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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 B
Fistname Claire
Sex female

Date of birth
2 July 19..

Place of birth Card '

Sumame / Family name K
Fistname Alan
Sex male
Date of birth
21 January .
Place of birth Manche:

= ‘ Department
Maritalw Z::;gt administration
Qualifications Position

Department
administration

Positi
trainee management assistant

trainee management assistant

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). ZEENPHEBRE 16 FHBESN GCSE WGE—Hk, SEEFFHA
R FR S EERREINHE.
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1 Mark
Claire
Mark

Alan

5 Claire
Mark

Alan

Mark

Mark

Claire
Barbara
15

Mark
Alan
Mark
20  Claire
Mark

UNIT ONE

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.
koksk

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.
gk

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 employ most of the original workers. Oh, look, there’s one of
them, Frank Wiest, the production manager. He runs the factory.

Rl FRAER B

EEEERNRG XD, ﬂﬁﬁmﬂﬁ#ﬁﬁm%$oLWﬁAﬁ%@§ &
FERENFEBRNE, A FEHERGETHE, BN, —*ﬂQF"UMs"&iWﬁ
I, MBERESNF (L) 2ECIE, NERMs, fIEMrs,

a H‘J‘ A ""T:wi‘r“"r i
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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 ...youatrainee, 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 ...doyousstart work? ¢ My colleagues.

4 ...doesshedo? d At8.30.

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

6 ...doyou go to college? f She’s a secretary.

8 EIGHT
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Making introductions
Greeting people you do not know
A: How do you do? I'm ...

A: Pleased to meet you. / Nice to
meet you.

A: Excuse me, areyou ... ?
A: Welcome to ...

UNIT ONE

B: How do you do? Wy
B: Pleased to meet

‘ too. /M
meet you, too. o
B: Yes, that's right. / Mo

B: Thank you. Nicm he

ly
e

morning (6 a.m. — 12 noon)
Good afternoon (12 noon -6 p.m.)
evening (6 p.m.—10 p.m.)

Greeting people you know
Hello.

Hi!

Nice to see you (again).

A: How are you?

Introducing people

Thisis (Alan Kirk).

B: I'm fine, thanks. And you?

These are (the trainees from Britain, Claire Browne and Alan Kirk).

Saying goodbye
Goodbye.

Bye.

See you again sometime.

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 A businesswoman 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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6 INTRODUCTIONS

Mark

Alan
Mark

Claire

Mark

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.

A

eeeeveg,
)
w
»

2000000l
EERRXERY
® §

4 °
lecceoscooe?®

senevn g,

@
®
®

®cecvvese

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.

This is! (be) Susan Leach’s office. Susan always [00ks after? (look after) our
trainees on their first day.
...3 (she / speak) English?

Yes, she does. She ...* (come) | g
from Scotland.

Ah good. Another British
person.

Yes. You ...° (not be) the
only ones!

;R



UNIT ONE

Mark  Ah, here she ...% (be). Alan and Claire, meet Susan Leach, our office manager.
Alan  Pleased to meet you.
Susan  Pleased to meet you, too. Welcome to Chemnitz.
Mark  Listen, Susan. I...” (not have) much time. There ...8 (be) a meeting in the manager’s
15 office at ten. Here ...° (be) the trainees’ files. Can I leave them with you?
Susan  Sure. No problem.

L ]

Susan ~ Well, these ...1° (be) your desks. Another colleague ...!! (sometimes work) in this
office, too. She ...12 (come) in part time, in the mornings. She ...13 (usually arrive)
20 around this time, but she ... (not always get) here on time.

Hkk

Susan Hi, Renate, you can practise your English today. These ...15 (be) the new trainees.
. They...'% (not speak) much German. Claire, Alan, meet Renate ...

e
g
=
=
L ¢
[
(U}

'\u. kR SOHTE _' 478 of st ( 4 il

8 PRrRACTICE

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 O ~NOUSA WN =

o
o
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SUSAN'S OFFICE ROUTINE

Susan is talking about her work routine.
Complete the sentences using at, on or in where
necessary. Then listen and check.

‘T usually start work ... 8.30. First I switch on my
computer and check for emails. The post arrives ...2
around 9.30. Renate normally comes in ...3 that
time, too. She only comes in ...# the mornings. ...°
every morning I write letters and reports. I have
lunch ...6 1 o’clock. I do different things ...7 the
afternoon. For example, ...8 Tuesday afternoons I
normally check the stationery cupboard and order
new things from the stationery store — paper, envelopes and so on. ...° Fridays I
always tidy up the office ready for work ...1° the next week. The last thing I do
...11 Fridays is empty the trash bin in my computer. ...!2 most days I go home ...13
5 o’clock but ...1* Fridays I usually leave a bit earlier.’

EVERY DAY ...

Ask a partner about what he / she does every week and make notes. When you
have finished, go with your partner to another pair. Tell them about your
partner’s routine.

-

EXAMPLE Tom usually gets up at 7.30. te goes to school ...
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11 vocasuLARY WORK

With a partner, decide which words go under which heading: office equipment,
routine, jobs. Copy the headings and the words onto different pages in your
- exercise book and add more words to each page as you learn them.

apprentice ® computer ¢ open the post ¢ trainee ®
write letters ¢ secretary ¢ office manager ¢ printer

WARSHSEE ,
N "ﬁ%ﬁﬁﬁﬁﬁ“ﬁfAﬂm"\"&%Amﬂ"
| BHASHEEEUNLH
. m ST (2R-R) ) RS EREE, %ﬁ@ﬁ,
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i 55 18 & A9 FF %

With reference to your advertisement in ...

| am writing | in response to
in reply to

| was very interested to read

WEEENER

Thank you in advance for ...

I look forward to hearing from you | soon.
in the near future.

| would appreciate an early reply.

THIRTEEN 13



12 ALETTER TO AN ENGLISH FIRM

Read this letter and identify the main parts.

1 body of the letter
2 date

3 address

C

= 0

Dallas Marketing
480 Ewing Avenue
Huddersfield
HU14 TE7

Great Britain

Dear Sir or Madam
Practical training

Tam ipterested in applying for a period of practical training in an English firm. The
description of your firm on the Internet and the details about practical training

4 complimentary close
5 addressee
6 signature

7 salutation
8 subject line

9 enclosure (Enc.)

a Egonstr. 203 1
D-79106 Freiburg
Germany

b 18 June 20.. 5

which are given there match my abilities and interests very closely.

Iam about to complete my training as an office management assistant in a German i
distribution company. My duties include writin
and taking messages. I am also studying En;
atavocational school. This trainin;

Europe recognizes.

Please find enclosed my CV and photocopies of my qualifications to date.

AsIam particularly keen to improve my English skills in an English-speaking
country, Iwould appreciate the opportunity to discuss this application with you.

Ilook forward to hearing from you soon.

Yours faithfully

Melanie Albrecht

Enc.

BE CAREFUL!

13 A TORN-UP LETTER

14 FOURTEEN

g emails and letters; telephoning
glish, word-processing and bookkeeping
g leads to a certificate which every country in

10 |

15§

Put the pieces of this letter about practical training in the right order.

a

e Sarah Helm %

PRS-

h

Dear Sir or Madam i b
RN TR = =

Enc. s =

S L

f 21 May 20.;)
2

L

-

Max-Planck-Strasse 17 d
78628 Rottweil

Germany

Tel | Fax: (+49) 741 46379

Email: sahel@aol.com 4 g

- - . - i W —
In the information about your firm on the Internet you offer a.six-
month practical training period for an office management assistant.

I am a 23-year old trainee at Just GmbH, a clock factory in l.iottweil.
Once a week I attend a vocational school where I am studying office

communication. My training period ends in July. I think thata

practical training period in your company would be a great chance
to use my skills and improve my knowledge.
I enclose my CV and copies of my certificates and look forward to

_your repl

o

S

Practical training ﬁ

Ty

e
Finwood
Ala-Malmi 16
00099 Helsinki
Finland

i Yours faithfully /

sty i



