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el New faces

UNIT GOALS ¢ introducing yourself
e talking about yourself

¢ introducing other people

Introducing yourself

Listening @

Look at the photograph. Lucy Chang is introducing herself to Andrew Walsh.

with a partner, answer these questions.

1 Which one do you think is a new employee?
2 Which person is from Human Resources?

3 Which of these topics will they talk about?

names interests colleges work hometowns ages departments

Now listen to Lucy Chang and Andrew Walsh introducing themselves.
What topics do they talk about? Were you right?

Language focus

a Andrew Walsh introduced himself. Complete the phrases he said.

T MY i Andrew Walsh.
g R L e e e Phoenix, Arizona.
e looking fOrward tO ... sssnssnsansessssorsss

b Lucy Chang introduced herself. Complete the phrases she said.

1 cansis LUCY CRANE: cssscsssmsororssssss brsassorassansnsitons Lucy.
T ssreneronsosrenarein: SHTIRISTERRNISAG, SRSHOTSRER OB NSRS the Human Resources Department.
B puemsscismstuerarssies Cussamsarnta s oitE in the Sales Department for six years.

@ Listen again to check your answers.

6



Communication activity

Fill in the file card about yourself. Next, work with a partner to make sentences about each other. Then join
another pair and tell them about your partner. Use the Help folder if you need to.

FILE CARD

T 1] | R0 et TN From

School/College/University/Company/Department .

Lucy Chang told Andrew Walsh to call her ‘Lucy’

- her first name - not ‘Ms. Chang’ - her last name. RATE INTERNATIONAL

What do you call the people you work with?

Do you use the first name or the last name LUCY CHANG

with a title? MANAGER
- 28 Bukit batok close, #17, Singapore 456766

Tel 65 4669 837 Fax 65 4669 838
Email customerservice@ci.co.sp

7

\ first name last name

/~_\ The situation is different around the world. Listen to three business people talking about the
./ situation in their countries and answer the questions below.

1 How are names used in their countries?
2 Do they use first names, last names or other names when they speak to people?

Unit1 New faces 7
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Now listen again and check.

Look at the photo of someone being introduced.
What do you think the people are saying?
Now listen to what the people say.

With a partner unscramble these phrases.

Mr. Haneda, [ like [ Joshua Travis [ to [ I'd | you | to [ introduce | .
works [ the [ Joshua [ Marketing [ in | company [ our [ Division | of | .
Director [ of | Mr. Haneda | is [ Yonegawa Industries [a [ .

to [ you [ meet | Nice | .

long | how | been | have | you | at | International foods | Mr. Travis | ?

Language focus

Look at the stages of introducing two people. In groups of three, write examples for each stage.

Use your own names.

Person A Person B Person C

B introduces A and C by giving each person’s name.

B adds extra information about A and C.

A tries to use C’s name early in the conversation.

Example:

PERSON B: Mr. Haneda, I'd like to introduce you to Joshua ) by L e
Travis. Joshua works in the Marketing Division of How long have you been at ... (company)?
our company. Which department do you work in?

Mr. Haneda is Director of Yonegawa Industries. How long have you been in ...
(department)?
PERSON A: How long have you been at General foods, Where are you from?
Mr. Travis?




Culture focus

Read these questions and find the answers in the text below. Check your answers with a partner.

1 When a person is introduced, why is extra information about that person often added?
Why is it a good idea to use somebody’s name immediately after being introduced?

When you first meet someone, you may have a short conversation before
exchanging names. However, when you introduce two people, give their
names at the beginning of the conversation and also add information
about each person to help them talk to each other.

If you are introduced to someone,
use their name immediately.
It will help you to remember it.

n Communication activity

Work in groups of three. Choose a business card each and use the information to introduce yourselves to
each other. Then introduce each other to another group. Add extra information about each other.

hgm-'gmm;i
Systems Inc. -

RICHARD HARVEY ]

Junke Kawabata
SALES REPRESENTATIVE

¥ Somjai Nonchana
ﬂ FINANCIAL MANAGER

Unit1 New faces 9



Vocabulary files

UNIT GOALS e« talking about things
in the office

and locations

In the office

Around the office

» talking about work places

Look at the picture of an office in exercise 3 on page 11.

Label the things you can see.

Listening g@"‘

Sometimes you may need something but you don’t know what it's called in English.

Listen to three conversations. What does the person want? Where is it? Draw a line.

The first one is done for you.

Ruler\ in the drawer
Hi-lit

e pen on the desk
Notepad in the cupboard
Whiteout next to the paper
Eraser next to the fax
Calculator on the table

Think of three things in the office. Explain them to a partner
using the language you heard in the listening. Does your
partner know the word in English?

Your words Your partner’s words
1 wssemerssseres 9 L o e
1 P e 2

It’s for ...

It’s stuff for ...

You use it to ...

It’s a thing for ...

It’s something we use to ...

In my language we call it ..




n Language focus

Work in pairs. Look at the picture and use the prepositions below to
complete the sentences.

nextto in on infrontof near behind

Example: The shelf is .0n.. the wall. There is a telephone .0N.. the desk.

1 There is a calculator ...........ccoeinsne the computer.
2  The computer disks are ...t the shelf.
s g R o R 18 icsesonmenninets the window.

o R ot Srastseress BS fasassemsesiniersnis the computer.

5 -The files are .........ccoeeerune the filing cabinet.

6" The?BOOKIS oo iimsbsiivis the computer.

Compare your answers with another pair.

n Communication activity

STUDENT A: Look at the information on page 76.
sTUDENT B: Look at the information below.

You have a picture of the same office as Student A, but there are ten small differences. Can you find them?
Tell Student A about your picture and listen to Student A talk about his/hers.
Use the language in 3 Language focus to help you.

Exploring Your office Your partner’s office

Draw a plan of your office.
Explain your plan to a partner.
Now draw your partner’s office.

Is there anything in your office
would like to change? Why?

Unit 2 Around the office 11



Work places and locations

[ Center

South

Keiko Harada and Keiichi Yoneyama work in Tokyo, which is in the eastern part of Japan.
a Read about them and mark on the plan where they live and work.

neyama My home is in Tsukuba City
about 100 km north of Tokyo. My office
utskirts in the eastern part of Tokyo.

Keiko Harada My office is in the
in the center of Tokyo. I live in the
the western part of Tokyo. '

b Where do you live and work? Tell your partner.

Culture focus

a In many cities around the world, companies are moving to the outskirts of the city. Many workers are
happy to live in the outskirts or in the country and drive to their new office. Is this happening in cities in

your country?

b Ask your collegues where they would like to live and work and fill in the questionnaire.

; ; 3 Now draw a rough map of your region.
(Would like) to center suburbs outskirts countryside ik their answers on the map.
live/work in the

Example: You work X X live

¢ Where would you not like to live and work? Why not? Discuss with a partner.

12



Listening @ ;

I B

Listen to someone talking about the location of {
Kanda Motors in Thailand. Check |¥] the work ~ P 79
places the speaker talks about. Draw a line from s : .i' S e
the work place to the location on the map. N ?_ : ‘f\"‘

w
branch office [ ] / \-J
factory ] {
warehouse (] A
showroom [] .
store [] 'S
design studio [ “‘“\;
head office J s

n Communication activity

STUDENT A: Look at the information on page 76.
STUDENT B: Look at the information below.

Look at the maps of Shanghai and China below. The maps show the location of Fizco work places in China.
Explain the locations to Student A.

A
! 2
ad
] 3
o beay, 3 ! ;
,i & : ;
i v,
5 Beijings
mFizco Distribution centre [« : : ; g;:t"g'ydﬁce ST G
Ty T LR Warehouse J 1N
Shanghai . .
n Shanghai
g Chengdu Head office
Branch Warehouse
2 Warehouse :
= Fizco ¥ v : (
Head office . _,,.,\‘1 -
' “" Hong Kong
' Branch office
s ’ Factory
Warehouse
ﬁizco Distribution centre %
s

Now listen to Student A explain the locations of Fizco in India. Mark the locations on the maps above.

n Writing

Work with a partner. Write a paragraph explaining the locations of your company.
Then compare your paragraph with another pair.

Look at the Trémscript on page 100 to help you.

Unit 2 Around the office 13



Products and services

UNIT GOALS « describing what a company makes or provides
e comparing products and services

Explaining what a company does
Language focus

Look at these company names. Do they make products or provide services? Verbs: provide .make. be
What products do they make? What services do they provide? Nouns: electronic equipment

With a partner, talk about each company. accommodations fast food
cars flights soft drinks

banking services

an internet browser
an airline

a fast food chain

" Useful language |

Example: Fepsi makes soft drinks.

Listening @

Listen to Mee-Sun Yang of Xerox and Harvey Gill of mbanx Direct talking about their products
and services. Choose verbs from the list below to complete the dialogs.

is has can

The XeroX XC-1875 ....ccuwssssvesss a black and white photocopier. It ..........cc.c....... make 18 copies per
ININULE ANd .....ccoocoiienssinse a 700 sheet paper capacity. It ........c.cceunen... reduce copy size down to 64%
(3] - enlarge up to 156%. The basic model costs $2799.

m mbanxDirect ... Canada’s first direct bank. You ......ccoccoueueene. do your everyday banking

transactions 24 hours a day, 365 days a year through your personal computer, telephone and ATM*. With
mbanx DIiTect; YOU «icssasiprss speak to someone, no matter what time it is. mbanx on-line .....................
account information, money transfer and other services available to account holders.

Please call 800 555 1111. *ATM - Automated Teller Machine

14



