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Introduction

English for Business is a four-skill course designed to build both fluency and accuracy in
tertiary students enrolled in business programs. By setting language activities in the context
of their future professional lives, it motivates learners to develop the language skills they will
need for success in their careers.

Program components
w  Student Book
= Teacher’s Resource Book
= Audio CD

Organization of the Student Book
The five units of the English for Business Student Book focus on five fundamental areas of
business:

® Making your way: making career choices, preparing a resume, applying for a job,
job interviews

= Selling is what it's all about: jobs in sales, sales techniques, analyzing sales data,
dealing with customers, dealing with complaints, e-commerce

= Marketing the product: advertising,” brands, market research, marketing
strategies, marketing life cycles

= Financial Matters: personal expenses, bank accounts, managing expenses,
economic issues, investments

= Global Concerns: cultural issues, corporate culture, changes in the workplace,
global perspectives

Every unit contains six two-page lessons, integrating the four language skills and reviewing
and extending grammar points that students have previously studied. For every unit, there
are a number of listening activities, reading passages, and writing activities. Students have
numerous opportunities to practice and improve their communication skills, including role
plays, pair and group discussions, and whole-class speaking activities. Every unit culminates
in @ Team Project, in which groups utilize their ideas and language skills together to produce
a tangible product such as a dossier, a report, or a multimedia presentation.




Contents of this Teacher’s Resource Book

This Teacher's Resource Book contains everything you will need to successfully teach
English for Business and adapt it to the specific classroom needs of your students.

For each unit of the Student Book, you will find the following:

= Detailed teaching notes for each lesson. Instructions are given for presenting
every activity in the classroom, and answer keys are provided following each
activity, for easy reference.

w An Additional Activity for each lesson, giving further practice in objectiveé
from the lesson.

w  Reading texts plus activities in the Reading Resources, related to the theme
of the unit.

= Two writing activities in the Writing Resources, designed to build and
reinforce students' skills at the paragraph level. Among the objectives
practiced are generating and organizing ideas, writing topic sentences, and
paragraph unity. In addition to single paragraphs, these tasks give practice in
useful writing formats such as articles, reports, advertisements, essays,
material for manuals, etc.

= Teaching notes for the Extra Activities, Writing Resources, and Reading
Resources incorporated into the unit notes, in the suggested place for each
activity in the unit sequence.

= A two-page Unit Test, along with role cards and a script for assessmg
students' listening and speaking ability.

= Complete audio scripts of the listening contexts in the student Book are
pro.ided at the end of the book.

Unit Tests
Each Unit Test checks understanding and mastery of the grammar, lexis, and language
" nctions presented in the corresponding unit. Each test follows the same sequence:

= The first four to six exercises cover grammar and lexis in a variety of exercise
formats including matching, error identification, multiple choice, etc.

= The next section, consisting of one or two exercises, covers listening, with a
script provided for the teacher to read aloud.

= The final exercise is an optional speaking activity that tests fluency and the
use of appropriate language through a role-play activity for pairs. Role cards
are provided.

With the speaking section included, the test comprises 50 points. Without the
speaking section, the test comprises 35 points.

The purpose of this book is to empower business students with the language and life skills
they need to carry out their career goals. To this end, it provides ample opportunities for
students to build awareness of and practice in language in real-ife scenarios. lts
integrated skills approach develops students’ self-confidence to survive and succeed in
professional and social encounters within an English-speaking global community.
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Unit 1

[ |
Making your way

Objectives

Language skills: discussing and evaluating ideas, listening and reading for specific information,
understanding vocabulary in context, listening to and understanding a telephone conversation, listening and
taking notes, identifying key ideas in a text, summarizing information, reading for the general idea, identifying
formal and informal registers

Functions: making suggestions and recommendations, expressing opinions, giving reasons
Grammar: verb / noun collocations, phrasal verbs with fill, modals for obligation, recommendation,
etc., connectors, phrases with make or do

Lesson 1 Time to make a decision SB Pages 2-3

This lesson deals with the subject of career choices and how to go about finding a job. It includes discussion
activities, listening comprehension activities, and reading comprehension activities. The listening activity presents
suggestions for finding a job and vocabulary. The reading activity focuses on job ads and leads into vocabulary
practice. The lessons finishes with a discussion activity in which students share and compare opinions.

® With books closed, ask students to share information about people they know who are looking for a job or who
just found work. Invite them to talk about what the people they know did / are doing to find a job.

® Have students open their books. Read aloud the suggestions. Then organize students into pairs and have them
discuss which suggestions they agree with and why.

® In a whole-class discussion, invite students to share and explain their opinions.

® Ask students to look at the photograph. Elicit that the two people are students and that they are talking about
job hunting. Have students listen to the conversation once through without making any notes.

® Ask students to read the list of ideas in their books. Then have them listen to the conversation again and
check the suggestions that are mentioned. Check answers.

® Invite students to comment on the relative merits of the suggestions in the list.

Answers

think about your specific interest in business, identify strengths and weaknesses in the area of
business, look at some ads and see what is available, consult with different companies and find out
what is required in each department, visit the college counselor and discuss

® Read aloud the sentence openers in the box. Elicit or point out that all of these phrases can be used to make a
suggestion. Choose one of the phrases and read it aloud again. Elicit ways of finishing the sentence with
appropriate suggestions about how to start looking for a job.

® Arrange students in pairs and have them take turns making suggestions using the phrases in the box plus any
other suitable phrases they know.

® Finish up the activity by asking pairs of students to share their ideas with the rest of the class.

® Ask students to look at the texts. Elicit that they are job ads. (If necessary, clarify that ad is an abbreviation
of advertisement.) Ask students where ads like this are typically found.

® Ask students to read through the ads in silence. Then read aloud the instructions and have students read the
ads again and underline the skills and qualifications that are needed for each job.

® Point out to students that highlighting key information about skills and qualifications is a useful procedure to
follow when comparing ads for different jobs. Check answers.

Unit 1



Answers

Secretary / Receptionist Skills: proficiency in MS office, good interpersonal skills, good telephone manners
Qualifications: diploma from a recognized business school

Accounts Manager Skills: take responsibility for existing accounts, develop new business

Qualifications: graduate, proven ability in accounting

Sales Representative Skills: enjoy all aspects of sales, ability to work in a team, strong interest in client
Qualifications: none needed

E ® Read aloud the first question and elicit the correct answer.

= Then have students work alone or in pairs answering the rest of the questions. Check answers.

Answers ‘

1. A diploma from a recognized business school. 2. Responsibility for a number of key existing accounts
and the development of new business. 3. Experience not a necessity. 4. No, but it is preferable. 5. The
on-the-job training and the commission on car sales.

® Read aloud the first sentence and elicit the correct answer, making clear to students that the missing word
can be found in one of the three job ads.
® Then have students work alone or in pairs completing the rest of the exercise. Check answers.

® At this point, review any doubts that students may have regarding items of vocabulary in the job ads. Explain,
for example, that remuneration is a formal word meaning one’s pay or salary.

Answers
1. negotiable 2. essential 3. advantage 4. necessary

® Organize students into pairs and have them discuss and compare the relative merits of the three jobs
advertised in the ads. Remind students that some of the reading comprehension questions mention advantages
that some of the jobs offer.

m Ask pairs of students to get together in groups of four and have them share and discuss their ideas. Then open
up the discussion for the whole class.

Addicional Activity 1.1 page 72; SB page 75

Answers

1 1. qualifications 2. salary 3. duties 4. candidate 5. negotiable 6. benefits 7. skills 8. experience
8. recruitment agency 10. counselor
2 Answers will vary.

i Y

Writing Resource 1A | page 97; SB page 102

i

In this activity, students write a job advertisement similar to the ones in Lesson 1. They will select one of the
posts to write about. In their ads, they include the qualifications, skills, and experience required for the job
along with the duties and responsibilities that the job involves.

Lesson 1




Lesson 2 Following through SB Pages 4-5

In this lesson, students look at some of the practical steps that they can take
when looking for a job. They complete, listen to, and then practice a telephone
conversation. Students then study language commonly used in resumes and then
they listen to the advice of a career counselor: The lesson ends with a discussion
activity in which students share and compare opinions.

= With books closed, ask students if they can recall the conversation they listened to in the previous lesson
between Martha and John. Remind students that one of the things that they decided to do was to call to make
an appointment to speak with the college career counselor.

& Ask students to open their books. Read aloud the discussion questions. Then organize students into pairs or small
groups to discuss them. Finally, open up the discussion for the whole class.

® Direct students’ attention to the photograph and the telephone conversation. Elicit or point out that the
photograph shows Mrs. Mills’ personal assistant (PA).

® Read aloud the opening exchange between Martha and the PA. Then have students work alone or in pairs reading
and completing the rest of the conversation using the expressions in the box.

® Ask students to listen to the audio to check their answers.

= Draw to their attention the use of indirect questions such as Can I ask why you are calling? and May I ask
who is calling? Ask students to say how they would ask for this same information using simple, direct questions
(Why are you calling? Who is calling?) and then talk about the differences between the two forms. Elicit or
point out that the indirect question form is more formal and polite.

Answers
Toave b3 erdia 5 ¢

® Organize students into pairs and have them practice the completed conversation. Make sure each student
takes a turn doing each of roles.

= Invite pairs of students to present the conversation for the rest of the class.

= With books closed, ask students what a resume is. Elicit or explain that the word comes from the French verb
resumer, which means to summarize, and point out that the word is sometimes spelled »ésumé. Also, elicit or
explain, that another (British English) term for resume is curriculum vitae (or C.V.), an expression from Latin
meaning “the course of one’s life”.

™ Ask students to open their books and to look at the words and phrases in the box. Then direct students’ attention
to the chart below where expressions are sorted into different categories. Read aloud the first item in the box
and have students say which category they think it belongs in.

® Then have students work alone or in pairs sorting the remaining words and phrases into the correct categories.
Check answers. '



:

Answers
personality: efficient, hard-working, independent

skills: familiar with Microsoft Office, competent in conversational Spanish, fluent in French, knowledge

of the Internet
qualifications: high school diploma, diploma in computer science, B.A.
hobbies / interests: swimming, theater and film

® Remind students about Mrs. Mills, the college counselor whom Martha made an appointment to see. Elicit ideas
about what a college counselor does and how a college counselor can help students start to look for work.

® Ask students to listen to the audio once through without making any notes. Then, draw their attention to the

incomplete notes to the right. Have students listen again and complete the notes. Remind students to write
just key words and phrases. Check answers.

Answers

Looking for a job: . . . training and qualifications

Business: . .. particular strengths and what you do not enjoy doing

Human Resources: . . . match person with position, recruitment, staff development, welfare, motivation
Sales & Marketing: . . . focus on convincing the customer to buy

Finances: . . . calculating expenses, profits, salaries, investment

# Read aloud the instructions. Then give students some “thinking time” and have them make notes about the

qualifications, skills, and personality traits that are required or that are particularly important in their chosen job.

% Read aloud the sample text in the notebook paper. Then draw students’ attention to the phrases that can be used for

expressing opinions or for giving reasons. Elicit additional phrases.

# Organize students in pairs and have them share, compare, and discuss their ideas from the previous activity.
Encourage them to use the language in the chart.

® Finally, open up the topic for a whole-class discussion. Encourage comment and debate.

Additional Activity 1.2 page 72; SB page 77

Answers
1= 0 2 - 8. a“4'c bbb B ¢ 7. s

Reading Resource 1A page 87; SB page 92

This reading is about two young graduates who turn their own job hunt into a job. Students answer various
comprehension questions and use contextual clues to understand idiomatic expressions featured in the text.

Answers

A Answers will vary,

B 1. Dave Rosen and Alan Bailey graduated two years ago after . . . 2. Using their knowledge of
business and their computer skills, . . . 3. They felt a bit disheartened and even thought about calling

it a day. ‘4. Soon after launching the site, they were pleasantly surprised to receive . . .

€ 1. with flying colors 2. a dog's breakfast 3. like hot cakes 4. take matters into their own hands 5.
calling it a day 6. have it made 7. make a go of it 8. off the ground 9. an uphill struggle 10. kicking
our heels

Lesson 2




Lesson 3 Filling out forms SB Pages 6-7

This lesson is about another important aspect of job-hunting, namely, filling
out forms. Students work with some high-frequency collocations of verbs with
noun phrases before completing a gap fill reading activity. They then focus on
phrasal verbs derived from the verb to fill. The lesson ends with a listening
comprehension exercise and a discussion activity.

® With books closed, elicit verbs that are frequently used with the noun application, ie. an application for a
job. Ask: What does a person looking for a job do with an application? What does a company do
with applications? Try to elicit verbs like make, submit, receive, process, etc.

® Ask students to open their books and have them read the instructions and the examples carefully. If necessary,
explain briefly the idea of collocations — words that are often used together in relatively fixed combinations.

® Organize students into pairs and have them combine the verbs from box A with the noun phrases from box B
to produce appropriate collocations. Check and discuss answers.

Answers

make decisions, proofread your application, short-list candidates, submit your application, apply for a
job, fill out the application form, follow instructions, follow the same steps, leave a section blank, list
your abilities and skills, list your most recent jobs

® Draw students’ attention to the photograph. Elicit or point out that the young woman is filling out an application form
for a job. Then have students skim through the text quickly to grasp a general idea of its contents.

™ Ask students to read the text again, more carefully this time, and to complete each space with the correct word.
Point out that the words they need in order to complete the text all come from the previous exercise. Check answers.

Answers
1. apply 2. submit 3. short-list 4. list 5. fill out &. follow 7. leave 8. apply

® Ask students to work alone summarizing the two ideas in the notes with just the key information.

= Then have students compare and discuss their answers in pairs. Check students’ answers.

® Finally, invite students to comment on the information in the text and encourage them to offer additional ideas
or suggestions.

Answers ~
Makes comparison between candidates easier, Makes it easier to short-list candidates
Read the form carefully, Answer each question honestly and accurately

= With books closed, ask students what they know about phrasal verbs. Elicit or clarify that a phrasal verb is a
compound verb made up of a base verb combined with a particle, which is usually a preposition but can also be an
adverb. Discuss the fact that the meaning of a phrasal verb cannot always be deduced from the meaning of the
individual words from which it is formed. Elicit some examples of phrasal verbs.

= Ask students to open their books and to read the first sentence. Elicit the correct answer. Then have students
work alone or in pairs completing the remaining sentences with up or in. Check answers.

Answers
1.in 2. up 3.in 4. up



# Referring to the answers of the previous exercise, draw to students’ attention the fact that there are a number of
phrasal verbs that have more than one meaning. Also, remind students that not all phrasal verbs “behave” the
same way. For example, some have no object, some can be divided by an object or an object pronoun while others
cannot. Read aloud the first item from the list on the left and elicit the correct definition.

® Then ask students to work alone or in pairs completing the rest of the exercise.’

® Check answers and focus students’ attention on the small but significant difference between the meaning of,
for example, to fill up with an object compared with to fill up without an object.

Answers
102 d 3 c 4 a

= Read aloud the first sentence and elicit the phrasal verb based on fo fill that best completes it.
= Then have students work alone or in pairs completing the remaining sentences with the correct forms of the
correct phrasal verbs. Point out to students that it may be necessary to make changes to the verb tense of
the phrasal verb. Check answers. At this point, it may be useful to mention that in British English, people
typically /i in rather than fill out an application form or other types of official forms.

Answers
1. fill him in 2. fills up 3. fill in 4. filled up 5. fill in

m ® Provide students with some examples of common phrasal verbs that have more than one meaning, for example,
to take off. This can mean to remove, &s in I took off my jacket. or it can mean to leave the ground, as in
The plane took off.
= Encourage students to observe the use of phrasal verbs in texts that they read inside and outside class and to
keep notes of the meaning (or meanings) of each one and how the verbs are used.

@ = With books closed, remind students of the listening material they worked on in the previous lesson in which Mrs.
o Mills gave Martha and John some advice. Focus students’ attention on the idea of strengths and weaknesses, which
T4 Mrs. Mills touched upon in her talk. Elicit or make clear the idea that these two words express contrasting ideas.
m With books still closed, have students listen to the conversation once all the way through for the general idea. Then
ask students to open their books. Have them listen again and complete the table with notes about Martha and
John’s respective strengths and weaknesses. Ask students to compare their answers with those of a classmate.
Then check answers as a whole class.

Answers
John's Strengths: good at networking, good with people Weaknesses: organizational skills, lazy
Martha’s Strengths: organizational skills, drive and enthusiasm Weaknesses: impatient

® Organize students into pairs and have them share ideas about their respective strengths and weaknesses.
Encourage students to think of ways of presenting weaknesses or deficiencies in such a way as to make them
sound less serious.

® Invite students to discuss this topic as a whole class.

s

~ % Additional Activity 1.3 l page 73; SB page 78'

Answers
1. 1. out 2. in 3. infout 4. for 5. at 6. up 7. up 8. down 9. about 10. in
2. Answers will vary.

Lesson 3




Lesson 4 Preparing your resume SB Pages 8-9

In this lesson, students look more closely at how to prepare a good resume and
what to include in it. The lesson begins with discussion, reading, and listening
activities. The language focus for the speaking activity is on phrases—in particulan,
sentence openers—that are used for giving advice and for making
recommendations. Students then read the resumes of two applicants for a job and
evaluate the strengths and weaknesses of each candidate. Students then listen to
a conversation and take notes of key ideas before writing their own resumes.

= With books closed, remind students of what they discussed in Lesson 2 regarding resumes. Invite students to
share ideas and comments about resumes. Ask them if they or anyone they know have ever prepared a resume.

® Ask students to open their books and to read the statements about preparing a resume. Working alone, have
them read the suggestions and write whether they agree or disagree with each one. Then organize students in
pairs and have them compare and discuss their answers. Open up the discussion for the whole class.

= With the whole class, discuss the importance of planning and preparing a resume carefully. Then ask students
to work alone reading the steps and numbering them in the best order.

® In pairs, have students compare and discuss their answers. Then check answers with the whole class. At this
point, deal with any questions that students may have regarding vocabulary items.

Answers
auB 2.4 8

= With books closed, elicit ideas about the activities and responsibilities of a human resources manager. Then tell
students that they are going to hear a human resources manager giving some advice about what to include in
a resume.

® With books still closed, have students listen to the audio once all the way through for the general idea.

® Ask students to open their books and to read through the list of items. Then ask students to listen again and
to check the items that they think should be included and to place a cross next to the ones that they think
should not be included. Check answers.

Answers
To be included: address, education, references . e-mail, experience, interests, volunteer work

EI ® Draw students’ attention to the expressions in the box. Review and discuss the various ways of making

=l unit 1

suggestions and recommendations. Make sure that students understand that “not have to” is used for talking
about things that are optional rather than obligatory.

= Arrange students in pairs and have them take turns summarizing the advice offered by the human resources
manager in the audio. Encourage students to experiment with language using the phrases in the box to express
the human resources manager’s points in their own words.



c@

T-6

® With books closed, elicit places where job advertisements are commonly found. Write a list of students’ suggestions
on the board. Then elicit ideas about the sort of information that is typically included in a job advertisement.

® First, have students read through just the job ad. Then invite observation and comment about the job.
Encourage students to say what they think the ]Ob would involve.

m Then direct students’ attention to the two resumes below. Have them consnder each candidate’s strengths
and weaknesses and try to decide which of the two they consider to be better suited to the job advertised.

= Have students compare and discuss their choices in pairs.

® With books closed, start a discussion about what students think happens to a person’s resume once it has
been received by a company. Ask: Who reads the resumes? Which people make decisions about hiring?
How do they come to a decision?

m With books still closed, tell students that they are going to hear two people discussing the relative merits of
the two applicants from the previous exercise. Have students listen to the conversation once through for the
general idea.

® Ask students to open their books and to look at the notes in the chart. Have them listen to the audio again and
check the positive points that are mentioned about each of the two candidates. Check and discuss answers.

Answers
Applicant 1: years of experience, range of responsibilities
Applicant 2: overall qualifications, experience related to finance

= Review the ideas and advice offered in this lesson about preparing a resume. Refer students back to previous
exercises and elicit ideas about what information should and should not be included in a resume and in what order.

= Then have students work alone drafting their own resumes. After that, encourage students to work in pairs reading
through each other’s work and suggesting corrections, additions, deletions, and any other improvements.

m If students are comfortable with the idea, their resumes can be.collected in a class dossier or they can be
displayed around the walls of the classroom.

Additional Activity 1.4 page 73; SB page 78

Answers

1. 1. Personal characteristics 2. Education 3. Skills 4. Experience 5. Extracurricular
2. Answers will vary.

Lesson q



Lesson 5 Sending it all off | SB Pages 10-11

This lesson covers another important step in the job-hunting process, the
cover letter that accompanies . an application for a job. Students begin by
considering the important matter of formal and informal registers both in
spoken and in written English. Students then focus on the use of connectors
to add cohesiveness to their writing. The lesson ends with a listening task on
the subject of e-mail etiquette and a writing activity.

E ® With books closed, introduce and explore the topic of formal and informal registers in speech, both in English
and in the students’ first language. Elicit observation and comment about the various ways that they address
people of different ages, of different social backgrounds, etc. Encourage students to give examples from their
own language to illustrate the appropriate use of a formal register in a given situation.

® Ask students to open their books and to read through the statements. Read aloud the first statement and ask:
Is this formal or informal? Then ask: When is it appropriate to talk in this way? When is it
inappropriate? Have students work in pairs deciding which of the statements are examples of more formal
speech and which exhibit informal speech. Then, considering each statement in turn, have students think of
situations when a given statement would be appropriate or inappropriate.

m ® With books closed, ask students what a cover letter is. Elicit ideas about why an application form should be
accompanied by a cover letter and ask for suggestions about the content of a cover letter. Also, discuss the
fact that cover letters are written in a formal register and ask students to say why this is so.

= Ask students to open their books and to read through the short texts. Elicit or clarify that these sentences
come from two cover letters. Have students work alone reading the cover letter excerpts and labeling each
one formal or informal according to the register that the writer used.

® Organize students into pairs and have them compare and discuss their answers to the previous exercise.

= Check answers with the whole class and then ask students to make notes about the features (vocabulary,
grammatical structures, tone) that make the informal excerpts inappropriate for a cover letter.

® To finish this section, write some of the informal sentences from the mixed up cover letters on the board and
invite individual students to come to the front and to rewrite the sentences in a more formal, more
appropriate register. Encourage other students to comment on the changes.

Answers
1. informal 2. formal 3. formal 4. informal 5. informal 6. formal 7. formal 8. informal

m ® With books closed, remind students about the excerpts from the cover letters on the previous page. Focus
their attention in particular on the excerpts that were written in a formal register. Now see if students can
remember anything about the content of those excerpts. If they are stuck for ideas, read aloud the formal
register excerpts from the text. Elicit ideas about what information should be included in a cover letter.

® Tell students that so far they have looked at the degree of formality a cover letter should exhibit and what
information it should contain. Now explain that a third — and very important — characteristic of a good
cover letter is the clarity with which it is written. Point out that an employer is unlikely to call a candidate
whose cover letter is confusing and difficult to read for an interview even if that candidate’s resume is very
good. Explain to students that the following exercise focuses on words called connectors, which are the linking
words which give a piece of writing cohesiveness and clarity.




= Ask students to open their books and to read the four sentences. Point out that each of the underlined words
performs a very important function in its sentence, a function that adds meaning and clarity. Read aloud the
first sentence and have students say what function the underlined word performs. Then have students work
alone or in pairs completing the rest of the exercise. Check answers. i

Answers
1. offer additional information 2. show a time relationship 3. contrast two ideas 4. provide a reason

@ E ® With books closed, discuss the phenomenal growth and development of e-mail over the last few years. Ask
cD students about their own e-mail use. Ask them what they use e-mail for, how often they send and receive e-
¥ mails, etc. Ask also about the register that they adopt when writing e-mails. Is it formal or informal?
® Discuss the fact that many transactions that formerly involved paper documents that had to be sent through
the traditional postal service are now carried out electronically. Elicit examples. Also, elicit or point out that
many companies now place job advertisements online and applicants can fill out online application forms or
apply for jobs via e-mail.
® Tell students that they are going to listen to a teacher giving some advice on e-mail etiquette (etiquette = the
formal rules of social behavior). Ask students to listen to the audio once through for the general idea.
® Then ask students to open their books and to read the sentences. Have them listen again and mark each
sentence as a Do or a Don t. Check answers. Encourage students to comment on what they heard and to add
any other rules about e-mail etiquette.

Answers
1. Don’t 2. Don't 3. Do 4. Do 5. Don't B. Don't 7. Do

il ™ Direct students’ attention to the e-mail. Have them read through it briefly and then ask questions to check
students’ understanding.
® Ask students to work alone drafting an e-mail reply to Roger Davis’ e-mail. Remind students that their e-mail
should be written in a formal register and that it should follow the rules of e-mail etiquette.
= Then have students work in pairs reading through each other’s work suggesting corrections, additions,
deletions, and any other improvements. To end, ask individual students to read their e-mails aloud. Invite
comment and discussion.

Additional Activity 1.5 ‘page 74; SB page 79
Answers
1. Answers will vary. 2. Answers will vary.
Writing Resource 1B ~ page 98; SB page 103

This writing task involves writing a cover letter to accompany a job application. Students have to arrange
information in a logical sequence and consider matters of appropriate register and use of language.
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