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UNIT I INTRODUCING Y OURSELF

GIVING NAME AND JOB TITLE

GREETING PEOPLE

TALKING ABOUT YOUR COMPANY

In this unit ...

Bibury Systems is a British
company. [t manufactures
electronic toys.

Edward Green starts a new job
at Bibury Systems.

Jenny Ross shows Edward
Green the company offices.

Edward sees a new product:
“Big Boss”.

WORD CHECK
Office Company Job
reception manufacture board of directors
workshop product manager
boardroom clectronic toy executive
desk prototype assistant
Departments Visitor secretary
sales arrive work for
marketing meet (a company)
administration greet report to
research welcome (a manager)
development introduce

colleague

make small talk




STARTING BUSINESS ENGLISH

A How do you do?

MEETING AND GREETING PEOPLE * Jenedtoneet yor
B This is Edward Green.
Match He’s our new marketing

) .l ‘ executive.
1 You arrive at the office in the morning. é

€ How are you?

2 A new colleague or a visitor arrives at reception. I'm fine, thank you.
3 You meet a visitor or a new colleague. It is the first D ['m here to see Don Bradley.
meeting. One moment, please.
4 Two colleagues meet. It is not the first meeting. ___ E Good morning!
Good morning!

5 You introduce a new colleague.

JOB TITLES
Match

7.

A Development Manager

B Marketing Executive (reports to Don Bradley)
€ Head of Sales (reports to Don Bradley)

D Sales and Marketing Director

E Managing Director, or Chief Executive

F Head of Administration in the Marketing
Department (reports to Don Bradley)

Executives

Assistants G Research assistants (report to Derek Jones)




UNITI! INTRODUCING YOURSELF

EDWARD GREEN MEETS. ..

He meets . .. in... ‘ ;
Jenny and You can say:
1 Geraldine Scott e Edward say:
2 Clive Harris Give your My name’s Edward My nameiis . . .
name Green. I'm ...
3 Derek Jones I'm Jenny Ross.
4 Kate McKenna Be polite How do you do? How do you do?
Pleased to meet
5 Don Bradley you.
6 Jenny Ross Reply Pleased to meet How do you do?
you. Pleased to meet
7 Clive Harris’s secretary you.
Give job title I'm the head of I'm.

A the research and
development
workshop

B the marketing
department

C the reception

D the board room

administration in
the marketing
department.

FIRST NAMES OR SURNAMES?

Choose

1 Does Clive Harris

say:

y
@nny B Mrs Ross?

P .

2 Does Geraldine
Scott say:
A Clive B Mr Harris?

3 Does Jenny Ross say:

4 Does Kate McKenna
say:
A Don B Mr Bradley? A Edward B Mr Green?

 MEETING A COLLEAGUE

Jenny and You can say: Clive and

Kate say: Jenny say:
Greet Good morming, Good moming. Make small

Kate. Good afternoon. talk

Good evening. weekend  Good weekend?

Bs polie  How aré you! Excellent, thank you.
Reply  I'mfine, thank  Fine, thanks. wadihey e cold ‘hisl‘;“"miﬂg-

you. How are you? SR SENEOIC




STARTING BUSINESS ENGLISH

OrricE EQUIPMENT

Complete

BigBoss ~ 4 s,
True (7’) or False (f)? A fax machine 7
1 Big Boss is a toy. B files
2 Big Boss is an old product. € in-tray
3 Big Boss has a microphone. D telephone
4 Big Bosstalks. E coffee machine
5 Edward sees Big Boss in the marketing F photocopier __
department. _____

GPC il

6 Big Boss speaks English. __




Unitl INTRODUCING YOURSELF

DESCRIBING THE OFFICE

Complete

Hello. I'm Edward Green and I work with Jenny Ross. A my D her
This is 1 _é office. B your E our
Thisis 2 desk, here. C his F their

That is where Jenny Ross works. That's 3 desk.

I think you know Don Bradley, the Director of Sales and Marketing. Over there is 4 office.

Bob and Pete report to Derek Jones in the Research and Development Department.
This is 5 workshop.

ANSWERING (QQUESTIONS
Match
A No, thank you.
1 Good weekend? _é,
B That's Research and Development.
2 Are you Edward Green!
€ Excellent, thank you.
3 Welcome to Bibury Systems.
D Thank you.
4 Would you like a cup of coffee?
E Yes.
5 Do you like it?
F It’s very good.
6 I'msorry. R & D?
LANGUAGE SUMMARY
Introducing yourself Talking about your company
Good morning. [ work for Bibury Systems. 1 work for. ..
I’'m Edward Green. I'm... Bibury Systems manufactures ~ Our company . . .
electronic toys.
I’'m a marketing executive. Imav..
We have offices in London. We have offices
[ report to Don Bradley, I reportto... in...
the Director of Sales and
Marketing.
Introducing a colleague
This is Kate McKenna. Thisis. ..
She’s Head of Sales. Heis...

Sheis...




UNIT 2 USING THE TELEPHONE

STARTING A TELEPHONE CONVERSATION
GETTING THROUGH
TAKING MESSAGES

In this unit . ..
Edward Green wants Mr Smith to buy Big Boss.

Don Bradley telephones Phil Watson at RUY]
Advertising.

Mr Sakai, a Japanese client, rings Clive Harris to
discuss a meeting.

Telephoning

make a telephone call check

ring try

contact mobile phone
call extension
call back

hold Advertising
speak to (Mr . . .) client
switchboard catalogue
take a message exciting
available arrange

free meeting
wrong number discuss

busy figures
direct line presentation




UNIT 2 USING THE TELEPHONE

STARTING A TELEPHONE CONVERSATION

Complete

A My name is Sakai. D Can [ speak to
B Giliioming. Clive Harris, please’

C I'll hold. E Canl help you?

GETTING THROUGH

Complete

‘atson, please?

to ring me’

A Can you take a message, please’

B ['ll ring back.
Is he free later this afternoon’

€ My name’s Don Bradley.
p ['ll try his mobile.




STARTING BUSINESS ENGLISH

WHAT IS IT ABOUT?

Match
1 Edward calls Mr Smith about _{

2 Kate calls Clive Harris about

3 Mr Sakai calls Clive Harris about

WHAT IS THE PROBLEM?

a meeting they have arranged.

the figures for the presentation to Mr Sakai.

an exciting new product.

Choose

A He's not in the
office.

B He’s not available.
€ His line is busy.

D He has the wrong
number.

E He’s in a meeting.

WHAT HAPPENED?

Choose

1 How many telephone calls does Edward make
to Mr Smith?

A Two.
B Three.

C Four.
2 Don Bradley wants to speak to Phil about:
A anew product.

B an advertising problem.
€ mobile phones.

3 Clive Harris doesn’t want to talk to Kate now
because:

A he is too busy.
B he has an important telephone call from Japan.
€ he doesn’t want to talk about sales figures.

4 Edward can speak to Mr Smith because:
A Mr Smith’s secretary is not there.

B he has Mr Smith’s direct number.
€ Jenny tells him to try again.




UNIT 2 USING THE TELEPHONE

TAKING MESSAGES

Read

Jenny:
Phil:

Jenny:

Can [ take a message!

Phil:

It’s very important.
My number is 0905 816259 (F).

Jenny:
Phil:

Jenny:

That's right.

Marketing office. This is Jenny Ross (A).
Good morning. This is Phil Watson (B).

I'm from RUY] Advertising (€
Can | speak to Edward Green

Let me check that. 0905 816259.

(L), please?

I’m sorry. He isn’t in the office at the moment, Mr Watson.

Yes. Can you ask him to call back as soon as possible (E)?

OK, Mr Watson. I'll give Edward Green your message.

Phil: Thank you. Goodbye.
TELEPHONING: MAKING A CALL TAKING A MESSAGE
Edward You can Dave and You can
says: say: Don say: say:
Give your  Hello, my name is My nameis. .. Offer to Can I take a Can I give him/
name Edward Green. take a message? her a message
and I'm from Bibury I'm from . .. message
company Systems.
Ask for the  Canlask who's  Whois calling,
Say who you [ would like to I'd like to speak name calling, please? please!?
want to speak to Mr Smith, to. .., please?
speak to please. Ask for the  Can I have the What is your
Can I speak to telephone number, please!  number, please’
. .., please? number
Check Just let me check  Can you repeat
information  that. that, please’
Check the 0-8-0-2- 5-4-3-
number double 7
Check the Can you spell
spelling that, please?
B-I-B-U-R-Y-
-S-Y-S-T-E-M-S
Be polite I'm afraid Phil’s ~ I'm sorry.
not in the office at
the moment. I'm afraid that
Sorry to keep you

waiting.




STARTING BUSINESS ENGLISH

WHICH IS MORE POLITE?
Choose
1 A [ want to speak to Mr Smith. 5 A What is it about?
B I would like to speak to Mr Smith, please. B Can I ask what it is about?
2 Give me the number. 6 A Yes!
B) Can I have the number, please’ B How can I help you?
3 A [I'm afraid Mr Smith isn’t in the office at 7 A I'msorry. Can you repeat that?
the moment. B What?
B Mr Smith isn’t here.
8 A Mr Smith isn’t available.
4 A Who's that? B I'm sorry. Mr Smith isn't available. Can |
B Canlask who's calling please? take a message!
SHORT FORMS
Match :
1 D'l call back later. LANGUAGE SUMMARY
Requesting
2 ifrlilfsr:g’sgle:;;o Can I talk to Phil Watson, please’ Can 1iec-o?

Can I speak to Peter?
3 I'm afraid he isn’t in

the office. Can | have the number, please?
4 You've got the Can we meet? Canwe...?
wrong number.
Rl 'd like to speak to Mr Smith, please. I'dliketo ...

5 Who's calli
O catiing I'd like to talk to Mr Smith direct.

please?

3o Responding to problems

B is I'm afraid he’s in a meeting at the moment. I’ll ring back.

C will I'm afraid his line is busy. Will you hold? Yes, Il hold.

D would Asking questions

E have Is that extension 3677 Is that..?
Are you busy?
Is Mr Smiith free later this afternoon? Is Mr Jones free..?
Does Mr Smith have a direct line? When is he free..!
Do you want to see the sales figures? Do you want to..?
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