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Introduction

TARGEYS AND  This book is aimed at students who have a professional need for
OBJECTIVES  Business English; people either in, or training for, jobs in the
business world.
More specifically, the material is relevant for learners, at post-
intermediate level or above, who need practice in developing:
Listening skills:
extracting relevant information;
structuring information;
inferring meaning from context; :
becoming accustomed to different varieties of English.
Speaking skills:
problem-solving activities;
role-plays;
discussion topics.

EEEN EERER

Advanced Business Contacts can be used as a follow-up to Early
Business Contacts and Developing Business Contacts.

It is also designed as a bridge to the Business Management
English series (Finance, Marketing, Personnel, Production and
Operations). It can also be used in conjunction with Language
Reference for Business English and The Language of Business
English.

ORGANISATION OF  There are 18 units:
MATERIAL Units 1-6  Grammatical focus
Units 7-10 Vocabulary focus
Units 11 — 14 Communication skills focus
Units 15 - 18 Management focus

Each unit consists of the following sections:

1. MANAGEMENT  This consists of a short extract or illustration designed to set the
THEMES  scene and prepare for the focus of the unit.

2. LISTENING  This section consists of a taped listening passage, accompanied by an
information task.

3. PRESENTATION  This section highlights and explains the language, skill or content
items from the listening passage.
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5. WORD STUDY  This section contains language exercises designed to develop and
extend the student’s vocabulary.
6. TRANSFER  This section contains individual, pair- or group-work activities
designed to encourage students to transfer language, skill and
content to a freer context.

7. WORD CHECK  The final section in each unit is Word Check, a short list (with
explanations) of words drawn from the listening passage and
opening extract.

Note: In the exercises, a broken line (... ) is used when one or
more words are missing; a solid line ( ) is used when only one
word is missing,

KaY SECTION The Key section contains the following material related to sections of
Units 1 —18:

2. LISTENING w tapescript of the recorded listening passage
m answers to the listening task

GLOSBARIES  Five specialist glossaries of 100 key words in each of the following
.areas:
marketing, finance, personnel, production and operations, business
management.
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To the Student

What level do I need to be?

The material is aimed at students at a post-intermediate level. It is
designed to follow on from Developing Business Contacts. It also
provides a bridge to the Business Management English series,

Can I use the materials by myself?
Yes, the materials are designed with the self-study student in mind. All
the exercises have answers in the Key section at the back of the book.

How should I use the material?
Select a unit according to your needs or interests (see Contents page).
Then go through the followmg sections:
1. MANAGEMENT ThlS 1ntroduces the toplc of the unit. Read through the extract or
THEMES study the illustration. Think about the discussion questlons

2. LisTENING {a) Make sure you clearly understand the task you have to
carry out while you listen.
(b) Listen to the passage without stopping the tape.
(c) If you need to, listen again, stopping the tape where necessary.
(d) Check your answers with the Key at the back of the book.
(e) Listen again, if your answers are different from the Key.
(f) Finally, check the tapescript at the back of the book.

Note: You may need/like to refer to the Word Check section during
this hstemng phase

3. PRESENTATION (a) Read through thls section carefully
(b) If necessary, listen again to the tape to see how the points are
illustrated.

4. CONTROLLED (a) Complete the exercises.
PRACTICE (b) Check your answers with the Key.

() If your answers are wrong, look agam at the Presentation section.

5. WorD srupy Tl‘llS section aims to develop and extend your active vocabulary
Complete the exerc1se(s) then check your answers with the Key

6. TRANSFER You w111 need a colleague or frrend to complete thrs section. If you
can carry out the task, try recording yourself and then listen to your
performance

7. WORD CHECK Refer to thlS section whenever you need to.

Note: In the exercises, a broken line (.............. ) is used when one or
more words are missing; a solid line ( ) is used when only one
word is missing.
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1. MANAGEMENTY
THEMES

1. As a complete business English course (40-60 hours).

. 2. As supplementary material to a General English course.

3. As a self-study pack to warm up for or follow up a business
English course.

The units are not graded. Teachers may, therefore, select according to:
1. Topic.
2. Language/Skill area (see Contents page).

At the beginning of each unit there is an introductory text or
illustration. This is designed to set the scene for the unit and warm up
the students with some preliminary discussion questions.

The major input for the unit is provided on the accompanying audio-
cassette (see tapescripts at the back of the book). There is always an
information transfer task that accompanies the listening. Follow this
procedure:

(a) Prepare the students for the task (sometimes you may want to
teach some of the vocabulary in the Word Check section
beforehand).

(b) Play the tape right through without stopping.

(c) Check how the students have managed with the information
transfer task (see the Key).

(d) If they have had difficulties, play the tape again, stopping at
appropriate places.

(e) Check their answers with the Key.

(f) Play the tape one final time (sometimes it is useful to get them to
follow it on the tapescript — subsequent work can then be done on
pronunciation).

(a) Get your students to read through the Presentation section.
(b) If necessary, supply further examples and explanation.
(c) Use the tapescript to supply further examples from the listening

passage.

(a) Ask the students to complete the exercises and then check their
answers with the Key.
(b) Advise on alternative answers.



7. WORD CHECK

The Word Study section focuses on words drawn from the
listening passage or the opening reading extract.

These activities are designed to encourage speaking.
Where pair-work is involved:

(a) Divide the class into pairs.

(b) Assign roles (student A and B) — make sure they only look at
their own roles. (Student B: see Key.)

(c) Monitor the pairs while they carry out their activities, prompting
certain items, if necessary.

(d) Give them feedback on language accuracy or communication
skills, as appropriate.

These words are taken from the opening Management Theme and the
listening passage. The section can be referred to at any time during
the unit.
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