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TOPICS AND VOCABULARY

talking about your job and company

meeting people

UNIT
1 wHaT we Do 1 M Meet Lisa Schalk
M Nice to meet you
2 PROJECTS 13 M What we’re doing at
the moment
EI Where lwork

talking about company and personal
projects
office vocabulary, the town where you live

3 WORK AND LEISURE 25 M Meet Eckhard Kellermann
EX when I’m not working

talking about your life and career

leisure activities

4 A GLOBAL BUSINESS 37 M Helle worldwide

B | Doing business worldwide

comparing (global) companies

global customs and business etiquette

dealing with office life

describing company websites

5 11’s urGENT! 49 M An urgent phone call
E] Our website

6 A NEw BosS 61 M The new CEO of BlueSky
W wy diary

talking about your experiences

talking about and making business
arrangements

7 LOOKING AHEAD 73 M Skyline
E’ Career plans

describing company plans

talking about personal career plans

8 SALES 85 M A sales meeting at

Amsel AG
B | Travelling on business

taking part in a meeting, talking about
graphs and sales figures
staying in a hotel, business travel

9 AT A TRADE FAIR 97 KM The International Food
Industry Show
E3 Back in the office

going to a trade fair, describing and
comparing products

businesslettersanddocuments, queries
about an invoice,voicemail messages

1 O MADE INGERMANY109 [ A visitor

3 In a restaurant

Appendix 121 Partner files 133 Numbers, dates, years and times

looking after a company visitor,

explaining processes and company
structure

explainingamenuand making smalltalk

I35 Telephone numbers and addresses




#¥ In this unit you ...
talk about yourself, your job and your
company:
| come from Austria.
| work for an Austrian company.
We sell/make/produce...
meet people and practice the alphabet:
How do you do?/My name’s...
How do you spell that?

Business file

WHAT WE DO Hére’s my card

.Ml Meet Lisa Schalk

m Say “hello” to a partner in your class.
Hello. I'm ...
Pleased to meet you. My name’s ...

Al Q

1/02

A2

Listen.

“Hello. My name’s Lisa Schalk and | come from Austria.
I work for a company called Austrian Portal. We’re an
international business agency. We help foreign companies
with start-ups in Austria and find Austrian business partners
for them for joint ventures. | work in my company’s office
in Linz—and | live in Linz too. What do | do exactly?

I’m a consultant. | specialize in contacts with firms in

the EU. Do | like my job? Well, | meet a lot of

interesting people. | speak English every day. And |
travel around the Europe a Iot. So, yes, it’s interesting.”

Complete the English phrases.

11 come......... Austria. / Fk 5 ®= i F)
2 | work......... a company......... /BRE—RBAH - RS I,
B urnilt consultant. / 2 — &3 ,

4 What......... exactly? / fRE &M+ 4 T1E?

Skl /RBETREE/BRHA,



2 UNIT1 WHATWE DO

A3 Answer the questions about Lisa.
1 Where does she live and work?
2 What company does she work for?
3 What does she do?
4 What does her company do?
5 Where does she travel?
6 What language(s) does she speak every day?
7 Who does she meet in her job?
8 What do you think? Does she like her job?

A4 ) Listen and complete the table.
%3 Where do these people come from/live/work?
What do they and their companies do?

Andrea Graf

BlueSky Software Amsel AG

who? Andrea Graf
where?
what?




WHATWE DO UNIT 1

A5 Look at the expressions
in the box and complete
the sentences below. Then
compare your answers
with a partner’s.

Eckhard Lee

A6 Can you find and correct the ten mistakes in the notes below?

The simple present: - o
negatives f

A7 Work with a partner.
1 Where do you come from/live/work? What company do you work for and what do you and
your company do? Write a profile of yourself (approximately 50 words).
2 Now interview your partner. (Where...? What...?)
3 Then introduce your partner to the class. (This is...He/She... )

3




4

UNIT 1  WHAT WE DO

E. Nice to meet you
m Say “hello again” to a partner.

Nice to see you again. How are you?
I’ m fine, thanks. Good to see you, too. How are you?

Bl @ Listen.Isthis Lisa’s first face-to-face meeting with the two men? How do you know?
Johan Ericksson and Per Lindstrom work for a mobile phone company in Sweden. It’s one of
Lisa’s clients. Today the two men are in Linz. Lisa is at the airport to meet them.

1/04

B2

'a"&“‘,:\ﬁ
;

Lisa
Mr Eriksson

Mr Lindstrom
Lisa

Mr Eriksson

Lisa

Mr Eriksson? How do you do? I’m Lisa Schalk from Austrian Portal.

Oh, how do you do, Ms Schalk? We spoke on the phone. It’s nice to meet you
at last. Can | introduce our Project Manager, Per Lindstrom?

How do you do, Ms Schalk?

Pleased to meet you, Mr Lindstrom. Welcome to
Austria. So, How was your flight?

Ah, it was fine, thanks ... [phone rings] Oh, sorry, {
could you excuse me? It’s an important call. !
No problem. So, Mr Lindstrom, is this
your first time in Linz? ...

Find the English phrases.

F' BAm@daid,

B ik i B A K2




WHATWEDO UNITL 5

B3 & Listen and learn the alphabet rhyme.
e ABCPEFGHIJKLMNOBLMNOPRRST, UVW XYZ

B4 Ask a partner.
How do you spell your name?
And your company’ s name?

B5 Can you spell these European countries (1-8)?
Write the names, then spell the
names to a partner.

B6 Now unscramble these country names and find them on the map (A—F).

k1120 7a0 048 erthr] ghﬁﬂk com -

] TR sl o= ] .
LIV V) T3



6 UNITA WHAT WEDO

B7 ( Listen. Which conversation (a—e) do you hear?
1/06

Conversation1 b  Conversation 3 Conversation 5
Conversation 2 Conversation 4

o Listen again and practice saying each phrase.

1 Pleased to meet you. 4 Sorry. | didn’t catch your name.
2 Please call me Larry. 5 Great to see you again! How are you?
3 Come and join us. 6 I’m fine, thanks. And you?

B8 In your class ... ‘Meeting people
1 Invent a name and a company for yourself
and write a name badge.
2 You are at a conference. Introduce yourself, |
then other people that you meet.




WHATWE DO UNIT 1

In this business file you ...
practise saying addresses, telephone numbers
and email addresses.

Here ’ S my card listen for information and write a memo.

g Try this quick test with a partner.

TEST YOURSELF

Say (or write down in words) the telephone numbers and email and web addresses,
and answer the questions about the British and American postal addresses. Then
check your answers on page 138.

Telephone numbers

A My firm is based in Brighton in England. My work number is 01207 (the code
for Brighton), then 455719.

B | live in Boston, Massachusetts and my home number is area code 617
635-4550.

B Email addresses and URLs(web addresses)

A My email address is j-iones@aol.com.
B And my email address is t_thomas-321@hotmail.com.
C For more information visit our website, www.holidayparks.biz/htm.

El Addresses
‘ Ms C Miller
{ A ; X ABC Manufacturing Ltd
A One important thing is wrong in this Commerce Street 24
British business address. What’s the BRIDGETON
mistake? BG1 5DL
B What’s this part of the address called
in the UK? Mr ] Feldman
XYZ Engineering Inc
the post office 1020 Corporation Road
the post number Pleasantville, N 08232

the post code USA
C What’s this part of the address .
called in the US? !

m Work with a partner and exchange information.

Nina



UNIT 1 WHAT WE DO

1/07

You work for a chain of department stores
in your country. You meet Harry, Nina and
Chantal at an international trade fair and collect
their business cards.First look at Harry’s details

Last name Parker
First name Harry

Tt EXport Mans
in the address book. i port Manages
Ak Vbodman Cars
i eSS 99 Baker Streer

WOODMAN CARDS LTD. London WiC 361

020 761 7849

Mr Harry Parker

EXPORT MANAGER

1 ! 99 Baker Street h.parker@woodwan.co.uk

LONDON TEL: 020 761 7849 | |

W1C 36L FAX: 020 761 8000 | |

i ‘

‘ Lobon. h.patker@woodwan.couk |
|

TEL: 020 761 7849

f ol WiC 3GL FAX: 020 761 8000

Now work with a partner.

PARTNER A Look at Nina’s business card in File 1
on page 121.

PARTNER B Look at Chantal’s business card in
File 6 on page 123.

Ask each other questions and make notes

What’s Nina’ s last name? How do you spell that?
What’ s her (job) title? ...?

Listen, make notes and write a memo.
After the trade fair, your boss is interested in the three companies. Listen to Harry, Nina and
Chantal and make notes. Then write a memo to your boss (in Chinese or English) with the
main points and contact details for each of them.

Compa nwy:

address:

Sl 7e:

EXport to:

proouct:

tie rnovey:




WHATWEDO UNIT1

7]
m
Grammar summary o
The simple present — R B R
USE — M BRLE I R BLAE R 3L | R AE SR ‘_’:
| come from Germany. B, 2EERI MR, KR E i
| work for a German company. HE, o
It manufactures cars. v <
FORM — LB AE B A B i A SR A, (B A
e |to go it HASAFEEFENER, YEERE=
| come ‘go ‘fax Aﬁ:iﬁw‘, ﬁiﬁiﬁ?‘;ﬁiﬁlﬂi&ﬁ]%bﬂ s
he = es,
she comes goes faxes
it
we
you come 'go fax
they

Where do you live?

What company does she work for?

| don’t work for an Austrian company.
Lisa doesn’t come from the UK.

The verb to be W R 31 be 5K [ 5 # 5 At (9
I am | am not (’m not) ARER.
he/shelit is is not (isn’t)
welyou/they | are are not (aren’t)

Asking questions with the simple present TR ERE S 8 A
Doyou livein Linz?  Yes, | do./No, | don’t.
Are you a consultant? Yes, | am./No, | 'm not.
Does Lisa live in Linz? Yes, she does./No, she doesn’t.
Is she a consultant? Yes, she is./No, she isn't.
Where do you come from?

Who does she work for?

What do you do?

When do they start work?

How do you spell that?

can and could FERE [ 4] # , i could A can B&E A,
[ [ I
he/shelit can

we/you/they I can’t |speak English

Can you speak English?

Can | introduce my colleague?

Could you spell that, please?
Could | ask a question?




UNIT 1 WHAT WE DO

>
(=]
o Grammar
e EN Fill in the correct forms of the verb to be.
(/2]
e 5
s she
-4 6
il . you L i
” m Now complete the gaps with the short form,where possible.
8 David isn’ t (not) a sales manager. He ......... an account manager.
AWe ..o a service company. We ......... (not) a manufacturing company.
10 Bob and Sally ......... in London now. They ......... (not) in Oxford.
11 My number ......... 456-6500.1t ......... (not) 456-6000.
G2 i you from Linz? No, | ......... from Vienna.

¥1 Choose the correct alternative in each sentence.

1 What do/does your company do?

2 What company do/does you work for?
3 Which languages do/does she speak?
4 She speak/speaks English.

5 We produce/produces software.

61 don’ t/doesn’ 1 live in Germany.

7 He don’ t/doesn’ t work here.

2] Match the questions to the answers.

1 Where do you come from? a It makes cars.

2 What do you do? b At8:30 am.

3 Who do you work for? ¢ To France and Spain.
4 What does your company do? d ltaly.

5 Where do you travel in your job? f 1I’m a sales manager.
6 When do you start work? g Fiat.

! Rearrange the words to make questions.
There is one word you don’t need in
each sentence.

1 live wio you do where?  Where do vou live?
2 company do for work which works you?

3 you company your does what do?

4 you does do your job like?

5 speak does languages which he do?

6 does her spell who name how she?




WHATWE DO UNIT 1

w
m
Words and phrases -
‘ -
5] Complete the sentences using the correct form of the verbs from the box. »
‘ ) -]
manufacture live provide work transport be come c
O
gl < B a consultant. -
28ne o0 from the USA.
3 Susanne ........... and ... in Frankfurt.
4 TNV s computers.
SWe: logistic services.
6 We ........... goods all over the world.

[:1 There are 11 phrases hidden in this word square. Can you find them? They are ei-
ther horizontal, going from left to right(—), or vertical, going from top to bottom
(! ) The first one has been done as an example (“How are you?”).

I meet to _how : are : 7y07u/
you great yourself do you . nicé 7 Mike ‘
nice to meet you Claire introduce | is ‘
\ to see who do you vyork ' for :
1 pleased | you nice come and . join us
‘ to again | didn’t catch your name w
j how colleague pleased where call | sﬁe 7your ]
% I’'m fine thanks me for | ‘ wqu
you do who can | introduce | myself
, this fine Vplease call me Martin | me

Match person B’s replies to what person A says.

PERSON A PERSON B
1 How are you? How do you do?
2 How do you do? And I’m Serge.

3 Nice to meet you.

4 Please call me Claire.

5 Sorry. | did’t catch your name.
6 Great to see you again.

Good to see you, too.
I’m fine, thanks.
Nice to meet you, too.
It’s Graham Klein.

TERED R e T B

[Z] Can you identify these European countries?

1 CAN REF FRANCE 2 REAL DIN
3 GRAY MEN 4 AROT PLUG
5 WARD LIST ZEN 6 TENTH HEARS LEND



