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getting things done

Monday Momi'

/™~

THE COMPANY

Ian Young is the Managing Director of Northern Textiles Ltd, based in Kidderminster, not far from
Birmingham, about 100 miles from London. It is a medium-sized company with a staff of around 120
people. It is owned by one of the UK’s biggest textile companies. The parent company also has subsidiaries
in Germany and Spain. Linda Scott is Tan’s Personal Assistant (PA).She won’t be arriving till around 11

am this morning. She is at a meeting with a printing company in Coventry-about an hour’s drive away.



Monday Morning

~ PART ONE: THE PROBLEM

1.1 Getting the correct message

The time is 9 o’clock in the morning. Ian Young has just got in to the office to discover that Linda
Scott will be late. He is playing back all the messages on her answering machine. Listen and
complete the important information from the 6 messages. Compare your notes with a partner.

Message 1

Linda rang in to remind Ian she was at the and wouldn't be back in the office till
or even a bit . She suggested getting Gemma Redwood to help.

Message 2

The mail-room have samples to send out so they need extra person ASAP.

Message 3 R— ¥ :

Harry Sutton from Triple S rang again about security N '

for the meeting next week. He needs a reply in
immediately. Triple S have a new address.

It is Triple S Security, 112 Road,
. Bridgeminster, B 3

Message 4

Joseph Garamond from Cover Insurance rang to
say that he is on his way to see Pauline in Accounts
and he is going to be about late
for his appointment. Could you make sure the
message gets to her.

Message S
Stephanie from Finance rang to ask Ian to ring her
back before It’s got

something to do with security at next week’s

Message 6

Pauline in Accounts rang in to say she has a problem
at home with her son. There’s a guy called Joseph
Garamond coming in at 10 from Cover Insurance.

He’s bringing a cheque for
to settle the claim on the car. The file reference is
. Someone will have to sign the
for the cheque.

1.2 Checking information

First discuss the following questions with your partner. Then compare your answers with others
in the class.

1. Four of the messages are from people employed by the company. Which ones?

2. What is the problem in the mail room?

3. What is the problem Pauline has at home?

4. What meeting will take place next week?

5. Why can’t lan deal with these messages himself?

8



Monday Morning

1.3 Listening for language

Listen to the messages again. This time you are not listening for information. You are listening
for the exact words which are missing from the following important expressions:

Message 1

I thought I'd remind you.

I won't be in the office till 11 or even a after.

Message 2

They say there’s no they can get it done.

They’re one person
Message 3

I need the reply writing.
Here it is again just in

Message 4

Sorry to you.
I'm a bit late.

Message 5

Could you ask Ian Young to call me back.

Message 6

I’minabitofa ;
The I’'m ringing is ...
Can you translate all these expressions into your own language?

O\ /O Leicester
Wolverhampton BIRMINGHAM

O Kidderminster O  Redditch

1.4 Describing a company

Using the map above, complete the following information using these words and phrases:

Labour from based not far from about
Staff around good family commute
Tan Young used to work for Omnipart, in Redditch, Birmingham.
It's 100 miles _______ __ London. Omnipart is a small ______ company with a
of 40 people. Most of them live locally, where there is a supply of
skilled , but some from the surrounding area.

Now use the same sentences to talk or write about a company you have worked for / the company
you are working for / a company you would like to work for.

1.5 Coffee break discussion

Do you have a telephoné answering machine in your office? At home? What do you like about
them? What do you hate about them? What is your favourite recorded message? What is the
recorded message on your machine? Write an appropriate message for your home and another
one for your office. Do you have any bilingual messages?



Monday Morning

PART TWO: TAKING ACTION

2.1 lan and Gemma

Ian must now take some action before 9.30, when he has a meeting. Listen to the following
conversations between him and Gemma Redwood. Gemma is going to help Ian since Linda is not
in the office yet. Complete the conversation with the missing words and expressions, pausing the
tape if you need to.

Gemma Gemma Redwood.
Ian Hello, Gemma. is Ian. Do you think you could come along and see me

? It should only take a minute or two. Linda’s going to be late in and
I’ve got a meeting in 10 minutes so I’ll need you to deal with one or two things that

have just come up.

Gemma Be right over.

Tan Thanks, Gemma.

(Face-to-face.)

Gemma Right, so, what doing?

Ian Well, there’s a chap - somebody Garamond - from Cover Insurance on his way to see

Pauline in Accounts. Now Pauline’s not in yet. She’s got a problem at home. I think

you’ll need to see him yourself. He’s rung to say he’s going to be late. He should be

here about
Gemma And what’s it about?
Ian All the details are written down here and you’ll find the file in Pauline’s office. I don’t
think it’ll take very long. It’s the car insurance claim, I think.
Gemma So what’s the matter with Pauline?
Ian Her little boy’s sick or something. Now, the other thing is, we’ll have to send someone

down to the mail room for an hour . They’ve got a big job on and they’re
one person short, Marketing have given them a load of samples. They’ve

got to be packed and in the post by this afternoon. who you send - as long
as they can put things in envelopes! ’

Gemma I reckon Marketing should send someone to help. Shall I call them back?

Ian Oh, no. I wouldn’t bother. It’d be easier just to send someone down from Office
Services.

Gemma , then?

Ian No, not . T have to call Stephanie in Finance about the security

arrangements for next week’s AGM immediately, so would you mind writing to
Triple S for me? It should have been sent off last week. I'll leave you a note with the

arrangements.

Gemma Can’t ] just call them ?

Ian No, they need all instructions in writing now. Here’s their new address.

Gemma OK, is that all, then?

Ian Yes, . (Phone rings) Hello.

Reception This is Reception, Mr. Young. There’s here asking for Miss Redwood,
but there’s from her office or from Linda’s.

Ian Yes, it’s alright. Gemma is here with me. Could you tell whoever it is that she’ll be

down in a minute?

Reception Certainly.
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Monday Morning

2.2 Important expressions

Translate into your own language all the expressions in the conversation highlighted in colour.
1. 5.

2. 6.
3. 7.
4 8

2.3 Getting things done

The following sentences all contain phrases associated with ‘getting things done’. Look again at
the conversation and complete them.

1. Do come along and see me straightaway?
2.1 one or two things that have come up.

3. Right, so ?

4.1 think see him yourself.

5. We someone down to the mail room.

6. Shall them back?

7.1vd send someone down from Office Services.
8. Would to Triple S for me?

9. Can’t them instead?

10. OK, , then?

These examples have all been recorded on tape. Listen and repeat them several times till you

sound natural.

2.4 Pronunciation practice

Listen again to the first part of the conversation between Ian and Gemma. Mark where you
think the speakers pause, even if it is only a very short pause. Mark the pauses with a slash (/).
Compare your marks with another student, then check in the tapescript on page 117. Say some
of the sentences, pausing in the natural places.

2 5 Coffee break discussion

There was a problem in the mail room because some people were off. Have you ever been off ill?
Why? What was the longest time you were off? Who did your work? What happens if there is too

much work in your company?

(1:." _-.:»‘,—

“First the good news,
his temperature has gone down.”

l
Ak e

In your country do you get ‘sick pay’ if you are off ill for a day / a week / a month? What would
happen if you were off work ill for a whole year?
Would you stay off work if:
a) you had a cold? c) you had a temperature?
b) you had flu? d) you had a bad back?
Give four good reasons for being off work. Then give four bad reasons!

11
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PART THREE: LANGUAGE FOCUS

3.1 Saying No
In Part Two Ian asked Gemma to do certain things. Here are some more ways of asking people to

do things. Match them to the negative replies.

1. Do you mind looking through this report? a. I'm sorry, but I've really got to get home.
2. Would you call Lopez Ltd for me? b. I'm afraid I've mislaid their number.
3. Could you print this out before you leave? c. Well, I'd rather not, if you don’t mind. I
don’t feel it’s up to me.
4. I'd like you to have a word with Stan d. Could it wait till tomorrow? I’ ve forgotten
about why he was late this morning. my reading glasses.

Now underline the phrases above which are important when you say ‘no’. Use them in the following

examples:

5. Could you make 20 copies of this please?

> the machine’s broken down.

6. Do you mind working a bit late tomorrow night?

> I’ve got a dental appointment at 6 tomorrow.
7. Would you be able to meet me tomorrow at 11?7

> I haven’t got my diary with me.

8. I'd like to see this whole project finished by the end of the week.

> there’s too many people off ill.

9. Are you OK for a chat in ten minutes about next year’s budget?

> till this afternoon? I’'m tied up till after lunch.

10. What about an advert in the national press?
> we tried that last year and it was a disaster.

3.2 Getting things done

Look at the following notes. In pairs, use the following sentence starters to ask each other to do
the tasks in the notes. You can agree or refuse to do them;

Could you...? Do you mind...?
Would you be able to...? What about...?
make a copy Gf this? wark late t()!ﬂ.ghf? meet me at 11

tomorrow morning?

put an advert in El Pais help me with my finish this project by
and Le Monde? month-end figures? the end of the week?

12
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3.3 Pairwork

Think of your ideal job. Then think of a typical morning. What would it be like? Fill in this diary
with your morning’s activities. Maybe you are already doing your dream job!
9.00
10.00
11.00
12.00
13.00
Work in pairs. An emergency has come up in your office and you can’t do anything you planned.
Take it in turns to ask each other to do the jobs you have just listed. You can either agree to do
them or find excuses not to. For example:

Could you take my place at the planning meeting at 9 o’clock?

> Certainly, no trouble at all.
or > I’d rather not, if you don’t mind. I don’t know the first thing about it.

PART FOUR: WRITING

4.1 Write a letter

Ian rang Stephanie Brown back about the security arrangements for next week’s AGM. During
his conversation with Stephanie, he made the following notes. Complete the letter his PA, Gemma
Redwood, sent to Mr Sutton at Triple S Security, using the following notes.

Security arrangements, AGM, Tuesday 9th, 2 to 4pm.
_three extra security officers, two at main entrance of company, one at

entrance to car park.
-security officers to check identity of each visitor entering either main

entrance or car park..
-direct visitors to Reception.
-officers present from 1 - 5pm Or until everyone has left.

Dear 5
We would like to confirm

‘We will require

Would you please instruct

They should then
Could you also ensure

Please let us know if you need further information concerhing these arrangements.
Yours sincerely,

Gemma Redwood

Gemma Redwood

p.p- Ian Young (Managing Director)

13
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PART FIVE: GRAMMAR REVIEW

5.1 Tenses

Match these sentences with the time expressions on the right:

1. Ian is talking to Gemma a. ten minutes ago.

2. He holds staff meetings b. so far this morning.

3. We’re going to have a meeting c. when the receptionist called.
4. He left the office d. at the moment.

5. He has sorted out three problems e. for a year.

6. He has been working for the company f. in ten minutes.

7. He was talking to Gemma g. once a week.

Which sentence is which tense?
8. The past simple _
9. The present perfect -
10. The present perfect continuous .
11. The past continuous o
12. The present continuous _
13. The present simple .

14. The ‘going to’ future

5.2. Gerunds and infinitives

Listen to the examples on the tape. Complete each of these expressions with either the -ing form
or the infinitive.
1. Would you mind
2. We agreed
3. I couldn’t help

4. I’m not used to

5. I managed

6. It’s not worth
7. We can’t afford

8. She suggested

Now complete the following in a way which makes sense to you. You will find these verbs
helpful:
Commute do travel wear work
9. It’s sometimes easier something yourself than to get someone else to do it.
10. in a big firm has its advantages.
I1. Some people think that in your work is a perk, but they forget how boring long-haul
flights can be.
12. Finding the right person your work while you are on holiday can be tricky.
13. to work can get you down, particularly if there are rail strikes.

14. What you choose to work can influence your career.

14
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5.3 Agreeing enthusiastically

When someone makes a suggestion, we often want to agree strongly:
That's a good idea.
What a good idea!
Match up the following suggestions and responses:
1. What about giving Linda an assistant?
2. Could we get a drinks machine so that we don’t argue about who’s washing the mugs?
3. What do you think of the idea of a staff day out?
4 Would you mind working late, then having time off tomorrow?
5. Would you like some extra help?

a. That’s a fantastic idea. Then we could really get to know each other.
b. What a brilliant employer you are!

¢. That’s a much better idea. I'm not doing anything this evening.

d. That's a good idea. She could do with more help.

e. What an excellent idea! I hate having to do it every day!

5.4 Grammar pairwork activity

Work with a partner. You will need to look back at the grammar exercises to find the answers.

1. Find two examples of the present continuous:
a. where the action is in the future:
b. where the action is in the present:
2. Find two examples of the past tense in the same sentence:
a. where one action was short:
b. and the other action was longer:
3. Find an example of the present simple where the event is a regular one:

4. Write doing or to do after the following words to make phrases:
a. I don’t mind it.
b. I agreed it.
¢. I couldn’t help it.
d. It’s not worth
e. I'm not used to _it.
f. It involves overtime.

g. I managed it.

What is a good office?

An office where the tea and coffee never run out.

An office where there are always biscuits.

An office which never runs out of envelopes.

An office with a good social atmosphere.

An office where the bosses take their turn to make the coffee.

An office where nobody is watching the clock.

An office where everyone has a comfortable place to work, properly lit, with a comfortable
chair and a desk at the correct height.

An office where everything is everyone’s responsibility.

Now AW

(o o]
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PART SIX: VOCABULARY REVIEW

6.1 Find the word

Look back through this unit to find words which fit the following definitions:

1. You send them to customers so that they can decide whether to buy a product:

. Another word for immediately:
. All the details of travel and hotels:

. A short way of writing as soon as possible:

. A company which is owned by a larger company:
. You have put something somewhere and now you cannot find it:

. An informal word for a conversation:

Nl e R e S I

. Very long flights, for example, from London to Tokyo or Cape Town;

10. You travel a long distance to get to work every day:

6.2 Staff, labour, workforce

Here are three dictionary definitions for these three words. Which is which?
1. All the workers employed in, for example, a small business or institution

2. The total number of workers who are employed in a large company

3. The general word for workers, usually manual, in a country

Use staff, labour, and workforce to complete the following collocations:

4. the hotel 13. skilled

5. the free movement of 14.a of 8

6. take on more 15. half the total

7. twelve 16. hospital

8. the school 17. need more

9. cheap 18. an educated

10. relations 19. a member of

1l.a meeting 20. the force
12. the ‘ market

6.3 Expressions with prepositions

Fill in the correct prepositions in the following expressions, which are taken

1. ___the post 7.____such short notice
2.___ alot of pressure 8. areply ___ writing
3.late ___ an appointment 9. abitof amess

4. ___ abirthday party 10. a cheque ___ £10,000
5. staff___ill 11.___holiday

6. an appointment___4pm 12. not far__

. A company which owns another company: P

from this unit:
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