You

4-9

Company

10-15

Workplace

16-21

Departments

22-27

Products

28-33

Entertaining

34-39

Technology

40-45

Travel

46-51

Introduction

Working with

words

introducing
yoursell, jobs
My name’s,
What's your 007,
finance director

Companies
and countries
1 work for,
Spain

VIDEO

YOur company
sales office,
factory

VIDEO

Responsibilities
and departments
manage, sell,
Production,
Logshcs

VIDEO

Comparny types
and actvities
aufomobile,
eleclronics, buy,
export

VIDEO

Food and drink

lunch, salad,
! Kke

Office technology
laplop, webcam,
scan, peint
VIDEO

Transpott and
traved

lrain, car,
check in, amve

VIDEO

Revision game

Practice files

Im/youre!
A you ...7

s/snt

Yo | They are

M- questions

Present sample:
1/ you! wel they

Present ssmple:
helsheln

can/ canl

Possessve

adjectives

was / were

52-53

54-69

Spelhng

Numbers
0-9

Emall and
website
addeesses

theve 15/
theve are

Big numbers

Days
and times

this, that,
these, those

Months
and dates

Information files

Audio scripts

Business
communication

Socializing
Meeting people
VIDEO

Telephoning
Starting a
telephone call

Emails
Requests

Telephoning
Taking and
leaving a
message

Telephoning

An ocder

Socializing
Initing,
accepling and
declining

VIDEO
Exchanging
information

Giving
instructions

Telephoning
and emails

Arranging 3
meeting

70-73

74-79

VIDEO : This section of the unit has a video clip linked to the topic.

Activity

Meeting
peopie at 3
conference

The company
game

What's the
answer?

Voicemail
Messapes

The question

game

Making
CONMNISAton
in the
restaurant

Guess the

technology

When can
we meet?

Outcomes - you can:

* introduce yoursel!

* lalk about pobs

* a5k about names and Obs
o spell

* meet people

o talkk about companies
and countries

* 35k about peopie and
Companies

* iy numbers 0-9

e start 3 telephone call

¢ talk about your company

* ask questions

o Syy emall and website
dddresses

o omadl 3 request

o talk about responsibilities
and departments

* ask about people and
departments

o describe departments

* Lake and leave a message

o lalk about company types and
acivities

* ask about company products

o Sy big numbers

* order a product

o lalk about food and drink
o talk about ability

o iy days and Limes

o invite, accept and decline

o talk about office technology
o talk about what's in

your office
* give instructions

o laik about transport
and travel

o laik aboul the past

o <y months and dates

* Arrange a meeting




