

2 Look at these major new products from the 1930s to the 1990s. Which decade did

they come from?

disp
ckel POsap)e
gfcu\a’to’f ighter
C
playStation mj Crowaye
Oven

DVDs

\}!
g.,uf‘:gn Superglue
\O
o
0 oo .
ers
fhowe frain

3 Work in groups. What possible new products could there be in ten years time?

Brainstorm your ideas.

& Compare your ideas with the rest of the class. Vote for the top three ideas to

develop.
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14 Grammar test
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1 Complete the sentences with the correct form of the verbs.
1 Iflwere (be) you,  would go home.

2

00 3 o wn

VoW N

fwe ________ (focus) more on our employees' happiness, we wou d}
more successful business. ‘
Louisa _______ (go)tothe conference if you couldn't make it,
Alex thinks that if he had a better car he (achieve) biggers

Ifthey ______ (invest) moreinin-house training, they wo
benefits.

IfiwasTeresa, 1. (not, waste) my time.

She —_______ (be) much nicer if she were less stressed.

If you kept your thoughts on your goals, you
small problems.

(not, get

Ifwe ____ (make)customer servicea priority, we wouldn
many complaints.

If you

(have to) choose a new career, what would

If you would breath / breathed deeply, it would help / helped

They learned / could learn a lot about anger management ift|
went on a course,

Ldidn't get/wouldn't get upset if you didn't say / wouldn't se

She seemed / wouldn't seem so aggressive if she kept / would.
and calm.

If you didn't get / wouldn't get the job, would / will you be ve
We won't be / wouldn't be in this crisis if our productivity wa
If 1 were / would be her,1 won't talk / wouldn't talk to her boss.

If we chose / would choose employees with higher EQs, pel
performance would be / was better.

There wasn't / wouldn't be a problem if our boss wouldn't be /
the time.

If 1lived / would live in the USA I'm sure | would spmk/

IfThad a job with very long hours, |
If Ididn’t have to work next week, |
If the phone rang at 3a.m. |
If my best friend criticized my clothes,
If T'had to work abroad, |

IfTcouldn't sleep the night before an important exam, |




14 Soft skills

1 Do the soft skills quiz.
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What are soft skills?

Examples: speaking one-to-one

and in groups, using the

telephone, explaining things, listening
to people, etc.

Written communication skills

Do you send a lot of emails?
Do you enfoy writing?

Examples: printed and online
work, writing emails and letters,
college essays, stories, and
scripts, etc.

M_rm

Teamwork skills
Do you like working with other people?

Examples:working in a team, team
sports, acting in plays, etc.

Myscore

Practical and mechanical skills

Are you good at fixing things? Do you
like using tools?

Examples: using your hands, repairing
things, cooking, making things, etc.

Myscore

_m

[ ]

S E

Examples: coming up with good ideas,
planmng and organizing, etc

l
i

Computer skills

Do you do most of your research on the

Internet? Do you use your computer for
more than writing?

Examples: word-processing, internet
sk:lls spreadsheets, databases, etc.

l

Creativity

Do you enjoy painting and drawing? Do
you think of better endings to books
and films?

Examples: writing stories, doing art,
thmkmg of new ways todo things, etc.

L L LI LA B B A A B BRI B B B B O AR

Leadership skills

Do you like taking decisions? Do you
enjoy taking responsibility?

Examples: helping people to achieve a

task, captaining a sports team,
directing a play, etc.

_

Employers aren’t only interested some soft skills. But what are they? Give yourself a score from 0 to 3 for
in qualifications and work Well, they are things like organizing, each of the skills,
experience when they interview planning, using the computer,
job candidates. They are also getting on with people, and coming 0 POOF
interested in soft skills, You may up with ideas. 1 OK
still be in college or have only What are your soft skills? Do our 2 good
recently left - but you already have simple quiz and find out! 3 excellent
Verbal communication skills Problem-solving skills Learning skills
Do people listen to you? Do you do Sudoku? Do you enjay Are you making good progress in your
Are you a good listener? solving difficult problems? studies? Do you like studying new

things?

Examples: learning new things quickly,
wanting to learn more skills, learning
to play an instrument, etc.

- - -_H-_'—_-'ﬁ — 'j
WEse - O
Time management skills

Do you keep up with all your work?

Examples: keeping to a schedule,
meeting deadlines, giving in your
homework on time, etc.

L L R R B B I I I R N Y

.

Your soft skills rating .

24-30 Amazing! Why aren't you .
running your own
successful business
already?

e e

16-23 Very good! You will impress
any interviewer with these
skills. Keep on adding to

your skills base.

6-15 Not bad.You have enough
soft skills to get an
employer interested, but

try todevelop more.

°
v

Oh dear! Perhaps you
should concentrate on
getting qualifications! .

L

L A ™

2 Discuss your answers with a partner. How can you improve some of your soft skills?




e

96 Photocopiable @ Oxford University Press

15 Grammar test

1 Write the words in the correct order.
1 may atItomorrow home work
I may work at home tomorrow. .'
2 offerthe will him she job

3 move Germany to they not might

4 promoted may be not Nikola

5 definitely the year will company next restructure

o

that might thinks redundant made he be he

2 Complete these sentences with the correct modal verb in brackets.
1 Youmustapply for this job. You may not (may / may not) see a better one.

2 Illtrytochangetheflightbutit _____ (won't/mightnot)be possible.

3 Ifyoutakerisks,you —_ (may/will) probably make some mistakes.

4 We_______ (may/may not)be able to go to the sales conference. We're very
busy at the moment.

5 Lookatmybankstatement!I ________ (won't/may not) buy any more
things online!

6 ldon'tknowwhattodo.l _________ (won't/might not) gotothe interview.

7 OK that'samranged.l______ (will/ might) see you at 9.30 tomorrow.

8 If we offer David the job,doyouthinkhe _______ (may/will) acceptit?

3 Complete the dialogues with will, wont, might, or might not.
1 A Willyou let me know if they offer you a pay rise?

Ofcoursel |

Are they still in the meeting?

Yes, they aren’t going to finish today. We ________ have towait until
tomorrow before they reach an agreement.

~
W > w

3 A Areyougoing to leave the office on time today?
B Well,if [ finish writing all theseletters, 1 |
4 A What are you doing at the weekend?
B I'mnotsurel _______ doanything,actually.1feel too tired.
5 A Have youcalled Ana?
B Yes therewasnoanswer.She __________ still be on her way to work.
6 A1 beabletogoouttonight. It depends if | finish my work.
B Well, I hope you can make it!
T A you apply for the job?
B Yes,1think [ probably
8 A Hi, Femke! I'm calling from the station.
B Hi,Martin! Listen,] __________ be able to pick you up. Take a taxiand

remember to ask for a receipt.



15 Interview techniques

1 Read the article and match the questions with the advice,

The Interview Doctor
Dr Helen Anderson

Interviews can be difficult, stressful, and unpleasant. However if you are prepared.
you can turn even the most difficult questions to your advantage. So here is my advice
for answering five of the trickiest interview questions.

1 Tell me about yourself. 4 What are your weaknesses?
2  Where do you see yourself in five years' time? 5 Why shouldIemploy you?
3 How do you cope with working under pressure?

DR HELEN SAYS ...

| __‘ A This is a difficult question. In the interview you are already under pressure and the interviewer can see how
you are coping! However, it's always a good idea to Say that you quite like pressure and stress, that it makes
work more exciting and interesting, etc, Also think of things that you do to help you relax.

| B This is your opportunity to talk about your strengths and positive qualities. Say why you are good for the
job. Mention any good work you have done in the past or any positive feedback you have received. Talk
about your skills.

| € Don't give too many examples of these! However either mention a weakness that the interviewer could
think is a strength (/ can sometimes get too involved in my work and forget to go home) or think of a strength that
you have that cancels it (I sometimes don't concentrate in meetings .. but it's because I'm thinking of new ideos),

| D This is a terrible question. The interviewer wants to know about you - but he / she doesn’t want to know what
you had for breakfast or what you're doing that evening. Try to keep your answer to talking about your
career, relevant experience, and qualifications.

| E This is your opportunity to talk about your ambitions that relate to this particular job interview. The
interviewer wants to know how the company will benefit from employing you. Don't suggest that you want to
take your manager’s job. That could be a big mistake!

2 How would you answer these questions? Discuss your ideas with a partner,

3 Lookatthejob advemsement What qualities do you need for the job?

[

ASSISTANT AT
TRADE FAIR

The successful applicants must;
* deal with the public
* speak English

* work in a team
s be prepared to work long hours

e —

4 Work in groups. Imagine that you are attending a job interview for the trade fair
assistant job. Take it in turns to be the interviewer and interviewee.

® Ask the questions to different students.
® Decide who gave the best answers and why.
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Grammar tests ke

Unit1
2 doesn'tallow 7 doesn't have
3 arrives 8 studies
4 gets 9 sends
5 don'tsell 10 don’t have
6 prefer
2 doesshestart
3 does he work
4 Dothey enjoy working
5 dotheytake
6 are your main responsibilities
7 does Andrew use
8 doyoutake
9 Does Ella mind

10 doyou finish
2 Hedoesn't like using technology.
3 Hedoesn't mind working in a team.
4 He hates doing research.
5 He’s good at dealing with people.
Unit 2
2 does your department do?
3 aren'tachieving
4 want
5 organize
6 is Sebastian doing, 's doing
7 never misses
8 is
9 are you writing

10 flies
2 'mtravelling 7 seem
3 don'tusually have 8 oftengoout
4 is 9 hope
5 have 10 are having
6 'mlearning

3 m&mmﬁwmmtemaﬁ

4 Shetried tocall on her mobile but she wasn't able
togetasignal. _

5 Iforgotto buy the tickets.

6 Why didn’t Melissa apply for that job?

4 2 went 8 didn't serve
3 finished 9 was
4 was 10 watched
5 didn't work 11 did youdo
6 didn't clean 12 slept
7 wasn'tableto
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Unit4

B Igothere at about quarter past nine.

A Have you ever considered a career in sport?

B Yes,Ihave.Infact,1 worked in a gym two years
ago.

A What did you do at the training course
yesterday?

B We learnt how to run effective meetings.

A Have they ever gone / been to the USA before?

B Yes,they have. They went a couple of years ago.

started 10 followed

've been 11 showed

have you covered 12 enjoyed

've worked 13 Have youseen
've answered 14 watched

‘ve also helped 15 doyouwant
Have you worked 16 haven't worked
was

v 4 v/ 6 Xltrained
XT'veput 5 Xhasn'trun

Unit5

2
3
4
5
2
3

4
5
6
32
3
4
5

‘m meeting 6 aren't planning

are/'re having 7 are/'revisiting
are/'re going 8 IsGary joining

are/'re attending 9 arewe seeing

Alan is going to improve his sales technique.

Marie isn't going to send more than ten text
messages a day.

Alan is going to set clearer targets.
They re going to leave work before 7.
They are going to apply for a new job.

Are you doing 6 ‘'mmeeting

are falling 7 'mnot going to write
isn't going to like 8 aren'tincreasing

Is she going to take

Unit 6

12
3
4

must arrive 5 mustavoid 7 mustn'teat
mustn'tstare 6 mustbe 8 muststand
must take off

Grammar tests key

don't have to
mustn't
mustn’t
don't have to

6 mustn't
7 doesn't have to
8 mustn't

You mustn't say

I have to deal with

Imust / have to

Did you have to leave

He must remember

Applicants don't have to have

We had togo

Do you have to, I must / have to be
Visitors mustn't leave
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Unit7

1 2 should have, should use

3 shouldn't forget
should keep on, shouldn't change
should get

What do you think we should take?
Where should I put the files?
Do you think I should ask for a pay rise?

How long do you think she should stay at the
conference?

6 Whoshould they send the documents to?

(. I SERTC I RTINS

more competitive, most competitive
bigger, biggest

more effective, most effective
farther / further, farthest / furthest
costlier, costliest

worse, worst

more interesting, most interesting
simpler, simplest

hotter, hottest
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2 2 themost effective 7 thefastest
3 themostexpensive 8 thecheapest
4 cheaper 9 thebest
5 smaller 10 easier
6 more exciting

3 Students write their own answers to the following
questions.

2 What's the best advertisement you have ever
seen?

3 Who's the most famous business person in your
country?

4 What's the most difficult thing about learning
English?

5 What'’s the most expensive thing you've ever
bought?

6 Who's the most important influence on your life?

7 What'’s the funniest advertisement on TV at the
moment?

8 What's the most useful Business know-how you
have read so far?

Unit9

1 for threemonths tenminutes ages aweek two
days alongtime threehours

since 2005 lastyear Thursday 6o'clock
lunchtime five yearsago September
14 March this morning

2 2 haven'tdesigned, for

has worked, since

have run, for

has wanted, since

have received, since

has been, for

have attended, since

3 Shehasn't booked a flight to New York yet.
She hasn't had lunch with Tara Busch yet.
She hasn't called Andrea yet.

She hasn’t talked to the model agency yet.
She hasn’t checked the new designs yet.
She hasn't replied to Ingrid’s email yet.

She hasn’t sent out invitations to the fashion show
yet.
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Unit10

is updated 4 isfunded

aren't produced ‘5 isn'tincluded

The letters weren't delivered this morning.

Thousands of orders were generated by the
ivertising campaigh.

The itinerary was organized by the administrator.

All my files were corrupted by the virus.

Last year's conference wasn't held in Amsterdam.

When were the sales figures published?

Where are the printers manufactured?

What is the company called?

How often are we given appraisals?

was allowed 5 was paid

was inspired 6 are held

was launched 7 areaccepted
weren't obliged 8 was introduced

w N W
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2 don'tyou 6 isit

3 didn'tshe 7 doesn'tit

4 willthey 8 haven't we

5 isn‘the

2 Juan's forgotten to come to the meeting, hasn't
he?

You bought a BlackBerry yesterday, didn’t you?
Alessia enjoys working in a team, doesn't she?
Itisn't very user-friendly, is it?

Lars is thinking of taking early retirement, isn’t
he?
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Unit 12

12h

22

5f 48 5b 6d 7a 8e

She won't pass her exams unless she studies
more.

If I write to her, I am sure she will reply.

4 Ourimage won't improve unless we try harder.

5 If you use market research, your business will

improve.
What will they do if the figures aren't good?
1 will not look for another job if  am promoted.

If you don’t know what to buy, our staff will help.

want, ll see

will youdo, don't get
're able to get, 'll meet
enjoy, won't like

‘Il only increase, improve
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were having
weren't planning
were standing
were operating
was working
were you living
was waiting

was finishing
was Steve doing

X was working

v

4

X wassitting

v

noticed 8 left

found 9 was working
was vacuuming 10 was

asked 11 didn'ttalk
didn’t move 12 was correcting

knew

Unit14
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focused

could / would go
would achieve
invested
wouldn't waste
would be
wouldn't get
made

had to

could learn, went
wouldn’t get, didn't say
wouldn't seem, kept
didn’t get, would
wouldn't be, was

were, wouldn't talk
chose, would be
wouldn't, wasn't

lived, would speak

Unit 15

12
3
4
5
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She will offer him the job.
They might not move to Germany.
Nikola may not be promoted.

The company will definitely restructure next
year.

He thinks that he might be made redundant.

might not 6 might not
will 7 will

may not 8 will
won't

will 5 might
will 6 might not
will 7 Will, will
might not 8 won't

Grammar tests key 101



