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1°» working day

Vocabulary 1.1 Jobsand tasks

1 complete the sentences with the words in the box.

answer calls data do emails meetings orders start travels writes

1 The Sales Assistants 6 My boss sales
work at 9 a.m. reports.

2 The Production Engineer writes a lot of 7 Wegoto on

Thursdays.

3 The Sales Manager 8 | alot of research in
customers every week. my job.

4 The Admin Assistants 9 The Admin Assistant processes
the phone.

5 The Project Manager often 10 Our manager analyses sales

for work.

2 Write sentences about Nico and Paula.
Nico is an Admin Assistant.

1 startswork early (always) 4
He always starts work em‘,%

2 travels for work (never) 5
He

3 calls customers (usually) 6

He

1.2 Work tasks and activities

Use the notes.
Paula is a Project Manager.

does research (often)

She

goes to meetings with clients (sometimes)
She

processes orders (rarely)

She

3 Choose the correct option.

1 Emilio needs to create the brief / talk with instructions for the project.

2 They need an agenda / update from the team with all their new information.
3 We have a budget / data meeting tomorrow to discuss production costs.

4 Our Admin Assistant usually books / creates a meeting room for the team.

5 We have five things on the agenda / presentation to discuss.

6 Canyou book / calculate the production costs today, please?

7 The sales team prepares discussions / presentations for all our new products.
4 complete the dialogue with the words in the box.

about available busy date fine see

shall then

: Sorry, but I need to change the *
: Areyou?
: No, I'min a client meeting on Tuesday. How 3
: Sorry, I'm afraid I'm 4

: Thursday morning is good. °
: lusually start work at 8.30 a.m. How about

: Yes, that's’

8
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you then.
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of the management meeting.

on Tuesday the tenth, in the afternoon?

Wednesday afternoon?

then. What about Thursday?

we meet in my office?
?

. We can go for coffee with the team.



Grammar 1.1 Facts and routines

1 Complete the sentences with the correct form of the verbs in the box.

call do finish notbe(x2) nothave notwork travel

1 Henriand Fiona often for work.

2 Mauricio research on new products.

3 Llaura on Fridays. She works from Monday to Thursday.
4 They work at 6 p.m.

5 Susanna meetings tomorrow.

6 Tomas a Finance Manager, he’s a Sales Manager.

7 She customers every day.

8 Kerimand Jorge IT specialists, they’re Project Managers.

2 Put the words in the correct order to make sentences.
1 often/Sylvia/reports/ writes/sales/.

2 until7 p.m./work / usually / we / on Wednesdays /.

3 analyses/Klaus/data/ rarely /.

4 before/ process/they/orders/4 p.m./always/.

5 goes/sometimes/ Fred/to/with / meetings / the sales team /.

6 never/phone/answers/Harry/the/.

1.3 Questions

3 Choose the correct option.
1 A:How often/ Where do you take 4 A: When/ What do you take a break?
a break at work? B: About 11 a.m.

B: Two or three times a day. 5 A:What/ When time do you

2 A:What/ Where is the meeting finish work?
this morning? B: Usually at 6.30 p.m.
B I PRI FUR T, 6 A:How/Where longis the
3 A: Where / Which desk do you work at? presentation this afternoon?
B: The desk by the window. B: About an hour.

4. complete the questions with is, are, do or does.

1 What the gym’s opening hours?

2 you use the gym at work?

3 your boss start work before you?

4 Renata at work today?

5 How many people in the office today?
6 she have lunch at her desk?

7 Where the toilet?

8 When the meeting start?

a



Working day

_—

Reading and Scheduling meetings

listening
=4

Hi Nadia, Hi Jan,
| hope you are well. Thanks for your message.
We need to have a budget meeting I’'m sorry, I’'m not available on
next week. I’'m available all day on Wednesday or Thursday. | need
Wednesday and Thursday, 15-16th to prepare a presentation on
September. Are you available on Wednesday, and on Thursday | have
those days? team meetings in the morning and
Best regards, a client meeting all afternoon. How
about Friday?
Jan
Best regards,
Nadia
Hi Nadia,
Sorry, | usually travel for work on
Fridays. How about Monday 13th Hi Jan,
September? Is 11 a.m. OK? Shall we Perfect. See you in your office at
meet in my office? 11 a.m. on Monday.
Best regards, Best regards,
Jan Nadia

1 Read the emails and choose the correct option.
1 When do Jan and Nadia need to have a budget meeting?

a tomorrow b this week ¢ next week
2 What does Nadia need to do on Wednesday?

a meet clients b prepare a presentation ¢ have a team meeting
3 What does Jan usually do on Fridays?

a work from home b travel for work ¢ make calls
4 What day is the budget meeting?

a Monday b Wednesday ¢ Friday

2 Read the emails again and complete the sentence.

The budget meeting is on th September, at a.m.in s office.

3 #0101 Listen to the conversation between Jan and Nadia and complete the
sentences with the dates and times in the box.

130 300 8 9 10 11 1115 13

1 Nadia has a meeting with new clients on ___th September.
2 Nadiais available on Wednesday ___th, but Janis busy.

3 Nadia has a phone call with the Madrid office at___p.m. and a management meeting
at___p.m.

4 Janneeds to send his report before ___a.m.
5 Nadia can finish her meetingsby ___a.m.

6 The budget meetingisat___a.m.on___th September.

4 Listen again. Where is the budget meeting?

click here to download more books
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Writing A survey

1 Complete the questions in a workplace survey with one word in each gap.

1 long does it take you to travelto i 5 Do work in an office with windows?
work every day? OVYes O No
OSSO R Sae iR N et 6 do you usually have lunch?
2 you sometimes work from home? : O In the canteen
O Yes O No O In a café or restaurant
3 How hours do you work . G iadrd ek
every week? L7 you usually work in a team or on
?
4 time do you start and finish work? YRS
8 How do you take a break?

2 Put the words in the correct order to make questions.
1 atwork/do/use/the/you /gym/?

2 the canteen/when/have/doyou/lunch/in/?

3 your office /work / many / how / people/in/?

4 carpark/do/how/you/use/the/often/?

5 work/the evening/do/athome/you/in/?

6 the meeting rooms/where/in/are/your workplace/?

3 You want to find out about the health and fitness of your colleagues at work or
where you study. Use the notes to write questions for the survey below.

gym facilities / your workplace / ?
many times / week / walk to work /?
always / use / lift/?

how often / exercise / after work / ?

eat/fruitand vegetables / every day / ?

A U A W N =

how many / cups coffee / have / every day / ?

Health and fitness survey »

1 Do uvou have auw facilities in uour workeplace?
A2 b L

OYes ONo
2

OEveryday OFourtimes OThreetimes OTwice (O Once
3

O Yes, always O Sometimes O No, never
4

OEveryday OFourtimes OThreetimes OTwice (O Once
5

O Yes, always O Sometimes O No, never
6

O6+ O5 O4 O3 02 O1 OO

#



Working day EERDO

4

Functional Talking about people and roles

language 4
1
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#>1.02 Put the conversations into the correct order. Then listen and check.
a [_]Helen: Nice to meet you, Theo.

b Mark: Helen, this is Theo from the Geneva office.
|:|Theo: Nice to meet you, too, Helen.

[ |Theo: He's fine.

[ ]Helen: Do you know Louis in the Geneva office?

|:| Helen: How is he?

|:|Theo: Louis Martin? Yes. He works in my department.
[:]Helen: About eight.

[ |Theo: How many people work in the sales team?

T 9 a N T 9 N

C |:| Helen: Theo, that’s the sales team.

4> 103 Choose the correct option. Then listen and check.

: What do you ‘do / work?
: 2I'ma /I work Sales Manager. | 3manage / visit clients and work with the

Sales Director.

: “Which / Who department do you work in?
: The IT department.

: SWhat’s / Who's your manager?

: Mario Souza.

: Do you travel ¢for / to work a lot?

: Yes, I do. | 7go / visit our offices in Europe and Asia.
: Who 8manages / works that team?

: Jonathan Andrews. Do you °see / know Jonathan?

: WWhat / Which does Jane do?
: 11She does / She’s an IT Manager. She *2does / manages the IT team.

Put the words in the correct order to make questions about Kate, a Designer,
and Sam, a Sales Manager.

a clients/ visits /who /the /?

b does/who/visit/Sam/?

a what/design/Kate/does/?

b new/who/products/designs/?

Choose the correct answers for the questions in Exercise 3.
a Clients./Sam.

b Clients./Sam.
a Kate./New products.

b Kate./New products.




2 ) Doing business

Vocabulary 2.1 Ordersand deliveries

1 Match 1-6 with a-f to complete the sentences.

1 We often order a meals from restaurants to customers.
2 Therestaurants supply b anorder with our app.
3 Ourriders deliver ¢ deliveries every day of the week.
4 You can place d meals to our riders.
5 The supplier e prepares your food for delivery.
6 The company makes f food on their website.
2 Complete the sentences with the words in bold in Exercise 1.
1 Theydon't maked at the weekend.
2 Does the companyd products outside the UK?
3 Canyouo food with their app?
4 Weplaceafoodo every day.
5 Wes tinned food to supermarkets.
6 Doesthes prepare food every day?

3 Complete the text with the words in the box.

deliver delivery order orders supplier supplies

We have anew! in Spain called Frutel. The company

2 fruit and vegetables to supermarkets in Europe. We can place

e on Mondays and their * truck leaves on Tuesdays.
They> to our supermarkets on Thursdays. We © a lot of

oranges and tomatoes because they are very fresh. Frutel is a great company.

2.2 Anorder by phone

Choose the correct option.

Frutel, good morning. Vera Sanchez speaking / talking. How can | help you?
Do you have / put the product reference number?

How many / much is a box of oranges?

How much does delivery / order cost?

How many / much boxes do you need?

Can you deliver / process by tomorrow?

I'd like to order / put the oranges now, please.

® N O U A W N R B

How many / much is that in total?

Match the questions in Exercise 4 (1-8) with the responses (a-h).
Twenty boxes, please. e That's €168.

o o Ul

My name is Hugo Tyndall. I'd like to order f They’re eight euros a box.
some oranges.

Yes, it's 00-98-43-22.

— g Forty cents per box.

(o]

— h Certainly, I'll put your order

d I'mvery sorry, we can’t. We don’t deliver on the system.
on Tuesdays. We can deliver on Thursday. ___




2 Doing business

4 Grammar 2.1 Thingsyou can and can’t count

1 Complete the sentences with the words in the box.

a about an any lot many much of some(x2)

1 Not people want to work there.
2 Wehavea of problems with this order.
3 Theyneed big warehouse for their products.
4 We need fruit and vegetables.
5 We have ten minutes. Itisn’t time for lunch.
6 Ginahas interesting idea for a new business.
7 Victor doesn’t have a lot time to finish his report.
8 Wesell thirty kilos of coffee every day.
9 Wedon'thave deliveries on Sundays. Deliveries are from
Monday to Saturday.
10 They have deliveries to make tomorrow.

2 Choose the correct option. Then match the questions (1-6) with the answers (a-f).

1 How much / many orders do we a lItneeds about ten, and about
have today? twenty drivers.

2 How much / many customers buy b Not much. People drink a lot of
fresh meat? coffee, but not much tea.

3 How much / many money do you need to ¢ We have twenty. We usually have
start the business? fifty orders a day.

4 How much / many delivery trucks does d Alot. We eat a lot of fruit
the business need? and vegetables.

5 How much / many fruit do you buy? e Alot. It's very expensive.

-

6 How much / many tea do you sell? Not many. We don‘t sell much meat.

2.3 Saying something exists

3 Complete the sentences with is/isn’t or are/aren’t.

1 There a delivery for you. (v)

2 There any stores in our area. (X)

3 There time to return itif you don‘t like it. (v)
4 There any paper in the photocopier. (X)

5 There two new computers in the office. (v)
6 There a phone on his desk. (x)

4 complete the answers with there is/isn’t or there are/aren’t.
1

A: Is there a discount on this order?
B: No,

2 A:Are there any customers in the shop?
B: Yes,

3 A:ls there time to finish the report today?
B: Yes,

4 A:Are there any meetings tomorrow?
B: No,

>10 <«




Listening An order by phone

1 4201 Look at the catalogue for Better Bio Cups. Listen to a phone call and
tick (v) the cups the customer buys (A-D).

BETTER BIO CUPS

Product Reference | Size Quantity
number per box
A [] Espresso cups ECOE12 Small 200 units
B []Espresso cups ECOE14 Medium | 100 units
C [ Cappuccino cups | ECOC16 Small 75 units
D [] Cappuccino cups | ECOC18 Medium | 50 units

2 Listen again and complete the order form.

Customer name Stella

Café/Restaurant Café

Customer reference number (CRN) 4 - -2 - -65
Size

Product reference number

Quantity ordered _ boxes

Delivery date , 15th March
Delivery cost delivery

Total cost £

3 Are the sentences true (T) or false (F)? Listen again and check
your answers.

Ben doesn’t know how to spell Stella’s first name.
Stella doesn’t understand what CRN means.
Stella doesn’t want small espresso cups.

For orders of one to nine boxes, delivery costs £16.

u B W N =

They can’t deliver on Wednesday.

4>2.02 Complete the questions from the phone call. Then listen and check.
Canl your CRN?

Do you have the product reference ?
How is a box of cups?

And how does cost?

How boxes do you need?

O B A W N R &

I help you with else?

#
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Doing business

4

Writing Email enquiries
1

1 Isthere adelivery charge for orders

under €100?

your stores?

3 Canlcancel my order before

delivery?

Can I return my order to one of

Is there a discount on small orders?

Match the questions (1-4) with the answers (a-d).

a No, you can’t. We collect goods from your
home address free of charge.

b Yes, thereis. Delivery is free for orders of
€100 and over.

¢ No, thereisn’t. There are discounts for
large orders of over fifty items.

d Yes, you can. There is one day to change

< X 4
From: Otto Beck

54

or cancel your order before delivery.

Put the words in the correct order to make sentences from an email.

=

response / to your/in/ enquiry, / free of / delivery /is / charge /.

find / alist/ please / of prices / attached /.

please / any questions / if / contact us / you have /.

you / there / two / order / can / return / your / are / ways /.

5 one/can/stores/go/of /our/you/to/.

from /your / can/ we / the goods / also / home address / collect /.

3 Choose the correct option to complete the emails.

= <«
From: Customer Services

(] =] ] <

To: Customer Services

To: Otto Beck

Subject: Cancelling or exchanging an order

Id like to 'exchange / return an order for a
computer chair. Is it possible to 2cancel / change
my order from a red chair to a blue chair? *Collect /

Subject: Cancelling or exchanging an order

Dear Mr Beck,
Thank you for “my / your enquiry. There Sis / isn’t time to

Delivery is on Friday next week.
Regards,
Otto Beck

change your order before delivery. We can deliver a blue
computer chair on Friday next week. Please éclick / refund
on this link to complete the exchange ‘email / form.

Please ®contact / return us if you have any questions.

Customer Services:

> 12

thank for enquiry / sorry
not happy

two ways to return: to any
of our stores or we collect

thirty days to return order

attached list of store
addresses

please contact if questions

<

Regards,
Amalia Ejsmond, Customer Services

4 Write a response to the email enquiry. Use the information in the box.

p=4 4 < ] =
From: Alicia Moreno
To: Customer Services

Subject: Refund

<

Dear Sir/Madam,

I’m not happy with my order. I'd like to return it and get a refund.
Can | return my order to one of your stores?

Regards,

Alicia Moreno



Functional Making agreements

language 4
1

T
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Put the words in the correct order to make questions.
the weekend / come / at/ can/ the builders /?

many / are / there /how / chefs/?

before / how / arrive in the office / about / coming / people / ?

the dishes / wash / the cleaners/can/?

time /how / need / much / the engineers/do /?

equipment/ do/ provide /you/?

include / does / materials / the price / ?

can/start/yourteam/when/?

#>2.03 Match the questions in Exercise 1 (1-8) with the answers (a-h).
Then listen and check.

No, I'm sorry, we don‘t.

Yes, that's fine. We can come at 7 a.m.

How about Monday next week?

No, I'm sorry. They only work from Monday to Friday.
Yes, it does. They are included in the price.

There are four in total.

They usually fix this problem in one or two hours.

Yes, they can.

%> 204 Complete the dialogues with the words in the box. Then listen
and check.

about come do how is

many need place there time weekend what

1

2

3

4

5

6

A: do you want the cleaners to ?

B: Clean the floors and empty the bins.

A: many meeting rooms are ?

B: There are three.

A: How days do you acleaner?

B: Three days a week.

A: What do you want the cleaner to ?
B: After we finish work.

A: therea for the cleaning equipment?
B: Yes, there is a cupboard in this office.

A: How coming at the ?

B: No, I'm sorry, we can’t.

#



3°) Changes

Vocabulary 3.1 Acompany’s story

1 choose the correct option.

1 The company moved / opened a new store in Paris.

2 She produced / started her new business in 2018.

3 The company opened / produced family cars at the beginning.

4 They hired / expanded the business last year, with two new shops.

5 We hired / launched four more employees last month.

6 The company opened / launched five new products in 2017.

7 We moved / created our factories to India in 2019.

8 He created / opened a new design for our products in 2018.

2 Complete the text about British designer and business woman, Cath Kidston.

Use the verbs in Exercise 1.
[ X X )

CathKidston'm____ tolondonin 1976. She *s her
first home interiors business with a friend in 1985. In 1993, she 2o
her first Cath Kidston store and 4c her now-famous wallpaper.
INn1999,shesh_____ more employees and opened her second store.
She®e_____ herbusiness to other countries in 2006 and opened a store
in Tokyo. In 2008, she worked with a UK supermarket and 7p. a

shopping bag from recycled plastic bottles. In 2011, the company él
the first Cath Kidston café in Japan. Today, there are over 200 stores worldwide.

3.2 Email phrases

3 Complete the table with the phrases in the box.

Best wishes Dearatt Dearemployees Please do the following
Please follow these instructions Regards Thankyou for your help
To allstaff We appreciate your cooperation

Beginning an email | meay all, ! 2
Thanking . L
Giving instructions | 5 N

7 8

Ending an email

4 Complete the email with the phrases in Exercise 3.

Toall ! .

We recently had some complaints about food in our office. Many staff eat hot lunches
at their workspace. Some staff also leave dishes around the office. Please remember
it doesn’t look professional when clients visit. From today, 2 do the
following:

— Eat in the office kitchen or staff canteen.
— Wash all dishes and cups that you use.
We 3 your cooperation.
Best * ;

Tanya Mazur, Office Manager

>14¢
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Grammar 3.1 Talking about the past (1)

1 Match the questions (1-8) with the answers (a-h).

1 Where did your family move to last year? a No, she didn't.

2 Whatdid you do when you arrived? b Last month.

3 Who hired you? ¢ |started last week.

4 Did Paul open a new store? d |looked fora job.

5 When did he hire you? e No, they didn't.

6 Did they hire many new employees? f We moved to Vienna.

7 Whendid you start your new job? g Mr Steiner.

8 Did Sarah launch a new product? h Yes, he did.

2 Write questions for these answers.

1 What ?
The company produced children’s clothes.

2 Where ?
The manager moved to another office.

3 When ?
She launched her café in 2018.

4 Who 7

Tom created our new products.

3.3 Talking about the past (2)

3 Complete the sentences with the past form of the verbs in brackets.
1 The company (make) very good progress last year.
2 We (have) a sales target of €500,000 for the year.
3 We (hit) the target for sales last month.
4 \We (win) new business in Europe.
5 We (build) strong relationships with new clients.
6 We (grow) our customer base in South America from 25,000
to 60,000.
7 We (buy) advertising space on buses.
8 We (spend) €24,000 on advertising.
4. Complete the Past Simple negative sentences.
1 Tim launched a French version of the game. He a Spanish version.
2 The company grew their export business in 2019. They itin 2020.
3 Sarahired a sales manager. She any new sales representatives.
4 |hit my targets last week. | them this week.
5 We built relationships with new customers in the USA. We any
in Europe.
6 They spent money on new desks. They any money on

new computers.

click here for more books
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3 Changes

4 Reading New office

1 Read the email and answer the questions.

1 Whois Stan Nagy? 4 When is the delivery?
2 What did employees get last year? 5 What time can staff come to the office
on Thursday?

3 What do they get this year?

< X 4 < 1] = im|

Subject: New desks and chairs

To all staff,

Last year, we bought new computers for all our employees. This year, there are new desks
and office chairs for every employee. Delivery of the desks and chairs is on Thursday next
week. In preparation for this, please do the following on Wednesday afternoon:

e Remove everything from your desk.

e Put all of your things in a box.

¢ Write your name on the box.

e Please don’t put your box on your desk.
e | eave your box on the floor.

e Don't put anything on your chair.

On Thursday, please:

e work from home in the morning.

e don’t come to the office before 2 p.m.
We appreciate your cooperation. Please keep your new desk tidy!
Best wishes,

Stan Nagy, Office Manager

Read the email again. Are the sentences true (T) or false (F)?
Staff need new computers.

Staff don’t need to pay for their new desks and chairs.

2

1

2

3 Boxes need to have names on them.
4 Employees need to leave their things on their desks.

5 Staff don’t need to work on Thursday morning.

6 It's possible for staff to work from home.

7 Employees don't need to work in the office on Thursday afternoon.
8

The Office Manager wants all staff to be tidy.

3 Put the words in the correct order to make instructions.
1 work/9a.m./please/at/start/.

2 the weekend/come/dont/to/the office/at/.

3 at/don’t/please/eat/desk/your/.

4 don't/please/drive/work/to/.

5 to/bring/don’t/large/work/bags/.

6 your/remove / please/ desk/any mugs/from/.

>16 €




Writing Company performance

1 Complete the company performance report with the phrases in the box.

abigthankyou butwe grew totwenty butwe had some problems

but we need to spend more next year itwasagoodyear our saleswere €26,000
we need to build strong relationships  we won five new customers outside London

< = 4 | A B | S
Subject: MegaMugs second year
Dear Team,
First, for all your hard work this year. We had a good year,
2 . We had a sales target of €30,000 but we didn’t hit it.
€ , €4,000 under. We wanted to grow our number of customers
to twenty-five shops, * , five shops under our target.
2 with customers. We hired three more sales reps and, as a
result, © and grew our export business with more sales in
the USA.
We spent €1,500 on online advertising, * to hit all our targets.
Overall, & . Well donel!
Regards,

Franco Volpe

2 Read the notes about Envirolite trainers. Tick (/) Yes or No for points 1-6.

Successes
two to four shops
Spent €9500 on advertising — won nine new customers

Challenges

problems with the online shop — didnt grow our export business

Aims for next year
— Spend more on advertising next year
— Spend money on a new online shop

Hit our sales target of €600,000 — grew our UK retail business from

Made some mistakes — online business didn't hit its target because we had

— Hire more sales reps to work in Europe so we can hit our export targets

Second year targets Success?

Yes

No

1 Hit sales target

2 Hit online sales target

3 Grow UK retail business

4 Advertise to win more customers

5 Create a good online shop

6 Grow export business

3 Write an email about Envirolite trainers’ performance. Use the notes and the

table in Exercise 2.
Dear Team,

Flrst, ...

#

A




3 Changes EERDO

— Functional Talking about projects

language 1 put the words in the correct order to make questions.
1 go,/did/generally/it/how/?

2 went/what/well, /in particular/?

3 well/didn't/what/go/?

4 the/what/problem/was/?

5 this/did/happen/why/?

6 do/what/you/did/?

7 happened/what/?

8 experience/was/what/your/?

9 to/what/we/do/change/need/?

2 Complete the responses with the words in the box.

deadline didn‘tcommunicate improve made mistakes problem well

a Weneedto our instructions and our communication, butin the end
everybody is really happy with the product.

b We made some with the instructions.

¢ OK,sowe metthe and everybody in the team was very happy.
The product is great.

d We the instructions clear and we had a meeting with the team in
the factory.

e Well, therewasa with the design.

f Wwe well and we didn’t have regular update meetings.

g ltwent , thanks.

3 %301 Listen and match the responses in Exercise 2 (a-g) with the questions in
Exercise 1 (1-9). There are two extra questions.

a d f __

b e ¢ Ju—

c

>18 <«




4 Travelling for work

Vocabulary 4.1 Travel arrangements
1 Match the verbs (1-4) with the phrases (a-d).

1 book a inanapartment
2 go b by coach

3 rent c acar

4 stay d aflight

2 Choose the correct option.

When Lorna travels for work, she usually ‘goes / stays at a hotel. When she goes to Paris,
she never goes by ?plane / flight, she 3books / rents a train ticket from London to Paris.
She sometimes *books / goes by coach.

Lornaisn’t going to Madrid by °plane / train. She’s flying. When she goes to Madrid, Lorna
sometimes ®goes by / rents a car. She goes to the airport’in / by train. She’s
8renting / staying an apartment in Madrid in July.

4.2 Airports and train stations

3 Complete the sentences with the words in the box.

arrived cancelled change left platform stops

1 Fiona the hotel at 8 o'clock.

2 Karl at the airport at 9.30 p.m.

3 Our flight to Berlin was

4 The 6.45 train to Rome leaves from 3,

5 Anyahadto trains at Edinburgh Waverley station.
6 The slow train at every station.

4 Ccomplete the sentences with the correct word. Then complete the crossword.

1 Across

7 | | 2 I'msorry - I'll be ten minutes

] 4 Jacquesa at the station at
6 o'clock.

4
l | | 6 Sonya’s flightwasc .She’s going
by train.

5 7 Youneedtoc in Reading for the
— London train.

|6 | | ‘ | | — 8 Flight MD453 leaves from g
23 now.

7 ‘ | | ‘ |8 | 9 Ourtrains___inParisand Lyon.

Down

|9 | | l 1 Dina'strainwasd___ by
. o
orty-five minutes.

3 Youneed to go throughs before
you can get on the plane.

5 Theplaned forty minutes late.

- 19 €



4 Travelling for work

" 4 Grammar 4.1 Talking about arrangements

Complete the questions with the correct form of be.
Where you working tomorrow?
When Dan flying to Glasgow?
How we getting to the airport?
Marek staying at an apartment?
Karl and Heidi visiting the office next week?

I meeting you next week?

Match the questions in Exercise 1 (1-6) with the responses (a-f).

Yes, he is. d Bytrain.

Yes, you are. e No, theyaren't.

In the office in Brussels. . f OnTuesday next week.

Write sentences about arrangements.
we / hire / a car for a week

Wendy and Robert / not fly / to Hamburg tomorrow

|/ notstay/in ahotel/ next week

Mauricio / not go / to the office on Monday

you/ visit / the factory next month

4.3 Things happening now

4
1

® N o 1 A w N o~ U
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Choose the correct option.

A: Am/ Is Pavel preparing a new price list?

B: Yes, he s/ are.

A: Am / Are the team giving their presentation this morning?
B: No, theyisn‘t/aren’t.

A: What am / are you having problems with?

B: We ‘m / ‘re having problems with our computers.
A:Are/Isyou planning your talk for the sales meeting?

B: Yes, | ‘m/ ‘re planning it right now.

Complete the sentences with the correct form of the verbs in brackets.

Rita (write) her report at the moment.

The team (not deal) with the problem today.

Right now, Liz (talk) to a new supplier.

Hans (have) problems with the delivery at the moment.
The meeting (go) very well.

Things (not go) well right now.

The Sales Managers (prepare) for the conference.

They (not repair) the phones today.




Reading and Dealing with delays

lIStenmg 1 €401 Listen to announcements 1-8. Tick (v) the place (airport or train
station) and the problem (cancellation, delay, change or busy).

Announcement | Airport | Train station | Cancellation | Delay | Change | Busy

1 v v

W NV b WN

Are the sentences true (T) or false (F)? Listen again and check your answers.
The 15.45 train to Edinburgh is on platform 3.

There is a delay to flight BAO730 of approximately half an hour.
You need thirty minutes to go through security in the airport today.
Flight AC604 to Toronto Pearson Airport has technical problems.
Departure of flight TKO762 to Istanbul is from gate 6.

The 8.35 train to Exeter isn't delayed.

The train to Amsterdam is departing from platform 16.

® N o u » win =N

Passengers going to Paris, Amsterdam or Brussels need to go through security.

W

Complete the text messages with will and the correct verb in the box.

be(x2) call see stay

Hi Gina, I

My train to Edinburgh is delayed because of a

technical problem. Sorry, but |
i about twenty minutes late.

Hello Katya,

I’'m in the airport. My flight to Geneva is delayed
by half an hour. I'm sorry but |

e late for the presentation.

|3 when | arrive.

Alex

Rob

i George S

I’'m sorry, but my flight is cancelled.

1 at a hotel in London tonight Kamal
and fly to Toronto tomorrow. Did you hear the announcement? Our flight is
Val now departing from gate 4, not from gate 6.
5 you there!
Mina

#



4 Travelling for work

Writing An update email

1 Match the sentence halves.

1 How are a having a good week.

2 I'mwriting to b wishes.

3 Here's an update ¢ update you.

4 Everything’s going d soon.

5 lhopeyou're e thingsgoing?

6 Allthe f best.

7 Speak g well here.

8 Best h onwhatwe’re doing today.

2 Choose the correct option.

< | =1 Z N T NEE

Hello Susana,
| hope you’re having a good week in the office in Buenos Aires.

| 'write /’m writing to give you an update on my work and my team. At the moment,
we are %having / planning our talk for the sales meeting tomorrow.

Marcos is writing a %figure / report on our new products, and Silvia is
“dealing / preparing the new price list, but she %s / isn’t finalising it today because
she needs more information from our suppliers.

Our meeting with clients in Santiago last week s / was good, and we are expecting
to “give / hit our sales target this month.

We’re having problems with 8a / some missing data from some markets. I'm dealing
Swith / for our supplier in Bolivia about that. We need some information on one of our
new products, but we're °dealing / expecting it this afternoon.

Speak soon.
All the best,
Luis

3 Use the information in the box to write an update email to your boss,
Maja, in Warsaw.

« Start the email and say why you < = 4 14 0 = ]
are writing — give an update on
work and the team: . Maja,
« customer meetings in Lyon last
week —good I'm writing
« getting new orders but not Our customer meeting F r
hitting targets W a5,

e need more sales

e Carl — writing a report on the
Lyon meeting this afternoon

Hilda — dealing with the

This afternoon,

paperwork for the job in Lille and Hilda e .
* You, Carl and Hilda — preparing We
for meetings in Toulouse and | hope
Montpellier next week
* Finish the email and say you Best

hope everything is going well in
the office in Warsaw

e S ff
Sign © (your name)

>»22(C




Functional Problems with teleconferencing

language 4
a

b

C

m

3

#>4.02 Put the conversation into the correct order. Then listen and check.
[]Sorry, my camera isn‘t working.

Hello Rafik! Are you there?

|:| Oh, OK. Let’s have an audio call.

[ ]Good morning, Rafik. | can't see you.
|:|Yes, I'm here. Good morning, Emma.

> 4.03 Put the words in the correct order to make sentences about
teleconferencing. Then listen and check.

unmuting / try / microphone / your /.

frozen/the /is/screen/.

internet/sorry, /is/ my / slow / connection /.

off / try / your / turning / video /.

screen / sharing /now /I'm /my /.

adding/1I'm/the/Fiona/call/to/.

on/are/mute/you/?

me / try / back / calling /.

4> 4.04 Complete the conversation with the phrases in the box. Then listen
and check.

breakingup can‘thear hangup noproblem onmute seeme
the connection you repeat that

Karl: Hello Gina, canyou! ?
Gina: Hello? Hello, Karl? I canseeyou,butl2____ you.
Karl: Oh, sorry. | was 3 . Can you hear me now?

Gina: Hello? Hello Karl. Are you there?

Karl: Sorry, Gina.* isn't very good.

Gina: Karl? Hello? Can you hear me now? We need to talk about the sales figures.

Karl: Gina, you're® .Hang up and I'll call you back.

Gina: Sorry, can ® , please?

Karl: It's a very bad connection. Hang up and Ill call you back.

Gina: OK. I'll” now.

Karl: Gina, hello? Can you hear me?

Gina: Hi Karl. Yes, 8 .1t’s OK now.

Karl: Great! So, how are you?

#



5°) Organising

Vocabulary 5.1 Organising an exhibition

1
1

A U A W N
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Match the sentence halves.

We always attend a clients after lunch.

We are designing b the summer trade fair in Vilnius.
The company is going to launch ¢ thestand next week.

Paul and Tina are meeting d abrochure for the new range of products.
They always provide e freeteaand coffee on their stand.
He’s going to help us set up f anew app for the fair.

Complete the words with missing letters.

There are twenty h__ ____sin the exhibition centre.

Exhibitors need to wear theirb_____ __satall times.
Whereisyours_ __ _d thisyear?

They're going todesignab___ e for the new range.

Where is the exhibitionc_ __ ____e going to be next year?

5.2 Phoning about a conference

W ® N o v o~ w N R W

[
o

4
A
B
A
B
A
B
A
B
A
B
A
B

A

>24(C

Choose the correct option.
How can | meet / help you?

I'm sorry / sad, Mr Harris is not available right now.

Can | speak / take a message?

Yes, can you say / tell her Juana Marquez phoned?

Can you spell / tell your name for me, please?

And it’s about / with the conference next week?

Sorry, could / can’t you say that again, please?

OK. And can | give / have your phone number?
So, that’s / there’s 0044 348-45-91-217.

I'lL give / say him your message.

Complete the dialogue with one word in each gap.

il can | help you?

:2 | speak to Antonia Flint?

:I'm sorry, she’s not 3

: Yes, can you tell her Yuri Petrov °

atthe moment. Can | takea* ?

about the meeting tomorrow?

: Yes, of course. Can you spell your surname for me, please?

: Sure. It's Petrov, that’s P-E-T-R-0-V.
: And what’s the company name?

: 1t’s RST Development.

:Sorry, canyou ¢ that again, please?

: Sure. That's RST Development.
: Thanks, and can | have your phone?
: Yes, it’s 007 312-25-98-851.

: Thanks.® ,that’s 007 312-25-98-851. I'll give Antonia your message.



Grammar 5.1 Talking about intentions
1 Choose the correct option.
1 1is/amnotgoingto launch the new app. The sales team is/ are going to do it.
2 The manager s/ are going to set up the stand. /s / Are you going to help?
3 Thedesignerisn’t/ aren’t going to create a new stand this year.

4 Thesalesrepsisn't/aren’t going to organise the conference party.

2 Write questions and sentences with going to.
1 When/you/ arrive? 3 Where/ the Finance Manager / stay?

when are uou golng to arrive?

I /arrive/at9am.|/notarrive/at8a.m. He /stay / at a hotel. He / not stay / in an apartment.

I'me oolneg to avrive at 9 a.m. v not dotng to

arvive at € a.m. 4 How /they/travel/ to the exhibition?

2 Are/we/ provide/ any freebies?

They / travel/ by train. They / not travel / by bus.

We / provide / coffee . We / not provide cake.

5.3 Invitations with would and want

3 Put the words in the correct order to make dialogues.
1 A:you/do/want/us/forcoffee/tojoin/?

B: good /sounds / yes! /.

2 A:tomeet/ like /would /for lunch /you/?

B:but/1/meet/verysorry,/|/today/am/cannot/.

3 A:you/this afternoon / would / like / the offices / to visit / ?

B: but / very much / thank you / this afternoon / | am not available / for the invitation, /.

4 A:tomeet/do/thereps/youwant/fora coffee/?

B: love / thanks!/I'd/to /.

4 Complete the questions and sentences with do, would, want or Id.

like to see the plans.

1 you like to meet for a coffee?
2 you want to go out for dinner?
3 Where you like to meet?

4 love to visit the new offices.

5 That be great.

6 Whattime doyou to finish?

7

8

you want to join the team?

;



5 Organising

4 Listening Organising a conference

1 #4501 Listen to a phone conversation and complete the message.

| Message for Ben Garcia

|’ phoned from?* Limited.
| It’s about the conference on®

| Please call her on *

4

2 #4502 Now listen to the conversation between Joanna and Ben. Tick (v) the
things they talk about.
1 number of participants []
2 hotel guests |:|
3 equipment I:]
4 help from hotel staff []
5 other events on the same day []
6 coffee and tea breaks D
7 catering |:]
3 Listen again. Are the sentences true (T) or false (F)?
1 Benwasin another office when Joanna called. .
2 Joanna needs to confirm the number of participants. .
3 Some guests are going to stay in the hotel for two nights. _
4 Joannais going to phone tomorrow with a list of participants. .
5 The conference is going to start at 8 a.m. .
6 Lunchisgoingto be provided at 1 p.m. .
7 Some of the participants are vegetarian or vegan. _
8 Bellavista can’t provide lunch for all the guests. _
Ap 4503 Complete the sentences from the second conversation with the words

in the box.

called calling Illsend many need send we’llhave won'tforget

1 I'msorry wasn't available when you earlier today. []
2 Thankyou for me back. []
3 How participants are there going to be? []
4 Canyou me the list of participants? D
5 all the details by email tomorrow. []
6 |think a coffee break at 10.00. D
7 Justone thing. The list of guests. | it as soon as possible. []
8 Don'tworry. | tosendit. []
4B Who said each sentence? Write J (Joanna) or B (Ben) in the boxes in Exercise 4A.

Listen and check.
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Writing Invitations

1 Read the invitations (1-4) and match them with the responses (a-d).

1_3_3_

Would you like to join us for lunch after the Thank you very much for
Hello Jess meeting on Tuesday? There is a very nice the lunch invitation. | am
Are you free to meet [talian restaurant we would like to take you to. very sorry, but | cannot
me for lunch? | have We look forward to meeting you on Tuesday. come because my train
some great news. Kind regards leaves at 2 p.m. | look
forward to meeting you
on Tuesday.

2 _ L | O
Richard and | would like to invite you for
Hi Tico dinner in a real Spanish restaurant. Would

Do you want to you like to join us on 17th April after your b _

join us for a drink marketing presentation? | will send you

Kind regards

after work? We're details soon. Sorry, but | have
all going to meet at We look forward to seeing you next month. other_ plans this
The Crown. Best regards evening. Have fun!

c NN | cweeeew 4
Thank you very much for the invitation. | would love to join you

for dinner on the 17th. | look forward to receiving the details. Yes! ancfl)sounds good. Where?
Best wishes What time?

2 Complete the responses to invitations with the words in the box.

be free join plans sorry would

1 Thanks, but I'm not for dinner.

2 | love to join you for drinks.

3 , butI'm not free today.

4 Yes, I'll there.

5 Sorry, butlhave other

6 Idliketo you, but I'm with clients.

3 Write a formal and informal invitation. Use the notes below.

Formal email Informal text message

* Invite your client to dinner after * Invite your colleagues at work to
your meeting on Monday join you for a drink

* It’'s a Thai restaurant near the office * Say why (for example: you're getting

* Say you look forward to seeing married / you've had a promotion /

your client it'’s your birthday)

4 Reply to the invitations you wrote in Exercise 3. Use the notes below.

Formal email Informal text message
« Say thank you for the invitation * Say thanks
e Say ‘no’ * Say you'll be there

* You have an early flight that evening * Ask where and what time

* Say you look forward to meeting
him/her on Monday

#



5 Organising EEDO

4 Functional Socialising with clients

language 1 put the words in the correct order to make sentences and questions.
1 ournew office / what/ think /do /you /of /?

2 |/ new/excellent/the/is/hall/think/ exhibition /.

3 you/the presentation / did / morning / this / enjoy / ?

4 city centre /what/ of /you/ think/do/the/?

5 Llike /do/ cuisine /you/local/the/?

6 presentations/the/1/some/ like /of /.

2 504 Match the sentences in Exercise 1 (1-6) with the responses (a-f).
Then listen and check.

It's nice, but it’s very busy.

T

Yes, | agree. They’re very interesting.
Yes, but it’s a bit small for our conference.
Yes, | like a lot of the food, but it’s very heavy.

I'thinkit’s a good place to work and it’s easy to get there.

- o a n

It was interesting and a good opportunity to meet the new reps.

3 4505 Complete the extracts from a conversation at a conference with the
words in the box. Then listen and check.

agree bit but enjoy hear it's right there think was vyou

Marta: ... So, what doyou'? of the conference?

Amy: It's OK. We saw some great presentations and | think 2 are some
interesting new products.

Victor: So, Amy, do 3 like the conference centre?

Amy: Yes, |do.The stands are good and it’s easy to see the new products.

Victor: You're right. Some of the new products are very interesting this year. But some of

the presentations werea* boring.
Amy: Yes, |® , but the presentation on recycling yesterday
was excellent.
Victor: Yes, | saw it, too. | ¢ it was a very popular presentation.
Amy: Didyou’ it?
Victor: Yes, it ® a good opportunity to learn about new packaging.
Amy: You're® . It was very useful. So, where are you staying this year?

Victor: We're in the Conference Hotel. How about you?
Amy: Yes, we are there, too. Do you like it?
Victor: It's OK, ° the rooms are small.

Amy: Yes, but near the conference centre and it's comfortable.
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6 Products

Vocabulary 6.1 Technology and the environment

DIF[MIJIR[Z[X[QIW[R[J]KIE] X Find eight words about technology and the environment in the word search.
A|G|I|O|P|P|B|E|V|K|L|E|U
RIEJCIVICILIEIV]OJUII|LIWI 2 Complete the dialogues with words from Exercise 1.
SID|R|E[M|A|[C|H|I|N|E|S|O 1 A:Whatd do to help th 5
Alz[E[A[D[S|ulT[x|M[1]0O[F -VVhatdoyoudotohelpthe_______«
DIC|IN|D|I|T|Q|P|W|E|R|U]|I B: | paper, glass and clothes and | don’t drive.
U[T|E[N|JV|[I|R[O|N[M|E[N|T .

: ?
KIoTRIBICICIDILIVITTElOIL 2 A:Whyis___ badforour planet:
M| |G|E[X|Q|Y|L|Y|T[F[K]|P B: It pollutes the sea and is bad for marine life.
TIK|Y[D[C|X|V|U[X|T[K|I]|X . ) s
TMNERERERANGEREE 3 A:Whattypeof __ doyou use to cook: gas or electricity?
WI[A[S|R|I|O|P|I|L|O|P|M|U B:Weusean__ cooker.
VIYIUIOIPIEIRIOIGIHIUIBIY 4 A:lstherea lotof in your town or city?
G|Y|W|[T|E|C|H|N|O|L|O|G]|Y

B: Yes, there is. There are a lot of cars and factories.

5 A:What do you use to save energy?
B: We use LED lights.
6 A:Whatdo the doinyour factory?

B: They place the products in boxes.

6.2 Helping with a problem

3 Put the words in the correct order to make sentences. Who says each sentence:
the client (C) or the Customer Service Agent (CSA)?

1 |/phone/aproblem/the/there’s/with/ordered/.

2 sorry/1I'm/the mistake / very / about/.

3 aren’t/the/working / cameras/.

4 you/change/for/we’ll/ those /.

5 your/check/canl/just/delivery address/?

6 anything/is/you/about/there/can/do/it/?

7 else/anything/can/you/1/help/with/?

JUuobtd

Choose the correct option.
: How *can/am | help you?

: There’s a problem 2for / with the computers you delivered.

> m » P&

: I'm sorry to 3hear / listen that. *Can / Will | have your order number, please?

: When %is / will the technician get here?
: It might ®come / take a week.

: But we ’have / need it as soon as possible!

@™ > W >

: lunderstand this is important for you. | 8talk / “ll talk to my manager.
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6 Products

4 Grammar 6.1 Speculating about the future

Turnover next year b 1 Lookat the notes and complete the sentences with will, might (not) or won't.

* Hire more sales reps — 1 Inthe next year, our company hit its targets.
not sure 2 We win new business in the USA.
* Win new business in the .
USAnoticire 3 We hire more sales reps.
* Rent new offices — 4 We rent new offices.
definitely not 5 We launch eco-friendly products.
* Launch our eco-friendly
products — yes, in June 6 We attend exhibitions.
* Attend exhibitions — no 7 We buy new computers.

plans, but we need to

* Buy new computers — 2 Put the words in the correct order to make sentences.
not this year

* Hit targets — yes, order
numbers are good 1 don't/drink water/think /1 /we /from plastic bottles / will /.

In the next ten years ...

2 sell /won't/ goods / supermarkets / plastic packaging /in /.

3 and offices / might / robots / our houses / clean /.

4 pollution /in our cities / | think / we / reduce / will /.

5 todrive/ might not/ many people/learn/.

6 might/alotof/there/be/on theroads/driverlesscars/.

6.3 Describing production

3 Choose the correct option.

Quinoais originally from the Andean region of South America. Today it *sell / is sold all
over the world because it is very healthy. In the Andean region, most quinoa

%js produced / produces in small farms. Around eighty percent of the world’s quinoa

3js grown / grow in Peru and Bolivia. Many other countries *s produced / produce it
today, including India, the USA and Kenvya. It Suses / is used to make salads and some
people éuse / are used it instead of rice or pasta.

4 complete the sentences with the Present Simple passive form of the verbs

Quinoa :

in brackets.

1 Around ninety percent of the world’s rice (grow) in Asia.

2 Over twelve billion pairs of shoes (produce) in China every year.

3 Direct trade coffee farmers (pay) a fair price for their coffee.

4 Allthe clothes at this fashion show (design) by young British
designers and (make) in factories in Europe.

5 This carpet (make) from recycled materials.

6 Indian cotton (sell) all over the world.

7 Thistea (produce) in Morocco.

8 The clothes (deliver) to our house.
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Listening A problem with an order

1

o = o a N T 9

4> 6.01 Listen to a client phoning customer services and choose the
correct option.

Paula works in the ... department.

alT b Customer Service ¢ Finance
The client is the manager of
a arestaurant. b acafé. ¢ an office.

The client’s espresso machine is
a new. b bad quality. c old.

What does the client want?

a He wants a technician to look at it.
b He wants to return the old machine.
¢ He wants to buy a new machine.

When is the technician going to come?
a on Monday b on Wednesday ¢ on Friday

What time of day can the technician come?
a inthe morning b in the afternoon ¢ inthe evening

Put the sentences from the conversation in the correct order.
Then listen again and check.

Well, I can tell them it's urgent ...

I'm sorry to hear that. What's the problem?

How can | help you?

Can | help you with anything else?

There’s a problem with our espresso machine.

I understand, but the technicians are very busy this week.

Do you want to return your old machine and change it for a new model?
Yes, good news. A technician can come on Friday.

When will the technician get here?

OOodooEsdn

I’ll send a technician.

Read the text messages. Which one is from the client to his employees at
Café Hibiscus?

A I

Hello,

The espresso machine isn’t working! Please don’t
use it. We are getting a new model on Friday.

. ]
To all staff,

There is a problem with the espresso machine. It’'s
very old. A technician is coming next week.

C I
Hi everyone,

Please don’t use the espresso machine. It isn’t
working. Someone is coming to look at it on
Friday afternoon.

#



6 Products

Writing The production process

1 Complete the sentences with the subjects in the box.

Allourjeans Allourjumpers Ourcheaprange Our creative team
Our workers  This company

are made from organic cashmere wool.
is bought mainly by young people.

are paid a very good wage.

sells clothes all over the world.

designs a new collection every season.

A U1 A W N =

are produced to the highest standards, using organic denim.

2 Complete the description of direct trade tea with the words in the box.

aredried arepaid arepicked aresent gquarantee isbought isdelivered
isdesigned ispaid visits

All tea is made from the leaves of the tea plant, Camellia sinensis, but
our tea is very special. A hundred percent ofourtea® Camellia sinensis:
directly from small organic tea farms in Darjeeling, in northern India. the tea plant
Onceayearourteam?___ the farms and meets the
farmers and tea-leaf pickers. We work hard to protect small farms
and the environment. Eachfarmer3_____ 3 fair price and
we always check that the workers on the farm are happy. A lot of
the tea-leaf pickers are womenandwe“____ that they
> afairwage and are helped with childcare costs.
Thetealeaves®__ four or five times a year.

They’ __ and processed and then they ®

to our factories, where we package the tea. All our packaging

° . byourcreative team and made from recycled
materials. Finally, ourtea™____ to shops and
supermarkets all over the country.

tea leaves

3 Write a description of direct trade chocolate for a company website.
Use Present Simple active and passive forms. Use the phrases to help you.

1 buy all our cocoa beans / direct / organic 2 visit / farms / every six months
farmers / Ivory Coast and Ghana ry

9 chocolate / package and

deliver / directly / customers

3 cocoa / grow organically / without /
use of dangerous chemicals

Helmsley’s Organic

Chocolate - Our story 4 use / quality organic cocoa

8 make / quality chocolate /
beans / to produce / chocolate

from these cocoa beans ‘

7 Then/ beans / clean and roast / ) ) 5 farmers / pay / guaranteed
ship to / headquarters 6 beans / deliver to / mil minimum price / cocoa beans

Helmsley’s Organic Chocolate - Our story
We buy all our cocoa beans direct from ...

>»32«C




Functional Placing an order

language 1 4602 Complete the conversation with the phrases in the box. Then listen
and check.

a lower price  can'tagreetothat canwe talkabout price now doyou want
how about how manyjackets |thinkthat’s I'msorry,but onsignature
that'sright the priceis we’d like

Felix:
Maki:
Felix:
Maki:
Felix:
Maki:
Felix:
Maki:

Felix:
Maki:
Felix:
Maki:

Felix:

Maki:

So, ! do you want to order?
2 500, please.
OK, 500. Yes, that’s fine. We can do that. What sizes 3 ?

100 small, 200 medium, 100 large and 100 extra large.
OK, that’s fine. 100 small, 200 medium, 100 large and 100 extra large. Is that right?
Yes, that's right. OK, # 2

Yes, of course. So ® twenty-five euros per jacket.
Twenty-five. That’s a lot. Can you give us ® ? Maybe a discount?
7

twenty-three?
No, I'm afraid we 8 .We can’t give discounts on new products.

OK. lunderstand. So that will be 12,500 euros in total.

Yes, ®
Could we pay ten percent 1° and ninety percent on delivery?
1 that’s not possible. We ask all our customers to pay forty

percent on signature and sixty percent on delivery. You can pay by bank transfer.
Is that OK?

Yes, 12 OK.

2 Put the words in the correct order to make sentences and questions.
a early/ might/September/it/be/. d deliveries/is/a discount/for/there/

later/?

b by/we’ll/ transfer / pay/bank/.

e you/August/in/them/can/deliver/?

¢ you/when/deliver/order/can/

the/? f delivery/does/weeks/ take /six/ usually /?

3 #4603 Complete the second part of the conversation with the sentences and
questions in Exercise 2. Then listen and check.

Maki:
Felix:
Maki:
Felix:
Maki:
Felix:
Maki:
Felix:
Maki:
Felix:
Maki:

1

We can deliver in September ... Let me see ... the 15th of September.

Oh, dear. We need them in August. 2
Sorry, but that's difficult. We're very busy.

3

No, it usually takes five weeks. But we have a lot of orders at the moment.

Mm. | really need them sooner. *
No, I'm afraid we can’t give discounts on orders under 1,000 items.

OK. l'understand. That’s fine.

But we’ll try to deliver sooner if possible. * Maybe the 2nd or 3rd ...

That would be good. OK, so I'll confirm my order by email. ¢

#



7Y Competition

Vocabulary 7.1 Product qualities
1 choose the correct option.
1 The user experience / value on this training app is excellent. It’s really easy to use.
2 |love how this screen looks. I really like its speed / design.
3 It'sagood product, but the weight / size is a problem. I'd like a lighter model.
4

The product life / speed is short on this phone. The battery will stop working
after two years.

(%, ]

The small size of the printer is its user / unique selling point.
6 I'm happy with the price | paid for my new phone. It's good use / value for money.

7 Speed/ Weightis a really important quality for an internet provider. Slow internet
is really annoying.

8 What features / points does the new car have? Does it have Wi-Fi?

2 Complete the sentences with the words and phrases in the box.

design features life speed unique selling points (USPs) user experience
value for money weight

This internet connection isn’t great. The loading is very slow.
We don‘t think this laptop is good .It’svery expensive for what it is.
The product of watches is short if you can’t replace the battery.

is very important when you choose a laptop for travel.

vu B W N =

The I'm looking for in a printer are high-quality colour printing and
a wireless connection to my computer.

(=)}

The large memory and advanced security are for this computer.
7 My new caris great, but | don't like its .It's not a beautiful object.

8 The for this website is very positive. It's fast and ordering is very easy.

7.2 Fees

Complete the sentences.
We provide conference rooms for the day, for a/an f d fee of £300.

3

1

2 Thebankchargesa/ana n fee for the arrangement of all loans.

3 Yearly membership of the club is by payment of a/an single, a Lfee.
4 Ac__ nfeeispaid by customers who need to cancel their flights.
5

The membership feei s access to the gym, the sports hall and
football pitches.

6 Thereisab g fee for conference guests, which includes ticket delivery.

Match the sentence halves.

Please note: a booking fee access to all of the club’s facilities.

T

For an additional fee will apply to all non-members.

24 hours advance warning ¢ available for a fixed fee of €1000.
The company will charge a fee d isnecessary to avoid a cancellation fee.

Our annual fee includes

™

for late payment of the parking fine.

O U A W N R D

One day trainingis f Sunfest Holidays can provide airport transfers.
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Grammar 7.1 Comparing (1): comparatives

1 Complete the text with the correct form of the words in brackets.

I bought a new digital camera. It's (good) than my old camera because
it's 2 (small), 3 (light)and hasa* (long)
battery life. It also hasa® (large) memory than my old camera.

When | want to download photos onto my computer, it’s © (easy) and

7 (fast), too. It was® (expensive) than my old one, but I'm

very happy with my choice.

2 Write comparative sentences. Do not change the order of the words.
1 Thiscar/be/spacious/than last year’s model

2 This laptop / be / heavy / than my old one

3 These office chairs / be / bad / than the chairs we had before

4 Yuri's phone / be/ thin / than my phone

5 The software on this model/ be / secure / than the old one

6 This tablet/be/cheap/than Harry’s tablet

7 These laptops/be /slow / than the old ones

8 The battery life / be / short/ on this model / than that one

7.3 Comparing (2): superlatives

3 Write the opposites.

1 thecheapest 4 theworst
2 the most comfortable 5 the most difficult
3 the lowest 6 thesmallest
4 complete the sentences with the answers in Exercise 3.
1 Paulsold the most cars last year. He’s sales rep in the company.
2 These questions are simple. They are questionsin the exam.
3 We haven’t got any computer screens that are bigger than this one.
This s
4 Their travel budget is very large, so they always stay in hotels.
5 This chairis very uncomfortable. It’s chairin the office.
6 Oursales team is very successful. We have number of orders.

click here for more books
https://t.me/EnglishZoneTextBooks
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5

Reading and Comparing cleaning agencies

llstenlng 1 Read the adverts below and tick (v) the correct column in the table.

Spotless Cleaning Service | Parkwood Cleaning

Cleaners any day of the week
High-quality

Eco-friendly cleaning products
Fixed fee

Own equipment
Service between 6 a.m.and 10 p.m.

Wide range of services
Window and carpet cleaning

ning Servicg

\e55 0\€2 Parkwood Cleaning

The answer to all your cleaning needs.

We have a very high number of
cleaners for all types of cleaning jobs.

Expert cleaning services.

We offer a wide range of cleaning

services for offices, hotels, restaurants, We can supply a cleaner any day of
schools, universities and hospitals. the week, between 6 a.m. and 10 p.m.
We can supply window and carpet We supply cleaning products

cleaners. and equipment.

We have expert, experienced cleaners. We offer a complete service for a

We supply all our own equipment. fixed fee. J

We use eco-friendly cleaning products.

We provide a high-quality service at
great prices.

2 %701 Listen to the conversation and answer the questions.
1 What's the problem?

N

Which company do Tina and lan choose?

Listen again. Are the sentences true (T) or false (F)?
lan and Tina have a client meeting this week.

lan thinks Spotless are more professional.

Tina and lan don't need the carpets cleaned.

Tina thinks the Parkwood cleaners are more experienced.
The service is more expensive at Parkwood.

lan thinks they don't need expert cleaners.

Tina wants to pay more for better quality.

® N o u B w N = W

Tina and lan choose the cheaper company.
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Writing The best providers

1 Read the report. Choose the correct option to complete the email.

Report on printer and
photocopier suppliers

RentEquip PhotoPrint XHX Hire

Value for * ok 2.8.8.2 ¢ Sk k
money

Customer Sk hok &k ok * &k
service

Staff * K 1 8.8 8 ¢ * & ok
knowledge

Staff ok k ok k 1 2.8 8¢
friendliness

Service * &k 0. 8.8 ¢ ¢ S ¢
reliability

Time to * Sk k 1 8.8 8 ¢
answer calls

%k kK k very good, kK kk good, k k% satisfactory,
* % needs to improve, x bad

Subject: Printer Photocopier

'Dear / For Olga,

Please find 2attached / with the results of a magazine
report on printer and photocopier providers we could
use. It compared three companies and PhotoPrint is
Ssatisfactory / the best.

Here is a summary of the *find / findings:

PhotoPrint °does / has:

- the best value for money.

- the friendliest staff.

- the most ®knowledge / knowledgeable staff.
- the most "reliable / reliability service.

Areas ®for / to improvement

PhotoPrint could improve their time to answer calls.
If you have any questions, please %ind / let me know.
Kind regards,

Zoran

2 Your company needs a new internet provider. Read the magazine report.
Complete the email to your boss with a summary of the results.

Cielo+1

Net4

YesBroadband

Value for money

kKK

*

ek

Customer service

kKKK

keksk

k%

Staff knowledge

Hokok

*k

K%

Service reliability

kKK

kkskok

Broadband speed

k%

kskokokk

< = 4

Dear
Please find

’

4

Here is

magazine report on
[t and YesBroadband is the best.

Strengths
YesBroadband offers:
- the best

- the fastest

Areas for improvement
YesBroadband could:

If you

Zoran

#




7 Competition EEDO

“" Functional Presenting

language 1 4702 Pputthe sentences from the beginning of a presentation in the correct
order. Then listen and check.

Thank you for attending this presentation.

T o

Lo

Finally, we'll have a question and answer session.
First, I'll tell you about our traditional product range.

So, good morning everyone. I'm Theo Robson, Sales Director at
Lucy’s Luxury Leather.

Then, I'lLexplain our new range and how you can present it to our customers.

10

The aim of today’s presentation is to introduce our new product range.

2 4703 Choose the correct option. Then listen to the second part of the
presentation and check.

Let’s start *at / with more information about our traditional product range. Lucy’s Luxury
Leather started in 1972 and we are the 2bigger / biggest provider of traditional leather
bagsin the country. We're 3based / built in Worcester, UK, and we also have offices in
Spain and Portugal. We “give / provide a range of leather goods including purses, wallets,
belts and bags. Let’s look at some of our best-sellers now. Here, for example, are the
Kensington belt and the Luxury bag ...

So that’s the traditional range. Now, let’s °go into / move onto our new range aimed at a
younger customer. Let’s talk ®about / onto our typical younger customers. We ’can / can‘t
create a range for this group and grow the business. 8/e’ll / /e offer an original and
modern range of leather goods for young customers. We think the Graduate wallet and
the Casual belt will be very popular.

3 #0704 Complete the presentation with one or two words in each gap.
Use Exercises 1 and 2 to help you. Then listen and check.

So, ! everyone. For staff who are new to the company, I'm Sophie
Dean, Marketing Director here at Lucy’s Luxury Leather. The 2 this
presentation is to introduce our new online shop.?3 . I'lL talk about our
present system and tell you about why we need to improve it. ¢ ;

|l our new system and how it can help you. © ,we'll

have a question and answer session at the end.

50,7 start with our present online shop ...

Match the sentence halves for giving a presentation.
For the introduction to a presentation,

To give the agenda,

4

1

2 Tointroduce your company,

3

4 When you want to change topic,
5

To explain what you offer,

Q

say when it started, where it is based and what it provides.

b say good morning / afternoon, thank people for attending and tell them the aim of
the presentation.

¢ say we can +verb or we’ll + verb.
d use let’s move onto, let’s talk about and let’s look at.

e use first, then, finally and will + verb.
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8 Jobs

Vocabulary 8.1 Skills and personal qualities

1 Complete the sentences.

1 Vince'sl S aren’t very good. He can’t use Excel or
make a PowerPoint presentation.

2 Sylvia completes all her tasks on time and has never missed a deadline. She is
very o

3 Pabloneedsa skills to assess information, analyse data and
solve problems.

4 Good managers need to express ideas well and listen to others. They need good

. skills
5 You need to work well with other people in this job. Being a good t

w is very important.
6 Alice can speak Arabic, German and Italian. Her L skills are very good.
7 Iknow Belindaish -w because she makes a lot of

effort to do a good job.

8 Oscar doesn’t enjoy his job and doesn’t have a ‘can-do’ attitude. He isn't
very m .

2 Match the questions (1-8) with the answers (a-h).
1 Areyou hard-working? a Quite good. | can use Microsoft Word and Excel.
2 Doyou have good b Not very. I've sometimes missed deadlines.

o e
EamEUnigtion skills: ¢ Yes, I'mgood at analysing data and

3 Areyourlanguage solving problems.
i ?

skikls god; d Yes, | can express my ideas well and I'm good at
4 What are your IT skills Like? listening to others.
5 Areyou motivated? e Yes, | work well with other people.
6 Areyouranalytical f No, they’re not. | can’t speak any other languages.

skills good?

g Yes, |am.|always make a lot of effort to do

7 Areyou agood team worker? agood job.
8 Areyou organised? h Yes.|have a positive, ‘can-do’ attitude to work.

8.2 Jobrequirements

3 Complete the text with the words in the box.

advertisement candidates choose degree essential qualification skills
useful vacancy

Our Finance Director, Helen, is leaving next month. As a result, there is a

! for a Finance Director in our pharmaceutical company. We need to
put a job ? online as soon as possible. Then we need to

3

the best candidates to interview. I'd like to see four or five people.

Candidates need a first * in Maths or Economics or a similar

5 e experience includes one or two years working
in a pharmaceutical or chemical company and at least a year managing a team.
Successful * will also need to be good at analysing data and solving
problems. These are essential @ for the job.

Experience in business administration is © , but it is not essential.
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8 Jobs

v Grammar 8.1 Talking about experiences

1

2
1
2
3
4
5
6

Write questions and short answers. Use the correct verb form for talking
about experiences.

you / ever / write a report? (v)

Have Yow ever writtew a report? Yes, | have.

Lisa / work / in the Berlin branch? (x)

Paul and Denis / give / sales presentations? ()

you / solve / many problems in your job? (v)

Complete the sentences with the correct verb form for talking about experiences.
Fumiko _hns never used (never use) this software program.

Nadia and Kim (not work) together before.
will (study) in the USA.
Ulla (write) three reports this month.

I (manage) my own company for many years.

Marcos (not travel) for work this year.

8.3 Talking about experiences and completed past events

3
1

Choose the correct option.

Eugenio gave / has given many presentations of different products.
He gave / has given the last one on Thursday.

Katie has never had / never had a job interview. This is her first one.

3 ['ve been/Iwent to Australia on business last summer. It was amazing.

o U A W N R D&
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Charlie and | worked / have worked on many projects. The most difficult
was / has been the printing project in February last year.

Kamal has visited / visited many factories in Africa, but he hasn’t been to any in Asia.

We opened / We’ve opened a new restaurant last year. Not many people came at first.

Match the sentences (1-6) and (a-f).

Vera has never recruited anyone from Germany.

Sam has never worked in the sales department.

Masako has sold a lot of laptops and computers.

We've watched a lot of interesting presentations at this conference.
Feodor has been in management for twenty years.

Martin has written many finance reports in his career.

He got his first job as a manager when he was twenty-five.

She sold three tablets yesterday.

He wrote a report for our company last year.

She recruited her reps from France and Spain last year.

The most interesting was the engineering presentation this morning.

He worked in marketing for three years and in finance for six months.




Reading and Choosing job candidates

llstenmg 1 Read the email and answer the questions.
1 What's Maria’sjob? 2 Whatisthejobvacancy? 3 Whatis Ernesto going to do?

< | =8 ZE 0 & o

Subject: Marketing Manager Vacancy

Hello Ernesto,

As you know, we have a vacancy for a Marketing Manager. Here’s a list of the skills
and experience we need. Can you put these details in the advertisement to go on our
job vacancies webpage?

Essential skills and experience
¢ has marketing experience

¢ has managed staff

e has worked in cosmetics or a related industry
¢ has excellent communication skills

e is a team worker

Useful skills and experience
¢ has a marketing degree or a similar university qualification
e can speak ltalian

Can you choose the best candidates for me to interview? Let’s talk on the phone
after you speak to them.

Best wishes,
Maria Maya
Marketing Director

‘ Coco Care Cosmetics

2 %801 Listen to the conversation between Maria and Ernesto and complete
the sentences with Miranda, Luca or Agnes.

1 is the oldest candidate, has the most experience and is happy to
learn a language.

2 is the youngest candidate, has a degree in marketing and works in
the cosmetics industry.

3 manages the biggest team and has the best language skills.

3 Complete the notes on each candidate. Then listen again and check.

Miranda Dunn Luca Baldini Agnes Becker
- Motivated, organised, good - Friendly personality, good team - Very?®
1 worker, great®* skills - Very friendly
- Two years’ management experience - Fluent Italian and English and - Knows a lot about our company
- Manages a team of good French - Works fora ™
2 staff -Has____ degree manufacturer
- Works for Planet Health (a vegan -7 vyears experience - Has a degree in fashion
cosmetics company) in marketing _m years’ experience
- Degreein®>____ - Managesateamof® in marketing
- Speaks“__ well staff - Manages a team of nine staff
- Works for a pharmaceutical o2 levellFrench
Comperty - Has travelled for work
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8 Jobs

" 4 Writing Professional profiles

1 complete the profile with the words and phrases in the box.

amresponsible have havedesigned haveworked manage skills
trained wasresponsible

Full name George Caron Job title Web Designer Location Lille, France

Skills summary

Hard-working, organised and motivated Web Designer. |'______ websites for many
different international clients, including banks and engineering and architecture companies.
lamateamworkerand?____ excellent communication *

Current job

Senior Web Designer

NET Web Design Ltd, Lille, France, September 2019-present date
[ for designing websites for engineering and architecture companies in the UK
andGermany. 1>~ ateam of four designers We®_____ on national

and international projects.

Past positions

Web Designer
HRBT Web Design, October 2017-August 2019
' fordesigning websites for shops and restaurantsand 1. new

web designers.

Education

BSc (Hons) Computer Science
Headington University, 2014-2017

2 Lookat the profile again and answer the questions.

1 Where does George live? 4 What has he designed?

2 What's his job? 5 What did he study at university?
3 What are his main strengths?

3 Create a professional profile. Use the information below and the profile
headings in the box.

Currentjob Education Fullname Jobtitle Location Pastpositions
Skills summary

You are Anna Thompson. You are a Sales Manager and you live in Nottingham, in the UK.
You have a BA (Hons) in Business Studies from Arlen University. You studied there from 2012 until 2015.

You work for WWF Windows in Nottingham, UK. You are a Sales Manager. You are responsible for
Europe and the USA and you manage a team of fifteen Sales Reps.

From January 2016 to September 2018 you were a Sales Rep at Original Timber Windows, Inc., in
Cambridge, UK. You were part of a team of five reps. Your sales area was the UK and Europe. You travelled
all over Europe, gave presentations and wrote reports.

You are an analytical, motivated and hard-working manager. You are a team worker and have good
communication skills. You have organised sales conferences and managed large teams. You speak
English and German and have worked in Europe and the USA.

>42¢
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Functional Ajob interview

language 4

Put the words in the correct order to make questions.
1 tell/qualifications/about/can/me/your/you/?

2 are/strengths/what/main/your/?

3 team spirit/ to create/ how / you/ helped / have /agood/?

4 ever/have/ conference/you/organised/a/?

5 difficult team members / with / had / have / you / problems / ever / ?

2 802 Complete the sentences. Then match the questions in Exercise 1 (1-5)
with the answers (a-e). Listen and check.

a Yest have been problems, butit’simportant to listen and help them. ___
b I'mh -working, organised and analytical. .
¢ Yes, | have.lo d last year’s conference. .
d Yes,Ihavead in business administration. _
e |often have positive m s with my team and we’ve

always celebrated events like birthdays and promotions. _

3 #5803 Choose the correct option. Then listen and check.
Interviewer: Can you tell me about your work experience?

Candidate:  Yes, |lam / work as a Marketing Director in an IT company.
| 2started / was as a Sales Rep, then | 3became / become a Sales Manager.
Then I “changed / moved into marketing. | °do / have a lot of experience in
sales and marketing.

4 4804 Complete the interview with the phrases in the box.
Then listen and check.

always said ‘Well done!” done a lot of staff training  excellent communication skills
good at communicating I'velearnt there has been conflict

Interviewer: \What are your main strengths?

Candidate: | have? .I'm:2 with my team
and motivating them to do a good job.

Interviewer: How have you helped to motivate your staff?

Candidate:  I've3 when they’ve done a good job.
Interviewer: Have you ever organised training sessions?

Candidate:  VYes, | have. I've *

Interviewer: Have you ever had problems with difficult people?

Candidate:  Yes, | have. |'ve had problems with difficult clients and
3 between team members.
But® a lot about managing people.
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Pronunciation

Unit1l
1.1 The -s ending

1 «P101 Listen and repeat.

1 Oneshop. Two shops. Is/ 4 We work. He works. Is/
2 Oneteam. Two teams.  /z/ 5 You travel. She travels.  /z/
3 One office. Two offices.  /1z/ 6 They change. It changes. iz/

2A P10 Listen and underline the word you hear.

1 book books 4 day days
2 boss bosses 5 task tasks
3 come comes 6 watch watches

B #>P103 Listen and practise saying the words in Exercise 2A.

3A PL04 Listen and write the words in the correct place in the table.

anatyses boxes dates finds finishes gives jobs lunches rooms starts talks weeks

> PL04a /s/ > PL04b /z/ > P1.04c 17/

analyses

<

B #>P105 Listen and check. Then practise saying the words.

1.3 Questions

1A #r106 Listen and underline the weak forms of are, do and does.

1 A: Areyour friends Spanish?

: Yes, they are. They’re from Madrid.

: Do you work on Saturdays?
: Yes, | sometimes do.

: Does your boss speak English?
: Yes, he does. His English is really good.

N
W W> W

B Listen again andthe strong forms of are, do and does in Exercise 1A.

C Work in pairs. Listen again and practise saying the dialogues in Exercise 1A.

N
>

#>P1.07 Listen. Do the questions go up (*) or down (1) at the end?
How often do you work at home? -

How much time do you spend in the office?
Does your office have a canteen? -
Do you sometimes have lunch at your desk?
Where do you usually take a break? S—
Do a lot of people use the company gym?
Underline the correct option in each sentence.
Yes/No questions go up (1) / down (V) at the end.
Open questions go up (1) / down () at the end.

A N B m 6o U & W N R

Listen again. Practise saying the questions in Exercise 2A.

> 44 ¢
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Unit 2
2.2 /iz/, /1/ and /a1/

LA #r201 Listen and write the words in the correct place in the table.

clearr each fly give gym lift night see six size week white

> P2.01a /iy > P2.01b 1/ > P2.01c /ay/

clean

B #>P202 Listen and check. Then practise saying the words.

2A #P203 Listen and underline the word you hear.

1 feel fill 5 seat sit

2 fill file 6 sit site
3 feet fit 7 team Tim
4 live leave 8 team time

B #>P2.04 Listen and practise saying the words in Exercise 2A.

3A #P205 Find the /i-/, i/ and /ar/ sounds in the sentences. Then listen and check.
1 We get free coffee at work.

2 Food production is big business here.

3 They only have nine items in stock.
B Listen again and repeat the sentences in Exercise 3A.

2.3 /tJ/ and /d3/

1A #P206 How do you spell/t[/ or /d3/? Listen and complete the words.

o> P2.06a /tf/ o> P2.06b /d3/

1 atta___ a pic_ure 4 a pro_ect mana_er
2 _ _eck the wa____ __ 5 a messa_e pa_e

3 ki___en ___airs 6 chan_e __obs

B Listen again. Practise saying the words in Exercise 1A.

2A #P207 Listen and tick (v) the pairs of words that have the same sound for the

letters ‘ch’.
1 touch much ] 4 school schedule [
2 each sandwich L] 5 which research L]
3 purchase machine L] 6 technical  chemical [
B Listen again. Practise saying the words in Exercise 2A.

3A #P208 Find the /tJ/ and /d3/ sounds in the sentences. Then listen and check.
You can choose one snack from the list.

Canyou send out the agenda?

I have a busy schedule in March.

1

2

3

4 |don'tusually workin July.

5 My English teacher is from Chicago in the USA.
B

Listen again. Practise saying the sentences in Exercise 3A.
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Pronunciation

v Unit 3
3.1 The -ed ending

1 4301 Listen and repeat.

1 look looked 1t/ 4 change changed /d/
2 wash washed It/ 5 want wanted /1d/
3 call called /d/ 6 need needed /d/

2A #r3.02 Listen and write the words in the correct place in the table.

caneetted completed developed expanded finished opened produced
received refunded

> P3.02a /t/ > P3.02b /d/ > P3.02c /1d/

cancelled

B #>P3.03 Listen and check. Then practise saying the words.

3A #P3.04 Listen and tick () the sentences you hear.
[ collect them. (] 1collected them. L]

We play it. L] L]
They ask us. [] They asked us. L]
[ [l

1

2 We played it.
3

4 |cleanthem.

5

6

B

| cleaned them.
You startit. (] Youstartedit. L]
We process them. L] we processed them. L]

#>P3.05 Listen and practise saying the sentences in Exercise 3A.

3.3 /3:/ and /a:/

LA #r306 Listen and write the words in the correct place in the table.

beugiit door learn north purse short sir store work worst

> P3.06a /31/ > P3.06b /51/

bought

B #>P3.07 Listen and check. Then practise saying the words.

2A #r3.08 Listen and tick (v) the pairs of words that have the same vowel sound.
1 morework [ 3 learnwords [] 5 firstturn L]

2 small talk [] 4 smallworld [] 6 thirdfloor [

B Listen again. Practise saying the words in Exercise 2A.

3A € r309 Find the/s:/ and /o:/ sounds in the sentences. Then listen and check.
1 Whatis this survey about? 4 | needyour passport number.

2 We prefer to advertise on the radio. 5 Can we meet next Thursday?
3 We launched a new product last month.
B Listen again. Practise saying the sentences in Exercise 3A.
> 46 €
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Unit4
4.1 /y/, /vk/ and /n/. The -ing ending.

LA #P201 Listen and complete the words. Write n, nk or ng.

1i 3 p_ 5 thi 7 si
2 i 4 pi______ 6 thi 8 wi
B Listen again. Practise saying the words in Exercise 1A.
2 #>P102 Listen and repeat.

1 duringspring 3 drink something 5 strong link

2 evening drink 4 begin to think 6 pinkink

3 > P403 Listen and complete the sentences. Then listen and repeat.
1 something.

2 something.

3 something.

4 something.
4 > p404 Listen and complete the sentences. Then listen and repeat.
1 Theyre___ theopening timesagain.

2 Areyou________ tothe meeting room?

3 Werenot—_itattheplanning meeting.

4 'm____ aboutthenew working hours.
4.4 /1o/ and /eo/

LA #P205 Listen and write the words in the correct place in the table.

chair here pair reatty square their we're year

o> P4.05a /1of > P4.05b /eof

veaug

B #>P4.06 Listen and check. Then practise saying the words.

2A % P107 Listen and underline the word you hear.
1 ear air 2 hear hair 3 real rare 4 we're where

B %> P408 Listen and practise saying the words in Exercise 2A.

3A #r409 Find the /1o/ and /eo/ sounds in the sentences. Then listen and check.
1 The production engineer is dealing with the problem.
2 How did you get the idea for your business?
3 Click on the ‘Share screen’ button.
4 |sthere a bus stop near here?

5 We can speak to people anywhere in the world.

B Listen again. Practise saying the sentences in Exercise 3A.
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Pronunciation

Unit5
5.1 /=/, /e/ and /er/

LA #P501 Listen and write the words in the correct place in the table.

app back break chat great have late pen red say tell went

> P5.01a /x/ > P5.01b /e/ > P5.01c Jey/

R‘D‘P

B #>P5.02 Listen and check. Then practise saying the words.

2A #P503 Listen and underline the word you hear.
1 aim am 3 had head 5 man men 7 sat  set

2 bad bed 4 gate get 6 man main 8 wait wet

B «>P5.04 Listen and practise saying the words in Exercise 2A.

3A #r505 Listen and complete the sentences.

1 It'saveryattractive_____ name.

2 We'reexpectingthenew___ today.

3 Who'sgoingto— the website?

4 lonlyhada— duringthe lunch break.

5 Tenthousandpeople___ theevent

B Listen again. Practise saying the sentences in Exercise 3A.

5.3/0/and /d/ vs /s/, 1z/, If], Iv/, It], 1d/

LA #0506 Listen and write the words in the correct place in the table.

hirtheay clothes everything north other these think thirty through
together with without

> P5.06a /o/ > P5.06b /5/

b'wtmmld

B 4> P5.07 Listen and check. Then practise saying the words.

2A % P5.08 Listen and complete the words with one or two letters.

1 __ ree 3 __ ree 5 mou— _ 7 ey 9 clo—_ing
2 ___ ree 4 ____ing 6 mou_— 8 ___ay 10 clo—ing

B Listen again. Practise saying the words in Exercise 2A.

3 «P5.09 Listen and repeat.

1 three things 6 together for ever

2 freethings 7 the thirtieth birthday

3 these days 8 through the day

4 other clothes 9 with or without them

5 everything together 10 closing a clothing store



Unit 6
6.2 /a:/ and /a/

LA #r601 Listen and write the words in the correct place in the table.

bar but come cup dark dust far hard love part plus staff

> P6.01a /q:/ > P6.01b /a/

bar

B 4> P6.02 Listen and check. Then practise saying the words.

2A % P603 Listen and underline the word you hear.
1 fan fun 3 planned  plant

2 March much 4 track truck

B %> P6.04 Listen and practise saying the words in Exercise 2A.

3 > P6.05 Listen and complete the sentences.

1 There'sabigdemandfor___ machines.

2 We__ themarketing budget last month.
3 |paidforlunchwiththe__ card.

4 Didyougototheoffice_ onSunday?
6.3 /ux/ and /uv/

1A 4 r606 Listen and write the words in the correct place in the table.

blue- book could do move noon put too took would

> P6.06a /juy/ > P6.06b /u/

blue

B %> P6.07 Listen and check. Then practise saying the words.

2A #r608 Listen and tick (/) the pairs of words that have the same vowel sound.

1 cook look [] 5 fruit put L]
2 choose lose [] 6 full school [
3 due new L[] 7 June soon L]
4 food good L] 8 through true L]

B Listen again. Practise saying the words in Exercise 2A.

3A P609 Listen and complete the sentences.

1 Youlook—inthisblue jacket.

2 I'mreadingagoodbookaboutthe____ offood.
3 Weknew thatserviccwasn't__ inthe price.
4 Itwillleavethe____ centre assoon as possible.

B Listen again. Practise saying the sentences in Exercise 3A.
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Pronunciation

v Unit 7
7.2 /au/ and /au/

LA #P701 Listen and write the words in the correct place in the table.

dewr found go house load now old out slow soap

‘) P7.01a /au/ ‘) P7.01b /au/

down

B

2A
1
2
3

B
3

1
2
3
4

#>P7.02 Listen and check. Then practise saying the words.

#>P7.03 Listen and tick () the pairs of words that have the same vowel sound.

low snow [ 4 grown brown
show how [ 5 follow tomorrow

own town [] 6 yellow window

Listen again. Practise saying the words in Exercise 2A.

#>P7.04 Listen and complete the sentences.
lgotthat___ phonealongtime ago.
They__ ustheprogram ata lower price.
Therewere__ athousand visitors at the show.

How____ goingout tomorrow?

7.3 /p/, /vl, /f/ and /v/

1
1

2
3
4

2A

-Pwl\.ll-l-pm

> 50 €

#>P7.05 Listen and repeat.

[l
L
L

difficult Life 5 buy petrol 9 bettervalue

interview service 6 safedriver 10 application fee

cheap shop 7 receive offers 11 specialfeature

busy boss 8 jobadvert 12 pollution

#>P7.06 Listen and complete the words with one letter.
—ack 3 sa_e 5 st

_ack 4 sa__e 6 ___est

Listen again. Practise saying the words in Exercise 2A.

#>P7.07 Listen and tick (v) the sentences you hear.

It's the wrong pin. L] 3 It'savery interesting blog.

It's the wrong bin. L] It's a very interesting vlog.

Can | have another coffee? [ 4 She drove fast.
Can I have another copy? L] She drove past.

#>P7.08 Listen and practise saying the sentences in Exercise 3A.

#>P7.09 Listen and complete the sentences.

They providevery _______ services.

We builtupasuccessful__ business.

Do you have facilitiesto__ and serve food?

Canyou_— thefiles after the break, please?

level

Oood



Unit 8
8.2 The vowel /n/. The letter ‘0’ as /p/, /au/ and /a/.

LA #rs01 Listen and underline the /o/ sounds in the sentences.
What is the top quality you look for in a candidate?

Soft skills are important in this job.

They solve problems in a logical way.

1

2

3

4 We operate around the clock.

5 My team wants to work with her because she has a positive attitude.
B

Listen again. Practise saying the sentences in Exercise 1A.

2A % Ps02 Listen and write the words in the correct place in the table.

anether go got kilo long love model month photo sold serry worry

> P8.02a /p/ > P8.02b /ou/ o> P8.02c /a/

another

B #>P8.03 Listen and check. Then practise saying the words.

3A #r804 Listen and tick (/) the pairs of words that have the same vowel sound.

1 cost lost L] 5 knowledge college L]
2 done won [ 6 lot won't L]
3 don't old L] 7 most post L]
4 gone phone L] 8 Poland Holland [

B Listen again. Practise saying the words in Exercise 3A.

8.3 Silent letters

1A €Ps05 Listen andthe silent letters in the words.
1 cupboard 3 exhibition 5 hang 7 Wednesday

2 debt 4 half 6 talk 8 would

B Listen again. Practise saying the words in Exercise 1A.

2A #r3.06 Listen and complete the words with one letter.

1 Wewere___rong. 4 Whatdid you —rite?
2 Thatwasalll _new. 5 Cutitwith a__nife.
3 Ittook two __ours. 6 He studied —_sychology.

B Listen again. Practise saying the sentences in Exercise 2A.

3 «>rs07 Listen and(ircle'the silent letter. Then listen and repeat.
1 How much does he know about the company?

2 The manager is calm and organised.
3 Shestudied for a science degree.

4 We couldn’tfind a good candidate.
5 [listen to music to relax after work.

6 |rarely take a holiday in the autumn.
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> Answer key

Unitl

Vocabulary

1 1 start 2 emails
3 calls 4 answer
5 travels 6 writes
7 meetings 8 do
9 orders 10 data

2 2 He never travels for work.
3 He usually calls customers.
4 She often does research.
5 She sometimes goes to

meetings with clients.
She rarely processes orders.

brief 2 update
budget 4 books
agenda 6 calculate
presentations

date 2 available
about 4 busy
Shall 6 then
7 fine 8 See

UVTWkKH NUuweE O

Grammar

1 1 travel 2 does

3 doesn't work / does not work
4 finish

5 doesn’t have / does not have
6 isn't/isnot 7 calls

8 aren’t/arenot

1

Sylvia often writes sales
reports.

2 We usually work until 7 p.m.
on Wednesdays.

3 Klaus rarely analyses data.

4 They always process orders
before 4 p.m.

5 Fred sometimes goes to
meetings with the sales
team.

6 Harry never answers the
phone.

How often 2 Where
Which 4 When
What 6 How

are 2 Do 3 Does
Is 5 are 6 Does
is 8 does

4

NP GTWR

Reading and listening
L1c 2b 3b 4a

2 13,11, Jan

3113 28
3130300 410
511 6 11.15,9

4 in Jan's office.

>»52«C

Writing

1 1 How 2 Do
3 many 4 What
5 you 6 Where
7 Do 8 often

2 1 Do you use the gym at

work?

When do you have lunchin
the canteen?

How many people work in
your office?

4 How often do you use the

car park?
Do you work at home in the
evening?

6 Where are the meeting

rooms in your workplace?

Are there gym facilities in
your workplace?

How many times a week do
you walk to work?

Do you always use the lift?

4 How often do you exercise

after work?
Do you eat fruit and
vegetables every day?

6 How many cups of coffee do

you have every day?

Functional language
11a2b1 c3

2

2
3

1

a4 bl c3 d?2
a3 b2 cl
1 do 2 I'ma
3 visit 4 Which
5 Who's 6 for
7 visit 8 manages
9 know 10 What
1 She’san 12 manages

3 1 a Who visits the clients?

2

b Who does Sam visit?

a What does Kate design?

b Who designs new
products?

4 1asam.

2

b Clients.
a New products.
b Kate.

Unit 2
Vocabulary
li1f2d3aabs5e6e
2 1 deliveries 2 deliver
3 order 4 order
5 supply 6 supplier
31 supplier 2 supplies
3 orders 4 delivery
5 deliver 6 order
41 speaking 2 have
3 much 4 delivery
5 many 6 deliver
7 order 8 much
5asblc2d6es8 f3
g4 h7
Grammar
11 many 2 lot
3a 4 some
5 much 6 an
7 of 8 about
9 any 10 some
21 many ¢ 2 many f
3 much e 4 many a
5 much d 6 much b
3 1is 2 aren't
3is 4 isn't
5 are 6 isn't
4 1 thereisn't 2 thereare
3 thereis 4 there aren’t
Listening
1ls
2
Customer Stella Rojas
name
Café or Café Habana
restaurant
CRN 43-98-24-88-65
Size medium
Product ECOE14
reference
number
Quantity 12 boxes
Delivery date | Thursday, 15th
March
Delivery cost | free delivery
Total cost £36.60

3 1F2F3T4F5T

4 1 have
2 number
3 much

4 much, delivery

5 many

6 Can, anything




Writing

11b2a3dac

21 response to your enquiry,
delivery is free of charge.

2 Please find attached a list of
prices. / Please find a list of
prices attached.

3 Please contact us if you
have any questions.

4 There are two ways you can
return your order.

5 You can go to one of our
stores.

6 We can also collect the
goods from your home

address.

31 exchange 2 change
3 Delivery 4 your
5is 6 click
7 form 8 contact

a (Suggested answer)
Dear Ms Moreno,

Thank you for your enquiry.
We are sorry you are not
happy with your order. There
are two ways you can return
your order. You can return it
to any of our stores or we can
collect the order from your
home address.

You have thirty days to return
the order. Please find attached
a list of our store addresses.

Please contact us if you have
any questions.

Regards,
Customer Services

Functional language

1 1 Canthebuilders come at the

weekend?

2 How many chefs are there?

3 How about coming before
people arrive in the office?

4 Canthe cleaners wash
dishes?

5 How much time do the
engineers need?

6 Do you provide equipment?

7 Does the price include
materials?

8 When can your team start?
2a6b3c8dle7 f2

g5 hi4

1 What,do 2 How, there

3 many, need 4 time, come

5 Is, place

6 about, weekend

Unit3

Vocabulary
11 opened 2 started
3 produced 4 expanded
5 hired 6 launched
7 moved 8 created
2 1 moved 2 started
3 opened 4 created
5 hired 6 expanded
7 produced 8 launched
31 Dear employees
2 To all staff
3 Thankyou for your help
4 We appreciate your

cooperation

Please do the following
Please follow these
instructions

Best wishes

Regards

staff 2 please
appreciate 4 wishes

o U

4

wWwHe= 0N

Grammar

l1f2d3g4ahsbeée
7c 8a

2 1 Whatdid the company

produce?

2 Where did the manager
move to?

3 When did she launch her
café?

4 Who created our new
products?

3 1 made 2 had

3 hit 4 won

5 built 6 grew

7 bought 8 spent

4 1 didn'tlaunch 2 didn’t grow
3 didn'thire 4 didn't hit
5 didn'tbuild 6 didn’tspend

Reading

1 1 theoffice Manager

2 (new) computers

3 (new) desks and (office)
chairs
on Thursday (next week)
after 2 p.m.

F2T 3T 4F5F 6T
F 8T

Please start work at 9 a.m.
Don’t come to the office at
the weekend.

3 Please don‘t eat at your
desk.

Please don’t drive to work.
Don’t bring large bags to
work.

6 Please remove any mugs
from your desk.

N N= Ul &

[

Writing

11a big thank you

but we had some problems

Our sales were €26,000

but we grew to twenty

We need to build strong

relationships

we won five new customers

outside London

7 but we need to spend more
next year

8 itwasagood year

2 1 Yes 2 No 3 Yes
4 Yes 5 No 6 No

(Suggested answer)
Dear Team,

First, a big thank you for all
your work last year. We hit our
sales target of €600,000 and
grew our UK retail business
from two to four shops. We
spent €9,500 on advertising
and as a result, won nine new
customers, so we want to
spend more on advertising
next year.

u b WwWhN

()}

But we made some mistakes.
Our online business didn’t
hit its target because we had
problems with the online
shop. We need to spend some
money on a new online shop.
We also didn’t grow our
export business. We need to
hire some more sales reps to
work in Europe so we can hit
our export targets next year.

We need to make some
improvements, but it was a
very good second year. Well
done, team!

Regards,

Functional language

1 1 Howdid it go, generally?
2 What went well,
in particular?
3 Whatdidn't go well?
4 What was the problem?
5 Why did this happen?
6 What did you do?
7 What happened?
8 What was your experience?
9 What do we need to

change?
2 a improve b mistakes
¢ deadline d made
e problem
f didn’t communicate
g well

3a9 b4 c2 d6 e3
f5 gl notused:7,8

#



Unit4

Vocabulary
li1d2b3caa
21 stays 2 plane
3 books 4 goes
5 train 6 rents
7 by 8 renting
3 1 left 2 arrived
3 cancelled 4 platform
5 change 6 stops
41 delayed 2 late
3 security 4 arrived
5 departed 6 cancelled
7 change 8 gate
9 stops
Grammar
1l 1are 2 is 3 are
4 |s 5 Are 6 Am
2a4tb6cld3es5 f2

a

3 1 Weare/We're hiring a car
for a week.

2 Wendy and Robert
aren’t flying to Hamburg
tomorrow.

3 I'm notstaying in a hotel
next week.

4 Mauricioisn’t going to the
office on Monday.

5 You are/ You're visiting the
factory next month.

43 Is, is 2 Are,aren’t
3 are, re 4 Are,'m
51 is writing
2 isn'tdealing
3 istalking 4 ishaving
5 isgoing 6 aren't going
7 are preparing
8 aren'trepairing

>54 €

Reading and listening
1

Announcement | Airport | Train Cancellation | Delay | Change | Busy
station
1 4 v
2 v v
3 v v
4 v v
5 4 v
6 4 v
7 v v
8 4 v
21F2T3T4F5F 6T 3 1 seeme
7F 8T 2 can't hear
3 1 rl/willbe 2 FlL/willbe 3 onmute
3 Ill/willcall 4 FIL/will stay 4 The connection
5 'L/ willsee 5 breaking up
. 6 you repeat that
Writing 7 hangup
l1e2c3h4g5ac6f 8 no problem
7d 8b Unit 5
2 1'm writing 2 planning nit
; Fepsrt ‘6‘ preparing Vocabulary
isn’ was
7 hit 8 come 11b2d3fdas5e6e
9 with 10 expecting 2 1 halls 2 badges
3 (Suggested answer) 3 stand 4 brochure
Dear Maia 5 centre
ear k .J ! ) 31 help 2 sorry
I'm writing to give you an 3 take 4 tell
update on my work and the 5 spell 6 about
team. 7 could 8 have
Our customer meeting in Lyon 9 that's 10 give
last week was good. We are 4 1 How 2 Can
getting new orders but we're 3 available 4 message
not hitting our targets. We 5 phoned/called 6 say
need more sales. 7 number 8 So
This afternoon, Carlis writing
areport on the Lyon meeting Grammar
and Hilda is dealing with the 1 1amis 2 is, Are
paperwork for the job in Lille. 3 isn't 4 aren't
We are preparing for meetings 2 1 Whenare you going to
in Toulouse and Montpellier arrive?
next week. I'm/I am going to arrive at
I hope everything is going well oa.m. . .
in the office in Warsaw. I'm/I'am not going to arrive
Best wishes at8a.m.
’ 2 Are we going to provide any
freebies?

Functional language
lasablcs5d3e2

21 Try unmuting your

microphone.

2 Thescreen is frozen.

3 Sorry, my internet
connection is slow.

4 Try turning off your video. /
Try turning your video off.

5 I'm sharing my screen now.

6 I'm adding Fiona to the call.

7 Areyou on mute?

8 Try calling me back.

We're/We are going to
provide coffee.
We're/We are not going to
provide cake.

3 Where is the Finance
Manager going to stay?
He is going to stay at a hotel.
Heisn't going to stay in an
apartment.



4 How are they going to
travel to the exhibition?
They are going to travel to
the exhibition by train.
They aren’t going to travel
by bus.

31a

Do you want to join us for
coffee?
B: Yes! Sounds good.
2 A: Would you like to meet
for lunch?
B: lam very sorry, but|
cannot meet today.
: Would you like to
visit the offices this
afternoon?
B: Thankyou very much
for the invitation, but
I am not available this
afternoon.
Do you want to meet the
reps for a coffee?
B: Thanks! I'd love to.

4 A:

4 1 would 2Do 3 would
4 1d 5 would 6 want
7 Id 8 Do

Listening

1 1 JoannaDanek 2 Farmek
3 Wednesday 14th March
4 0040254365990

21,2367
31T 2T 3F4F 5T 6F

7T 8F
4a called

calling
many

send

I'll send
we’ll have
need

won't forget

1B2J3B4B5J6J
7B 8

ONOGOOUT R WNR

4p

Writing
11d2b3aac
2 1 free
3 Sorry 4 be
5 plans 6 join
3 (Suggested answers)
Formal email
Would you like to join us for
dinner after our meeting on
Monday? There is a very nice
Thai restaurant near the office.

I look forward to seeing you
on Monday.

2 would

Kind regards

Informal text message
Hello everyone

Do you want to join me for
a drink after work? It's my
birthday.

4 (Suggested answers)

Formal email

Thank you very much for the
invitation. | am very sorry but
| cannot join you, because
I'have an early flight that
evening. I look forward to
meeting you on Monday.

Informal text message
Yes, thanks. I'll be there.
Where do you want to go?
What time?

Functional language

1 1 whatdo you think of our

new office?

2 | think the new exhibition
hall is excellent.

3 Did you enjoy the
presentation this morning?

4 What do you think of the
city centre?

5 Do you like the local
cuisine?

6 |like some of the
presentations.

2a4tb6c2d5 el f3

3 1 think 2 there

3 you 4 bit

5 agree 6 hear

7 enjoy 8 was

9 right 10 but

11 it's
Unit 6
Vocabulary
1
D|IFIM|J|R|Z|X|Q|W|R|J|K|E
A|lG|I|O|P|P|B|JE|V|K|L|E|U
RIE[c|v|clLlelv]ofuli|[L]|w
SID|IRIE|M|A|C|H|I |N|E|S|O
A|Z|E|A|D|S|U|T|X|M|I|O|F
DICIN[D|I|T|Q|P W|E|R|U|I
U|[T|E|[N|V|[I|R|O|N|M|E|N|T
KIO|R|[B|C|C|D|L|V|I|F|O]|L
MIT|G|E|X|Q|Y|L|Y|T|F|K|P
TIK|IY|[D|C|X|V|U|X|T|K|I|X
viH| i [elclelc|T[rR]I]c]G]Rr
W|A|S|R|I|O|P|IT|L|O|P|M|U
ViY|U|[O|P|E|R|O|G|H|U|BJ|Y
clv|w[t|e|lc[H|n|[o[L]o]G]Y
2 1 environment, recycle

2 plastic

3 energy, electric

4 pollution

5 technology

6 machines

31
2

3

NUTWwW =

There’s a problem with

the phone | ordered. C
I'm very sorry about the
mistake.

The cameras aren’t
working. C
We'll change those for
you.

Can I just check your
delivery address?

Is there anything you
can do about it? C
Can | help you with
anything else?

can 2 with
hear 4 Can
will 6 take
need 8 ’lltalk

CSA

CSA

CSA

CSA

Grammar

11
3

= Nwu

NuUupbpWNRE UTWR

will
might
will
won’t
I don’t think we will drink
water from plastic bottles.
Supermarkets won‘t sell
goods in plastic packaging.
Robots might clean our
houses and offices.

[ think we will reduce
pollution in our cities.
Many people might not
learn to drive.

There might be a lot of
driverless cars on the roads.

is sold
isgrown
is used

2 might
4 won't
6 might not

2 isproduced
4 produce

6 use

is grown

are produced

are paid

are designed, (are) made

is made 6 issold
isproduced 8 are delivered

Listening

11
2 a

b2b3c4a5c6b
8 b3 cl dl0 e?2

f7 g4 hoi6js

3¢

#



Writing

11 Allour jumpers
2 Ourcheaprange
3 Ourworkers
4 This company
5 Our creative team
6 Allourjeans

2 1is bought 2 visits
3 is paid 4 guarantee
5 are paid 6 are picked
7 aredried 8 aresent

9 isdesigned 10 isdelivered
3 (Suggested answer)
Helmsley’s Organic Chocolate

Our story

We buy all our cocoa beans
direct from organic farmers

in lvory Coast and Ghana.

We visit the farms every six
months. Our cocoa is grown
organically without the use of
dangerous chemicals. We use
quality organic cocoa beans
to produce our chocolate. The
farmers are paid a guaranteed
minimum price for their
cocoa beans. The beans are
delivered to a mill. Then the
beans/they are cleaned and
roasted and shipped to our
headquarters. We make our
quality chocolate from these
cocoa beans. The chocolate

is packaged and delivered
directly to our customers.

Functional language

1 1 how many jackets
2 We'd like
3 doyou want
4 can we talk about price now
5 the priceis
6 alower price
7 How about
8 can'tagree to that
9 that’sright
10 onsignature
11 I'msorry, but
12 Ithink that’s

2al might be early September.

b We'll pay by bank transfer.

¢ When can you deliver the
order?

d Is there a discount for later
deliveries?

e Canyou deliver themin
August?

f Does delivery usually take
six weeks?

31c2e3fa4ds5aé6b

>56 €

Unit 7

Vocabulary

11 experience 2 design
weight 4 life

unique 6 value
Speed 8 features
speed

value for money

life

Weight

features

unique selling points (USPs)
design

user experience

fixed

administration

annual 4 cancellation
includes 6 booking

4 1b2f3da4es5a6é6ec

VTWINEHE ONOOUW AR WNERE NUTW

Grammar

1 1 better 2 smaller
lighter 4 longer
larger 6 easier

faster

more expensive

This car is more spacious

than last year’s model.

2 This laptop is heavier than
my old one.

3 These office chairs are
worse than the chairs we
had before.

4 Yuri's phoneis thinner than
my phone.

5 The software on this model
is more secure than the old
one.

6 This tabletis cheaper than
Harry’s tablet.

7 These laptops are slower
than the old ones.

8 The battery life is shorter on

this model than that one.

1 the most expensive

2 the most uncomfortable
3 the highest

4 the best
5
6

= oONuUVTW

the easiest
the biggest

4 1 thebest
2 the easiest
3 the biggest
4 the most expensive /
the best
5 the most uncomfortable
6 the highest

Reading and listening

1
Spotless | Parkwood
Cleaning | Cleaning
Service

Cleaners any v

day of the week

High-quality v

Eco-friendly v

cleaning

products

Fixed fee v

Own equipment | v/ v

Service between v

6a.m.and

10 p.m.

Widerangeof |v

services

Window and v

carpet cleaning

2 1 The cleaning service can't
come this week.
2 They choose Spotless
Cleaning Service.

317 27 3F 4F 5F

6T 7T 8F
Writing
1 1 Dear 2 attached
3 thebest 4 findings
5 has 6 knowledgeable
7 reliable 8 for
9 let

2 (suggested answer)
Dear Maria,

Please find attached the
results of a magazine report
on internet providers.

It compared three companies
and YesBroadband is the best.

Here is a summary of the
findings:

Strengths

YesBroadband offers:

- the best value for money.

- the most reliable service.

- the fastest broadband speed.

Areas for improvement
YesBroadband could:

- improve their customer
service.

If you have any questions,
please let me know.

Kind regards,




Functional language
la2becsadles f3

2 1 with 2 biggest
based 4 provide
move onto 6 about
can 8 We'll

good morning 2 aim of
First 4 Then
‘lLexplain 6 Finally
7 let’s

4 1b2a3e4ads5c

Unit 8

Vocabulary

L 1 1Tskills
organised
analytical
communication
team worker
language
hard-working
motivated

g2d3fd4abhec
e 8b

vacancy
advertisement

choose 4 degree
qualification

Essential 7 candidates
skills 9 useful

UTweE NuUWw

OOUVMTWNE N ONGOCUVBRWN

Grammar

1 2 HasLisaworked in the

Berlin branch?
No, she hasn't.

3 Have Paul and Denis given
sales presentations?
No, they haven't.

4 Have you solved many
problems in your job?
Yes, | have.

haven’t worked
has / ‘s studied
has / ‘s written
have / ‘ve managed
hasn’t travelled

has given, gave
has never had

| went

have worked, was
has visited

6 We opened

ubhWNRFEF OCURWN

oA WNER
N o mo hA

Reading and listening

1 1 she'sthe Marketing Director
for Coco Care Cosmetics.
2 Anew Marketing Manager.
3 He’s going to write a job
advertisement to go on the
website and then choose
the best candidates to

interview.
21 Agnes 2 Miranda
3 Luca
3 1 communication
2 three 3 marketing
4 Italian 5 language
6 (a) business 7 Six
8 Twelve 9 experienced
10 clothing/ clothes
11 twelve 12 basic
Writing
1 1 have designed
2 have 3 skills
4 amresponsible
5 manage 6 have worked
7 was responsible
8 trained

2 1 Helivesin (Lille,) France.

2 He’s a Web Designer.

3 He’s hard-working,
organised, motivated and
has good communication
skills.

4 He's designed websites.

5 Computer Science.

3 (Suggested answer)

Full name Anna Thompson
Job title Sales Manager
Location Nottingham, UK

Skills summary

Analytical, motivated and hard-
working Sales Manager. | have
good communication skills and |
am a team worker.

I have organised sales
conferences and have managed
large teams.

| speak English and German.

I have worked in Europe and the
USA.

Current job
Sales Manager Europe and USA

WWF Windows, Nottingham, UK
October 2018-present date

I am responsible for a sales team
of fifteeen Sales Reps selling in
Europe and the USA.

Past positions
Sales Rep, Original Timber
Windows, Inc.

Cambridge, UK
January 2016-September 2018

I was part of a team of five
Sales Reps selling in the UK
and Europe. | travelled all over
Europe, gave presentations and
wrote reports.

Education

BA (Hons) Business Studies
Arlen University
2012-2015

Functional language

1 1 can you tell me about your

qualifications?

2 What are your main
strengths?

3 How have you helped to
create a good team spirit?

4 Have you ever organised a
conference?

5 Have you ever had
problems with difficult
team members?

2 a there, 5 b hard, 2
c organised, 4 d degree, 1
e meetings, 3
3 1 work 2 started
3 became 4 moved
5 have
4 1 excellent communication

skills

good at communicating

3 always said ‘Well done!’
4 done a lot of staff training
5 there has been conflict

6 I've learnt

N
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Pronunciation

Unit1l
1.1 The -s ending
2A 1 books 2 boss
3 comes 4 days
5 task 6 watches

3 A s/ dates, starts, talks, weeks
/z/ finds, gives, jobs, rooms
/iz/ analyses, boxes, finishes,
lunches

1.3 Questions

1A 1 Are your friends Spanish?
2 Do you work on Saturdays?
3 Does your boss speak

English?
B 1 Yes, they(@re.

2 Yes,lsometimes@.
3 Yes,he.

2A 1 down() 2 down ()
3up(  4up
5 down() 6 up(M

2B 1up® 2 down(

Unit 2
2.2 /i/, I/ and /at/

LA i clean, each, see, week
N/ give, gym, lift, six
/ar/ fly, night, size, white

2A 16l 2file 3 fit
4 leave 5 seat 6 site
7 Tim 8 time

3A i
1 free, coffee
1/
2 is, big, business
3 in
a1/
3 nine, items

2.3 /tf/ and /d3/

1A 1 attacha picture
2 check the watch
3 kitchen chairs
4 aproject manager
5 amessage page
6 change jobs

2A 1 //tatf/, /matf/

2 -/istf/, /'senwidz/

3 - /'pa:tfos/, /ma' [imn/

4 - /sku:l/,/'fedjuzl/

5 v /wrtf/, Iri'saitf/

6 v /'teknikal/, /'’kemikal/
3A iy

choose, March, teacher

/d3/

agenda, July

> 58 €

Unit 3

3.1 The -ed ending

2A /t/ developed, finished,
produced
/d/ cancelled, opened, received
/1d/ completed, expanded,
refunded

3A 1 | collected them.
2 Weplayit.
3 They asked us.
4 | cleaned them.
5 You start it.
6 We processed them.

3.3 /3:/ and /o:/

LA /ai/learn, purse, sir, work, worst
/>1/ bought, door, north, short,
store

2A 1 -/moy, wak/

2 V/ /smoul/, /tork/
3 / /3in/, /wsidz/
4 -/smo:l/, /wa:ld/
5 v /faist/, /tamn/
6 -/03:d/, /flor/

3A /sy
survey, prefer, Thursday
a1/
launched, passport

Unit4

4.1 /n/, /nk/ and /n/.
The -ing ending.
1A 1nk 2n 3n 4nk 5 nk

6ng 7ng 8n

31 He’s fixing
2 I'm testing
3 They’re doing
4 She’s saying

4 changing 2 going
3 discussing 4 writing

4.4 /1o/ and /ea/

LA fo/here, really, we're, year
/es/ chair, pair, square, their

2A 1 ear 2 hair
3 rare 4 we're
3A o/
engineer, idea, near, here
=l

there, share, anywhere

Unit5

5.1 /=/, /e/ and /er/

1A =/ app, back, chat, have
/e/ pen, red, tell, went
/er/ break, great, late, say
2A laim 2bad 3 had
4 gate 5 men 6 man
7 set 8 wait
3A 1 brand 2 data

3 manage 4 snack
5 attended

5.3/06/and /d/ vs /s/, 12/, If],
Ivl, It 1d/

1A o birthday, everything, north,
think, thirty, through
/0/ clothes, other, these,
together, with, without

2A 1th 2f 3t 4th 5th
6se 7th 8d 9th 10s

Unit 6

6.2 /a:/ and /a/

LA J/a/bar, dark, far, hard,
part, staff
/a/ but, come, cup, dust,
love, plus

2A 1 fan
3 plant

3 1 smart
3 company

6.3 /u:/ and /u/

1A vy blue, do, move, noon, too
/u/ book, could, put, took,
would

2A 1/
2 v/ ui/
3 v/
4 - /fu:d/, /gud/
5 - /Arut/, /put/
6 -/ful/, /sku:l/
7 / i/
8 v /ui/

3A 1 cool 2 future
3 included 4 distribution

2 March
4 truck

2 discussed
4 party




Unit 7

7.2 /au/ and /av/

1A v go, load, old, slow, soap
/au/ down, found, house, now,
out

2A 1 v /lau/, Isnau/
2 -/fau/, /hav/
- /oun/, /taun/
- /groun/, /brauvn/
v ['folou/, /to'mproav/
v I'jelau/, /'windou/

mobile 2 sold
over 4 about

7.3 /p/, /bl, /f/ and /v/
2A 1b2p 3fav5ve6b

3A 1 Itsthe wrong bin.
2 Canlhave another copy?
3 It'savery interesting vlog.
4 Shedrove fast.

4 expensive 2 family
3 prepare 4 copy

Unit 8

The vowel /v/. The letter
‘0" as /v/, /ou/ and /a/.
1A 1 what, top, quality
2 soft, job
3 solve, problems
4 operate, clock
5 wants, because, positive

2A o/ got, long, model, sorry
/au/ go, kilo, photo, sold
/a/ another, love, month, worry

3A 1 v /kost/, /lost/
2 V /dan/, lwan/
3 v /daunt/, /auld/
4 -/gon/, /foun/
5 v /'nolids/, /'kolid3z/
6 -/Iot/, /waunt/
7 v/ /maust/, /[paust/
8 - /'poulond/, /'holond/

8.3 Silent letters

1A 1 cupboard 2 débt
3 exhibition 4 hdlf
5 harig 6 tdlk
7 Weédnesday 8 would

2A 1w 2k 3h 4w
5k 6p

3 1know 2 cdlin
3 ¢dience 4 couldn’t
5 listen 6 autumin

3

WK ooulhw

#





