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Note on product names

This book includes some names that are or are claimed to be owned by certain commercial
organisations. For legal purposes, the inclusion of these words does not suggest that they are
no longer owned by a specific company or that they have passed into general use, nor is any
other understanding implied regarding their legal status. Every effort has been made by the
Publisher to seek the permission of the owners to include their product names in this book.
The Publisher will rectify any credit omissions or errors in a subsequent edition of this book,
should notification of any such error be made at any time.

Note on exchange rates and postal
services

The exchange rates and information on UK postal services given in this book were correct
at the time of going to print. The international rates of exchange are, however, subject to
change. The services offered and prices given by the UK Post Office may be subject to
revision from time to time.
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Introduction

The First Level Teacher's Guide, Candidate’s Book and accompanying cassettes are the second
set of materials in a series designed to prepare candidates for the 5 levels of the Spoken
English for Industry and Commerce (SEFIC) examinations.

Organisation of the course

This book is divided into 60 units, each of which provides approximately 2 hours of
classroom teaching. Every fifth unit is a revision unit, which consolidates the vocabulary,
structures and functions of the previous 4, and which also provides practice in some or all of
the various sections of the examination. In addition, the last 5 units of the book are entirely
devoted to revision and examination practice to ensure that you are familiar with the
structure of the examination and the types of task you will be asked to perform.

The activities are realistic, with great emphasis being placed on students acquiring listening
and speaking skills through working in pairs and groups, and taking part in role play.
Vocabulary and new language items are reinforced regularly both through speaking activities
and tasks involving reading and writing skills. In addition, a short summary of each major
verb form is given at the end of the unit in which it is introduced together with other useful
language and vocabulary.

This book is accompanied by a Teachers Guide, which contains teaching notes and the
answers to many of the exercises, and 2 cassettes containing all the listening material from the
units.






Unit 1

At the end of this unit, you should be able to:

1 introduce yourself;

2 greer other people formally and informally in a business context;

3 find out where other people are from and say where you are from.

Extended Syllabus references

Candidates must be able to:

1.1
1.2
6.3

8.1

8.2

10.5

Exchange greetings, goodbyes and simple, predictable, social information
Elicit and provide simple personal information

Recognise and use the following types of adjectives:

6.3.1 the possessive adjectives (eg For my job..., In our company)
Recognise and use the following biographical details:

8.1.1  first name, surname and title plus the spelling of names etc

8.1.3  place/date of birth (eg I was born in (place, country) on (date})) plus origin
and nationality (eg I am from Denmark)

Recognise and use simple terms of socialising:

8.2.1 greetings (eg Hello, good morning/afternoon/evening; How are you?)

8.2.2 addressing using an appropriate form of address (eg Doctor/Mr/Mrs/
Miss + name/first name)

8.2.4  taking leave (eg Goodbye/goodnight/1'll see you tomorrow/next week)

Social conventions

10.5.1 greetings (informal) (eg Hello), (formal) (eg Good morning/afternoon/evening)

10.5.2 a response to a greeting (eg I'm very well, thank you; I'm fine, thank you (and)
how are you?)




Unit 1

Exercise 1.1

Write the names of the other students in your class in the table below.

First name Last name

10

Exercise 1.2

Choose the correct words from the box at the end of the exercise to fill the gaps.

1 Hello, name's Henrik. 2 What's name?
Hello Henrik, pleased to you. Stefanie. How do you do?
3  What are names? 4 do you do, Sally? I'm Dr Miller.
Paul and Sally. Pleased to meet , Dr Miller.
5 What her name? 6 Is name Steve?
Janice Burton. Yes, it is.
7  What are their ? 8 Hello Mr Segal, how do you do?
Mr and Mrs Duncan. I'm not Mr Segal! 's Mr Segal, I'm
Mr Opitz.
I'm sorry!
how his my he meet you
I'm 'S their names your
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Unit 1

@ Exercise 1.3: Listening activity 1.1

Listen to the cassette and mark the strong (stressed) part of each word. You will hear each
word twice.

1 Britain 2 London 3 America 4 Washington 5 Japan

6 Tokyo 7 Germany 8 Berlin 9 Argentina 10 Australia

@ Exercise 1.4: Listening activity 1.2

Listen to the conversations to find out which countries the people are from. Fill in the spaces.

Dialogue 1 Dialogue 2
Paul Michaels Hiromi Asako
Mr Owens Dr Maller
Dialogue 3 Dialogue 4
Mrs Carman Lucy Umbeke
Miss Dupont Lucas Opitz

° o

TARLEWARE WielesAERs
VUt

NTERNATIONAL CONFERENCE

Figure 1.2




