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MEETING & GREETING

WARM-UP

Talk in groups. What do you as a trainee learn at work and at vocational
school? How much English do you use at work? When do you need
English? Who do you speak and write to?

1 MEET THE NEW TRAINEES

EcoOffice is a European manufacturer of energy-efficient office equipment.
Claire Browne and Alan Kirk are trainees at EcoOffice.

—

Sumame / Family name Brp“
Firstname Claire =
Sex female

Date of birth
2 July 19..

Place of birth Cardiff
Marital status single
Qualifications GCSE*

Date of birth

21 Januvary Ib Al
Place of bisth Manches
Marital status single

administration

GCSE*
Quakifications Posit
aldninistntion trainee management assistant

Position

Copy a personnel card into your exercise book. With a partner, ask and answer
questions to complete the cards for each other.

* GCSE (General Certificate of Secondary Education). ZEMPZEEME 16 MBS GCSE NGE— %R, SHELFFHEA
RUEEREEREFEINEE,

6 SIX
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Track 2

1 Mark
Claire
Mark

Alan

5 Claire
Mark

Alan

Mark

10
Mark

Claire
Barbara
15

Mark
Alan
Mark
20  Claire
Mark

UNIT ONE 77

GETTING STARTED .

All trainees at EcoOffice learn about other parts of the organization. Claire and
Alan are at the EcoOffice paper factory in Germany. On their first morning the

assistant personnel manager, Mark Haller, meets them at reception. Listen and
answer the questions.

1 Where exactly is the paper factory?

2 What does Barbara Fechter do?

3 Why do they use first names in the office?
4 How many people work in the factory?

5 Who runs the factory?

Excuse me. Are you the trainees from Britain?
Yes, that’s right.

I'm Mark Haller. Welcome to Chemnitz.
Good morning. I'm Alan Kirk.

And I'm Claire Browne.

Pleased to meet you. Tell me, do you like your accommodation?

Yes, thanks. The apartments are very comfortable.

Good. Our trainees are usually very happy there. Well then, let’s get started. Come
and meet my boss, Barbara Fechter. She’s in charge of personnel.
ek

Hello, Barbara. These are the trainees from Britain. This is Claire Browne and
this is Alan Kirk. Claire, Alan — Barbara Fechter.

How do you do, Ms Fechter?

Oh, you don't need to be so formal. Just call me Barbara. We always use first
names in the office. We are a British company, after all.
*kk

Next, let’s look around the factory.

It's big. How many people work here?
Sixty. Four of them are apprentices.
Sixty. That’s a lot.

Yes, it is. We still emp]dy most of the original workers. Oh, look, there’s one of
them, Frank Wiest, the production manager. He runs the factory.

oA FRIE R -

EXXERNRHXGFD, RABRHRIEN FHEF, BMHEAZILER, &
FEENHTERNA, HENFTEHNBERREFEE, U, —MREMs = Mr iR
0f, WRDBEENT (%) REEE, NEMAMs, fiEMrso

BB _ g
ERXEHERNAH, NMERLE, e
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8 EIGHT

BE CAREFUL!

3 QUESTIONS AND ANSWERS

Complete the questions (1-6). Then match the answers (a-f).

1 IS, Barbara Fechter the personnel manager? a No, Idon't.

2 ...youwork in the factory? b Yes, she does.
3 ... Alan come from Germany? ¢ Yes, they are.

4 ...youa trainee, Claire? d Yes, sheis.

5 ... Claire and Alan in Chemnitz? e No, he doesn’t.
6 ... Barbara work in an office? f Yes,Iam.

4 QUESTION WORDS

Complete the questions with the words below. Then match the answers.

Who ¢ When ¢ Where * How often ® How * What

1 ... does he work? a Bycar.

2 ...arethey? b Once a week.

3 ... doyou start work? ¢ My colleagues.
4 ...doesshedo? d At8.30.

5 ... doyou get to work? e Inan office.

6 ...doyougo to college? f She’s a secretary.



UNIT ONE 7

§ Making introductions T
: Greeting people you do not know u
E A: How do you do? I'm ... B: How do you do? My name is
o A: Pleased to meet you. / Nice to B: Pleased to meet you, too. / Nice to 2 w ®
3 meet you. meet you, t00. o W”" i
2 A: Excuse me, areyou ... ? B: Yes, that's right. / NM Wnam '
0o A: Welcome to ... B: Thank you. Niceto be hefé™
2 morning (6 a.m. - 12 noon) ‘
Good afternoon (12 noon -6 p.m.) ' ’
evening (6 p.m.— 10 p.m.) ity
Greeting people you know
Hello.
Hil
Nice to see you (again).
A: How are you? B: I'm fine, thanks. And you?
Introducing people

This is (Alan Kirk).
‘These are (the trainees from Britain, Claire Browne and Alan Kirk).
Saying goodbye
Goodbye.
Bye.
_ See you again sometime.

5 WHAT DO THEY SAY?

Read these situations and choose the correct answer.

1 Two businessmen meet for the first time.
a Hi! My name’s Peter.
b This is Peter Matthews.
¢ How do you do? My name is Peter Matthews.

2 The same two businessmen meet again later.
a Nice to see you again.
b Nice to meet you.
¢ Pleased to meet you.

3 One of the businessmen introduces the other one to a colleague.
a These are my colleagues.
b This is Charlotte Harris.
¢ Charlotte Harris.
4 Abusinesswoman meets a client at the airport. They do not know each other.
a Hello. How are you?
b Excuse me, are you Ms Lee?
¢ Welcome to the airport.
NINE 9
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© INTRODUCTIONS

Work with someone you do not know. Ask and answer questions to find out
about each other. Make notes and introduce your partner to someone else.

FEEEEE

ML ER RN

)

sowse

BE CAREFUL!

THIS IS SUSAN LEACH

Mark introduces Claire and Alan to a colleague. Decide on the correct form of
the verbs in brackets. Then listen and check.

1 Mark Thisis! (be) Susan Leach’s office. Susan always [00ks after? (look after) our
trainees on their first day.

Alan ...3 (she / speak) English?

Mark  Yes, she does. She ...* (come)

5 from Scotland.
Claire  Ah good. Another British
person.
Mark  Yes. You ...° (not be) the
only ones!
10 *k ok

10 TEN
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Mark
Alan
Susan

Mark

Susan

Susan

Susan

.

LB URYHBA FE, WERNEREREN (2).
LW WEREBET s ER, WEN S (3 ),

1 The manager’s office

UNIT ONE °

Ah, here she ... (be). Alan and Claire, meet Susan Leach, our office manager.
Pleased to meet you.
Pleased to meet you, too. Welcome to Chemnitz.

Listen, Susan. I ...” (not have) much time. There ...# (be) a meeting in the manager’s
office at ten. Here ...7 (be) the trainees’ files. Can I leave them with you?

Sure. No problem.

KAk

Well, these ...1° (be) your desks. Another colleague ...!" (sometimes work) in this
office, too. She ...!2 (come) in part time, in the mornings. She ...'3 (usually arrive)
around this time, but she ...'* (not always get) here on time.

HER

Hi, Renate, you can practise your English today. These ...!> (be) the new trainees.
They ...1¢ (not speak) much German. Claire, Alan, meet Renate ...

Genitive -

2 The trainees” files ey f“
3 The people’s choice : o
4 The name of the company e

l&ﬁﬁ%&%%k"%ﬁ"w,mﬁiﬁAmzﬂzEm%uyv‘

B EEGERNREE—RA of AL (4)0

PRACTICE

Make sentences using ’s, s’ or of.

EXAMPLE the desk / top ' tHe top of the desk

the owner / the computer
the boss / the secretary

the name / the firm

the address / the factory
Susan / phone number

the workers / overalls

the trainees / desks

Alan and Claire / new jobs
the women / changing room
the workers / smoking area

W oo N oYU B WN =

-
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