S E SR IB I

MU = LU FPT SN N — 1 e

F  Sarah Jones-Macziola and Greg White % }

: B 5 ¥ 2 & kO
CAMBRIDGE I3 ;
UNIVERSITY PRESS e 8 B M #t




3877350

BEC 1 Hi{ 45

S E B R1IBHIE

= aga =S )

(33 Sarah Jones-Macziola and Greg White &

S emanrnen . 7 i.

2&455!3%&1##1: R\ AR, P E KRR 1T
Licensed edition for Qe People’s Republic
of China only. Not for export elsewhere.

A

121 -44

gy 2
%L r- -

P B h oA
1996 & » bR



BEC 1 Hi{ 45

S E B R1IBHIE

S HHP

(33 Sarah Jones-Macziola and Greg White &

r_ A A ) A A A
A RHEENHARY BHTE. ZPEXEEHEERST
Licensed edition for waka “n People’s Republic
of China only. Not for export elsewhere.

A

P B h oA
1996 & » bR



ﬂiﬁ%
*#:&@Jﬁk’##iﬂ§ﬁ"‘ﬁl BRXHBH K P L 3‘5‘%#} BEC I ﬁﬁgﬁ%ﬁﬁ]ﬁk
2 AR E R Y B PO AL A 7 P E KRR &R ENK'E&}&*{S‘L?F@U.L
E@Rﬁ%ﬂihiﬁﬁ)‘(ﬂﬂﬁﬂ%ﬁwyﬁﬁﬁ\%.

‘© Cambridge University Press 1993

ﬂﬁﬁﬁaﬂﬁﬁﬂﬁﬁﬂﬁﬂ
() Sarah Jones-Macziola and Greg White 3

SR HEH HIRRTT
(AREHMHEFEILE 4 5)
 FEREH
bR 55 LS BN R ERR

787X1092 2k 16 FEK 8.5 Ik 220 T
1994 £ 2 A4LRI5R 1 [K + 1996 4F 4 A3 6 WEIRY
ISBN7—5080—0392—6/G + 436

SEfffa18-00 78

AR ER

W% HMES BEC) % AR A X IR AL H RERSRE HERBLRDLRDHNB
AR, SR EE DR EE S ARG ), VERELE 0 MRTLERF. dofxy
B R BECEH T2 & RBWHIT S HREIMDIEITAZ 370 L0, T I 5 2 2578 88
HRBAEAES .

FRABRAFALERE R LAERYES R L0124 BEC % REEHH . BEIFAY
AL BV AR 2% ke AT, A A 7 o R TR 8 M AE AT 3 M B B R A8 B b3k
& RIS X S IRF KR 5 E DR,

B REENMAEE XE R 2152 8 BEC 1% 403 I HH JEH45 X Getting Ahead )
(Learner's Book). BHMAMEMFHEHNENFE MATESES ADERAE HEEE
B EHES XA BEHM SRR SRR RIS B B EFTRONE T WHEAOR
B, X IBERBHE HFAMBED T EANHS MR, LHREK 50~70 MBHIZH .2 16
A BRI BT S B RS B AORER RIS, £5RSM BEC HA3E R 2
EHM P RIS TR K2 L R — B BIFE 0 — A8 T HHR

FUHRBELDZFERSE AHAREHSEHES 0. X AEREETAT—REE
EIROEEFHNEUE. T RERHEBPFT G



Contents

Unit 1 Introductions and greetings 4
1.1 Introducing yeurself
1.2 Saying where you're from
1.3 Introducing other people

Unit 2 Occupations 10
2.1 Saying what you do
2.2 Telephoning
2.3 Finding out information about people

Unit 3 Companies 16
3.1 Describing a company
3.2 Talking about types of business
3.3 Finding the perfect partner

Unit 4 The place of work 22
4.1 Giving directions
4.2 Talking about departments
4.3 Taking a message

Unit 5 Revision and consolidation 28

Unit 6 Day-to-day work 32
6.1 Talking about your work
6.2 Describing routines
6.3 Likes and dislikes

Unit 7 The working environment 38
7.1 Asking people to do things
7.2 Talking about stress
7.3 Giving advice

Unit8 Plans 44
8.1 Discussing arrangements
8.2 Making appointments
8.3 Planning a trip

Unit 9 Visits and travel 50
9.1 Talking to a visitor
9.2 Attending business events
9.3 Reserving a hotel room

Unit 10 Revision and consolidation 56

Unit 11 Work history &0
11.1 Finding someone a job
11.2 Talking about your career
11.3 Describing your first job

Unit 12 Fairs and sales 66
12.1 Finding out about a trade fair
12.2 Talking about products
12.3 Placing an order

Unit 13 Product description 72
13.1 Comparing products
13.2 Saying what'’s best
13.3 Making suggestions

Unit 14 Entertaining 78
14.1 Taking a guest to dinner
14.2 Making invitations
14.3 Describing food

Unit 15 Revision and consolidation 84

Unit 16 Firms and factories 88
16.1 Visiting a factory
16.2 Saying what you‘ve done
16.3 The company report

Unit 17 The Business Pleasure Trip 94
17.1 Finding out about a city
17.2 Making offers
17.3 Thanking

Unit 18 Problems, problems 100
18.1 Dealing with problems
18.2 Complaining and apologizing
18.3 Finding a solution

Unit 19 Future trends 106
19.1 Making predictions
19.2 Talking about the future
19.3 Changing the way we work

Unit 20 Revision and consolidation 112

Files 116
Tapescripts 123
Wordlist with phonetic transcription 131



Introductions and greetings

1.1 Introducing yourself

A What do you do when you meet someone for the first time?

What do people do in different countries?

B [@ Listen to these introductions.

Good morning. My name’s
Tessa Saunders. )

Now introduce yourself to someone else.



C Mr Robinson comes to your company. You don’t know him.
Listen to these conversations.

D Study these examples.

I'm Manoaendmi

Is your name Napton? its

Complete these three conversations. Then practise them.

A: Excuse me, is ...V A name Marriot?
- "
B: No, it 1‘:!‘+ .................... M) ........ name’s Crossman.
unar

A: Oh, I'm sorry, Ms Crossman.

C: Excuse me, /:\’1'2, , LVXWL

................. Mike Watson?
D: Yes, 1 el
C: ... I/M., ....... Roger Miller. Pleased to meet you.
E EKCW"@ ................ WL ., are you Mr Nawab?
F: No, ... ,I/Wv ..................... Y‘O"L ...... I’'m Mohamed Farique.
E: Oh, ... ..I/m .................. SYC‘), Mr Farique.




1.2 Saying where you‘re from

A Look at the advertisement. Do you know where these cities are?

London Sao Paulo Sir;gapore

Tkz, name O‘f ONE NETWORK FOR WORLDWIDE COVERAGE
. TH N
d?ﬁeren+ crwhies IS IS THE VIP BANKING GROUP

. The VIP banking group is one of Europe’s leading banks with over 800 branches in Italy and
W\d (lfﬁewh‘}' branches and offices in New York, London, Paris, Frankfurt, Brussels, Moscow, Madrid,
NS Tokyo, Singapore, Cairo, Sydney, Sdo Paulo and Peking. At VIP we guarantee clients excellent
CA'h% banking facilities and can offer a full range of financial and insurance services worldwide.
There is always a VIP office open somewhere in the world ready to offer first class service.

1 VIP has an office or branch in these countries. Is this true [T] or false [F|?

1Brazil [T] 4 Belgium | ] 7 Argentina [ )
2 Russia [T} S5Korea | | 8 Egypt [ ]
3 Mexico [ ] 6 Spain [ ] 9 China [ ]

2 VIP also has an office or branch in:

1LHOA........omuse D s ; S SRR



8 VIP has a conference each year. Listen to the five short conversations

and match the name to the branch.

Listen again. What do the people say?

GREETING RESPONSE

1 How are you?

NAME BRANCH

1 Anopow [ ] Brussels
2 Braun [ ] Frankfurt
3 Brown [ ] Peking

4 Santos [ ] Paris

5 Girardin [ ] Sdo Paulo
6 Le Grand [ 1] Moscow
7 Pousset [ ] Paris

8 Yin [ ] New York

3 How do you do?

4 Nice to see you again.

e

Listen and mark the stress.
1 How do you do?

2 Nice to see you again.

3 Pleased to meet you.

4 Hello, how are you?

Practise saying these sentences.




1.3 Introducing other people

A Read the dialogue and then listen to the recording. Is it the same?

Alice: Hello, Giovanni. Good to see you again. How are you?
Giovanni: Just fine, fine. And you?
Alice: Oh, not too bad. Giovanni, do you know Bryan Turner?
Bryan, this is Giovanni Toncini. He’s from Italy. He works in Rome.
Bryan: Pleased to meet you, Mr Toncini.

Giovanni: Please, call me Giovanni.
Bryan: And I’'m Bryan.

Alice: Have a seat, Giovanni.
Giovanni: Thank you.
Alice: How about some coffee? Giovanni?

Giovanni: Yes, please. Black with sugar, please.

B Introduce your partner to someone else.

= 2

This is Me Marcharski.
She's from Germal

I'd like to introduce
Mr Kwon. He's from
Singapore. He works
in the main branch.




€ Match the phrases with a suitable response.

1 Bye. A That’s all right. Goodbye.
2 Have a nice weekend. B Thank you. You too.
3 Nice to talk to you. C See you on Friday.

4 Goodbye and thank you for your help. D It was nice talking to you, too.

Monday
Tuesday

Wednesday

Friday

[=2J Listen and check your answers. Then practise the
conversations with a partner.

=

CRATVLTIoNs To ABERT ©
ON His mmmil::m -

OF FAITHFUL SERVIS
{oj Hfel™




Occupations
[k pei

2.1 Saying what you do

0=0 . ' .
A =) Listen. Is it Robert Brown or George Braun?
Tt o tost TR

A I’m an accountant. D I work in the export department.
B I'm a secretary .« E I’m an engineer¥
C I’'m a sales clerk.x F I'm the Marketing Manager.

Is your profession or job here? If not, what is your profession or job in English?
Find out about the others like this:

What do you do?
I’main) ...

[work in . .



C

@ Listen and mark the stress.

accountant
export
secretary
engineer
marketing

bWk —

Look at the jobs in the box. Which people are:

professional and technical workers?
administrative workers?
clerical and office workers?

aecwrrmt ;ecretary Iawyer

(=) Listen to someone talking about the workforce in Singapore. Check your answers.

Listen again and fill in the percentages on the pie chart.

- Other (. .5?(2%& iy

Administrative (......%




2.2 Telephoning

A Listen to Richard Lampl on the phone. How many people does he talk to?
Who does he want to talk to?

B Say the names of these companies.

Q

B

|||
e
RH]
IIn'
ol
[

What other companies have names like this?




€ Notice what you say when something is not clear.

Car you spell that, please?
How do you spell that?

Can you repeat that, pleases
Can you say that again, please? .

Practise spelling people’s names. Student A looks at File 1 on page 117
and Student B looks at File 2 on page 121.

D Practise this dialogue with a partner.

ATET.
My name's from (company).
This is (name).

Sorry what's your name please?

7 who's speaking please?

(Repeat your name. Spell it.)
I'd like to speak to ... (person).
Can lspeakto..? i

Nz

Ju;t a moment, please.
Hold the line, please.

/

Thank you.
Thanks.



2.3 Finding out information about people

A In many countries it is essential to have a business card. You give the card to vour
business partner and he or she can see the name of your company as well as address
and telephone and telefax numbers. The card also lets your partner know your
position in the company or your occupation.

B What information is missing on these business cards? What questions can you ask
to find out the information?

Fo=a)

=73 Now listen and fill in the business cards.

Listen again. What questions do the people ask?

Now practise the conversations.



€ Study these telephone numbers.

320112 threetwo oh _ doizbiéoh‘eﬁé-" i
3823 4266 three eight two three  four two double six

Listen to these telephone numbers and say them.

1 545760 6 854166
2 485255 7 322752
3 6131002 8 5530067
4 348 1991 9 757 3658
S 6844521 10 605 7331

D Work in pairs. You need information about some people. Student A looks at File 3
on page 122 and Student B looks at File 4 on page 118.

‘...that's it, Thomas. I'm now officially on holiday.’




