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Unit One

First Meetings (1)

Part A: Warm-up exercises

1. Sound Recognition
Directions: Look at the pairs of words below. Only oné sound is different in each pair. Af-
ter each pair of words one of the words is said again. When you hear that word
underline the correct word.
Example: pie / buy

1. put / foot 11. tame / time
2. boat / vote : 12. leave / live
3. fan / van 13. bill / bell

4. town / down 14. men / man
5. tin / thin 15. hat / heart
6. day / they 16. pot / port
7. teeth / teethe 17. far / four
8. could / good 18. hot / hut

9. price / prize 19. cup / cap
10. see / she 20. walk / work

II. Dictation

Directions: In this exercise you will hear five sentences. Each one will be read twice. Write
down what you hear.

[T T R O I S R

Part B:

Introductions

Exercise 1
Directions: You are going to listen to a number of people introducing themselves. Some of the
o 1 —



introductions involve just two people; some involve three. As you listen, maich up

the names.
1st person 2nd person 3rd person
1. Tom Johnson a. Mr Roberts A. Chris
2. Don Robb b. Dave B. Francis
3. Jack ¢. John Hornibrook C. Sinclair
4. Tim d. Maxine D. Philip
5. Paul Matthews e. Murray
6. Jane f. Michael Hall
7. Tony g. Betty
Exercise 2

Directions: Some introductions are more formal than others. The use of first names indicates
informality. Now listen again and indicate whether the introduction is formal (F)
or informal (I).

Introduction 1 () : Introduction 5 ()
Introduction 2 () Introduction 6 ()
Introduction 3 () Introduction 7 ()
Introduction 4 ()

'



Unit Two

First Meetings (II)

Part A: Warm-up exercises

I. Time
Directions: You'll hear some questions and answers about time. When you hear the answers

tick the appropriate times in the boxes below.

R ETRE 3.1 14.14 51 17.13
11.30 14.40 17.30
2.1 12.15 4.1 2.15
12.50 22.50

II. Weak Forms
Directions: In the spaces in the following sentences write in the weak forms that you hear on
the tape. Each blank indicates one word.

1. She says got one.
2. ____ dog ran out house.
3. He older others.
4. There lot more other school.
5. Give it soon possible.
Part B
Dialogues
Exercise 1

Directions: Manders PLC are having their actual party. Listen to the dialogues overheard at the
party. Match up the people’s names with their type of work. The first one has been
done for you.



Names Type of work

1. Peter a. Production
2. John \ b. Personal Assistant
3. Susan c. Software development
4. Mike d. Market research
5. Sarah e. Fashion designer
6. Mr Fields f. Personnel
7. Martin . g. Accounts
8. Jean h. Sales
9. Jean’s husband i. Finance
Exercise 2

Directions: Listen again and choose the most appropriate response.
1. 'min computers. What about you?
(a) Oh, I live in London.
(b) Well, I work in Sales.
(c) Oh, I've been here for years.
2. I'm Jones’ secretary. He’s the Production Manager.
(a) Ah, that’s interesting.
(b) Is that one of your colleagues over there?
(c) Oh, I haven’t met him.
3. My husband’s in the Production Department.
(a) I'm in the Sales Department.
(b) Not a bad job.
(c) Oh yes, I think I've met him.
4. Hello, I'm Sarah. [ haven’t seen you around before.
(a) What do you do for a living?
(b) Is that one of your colleagues?

(¢) No, I'm new here.

1'% )



Unit Three

First Contact

Part A: Warm-up exercises

I. Numbers and Names
Directions: Write in the spaces below the telephone numbers and names of the person and or-
. ganization that you hear in each dialogue. The dialogue is between a caller on
the phone and a secretary, and telephonist and a caller.

1. Is that ?
Yes. Can I help you?
I'd like to speak to , Please.
2. Is that ?
Yes. Who do you want to speak to?
, please.
3. Is that ?
Who do you wish to speak to?
, please.
4.
Extension , please.
5. . Can I help you?
Extension , please.
6.
Extension , please.

11. Dictation

Directions: You’ll hear five sentences. Each will be read twice. Write down what you hear.
1.
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Part B

Dialogues

Exercise 1

Directions: When you meet someone for the first time and start up a conversation, it is impor-
tant to find points of common interest so that the conversation can run smoothly.
Listen to the five dialogues on the tape. Decide if you think they are successful or not
in making initial contact. Tick the appropriate boxes.

Successful Unsuccessful

Dialogue 1

Dialogue 2

Dialogue 3

Dialogue 4

Dialogue 5

Exercise 2

Directions: Listen again and note down the answers to these questions.
Dialogue 1: Has the visitor been to Japan before?
Dialogue 2: Which hotel is the visitor staying in?
Dialogue 3: What topic of common interest do they find?
Dialogue 4: What topic of common interest do they find?
Dialogue 5: What topic of common interest do they find?



Unit Four

Further Contact

Part A: Warm-up exercises

1. Dates
Directions: You will hear answers to the following questions. Choose the correct answer a, b
orc.
1. When are you going on holiday?
a. 13th March
b. 30th March
c. 13th May
2. When'’s your birthday?
a. Thursday 14th July
b. Tuesday 14th July
c. Thursday 4th July
3. What’s yqur date of birth?
a. 5th September, 1960 *
b. 15th September, 1916
c. 15th September, 1960
4. When do the exams begin?
a. Tuesday 13th June
b. Tuesday 30th June
c. Thursday 30th June
5. Do you know when Shakespeare was born?
a. 23rd April, 1654
b. 21st April, 1564
c. 23rd April, 1564

II. Dictation

Directions: In this exercise you will hear five sentences. Each one will be read twice. Write

down what you hear.
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Part B

Appropriate Responses

Exercise 1
Directions: Responding appropriately in social situation is an important part of communica-

tion. The following is an example of an appropriate response.

May I come in? Yes, of course.
On the tape you will hear a number of responses. Decide whether the responses you hear are

appropriate (v ) or not (X). Think of the appropriate responses for the inappropriate ones.

1.¢ ) 2.( ) 3.C ) 4.( ) 5.C )

6.( ) 7.C ) 8.( ) 9. ) 10.¢ )

11.( ) 12.( ) 13.( ) 14.( ) 15.( )
Exercise 2

Directions: Listen again and write down the appropriate responses you hear.

1. Thanks for the lovely evening.
2. _ How about a drink?
3. : Do you mind if I smoke?
4, : Could you hand me that pen?
5. : My father died last night.
6. _ Have a good weekend.
7. : Thanks for your help.
8. : I’'m sorry, I must have got the wrong number.
9. : Best of luck in your new job.
10. _ He’s 95, you know!

— 8 —




11.

12

13.

14.

15.

~——— T think we should leave now.

. — We’ve had a very good year.

— Can I ask you a question?

~——— Would you like to go to a concert this evening?

— [ didn’t get the job.




