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Unit One
Company Organization

PART A

I . Vocabulary
exit
to make one’s way to see round
Renault Vancouver

Il . Basic Structures
Have you been waiting long?
How was the flight?
May I help with your baggage?
No, I can manage, thanks.
Is the hotel far from here?
What a shame!
If you had more time, I'd take you sightseeing.

l. Exercises
1. Listen to Dialogue One, and then tell whether the following state-
ments are true (T) or false (F) according to the dialogue:
(1) The two speakers are at an airport. ¢ )
(2) Tt isn’t the first time they have met. ( )



(3) The woman has been waiting for more than twenty- (

five minutes.
(4) The flight had been delayed for one hour. (
(5) The meeting is scheduled to be at 3:30. (

(6) They are going to take a taxi instead of the compa- (
ny car.

(7) The hotel is not very far from where they are now. (

(8) They will go to the hotel before the meeting. (

(9) The meeting is due to start at 3:30. (

. Listen to Dialogue Two, and then complete the dialogue:
F1: Hello Claud.

M: Sylvia Layton! (1). Do you know Ms
Heller?
F1: Yes. We met at (2) in Vancouver.

F2: Yes, and this time we’re in your home town, aren’t we?

F1. (3) . 1live here in Alicante. What a good

memory you've got.

M: It's a beautiful city. We're just sorry we have

(4).
F1: That’s a pity. When are you flying back?
M: (5).
F1: And you, Ms Heller?
F2: I'm leaving (6).
F1: What a shame! If you had more time, I'd
(7).

M: I hope to come back soon, actually.
F1: Really? (8)7



M: We haven't fixed the date yet but ...

PART B

1. Vocabulary
accountable corporate executive
geographically matrix namely
organizational overview rationalization
to split subsidiary territory
human resources in tum
managing director parent company
to report to

Il . Basic Structures
The Managing Director is responsible for running the company and is
accountable to the Board.
He is assisted by four executive departments.
The subsidiaries report to the Export Sales Department, which in tum
1s accountable to the Board.

Il. Exercises
Listen to the presentation about the organizational structure of a com-
pany, and then answer the following questions:
(1) Who is responsible for running the company?

(2) How many executive departments are there in the company?

(3) What are these departments?



Human Resources Department,

(a), Management Services Department, and
(b).
(4) What is the Human Resources Department responsible for?

It is responsible for (a), (b)
and (e).
(5) How many regional managers are there in the company?

(6) How many subsidiaries does the company have?

(7) Where are these subsidiaries?
In (a), (b),and __ (e).

Listen again and check your answers.

PART C

1. Vocabulary
advantage coordination expertise
motivating pharmaceutical strategic
domestic sales to draw on
foreign sales in more detail
profit centre

I . Basic Structures
At the top here we have the General Manager and he has six people
who report to him.
Each group is a seperate profit centre.
They are totally in control of their budgets so they have a lot of re-
. 4 -



sponsibility .

. Exercises
1. A man is describing the organization of a company. Now listen to
Part One of his description and then choose the best answer to

each question you hear:

(1) a. Health consultancy. b. Medicine.
c. Sports facilities. d. Hospital equipment.
(2) a. Four. b. Five.
c. Six. d. Seven.
(3) a. Finance. b. Production.
c. Strategic co-ordination. d. Development and marketing.
(4) a. Three. b. Four.
c. Five. d. Six.
(5) a. One. b. Two.
c. Three. d. Four.

2. Here is Part Two of his description. Now listen carefully and sup-
ply the missing words or phrases in the following blanks:

You may wonder what’s the point of having these groups?
They have a lot of (1). Firstly, each one works
in a different medical field so they can develop the necessary

(2). Secondly, it’s very (3) for
the staff. Each group is a seperate (4). They are
totally in control of (5) so they have a lot of re-
sponsibility .

You want to know how big these groups are? There are

(6) in each one. There’s someone from marketing

« 5.



and someone from (7). Then there are two doc-

tors, one responsible for (8) and

the other working on research and development. There’s someone
from (9) and someone from the

Phammaceutical Department. So each person represents

(10) of .our organization. And

that’s another big advantage. There’s a wide range of
(11) to draw on when they're
(12).



Unit Two
Making Arrangements

PART A

I . Vocabulary
demonstration
to hear from to put through
rolling mill

Il . Basic Structures
I’'m phoning about my visit on the 22nd.
Thank you for letting us know.
Would you mind if I brought a colleague with me?
Would you like me to arrange a demonstration?
Let me know if there’s anything else we can do.

. Exercises
1. You are going to hear a telephone dialogue about a scheduled vis-
t. Listen carefully, and then choose the best answer to each
question you hear:
(1) a. Fixing an appointment .
b. Making changes to a schedule.
c. Having a flight changed.



d. Cancelling an appointment.
(2) a. On Tuesday.
b. On Wednesday.
¢. On Thursday.
d. On Friday.
(3) a. He is going to stay one day longer than scheduled.
b. He wants to have a look at the rolling mill.
c. He plans to meet the chairman of the board.
d. He is bringing a colleague with him.
(4) a. To watch a presentation.
b. To attend the conference.
c. To see a machine.
d. To sign a sales contract.
(5) a. At around eleven.
b. In the afternoon.
c¢. Towards evening.
d. Late at night.

. Here are two extracts from the dialogue. Listen again, and supply
the missing words or phrases:

F1: Intemational Shipping.

M: I'd like to speak to Dorothy Bellow, please.

F1: (1), please?

M: Thomas Wood.

F1: One moment. I'll (2).
F2: Would you like me to (3)7
M: That would be very kind.



F2: (4). Was there anything else?
M: No, ___ (5), 1 think.
F2: (6) if there’s anything else we can do.
M: Thank you.
F2: (7) at around eleven, then.
M: Yes, I'm looking forward to (8).
F2: Thank you (9). Goodbye.
PART B
I . Vocabulary
to suit workshop
in operation to put off

I . Basic Structures
I'm afraid 1 can’t make lunch on Thursday.
Could we meet on Friday instead?
When would suit you best?

Would you prefer the moming or the aftemoon?

. Exercises

1. Listen to Telephone Dialogue One and then supply the information

as required:

(1) The man is telephoning about " by Thomas
Wood.

(2) The man says he can't (a) on Thursday, but
he is (b) to seeing Thomas Wood.

(3) They will meet on (a) at (b)



for breakfast at the Dorchester.
(4) Thomas Wood is going to the Peterborough
(a) on (b).

. Llisten to Telephone Dialogue Two, and fill up the following
blanks with the words and phrases you hear:
M: Michael Black.

F: Hello Michael. Dorothy here.

M: Hello Dorothy. I (1).

F: Good. The reason I'm calling is there have been
(2).

M: Oh yes?

F: Mr Wood is bringing a colleague — a Mrs Croft.

(3) showing her the

rolling mill in operation?

M: No, 4).

F: That’s very good of you.

M: When would (5)?

F: Some time on Thursday, if possible.

(6) the moming or the aftemoon?

M: The aftemoon, I think.
(M)

F: That should be fine. We were going on a workshop tour at
2:30 but I can (8) till three.

M: Rjght then.

F: So that’s (9), then. Thanks a lot,
Michael .

M: _ (10). Take care.
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