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The Getting Ahead Home Study Book has many

activities for you to do at home. There are:

® exercises to practise grammar and vocabulary from the
Learner’s Book

@ extra listening, reading and writing tasks
@ test units to help you check your progress.

Answers to most of the exercises are in the key at the back
of the book. Some exercises have no key, so compare your
answers with another learner or ask your teacher to check
them.

Each unit has three sections; you need about twenty
minutes to do a section or an hour for each unit.

Each unit has listening activities in which you will hear
speakers in different business situations.

There are complete transcripts of all the listening tasks
in the key. You can use these to check your answers or if
you cannot understand something.
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1 Introductions and greetings

1.1 Introducing yourself 0 Language in use

n Vocabulary Complete these conversations with the
correct form of the verb to be (am, are, is).

Morning, afternoon or evening? What do you . .
5 & & y Use short forms where possible, e.g. %, én’t.
say.

1 A: Good morning. I e M Angela
Mancini. )
B: Pleased to meet you. My name ......... £S5
Michael Levitt.

(2}

2 A A“[“’ you Ms Forgues?
B: Yes, I Bri @), Please call me Maria.

3 A: Excuse me, ....... L .......... %) your name
Shepherd? « . '
B: NO, it voorr k5.0, Tt D@
Johnston.

B: Yes, it ......... e 12, How do you do?

6 A ... A"”@ ....... 13 they Mike Lee and Melanie
Hamilton from Toronto?
B: Yes, they ....cccovnrennnne.

Now listen and check your answers.

Vocabulary
Match the title to the person like this:

?) man
/
I married woman

1 Ms (+ family name)

2 Mr(+ family name}

3 Miss (+ family name)- _c.unmarried woman

4 Mrs(+ family name) 'd married/ unmarried

woman




1.2 Saying where you're from e Language in use
Use the phrases in the box to complete these

a Vocabulary

Look at this map. Then write the names of the
numbered countries in the word grid and find

the hidden word.

$ Hidden word

R e

7| [ 1]

Now complete this sentence with the hidden

word.

FUjitsil 18 A covveeereeneeeceeeersnrmnsrnnssensene with offices all

over the world.

two conversations.

Fine, thanks.

How areyou? My name's
Iwork in

Howdoyoudo?  areyou

Conversation 1

L,//"-JHEIIG. s
Ms Tan. It'e t

2N

v,

Conversation 2

Excuse me, " X ]
4 sty |\

Mr Ramasamy? /

\ '//"

. e

1//

e — o §

Now listen and check your answers.

6 Listening and speaking

Practise introductions and greetings. Listen and
answer like this:

voice 1: Pleased to meet you. (beep)

You: Pleased to meet you, too.

voIce 2: Pleased to meet you, too. (repeat)




1.3 Introducing other people STEVEN: Hello.Pleased to ............. W ............ ™
you.

n Speaking MRS LEE: Nice to meet you, too.
You are inroducing these people to people in STEVEN: Is this your first visit to Chicago?
your office. What would you say? i _ !
MRS LEE: NO, it w.vevvers O Y T ®), ] was here
two years ago.
Vocabulary

Use these clues to complete the word grid.

1 Greeting used after lunch and before dinner.
(2 words)

2 The capital of England.
3 Beijingis the capital of this country.

1 MrsLee/China/Beijing 2 MrKim/Korea /Seoul

g 4 I'dliketo ‘rJ.'hWLL“’e/ ...... Mr Kwon. Mr
& Kwon, this is Ms Black.
F& _ 5 . EHLL&),\ me, are you Mr Robinson?
3 g;s ::jge”a R, 4 24”: /ggzhr':g PRSI 6 Greeting used when you leave someone in the
, evening. (2 words)
This_is.Mvs s ina, .
1 I-Ltg&lpfrwaw ................... 7 YT N
works. in. the, 8eiing offi
.............. in.the. Beiling office. ... 8 The two days a the end of the week when most
?
2 LA Nk 10 00K ..o people don’t go to work.
............................................................................... 6 .
h 1
SO 1l A B alf | Heh ] blotelrd
2] N o
.............................................................................. @ F n‘ , 2 /,\‘/’
S ——— i = 7 £
............................................................................... I
}1 ! é
e Language in use 3l/ (0] ] sl (] le
Complete this conversation with suitable sl w44 e
words. v A €]
4 \, y I h
PETER: Hello, Mrs Lee. It’s [U‘J ol " EI ’H (’U K Z
IR ® to see you again. How —”'L
Steven, ........ ' .......... =2 G)Mrs Lee.
She.............. W‘Wt“"‘wy) ® in the
Beijing office.
L .~}




2 Occupations

2.1 Saying what you do
” Grammar

Fill in the blanks with 2 or an.

1 ..Li.iaccountant 2 LLlclerk
3 L %... secretary 4 [l engineer
5 .....ie. SUpEIVISOT 6 ....ck. manager
7 o Gomagent 8 ..Z...inspector
6 Vocabulary
Look at the pictures and label them with the Now write scntcn;ces about the people
job titles in the box. like this:

sales manager engineers accountant 1

computer programmer  secretary  lawyer

4

o Listening

Listen and underline the number you hear.

1 12%/20% 2 2%/10% 3 13%/30%
4 80% /8% 5 50%/15% 6 66%/76%

3 oo AhBYS. 4 SeL.05R Y]
~N




2.2 Telephoning

n Vocabulary

Put the words in the box under the correct

headings.

Ms Gustafson December MadisonAvenue
Wednesday Mexico Coca-Cola MrKhartir
Monday Smith Exports Pty Ltd  October
World Trade Center  Canterbury Street
DrEdwards Spain  Toshiba Mrs Iglesias

Tuesday _Thailand November
Titles / Countries Months
people’s names
M Goweokn Myl e D b

b [chort!f C(twhor

avr‘ﬁciwf‘%{ S N\ FA sy
Wi | ‘~£Qf>c s TR [

Days Addresses Company names
Lisdieh dod fioadizon Avenw] (o Com{ele
M owku W/ TMOL 1’;‘1)T‘\TTA pats [y

Tags sl Lenter Teo ‘*llb}

Language in use

Read this telephone conversation and
complete it with the words in the box.

repeat name address good like spell
OPERATOR: Philips Experts. |
................. o i WL morning.
S e,
catler:  Hello, Pd ... Led0 @ to
order a copy of your catalogue, please.
OPERATOR: Of course. What’s your
................ VoA L), please?
CALLER: My name’s Susan Dale.
! :‘
OPERATOR: How do you .. e 90,2 O S @
that?
CALLER:  Susan, that’s S-U-S-A-N Dale, that’s
D-A-L-E.

j L

OPERATOR: OK, and what’s your ]

................... and LI A

CALLER: My address is 17 Park Street, Abbotsford
3067, Victoria.

r\t/

OPERATOR: Canyou........ 1€ ,172/" ............ © that,
please?

CALLER:  Of course. 17 Park, that's P-A-R-K Street,
Abbotsford, that’s A-B-B-O-T-S-F-O-R-D,
3067, Victoria, that’s V-I-C-T-O-R-I-A.

OPERATOR: Fine. We’ll send you our catalogue
today.

calLeR:  Thank you. Goodbye.

Listening
Listen to this conversation and complete the

message pad.




2.3 Finding out information about
people

0 Language in use
Look at this woman’s business card. Write the
questions you can ask to complete the missing
information.

O —
Sales Manager
.................................. Incorporated
......... Madison AVENUE, ....cooceieerissrmneinasen
NEW YOTK ...ooveerevrrirnrmreearnmsmasnassenes 4
Tel: (212) ccereenrerrersaeinnens 5
Fax: (212) coorieerermersnienaees ©
y H DTSR PP (7)
& E-mail: ooveeeeneens - - D
1 et s b frstamel

3 Lubebs The Compop) ent o

Q Listening
Part 1
Listen to this conversation and complete the
information on the business card.
Part 2
Now listen to the questions and practise giving
answers like this:
voice 1: What's her first name? (beep)

vou:  It's Wendy.
voIce 2: It's Wendy. (repeat)

e Writing
Complete these sentences about yourself. Use

your own information, or write about a
company you know.

TWOrk £Or e (company)

AS 1ot e b e st (position)

....................................................................................

....................................................................................



3 Companies

3.1 Describing a company e Writing

a Vocabulary

Look at the names of the countries and area in
the box. Write the nationality of each under the
correct heading below. Add two more examples
to each group.

Taiwan  Spain  Venezuela  Germany
Sweden Japan Britain  Argentina
Lebanon

-(i)an
Venszuwlan

-€se

Now complete these sentences using the
cotrect nationality.

1 Lucky Goldstarisa.Ko@an ...
company.

2 BMW and VW are U.‘W’N\vw‘/j
companies,

1

3 Virgin Atantic is a ... devvcerececieniniiniinnn
airline.

4 Volvoand Saabare ..o,
companies.

5 JALIS 2 o airline

6 Coca-Colaisan .....inlditich) ...
company.

9 Listening and writing

Use the information in this business directory
to complete the sentences below.

Higgins Electronics
Name. ==

Name:
Nationality: British
Headquarters: Glasgow

Branches: New York, London,

Higing € Latryuees

1 Thecompany’s nameis ... )0 L0l

2 Theyrea.... e R AR N company.

3 Their headquarters ...L.l'x......Q‘..‘..C’r.}.f/.19.!.1./1........ .

Listen to this information about another
electronics company and fill in the business
directory.

__—//_"_—‘

Name:
Name: 0 O

Nationality:
Nationality:

Headquarters:
Headquarters:

Branches:

l/’___/_,__,__,______/__

Now complete these sentences.

1  Oneof our COMPEtOrs 15 c.ceverennrvcimsuseensirannns .

2 TREY ottt .

3 TREIr oottt .

G e e s b
7




3.2 Talking about types of business -
a Grammar

Complete these questions with s, are, do or

does.

| SO, l S... American Express in the
insurance business?

Ao

2 What.... .88 .. Fuji sell?

3Lzl .. Seat and Skoda make cars?

4 L b Pepsi and Coca-Cola in the
banking business?

5 What.....(2 A 1BM and Apple
produce?

6 AL Toyota produce computers?

Now match the questions to the following

answers.
¢ No, it doesn’t.

a Computers. b Yes, itis.
e No, they aren’t.

d Photographic equipment.
f Yes, they do.

Q Vocabulary
Put the words in the box in the Manufacturing or
Services section of the application form below.

e Listening

Listen to someone calling International
Businessweek and complete the application

Please tick (v) one of the following from each question.
] 1 What s your company’s line of business?
MANUFACTURING

form.
transport  vehicles insurance  clothing
aerospace  engineering  banking  chemicals
tourism  advertising
‘ International Busin
| SERVICES
| PLEASE PRINT
: 6 [ tmnspart ... 7 [insurnes
- RSP e
................................................................. 8 LRG0 [t e
C Do ¢ T
OMPANY. oottt eee e 10 1_3i.;u;i,(,.'.;.',a:t.f.}..,..x.¢ f
Address: ............ooouvueeeevmmneeemsoo |
.............................. 2 What 's your tit|e7 J
CItY: e Postal code: ..o, (] -
Telephone number: ... . oneral Manager & ) Division Manager
------------------------------------- C [} Department Manager D [ Student

3 How many employees are there in
worldwide?,.

your company

2 [1100-999
4 []5,000-9,999

1 DUndeHOO f
3 | 11,000-4.999
5 [ 110,000 ormore

To subscribe, please complete and post this card. You can also
telephone your subscription on +44 171 439 8000.




3.3 Finding the perfect partner 1 Owkwdquwfmx\’(“‘““(.wwdﬂ

@ Lingusgeinuse e
Match the questions to the answers like this: 2 e s
1 Where are your headquarters? \ a 7 Microchips ...............................................................................
2 What’s your turnover? b Tokyo,]Japan 3 et et ere et sen et sn e srmenne
3 Whoareyourcompetitors? . .¢ 25 e
4 What doyou produce? ~d IBM, Intel A e e
5 Howmanypeopledoyou =~ s

employ? . _e 100,000
5 o J OO O
6 How many subsidiaries do N\,
you have? l> . '\\Q_\ .‘\\w}f $18 billion ...............................................................................

o Reading B e et e e

Look at this entry in a business directory. Then
write answers to the questions in Exercise 1. 9 Listening

Listen to an interview and complete the

Moore Corporation Limited business directory.
ndahintdl dbesini
Headquarters: Toronto, Canada

les: US$2.6 billion Dentsu Incorporated
Sales: -6 bilii

i adquarters:

Competitors: American Business Information, | Headq

Pitney Bowes, United Stationers | Sales:
Products: Business forms, computer-based | competitors: Abbott Maad Vidkess, Cornthion

. i Omaitorn Guroy
information systems, document processing Commenunications, P

Employees: 20,000 Products/Services:
subsidiaries: Businessesin 47 countries
Employees:
Subsidiaries:

-




4 The place of work

4.1 Giving directions

a Listening

Listen to a talk for new employees at Higgins
Electronics and complete the company
directory with the words in the box.

Reception  Accounts
Research and Development ~ Canteen
Production  Dispatch ~ Personnel  Sales
After-sales  Managing Director

/—‘

Fourth floor ..ooiminicnsenns

Third flOOr e

Second FIOOT ..ooerrnsemsninseseseienes

L/__——-——-———M

o Language in use

Look at this plan and complete the
conversations.

susaw | ‘l {vl
1™ @ e
L DEPARTMENT |
Sl | M,
LS
T |

2" floor

10

Conversation 1
A: Excuse me, I'm looking for the photocopier.

B: Go up the stairs to the
............ 26V floor. Go straight
along the corrig(:\rjnd the photocopying room
isthe ... & @ door on the
AT
......... haAw @2M ... Ann and Bills
offices.

Conversation 2
A: Where’s the fax machine?

BI e G’ O, v © up the stairs to the
second 'f TR SR ®, At the tap of
the stairs, "tufr"\ ............ ™ left. The

office with the fax machine is the

.............. J'TI\ ® door on the

............. Lﬁﬁ OIS

............... ehon .w.... 19 Susan’s office.
Writing
Complete these sentences with information

about your colleagues or other people you
know.

.................................. works in Accounts.
.................................. works in Personnel.
.................................. WOTKS 1N 1eterrenecnrreeseessnneveens
.................................. WOTKS I vrevervrnrecreerernseseneiens «



4.2 Talking about departments o Vocabulary

Match the documents in the box to the
o Vocabulary pictures

Complete these sentences. Then write the

missing words in the word grid and find the catalogue  or d.er f({fm pricelist  chedue
hidden word. ln\((&ce v
4D
1 Purchasingbuys ......cccoeeevvevivrercn, for the
VIP Bank oo
comparny. Y1 22K e oron w1
ray__ 00 Offurmre
. > Ot thausand, seven [£ 1700 —]
2 Personnel deals with the company’s MF“““;%
...................................... b1

3 Research and Development

1 g
...................................... new products.
4and 5 Marketing ....cooovuereienreveeirenieeeeenne, and e e ot
h . Addcey. 23 Landon Road Qutick-Fix Office Services
B58 208
...... d the company’s Birgoen Surti? Vi 7o P ot 13000
products. e o e Ao s

1995-97
1997-

Globetrotters Tours Ltd
World Wide Toun Ltd

6 Accounts deals with the company’s

....... XUETE RS- 3 oMo a

7 Production............. wnl®h the Pt
company’s products. e
8 Sales............. S ng ........... the company’s
products.
9 Dispatch ..o the
company’s products to the customer.
10 After-sales helps .....cc.ocoremrieccncenennn.
have problems. Read this letter. Which three of the documents
4 Hiaden word listed in Exercise 2 would you enclose?
1 6lolo]p]s Fill in the blanks.
2lel] | [ [ []T]
L
‘ Box 43, Watford WD4 5TX, England
3[dlel el Lo]ple | KIPSWEAR. PO Tel 01923 556757
4 [ A L 1] ] Fax 01923 556758
5 vV g;rFK??\gg%gdw
Tat
s alclclofal o[4S 2855 Trmshruck
Austria 0 A 200-
7imel ke ﬂ Doar Mr Haupt 0 fugust
8 g el ( Thank you for your engquiry of 23 August about our
9 J 1 range of children’s clothing.
9 Zin ] 1 some information which 1 hope you will find
10[ Q wis f 0 (W el ¥ I‘ J ;fe?ﬁtgi:st. Please contact me if I can be of any
further help.
. . . . i 1
Now complete this question with the hidden Yours sineersy
Roberta Sinclair
word. Roberta Sinclair o (R VQ.*
Which .o e do you work in? Enclosures:. . ....... P‘t‘o'(,o' we :.'. o
......... o,'l.tr.wprwx. e
L]
11




